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INTRODUCTION 

 

Welcome to Kate Sheppard Apartments  

 

This booklet contains information, which will be useful to you as a resident.  The information is 

based on the Body Corporate Rules and it also contains guidelines to ensure that you and your 

neighbours enjoy living at the Kate Sheppard Apartment building.   

 

Please Take Time to Read it.   

 

BODY CORPORATE STRUCTURE 

 

The Kate Sheppard Apartment Building is operated as a Body Corporate registered under the Unit 

Titles Act 1972.  The building is made up of three distinct components.   

 

▪ Carparking  - Parks (levels 1 and 2) 

▪ Cellar Vate Café and bottle store  

▪ Residential – Levels 3 to 10 – 63 apartments  

 

The guidelines that follow are for users of all components of the building.   

 

THE BUILDING MANAGER: 

 

Glynis Campbell 

Apartment 2A 

Kate Sheppard Apartments 

Tel: 04 499 9 016 

Mob: 021 819 998  

 

Glynis is available during normal weekday working hours 8 am to 5 pm and where necessary outside 

these hours and can assist you with queries as to Property Management issues relating to common 

areas and the general running of the building.  Contact her for advice on regular contractors 

servicing apartments. 

 

The Building Manager is responsible for cleaning all common areas and may be around the building 

but not at reception or in the office or her apartment so that contact may best be made by mobile 

phone if required and not available at reception. 

 

BODY CORPORATE SECRETARY  

 

Alan Stewart 

Phone:     Mobile: 021 430 768 or Office: 06 3771148 or Apartment 04 4997104 

Address:  Apartment 9A Kate Sheppard Apartments or 

                 c/- Stewart Consulting Ltd, Chartered Accountants, PO Box 384, Masterton.  

Email:       alan.stewart@xmail.co.nz    Fax:   06 3771146 

 

Any issue not able to be dealt with by the Building Manager should be referred to the Body Corp 

Secretary who if necessary will action it or refer it to the Committee. 

 

 

BODY CORPORATE COMMITTEE 

 

A committee is elected at the Body Corp Annual General Meeting usually held in April each year. 

The committee appoints a Chairman. Names and their contacts are displayed on the notice board 

 

mailto:alan.stewart@xmail.co.nz
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BODY CORPORATE RULES 

 

All Owners have been given a copy of the body corporate rules.  Owners who tenant their 

apartments are obliged to make available to their tenants the Body Corp Rules and include in their 

Tenancy Agreement a requirement that they comply with these Rules. A summary of important 

rules is displayed on the notice board. 

 

ACCESS 

 

Keys, Key Fobs and Garage Door Openers 

The management and issuing of these is done through the Building Manager.  If you require any of 

these you should contact the Building Manager and will be charged the appropriate cost. 

 

The Building Manager will not issue or reprogramme tags without an authorised signature, usually 

the owner of the apartment. 

 

The costs inclusive of GST are as follows; 

Keys $25.00 

Key Fobs $75.00 

Garage Door Remote Transmitters $50.00 

 

Key Fobs give access to all Common Area doors and lift access the individual floor that the 

apartment is on as well as level 2 and to 9 for access to the roof top 

 

COURIER DELIVERIES 

 

Couriers should use the access system to contact Residents who can then come to reception to 

collect deliveries. 

 

If the Building Manager is at reception, or is called by phone, she can accept deliveries on behalf of 

absent Residents. 

 

If residents are not available to accept deliveries, couriers can gain access by contacting Cellar Vate 

and then leave deliveries at reception. 

 

 

VISITOR ACCESS 

  

Access to the building by visitors is by means of the security system at the main entrance off 

Molesworth Street.  The system is connected to a video screen in your apartment and is called by 

selecting the apartment on the pad or scrolling to the apartment number followed by pressing the 

bell key.  To let visitors in, press the top and bottom buttons on the video screen, holding each for 

1-2 seconds to release the gate and front door and activate lift access to your floor.   

The front gate is locked automatically at night and released in the morning. Times vary for Daylight 

Saving. If locked, contact to apartments needs to be prearranged or made by cell phone. 

 

When opened using the security system (pressing the button on a resident’s video screen) the gate 

will release for 10 seconds. When the glass door is released this way the connection is made for a 

maximum of 40 seconds to allow access, and 60 seconds to access the lift.  The system is not 

designed to allow lengthy conversations or delays in the foyer. 

 

Visitors should only gain access to the building through the security system.  To maintain a high level 

of security in the building, please do not give access to people you do not know.  Visitors to the 

building should only be allowed in by the resident they are visiting.  Do not allow people to follow 

you in unless you know them to be residents. 
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Visitors should be seen off the premises to avoid them causing any problems or having trouble 

finding their way out and activating alarms on doors that they should not have access through. 

 

 

BALCONIES 

 

Washing  

Please note that the Body Corporate Rules do not allow washing to be hung on the balconies.  This 

detracts from the overall appearance of the building.  

 

Pot Plants 

Please ensure that all pot plants are secured or fixed so that they cannot fall off the balconies onto 

passing traffic or pedestrians.  They should be moved away from windows when the cleaning 

contract takes place. 

 

Other Decorations 

No decorations of any type are to be placed on the balconies. 

 

Other 

At no time should anything be thrown or dropped from balconies or from windows. 

 

 

WINDOWS AND DOORS 

 

All broken/cracked panes of glass are the unit owner’s responsibility to replace; not the Body 

Corporate’s but as they affect the water proof integrity of the building must be actioned 

immediately.  Similarly, doors, window frames and/or windows including onto a balcony form part on 

a unit and any maintenance and repair is the unit owner’s responsibility.  Oil or CRC should be used 

on the hinges and stays on a regular basis to ensure they last. Washing with hot soapy water is 

recommended to avoid oxidisation and rusting. 

 

For broken windows the building manager can recommend a contractor to carry out repairs at the 

owners cost. Tenants should contact their Property Manager in accordance with their Tenancy 

Agreement. 

 

The external part of the window frame and mechanism is the Body Corporate’s responsibility to 

maintain and repair and any faults must be immediately referred to the Building Manager if problems 

occur including; 

▪ Loosening of Windows & Frames 

▪ Broken hinges 

▪ Water leaks around windows 

and require repairs, Owners must contact the Building Manager who will arrange for the preferred 

contractor to carry out this work.  

 

WATER LEAKS 

 

The following process should be followed in all cases: - 

 

▪ Any external leaks and internal leaks of building installed water pipes i.e. in areas between or 

outside Apartments are the responsibility of the Body Corporate and the Building Manager 

must be notified immediately. 

 

▪ Water leaks within an apartment including apartment fittings or appliances, should also be 

reported to the Building Manager and then if the leak is a result of a fault caused in an 
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apartment or by an occupier of an apartment, this can be sorted between the units 

concerned with the Body Corporate assisting in finding a solution.   In such cases the costs 

of repairs are to be met by the Owner of the apartment responsible for causing the leak or 

if appropriate, the owner’s insurance company.  

 

▪ Where the Occupier is a Tenant they should also advise the apartment owner or Property 

Manager as per their Tenancy Agreement. 

 

CARPARKS 

 

There are 2 floors of carparking in Kate Sheppard Apartments  

1st floor - 1.01 to 1.25 

2nd floor - 2.01 to 2.27 

 

Please note that there is a maximum clearance of 2 metres.   There are also traffic lights situated by 

the down ramp.   

 

The carparks are unit tilted and are therefore the property of the relevant unit owners.  If you use a 

park other than your own, the owner is entitled to have your vehicle towed away.  There is NO 

parking available for visitors in the car park and no parking in other than marked spaces.   

 

To allow others easy access to their parks please be considerate in the way you park your car.  

 

Cars parked obscuring access to the doors to the building will be towed away.  To have a car towed 

away from your carpark or the front of the building, phone Harbour City Tow & Salvage Ltd on (04) 

472 3215.  They offer a 24 hour service.   

 

There are no facilities for washing cars in the carparking areas of the building.  Please do not attempt 

to wash your car in the building.  Fire hoses are not to be used for washing cars. However cleaning 

companies are available who will clean cars where they are parked.   Contact the Building Manager 

for details. 

 

 

GARAGE DOOR 

 

People with carparks will be supplied with a garage door remote.  In order for you to obtain an 

additional garage door remote, you will need to contact the Building Manager who will organise one 

for you.   

 

If the door does not open with the remote, first check with another Owner’s remote if possible.  

Contact the Building Manager who can arrange for the door to be released.  If urgent and assistance 

not available, the door can be opened manually by turning the red handle above the door and lifting 

the door manually.   If this is done, the Building Manager or Body Corp Secretary must be advised 

immediately so that the door can be reset. 

 

CLEANING 
 

The Building Manager cleans the common areas regularly.  If you have any concerns about the 

cleaning of any common areas contact the Building Manager and if not satisfied with the response, 

contract the Body Corp Secretary. 

 

If you spill something or soil the tiles or carpet in the common areas please clean up after yourself 

and advise the Building Manager where the spill has taken place in case further cleaning becomes 

necessary.  If outside contractors are required for the cleaning it will be at your cost. 
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DAMAGE IN COMMON AREAS 
 

Please remember that the common areas belong to all the owners therefore residents are asked to 

take care and show respect for others in the way they use the common areas of the building.    No 

property is to be left in a common area without the Body Corp Committees approval. 

 

If a resident or their visitors or their children or their furniture mover cause any damage in the 

common areas, the resident will be liable for the cost of the repairs.   

 

 

ELECTRICITY READINGS (RESIDENTIAL UNIT OWNERS AND OCCUPIERS) 
 

Please note it is not the Body Corps role to read electricity meters.  It is your responsibility to 

arrange this with the electricity provider concerned.  Genesis is the main energy supplier but 

Contact Energy,Trustpower  and Meridian Energy, can also supply energy to the building.   

 

You can read your meter by borrowing a key to the cupboard from the Building Manager provided 

the key is immediately returned. 

 

 

GAS SUPPLY 

 

The Gas supplier for all apartments is Easy Energy. Contact details are 04 387 4022. It is the 

responsibility of the resident to arrange for gas supply to those apartments that have gas 

connections. 

 

EMERGENCY EVACUATION PROCEDURES 
 

All owners/occupiers should be familiar with the emergency procedures and what should be done 

when the fire alarm rings.  A voice will request you to vacate the building and you should do so 

immediately.   Assembly is opposite in Kate Sheppard Place.    

 

DO NOT USE THE LIFTS. 

 

The first person out of the Kate Sheppard Place entrance is to take the contents of the box hanging 

inside the door and call 111 for the Fire Service. They are also responsible for recording all persons 

leaving. 

 

Everyone on leaving the building should report to this person 

 

FIRE ALARMS 

 

The costs associated with any false alarm that has been the result of negligence and/or carelessness 

of a particular unit owner or occupier will be sent to that apartment owner for payment.  The NZ 

Fire Service charges for each call out and there are associated costs of the fire alarm and the 

security companies.   Please take care or charges will be incurred by you. 

 

EXTERIOR 

 

No fixtures or decorations are to be placed on the exterior of the building.  Exterior areas cannot 

be painted or decorated in any way.   Windows viewed from the exterior must not display anything 

that is not in keeping with the high standard of the building. 
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INSURANCE 

 

The insurance of the building and structure is covered by the Body Corporate’s insurers - at present 

Marsh Insurance Brokers. 

 

Please note there are an excess of $250 per claim in apartments and $1,000 in common areas. If 

damage is caused by residents or their visitors they will be required to meet this cost. 

 

Contents insurance is each unit owner’s responsibility.  Owner’s contents to be insured include all 

removable items including refrigerators, washing machines, driers, and carpets that were supplied 

with the apartment but are not covered by the Body Corporate insurance.  

 

Owners are advised to tell their insurance company if their apartment is to be vacant for a month or 

more to ensure their covers are not voided.. 

 

LOCKS 

 

Residents should leave a spare key with someone they trust is case they get locked out. 

 

The Building Manager has a master key that will access individual units, as well to common areas.  If 

you change your lock or fit an additional door lock you must leave a spare key with the Building 

Manager or a security company advised to the Building Manager, in case of emergencies or so that 

you can gain entry if you mislay your keys. 

 

The Building Manager will only access apartments with prior approval of the occupier. 

 

LIFTS 

 

After hour lift problems call the Building Manager.  

 If not available call Otis; 0800 656 847 

 

To protect the lifts, please ensure that the lift covers are installed before moving any items of 

furniture etc.  Lift covers are kept under the stairwell on the ground floor. 

 

The Building Manager holds a Lift Lock off key.  It is essential that requests be made for lift shut off 

and covers to be made available, at least one day prior to needing them.   

 

Furniture companies delivering or collecting furniture can only have access during normal working 

hours and this must be by prior arrangement, at least the day before, with the Building Manager.  

They will not be allowed to use the lifts without appropriate arrangements being made with the 

Building Manager. 

 

 

LIGHT FITTINGS  

 

Light fittings in common areas are serviced on a two weekly contract with bulbs replaced as 

required by The Lightbulb Man. 

 

Bulbs in apartments are the occupier’s responsibility. 

 

Please note:  Maximum wattage of light bulbs is 150 watts (fittings should be checked as some fittings 

have a maximum wattage of 100 watts). 
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MAIL DELIVERY  

 

Mail is delivered daily except Sunday.  If you receive Junk Mail you do not want please deal with it 

yourself and do not leave it for someone else to clean up.   

There is a tray at reception to leave mail which requires readdressing. 

 

MAINTENANCE 

 

Please contact the Building Manager if you identify anything requiring attention in the common areas 

of the building.  Maintenance inside an apartment is the responsibility of the owner, although it is 

recommended that owners use the “approved” contractors.  Details of the approved contractors 

are listed under “service people” in this brochure.   

 

PAPER DELIVERY 

 

There is an arrangement in place for papers to be delivered to the building if you desire – for further 

details contact the Building Manager.   

 

MOVING IN 

 

The Building Manager must be contacted at least one day beforehand, so that arrangements can be 

made to obtain a lift lock off key and the covers installed in the lift.  Failure to do this will mean that 

access to the lifts will be denied.   

 

Where moves are required to take place at times the Manager is not in normally attendance, in 

particular on Public Holidays, a charge can be made for the providing of lift access. 

 

Outgoing owners and owners or agents letting apartments must make sure that residents moving in 

are advised of this in advance. 

 

NOISE 

 

Please be aware of your neighbours and recognise their right to enjoy their own apartment in peace.   

 

When visitors leave after 11.00pm or before 7.00am please ensure that doors are closed quietly and 

that talking in the corridors is kept to a minimum.  Please do not allow children to use the hallway as 

a playground. 

 

Any problem with noise should first be raised directly with your neighbour but if this fails to resolve 

the problem then report it to the Building Manager who will intervene to help resolve the problem. 

 

The Noise Control Regulations in Wellington are now stringently policed on a 24 hour per day 

basis.  Details of services provided and the control parameters exerted are available on ph: (04) 499 

4444. 

 

If talking to the Building Manager or the neighbour fails to achieve the desired outcome, then the 

Body Corporate Committee will accept written complaints setting out details of particular problems, 

through the Body Corporate Secretary or the Building Manager.   

 

The Committee is able to require residents or owners to comply with the noise provisions of the 

Body Corporate Rules and will do its best to assist you should problems with noisy neighbours get 

beyond your control.  Please note, however, that the best way to deal with the problem is to talk to 

your neighbours and attempt to solve the problem yourself first.   
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If the noise level on a specific occasion is not resolved with your neighbours, the Noise Control 

Service can issue a legal notice requiring the noise to cease.  If this is not observed, the Service, 

assisted by the Police, has the power to confiscate offending equipment.  Residents should not 

hesitate to make use of these services if no other reasonable solution is available.   

 

PERSONAL BELONGINGS  

 

Please keep vehicles and bikes in your own unit titled area of the car park. 

No other belongings are to be kept in the car park area. 

Storage lockers must be kept closed with belongings inside them. 

 

PETS 
 

You are prohibited to have any pets in the building without written permission of the Body 

Corporate, which is reviewable at anytime.   

 

RUBBISH COLLECTION 

 

Daily Waste Bins, for resident’s use only, are located on the 1st and 2nd floor of the building and 

rubbish is collected Monday, Wednesday, and Friday.  All rubbish must be put inside the Waste bins.   

 

This rubbish collection is for regular household rubbish and should not be used for large items of 

rubbish (boxes, packing materials, appliances etc).  Please make alternative arrangements for large 

volume of rubbish.   

 

Separate bins are provided on the 1st Floor for newspapers, glass, plastics and cans suitable for 

recycling. Please use the correct recycling bin. 

 

A sack is provided for cardboard only.  All cartons and boxes must be clean (no food scraps) and 

flattened before being placed in the bin. 

 

Large items that do not fit in bins must be disposed of by residents elsewhere. 

 

SERVICE CONTRACTORS 

 

Garage Doors Metalbilt Doors (04) 568 2933 

Electrical Marsden Electrical (027) 443 4004 

Fire Evacuation Safety First (04) 499 5454 

Glass Metroglass (04) 562 7383 

Lifts Otis (04) 499 2368 

Plumber Robert Visser (027)240 9534 

Rubbish Removal/Recycling Waste Management (04) 568 3550 

Window Cleaning – Exterior  Window Cleaning Contractors (021) 452 621 

Fire Protection  Wormalds (04) 569 4636 

 

 

SECURITY SYSTEM 

 

The common area doors requiring a key tag are monitored with a video in the Building Manager’s 

office and apartment.  This also records movements and can be accessed if problems occur 

 

SHOPPING TROLLEY 

 

A trolley is available for residential use.  Please be courteous and return it to the carpark in the 

corner against the Northern wall after you have finished with it.   
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SKY TV 

 

Sky TV has an ordinary satellite (i.e. digital) feed into the building, which you can choose to purchase 

from Sky if you desire.   

 

To connect to the system, a new Sky subscriber should follow these steps; 

 

▪ Contact 0800 800 759 and confirm a connection fee payable to Sky for “existing dish”.  

 

▪ Discuss Channel package requirements and pricing 

 

▪ If you have difficulty connecting to the system, it will probably be necessary for a technician 

to attend on site 

 

▪ Call Sky Network Television Limited on Ph (04) 384 7874 if you have any issues regarding 

Sky.   

 

 

SMOKING 

 

All common areas (entrance foyers, lifts, stairwells, halls, carparking areas etc) are designated smoke 

free areas.  Please refrain, and require your visitors to refrain from smoking in these areas.   

 

 

WATER MAINS/WATER SUPPLY 

 

If you have any water main/water supply problems, first contact the Building Manager or if not 

available call Wellington City Council, Ph (04) 499 4444. 

The water shut off valve is located above the hot water cylinder in your apartment.  

 

If your problem is with the sprinkler system then Wormalds must be contacted immediately.  
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