RESIDENT GUIDE


COMMUNITY COUNSELING SERVICES

Bradfield Leary Apartments

317 IOWA AVENUE SE

HURON, SOUTH DAKOTA 57350

(605) 352-7072 ext. 5021 or

(605) 352-7001
FOR QUESTIONS OR PROBLEMS


Monday through Friday 8:00 am – 4:30 pm
Office Hours: Monday through Friday 8:00 am – 4:30 pm

For Service Needs and Other Information


Call: 352-7072, Ext. 5021
FOR EMERGENCIES ONLY


Evenings, Saturdays, Sundays and Holidays


Call the following numbers in the order listed:

Name                       Phone
1.
Melissa Hofer
352-7072 ext 5021


2.
City Police

353-8550

In accordance with Federal law and U.S. Department of Agriculture policy, this institution is prohibited from discriminating on the basis of race, color, national origin, sex, or disability.  (Not all prohibited bases apply to all programs).
To file a complaint of discrimination, write USDA, Director, Office of Civil Rights, 1400 Independence Avenue, S.W., Washington, D.C. 20250-9410, or call (800) 795-3272 (voice), or (202) 720-6382 (TDD).
WELCOME
Dear Resident:

It is our pleasure to welcome you to your new home and to present you with this Resident's Guide which we feel will help you learn about our services and facilities.  We hope that most of your questions will be answered in these pages.  By its very nature, community living requires consideration and cooperation.  This booklet contains basic information designed for your review as a guide to conduct, convenience, and a reminder of our mutual obligations.

It is our wish that you enjoy every day of your residence here.  Prompt and courteous service can be expected.

Please read again your lease agreement carefully.  Note especially your rights and responsibilities regarding security deposits, your obligations to report changes in income, and penalties to be assessed for late payment of rent.  If there is anything you do not understand, please bring these concerns to our attention at your earliest convenience.

Sincerely,

Melissa Hofer
Building Manager
Bradfield Leary Apartments
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APARTMENT GUIDELINES
INSPECTIONS

Only after careful inspection and satisfaction that the apartment is free from fault, is it made available to its new occupant.  The resident must, for his own protection, be present at the move-in and move-out inspections, so that there are no misunderstandings about the condition of the apartment at these times.  The resident is asked to sign the Inspection Report.

SECURITY DEPOSIT
The deposit, which each resident pays before occupying an apartment, is refundable when the apartment is vacated, if thirty (30) days written notice is given on the 1st day of the month and if the unit is found to be in the same condition as was described on the move-in inspection form, normal wear and tear excepted.  

The Owner will return the security deposit within two (2) weeks after the unit is legally vacated, provided the tenant-caused damages can be repaired within that time frame, along with an itemized statement as to any deductions.  When no charges are assessed, the resident may expect a refund or when charges are assessed for cleaning and damages, the resident may expect only a partial refund and/or a statement of charges.  If deposit was made with PATH Funds, no refund will be received given directly to the consumer, per the PATH Agreement.
It is the resident's responsibility to have the carpeting professionally cleaned upon move-out; otherwise, such charges will be assessed against the security deposit.  Any cleaning costs incurred on a vacated apartment will be deducted from the security deposit.   Tenants will be charged for only those damages to the unit that are the result of carelessness on their part.  Examples of damages that tenants will be charged for include but are not limited to:

- Broken windows

- Torn screens

-  Damage to interior walls

- Tenant-caused plumbing repairs

                                                      - Damage to carpet and flooring, such as stains
- Damages to counter tops

- Damage to interior or exterior doors

- Appliance damage

- Broken light fixtures

- Missing light bulbs

- Damage to fixtures

- Damage to cupboards or woodwork

- Required painting if tenancy has been

                          

  

less than three (3) years

The resident is responsible for prompt payment of charges in excess of the security deposit.

PAYMENT OF RENT
Rent is due and payable on the first day of each month; however, if paid within the first ten (10) days of the month, no late fees may be assessed.  On the eleventh (11th) day a $10.00 late fee is added to the rent.  An additional $1.00 charge is added for each day thereafter for which rent is not received.  

Residents are asked to remit payment by money order or check.  Rent payments may be mailed or delivered to the Management Office.  Rent should be remitted to:

Community Counseling Services
357 Kansas Avenue SE
Huron, SD  57350

A $25.00 administrative fee will be charged for checks returned by the bank for insufficient funds.

A tenant may be granted additional time to pay rent beyond the tenth day of the month; however, the tenant must make arrangements with the Manager prior to the tenth day of the month and will be subject to all late fees.  If the rent is not paid on the date of the extension, the tenant will be served an eviction notice.  

CHANGES IN INCOME
Because rent is based on a percentage of adjusted income, it is each resident's duty under Federal law to report changes in income.  Such changes should be reported promptly to the Building Manager. 

RIGHT OF "QUIET

Every resident is entitled to the right of quiet enjoyment of the

ENJOYMENT

housing unit he or she has rented. Residents are to conduct their activities in and about the building in a manner as not to interfere with the rights, comfort, or convenience of their neighbors.  

Apartment doors should be kept closed in consideration of other tenants.  An effort should be made at all times to be considerate of other tenants, particularly with regard to loud television sets, stereos, or conversation, especially after 10:00 p.m. and before 7:00 a.m.  Tenants shall not conduct nor permit loud parties or noisy activities in his/her dwelling, or in any manner create any disturbances which cause annoyance or discomfort to other tenants or to the community.

REASONABLE           
Residents are responsible at all times for the reasonable

CONDUCT


conduct of their guests. The tenant and visitors shall comply with all laws and City ordinances affecting the use or occupancy of the premises.

VISITORS 


The resident is responsible for                                                                                                 the conduct of visiting guests. To                                                                                          ensure the rights, comfort and privacy of other residents,                                                       visitors using public areas, lounges and/or                                                                              hallways, may not disturb other residents.  Visiting guests                                                     are welcome to use the lounge if accompanied by a                                                              resident.  Overnight visits must be approved by Management                                                 by completing a Guest Request form 3 days in advance.  
                                          Overnight visitors may not exceed 14 consecutive days in a 30                                             day period.

CONDUCTING

Conducting business for profit on or within the property

BUSINESS


requires the written consent of the management as well as the City of Huron.  Permission will not be given if the activity represents an infringement on the rights of other tenants, especially if it contributes to the traffic and noise level of the building or grounds.

SNOW REMOVAL

Residents are expected to cooperate with snow removal operations.  After a snow storm, vehicles may have to be moved to allow the parking lot to be cleaned.

LAUNDRY/KITCHEN
Coin-operated laundry facilities are provided for the TENANTS only.  Persons not residing in an apartment are not allowed the use of these facilities.  

          Laundry Room Rules:

1.
Leave washer and dryer clean.

2.
Empty lint screen in dryer after each use and dispose in garbage.

3.
Please sweep the floor if soap is spilled.

4.
Empty soap boxes and/or jugs should not be left in the laundry room

5.
When done washing, please leave the door open slightly on the washer to air it out.
6.
Please do not overload washers.  Heavy items, such as rugs, ARE NOT to be washed in the equipment. Management requests your cooperation by taking these items to a commercial Laundromat.  Management is not responsible for multiple cycles of drying due to overload of washers and money will NOT be refunded.
7.
Dyeing of clothes in the machines is not permitted.

8.
No storage of personal items is permitted in the laundry rooms.

9.        Community vacuums are located in the laundry 

           rooms and are for tenants only.

Community Kitchen Rules:
1. Clean up after you cook, rinsing all dishes &
wiping countertops and stove top.  Put away

all cooking supplies and be sure oven/stove

are turned off.

2. Empty trash bins when full.  Please take full bags 

to the dumpster in the alley.  More bags are in  bottom of can.

                                                      3.        Stove top cleanup-do not use abrasive cleaners 

                                                                 as this will scratch the surface.

                                                      4.        Microwave cleanup-please wipe out the 

                                                                 microwave after use and after spills.  DO NOT
                                                                 put aluminum foil or styrofoam in the  microwave. 
                                                      5.        Sweep & mop floor on an as needed basis.  

                                                      6.         Make sure all electrical appliances are turned off.
SERVICE REQUESTS
The tenant shall notify the Building Manager promptly of the need for any repairs to the premises.  Requests for service should be made directly to, and only to, the Building Manager.  Residents can expect routine service requests to be completed in a timely manner.  Emergencies will be attended to as quickly as possible.

RESIDENT


The tenant shall keep the premises in a clean and sanitary

RESPONSIBILITY 

condition.  The resident is expected to take care of the "little" jobs in and around the unit.  These include changing light bulbs, picture hanging, elimination of household odors, garbage removal, etc.  Maximum wattage of any replaced light bulbs should never exceed 60 watts.

RIGHT OF ENTRY

If the resident is home, or after giving advance notice, or in cases of emergencies, or when the resident has requested service, the Manager, Maintenance Supervisor, Housekeeper or a designated repairman may enter an apartment to see if repairs are needed; to inspect the apartment; or to fulfill a service request.  It is our policy to leave a written record of our presence, if prior notice of entrance has not been given.

PREVENTIVE

A preventive maintenance inspection is conducted in each

MAINTENANCE
     
apartment annually. 

INSPECTIONS

Residents will receive a written notice of these inspections and should be present.  At this time, repair needs will be noted, with follow-up work as needed.  Residents are encouraged to report service needs as soon as detected in order to keep the unit in good condition.

REPAIR CHARGES
Residents may be billed for any repairs needed which are the result of neglect or damage to the unit.

KEYS



One apartment key, one main entrance key and one mailbox key are provided to the resident upon move-in, and are to be turned in upon move-out.  If extra keys are needed, please contact the Building  Manager.  Residents are not to duplicate keys.  A charge of $10.00 will be made for each additional key provided.  Keys should be promptly returned to the Manager upon move-out.  2nd Floor tenants will also receive a cupboard key for the Community Kitchen.
SMOKING POLICY

There is no smoking allowed anywhere in the apartment building.  Smoking is allowed outside in designated areas.
LOST KEYS


Should a resident lose a key or find himself locked out, the Building Manager or Maintenance Engineer should be contacted.  A charge of $10.00 will be assessed if management is required to open a resident's apartment door at any time before 8:00 a.m. or after 4:30 p.m., or on holidays or weekends.  Residents may not alter any lock or install a new lock on any door on the premises without the written consent of the Manager.

CREATION OF

Walks, driveways, entrances, passages, stairways, and halls

PHYSICAL HAZARDS
must not be obstructed or used for storage.  This presents an immediate fire and safety hazard to other residents.

RENTER'S INSURANCE
Management recommends that residents purchase a renter's insurance policy from their preferred insurance agent.  Most policies are quite inexpensive and provide valuable protection to the resident.  Renter's insurance will cover the loss of personal items due to water, fire, or smoke damage.

ABSENT FROM UNIT
When you are absent from your apartment, all entrance doors should be locked.  If you intend to be absent from your unit longer than two weeks, please inform management so that your apartment can be periodically checked while you’re gone.

PETS



Pets are NOT allowed under the rules set forth in Item number 25 in the Tenant Lease.
STORAGE 


Household or other property must not be stored outside the dwelling unit.

FRESH AIR


Fresh filtered air is introduced during both the heating and cooling seasons.  Effective operation of the air conditioning system and conservation of energy requires that windows and exterior doors shall be opened only when necessary.  Residents are urged to observe instructions with their air conditioner and note that introduction of warm humid air through open windows may cause condensation to form on the unit with the possibility of serious damage to walls and carpeting.

CURTAINS AND

The resident shall furnish and install the necessary shower

WINDOW TREATMENTS
curtain.  Other window treatments other than those provided by the Owner must be secured with suitable fasteners and appropriate hardware to do the least possible damage.  Installation by a professional or maintenance personnel is recommended.  

HALLWAYS


Each tenant must use care in keeping hallways clean.  Dirty shoes and overshoes should be cleaned at the entrance and not tracked down the halls.  Doorways and halls are to be left unobstructed by order of the State Fire Marshall.  Items left in the hallways will be collected.  Front and rear doors should not be propped open during warm weather as it permits rodents and bugs to enter the building.

GARBAGE


Garbage should be properly disposed of.  Place all garbage in plastic garbage bags.  Bagged garbage should be carried to the trash receptacle located in the alley.
MAIL



Each resident is assigned an individually locked mailbox located outside of the building.  The official name and address of the building is:

                                                                                               Bradfield Leary Apartments

                                                                                               317 Iowa Avenue SE, Apt#

                                                                                               Huron, South Dakota  57350

The Post Office has requested that each resident show their apartment number as part of their address and inform their correspondents accordingly.

PARKING


Parking is provided for the tenants by the designated spaces in the parking lot.  Do not park in the alley under any circumstances.  Park so you do not obstruct the sanitation service's pickup area.  No car repair is to be done in the parking lot and no junk cars are to be parked in the parking lot.  When it snows, you may be asked to move your vehicle so the parking lot can be cleaned of snow.

TENANT OBSERVATION
Residents are encouraged to notify management in the event

AND REPORTING

they witness activities on the premises of a suspicious nature.  Tenants are also requested to notify management if another resident is in violation of the lease terms or the rules pertaining to the project.  Please also contact management immediately if there is an emergency situation at the project, i.e., one of your neighbors does not respond when someone knocks on his or her door, there is a fire or a major water leak.

MAINTENANCE AND HOUSEHOLD HINTS
REPAINTING

Repainting of apartments is scheduled by the Manager periodically.  Work and materials are management's responsibility and painting is NOT to be done by the resident.  

PICTURE HANGING
Picture hanging requires special care.  Because of the damage that could occur to ceilings and walls by residents hanging heavy pictures, lamps, etc., we prefer that such work be done by a qualified person.  Residents will be responsible for damage caused by nails or pre-pasted wall hangers.

WINDOWS


Windows should be cleaned at regular intervals.  Please report broken or cracked windows to management as well as damage to screens.

VINYL FLOORS

Bathroom and kitchen floors are no-wax vinyl flooring.  Cleaning with a solution of vinegar and water is recommended, or some other type of all purpose liquid cleaning product diluted in water.  Do not use wax or Mop & Glo on the vinyl floor covering. 

CARPETING


Carpeting should be vacuumed on a regular basis and we      suggest at least once a week.  Spot cleaning of spills should  be done immediately for best results.  Report carpet stains     immediately to management for suggestions on their removal.  Professional carpet cleaning is recommended at least annually at tenant’s expense.

CIRCUIT BREAKER
A circuit breaker controls all electrical circuits for the 

CONTROLS


apartment. If an appliance or lamp fails, take these steps:

1.
Disconnect the appliance or lamp.

2.
Inspect the circuit breaker to

determine if any of the buttons are

in the OFF position.

3.
Flip the OFF button to the ON

position.

If this does not restore electrical service, call management.

ELECTRICAL

Report electrical problems to management immediately.  If

PROBLEMS


the failure of an appliance occurs in a room where there is a outlet with a reset button, push the reset button to see if this will correct the problem before placing a maintenance call.  

HEATING PROBLEMS
Thermostats should not be turned below 65 degrees during cold weather as it may cause pipe damage.  Notify management immediately of any problems with heating or plumbing systems.

APPLIANCES

Regular cleaning of the oven is necessary as the stoves are not self-cleaning.  Clean the top burners as they become soiled.  Exhaust fan filters should be removed regularly and washed in hot, soapy water to remove grease build-up.  Clean the refrigerator as necessary.  Do not use sharp instruments when defrosting the refrigerator; let the ice melt normally.  The air conditioner filter should be cleaned at least once a month during the operating season.  This is performed by the Maintenance Engineer on a routine schedule.
HEAVY DUTY
     
The electrical circuits will carry additional small appliances.

APPLIANCES 
     
However, any heavy duty appliance, such as an air conditioner,  
freezer, or electric heater will cause overloading of the circuits. Management does not permit the use of electric heaters because they present a fire hazard.  Each resident must obtain written permission from management for additional use of electricity required by a freezer or other heavy duty appliance.

PLUMBING


Report plumbing problems to the management.  That drip-

PROBLEMS


drip-drip from a leaky faucet means a higher water bill and could cause excessive damage.  All plumbing repairs are made without charge unless the problem is caused by the resident's negligence.

LIGHT

     
Electric light bulbs are placed in light fixtures by the

BULBS 

     
management at the time of initial occupancy. The resident is  responsible for any replacement thereafter. Charges will be accessed against the resident's security deposit for each missing light bulb at the time of move-out. Residents are directed to use nothing higher than a 60 watt bulb in any fixture.

COUNTER TOP CARE
Counter top care should be exercised.  Do not place cigarettes, burning objects, hot containers, nor chop foods, pound meat, etc. directly on Formica surfaces.  The purchase of a cutting board is advised.  Most ordinary marks or stains can be removed by lightly rubbing with a liquid cleanser such as Soft Scrub, rinsing and wiping dry.  Do not apply wax to any Formica surfaces.

BATHROOM


Bathroom sinks, tubs and shower stalls should be cleaned

CLEANING            

with a mild liquid cleanser.  Do not use any abrasive cleansers as they will damage the surface.

PEST CONTROL

The resident must keep the apartment clean so as to control infestation of the unit.  Otherwise, pest control will be very difficult, regardless of the amount or frequency of insecticide application.  However, if infestation is found and reported to the management, the resident must follow the instruction sheet provided by the professional exterminator for satisfactory results.

TELEPHONE AND       
Telephone and cable television jacks other than those

CABLE JACKS         
provided may not be installed without written permission of the manager.

PROHIBITED

Alterations to the apartment are prohibited. 

ALTERATIONS

Do not drill holes in countertops or glue objects to the sinks.  Do not put stickers on tub bottoms or appliances.  Do not apply anything to the face of cabinets.  No changes in any fixture or wiring or alterations to the apartment, including the entry door lock or painting, will be permitted without written permission of management.

SMOKE DETECTORS
Smoke detectors are provided for resident safety.  Do not remove batteries or covers as this is a violation of the fire code and your lease.


ENERGY CONSERVATION
1.
Light bulbs larger than 60 watts should never be used.

2.
Turn off lights when not in use--both in your own unit and in community rooms.

3.
Don't use electric appliances longer than necessary and be sure to turn off appliances when not in use.

4.
Don't run hot water longer than absolutely necessary.

5.
Don't leave stove burners on longer than absolutely necessary.

6.
Call management immediately to report leaky faucets, plumbing leaks and drafty rooms.

7.
In summer, open shades or drapes in the evening.  Close drapes or shades in the morning to reduce heat from the sunlight.

8.
If you leave your apartment for a day or more, in the summer, shut off the air conditioner; in the winter, turn the heat down.  Never have heat or air conditioning on while doors and windows are kept open.

9.
In nice weather, turn off heat or air conditioning and open windows.

    
10.
Keep air conditioners, radiators and baseboard heater surfaces clean.

    
11.
Schedule use of laundry machines to allow for full loads.

    
12.
Report broken or cracked windows or damaged screens to management immediately.

    
13.
Do not block heaters & a/c units with furniture.
    
14.
During winter months, and when air conditioning, be sure that windows are locked, as well as shut, as they will often gap a little at the top.

    
15.
Use burners that fit the pan you are using.  Using a small pan on a large burner is inefficient.

    
16.
Use lids on pans when cooking.

    
17.
Do not use your ovens or burners for heat.


FIRE PREVENTION
For your protection, in case of fire, be aware of the following:

1.
All exterior doors to the apartment (between corridors and apartment), utility room and laundry doors are solid core doors with a one-hour fire rating.

2.
The door frames for these doors are treated with a special fire retardant material.

3.
In the apartment building there are fire extinguishers in each unit.  Please read the instructions on these extinguishers as well as the postings on the wall next to the extinguisher so that you know how to use them in case of fire.

4.
Do not store oily rags in closets or any place in the building in an open container.  Keep material of this type in a closed metal container in your own apartment.

5.
Place the telephone number of the Fire Department near or on your telephone or go to 2nd and 3rd floor phones as it is posted there.

6.
Do not use faulty electrical appliances and do not overload the circuits by plugging several appliances into one outlet.

7.
Lighted candles, incense burners, and items of this type should not be used in your apartment.

8.
Report any obvious fire hazards to the management immediately.

    
9.
Keep clothing and other flammable articles away from stoves and heaters.

    
10.
Never leave hot grease on the burner.  Watch it carefully while cooking and do not leave it for a moment without turning off the burner and removing the pan.

    
11.
Smoke detectors are provided for your safety.  Do not remove the batteries or the cover.  If yours should go off due to a fire, notify the Fire Department immediately.  If the detector should go off due to smoke, such as burned toast, etc., and does not eventually quit, contact management.

    
12.
Inflammables, gasoline, naphtha, solvents, etc. must not be kept in the dwelling unit.

13.
DO NOT ever use the self cleaning oven option in the 2nd floor kitchen.  This will be done by staff.
Revised: 4-8-11
Community Counseling Services

Bradfield Leary Apartments

Guest Request

I, _____________________, request permission to have an overnight guest beginning on _______________, at approximately _________am/pm and ending on _______________, at approximately _________am/pm.  I am requesting this permission 3 days in advance.

_____________________________              

Name of Guest



           

_____________________________                    ____________________

Tenant





      Date

Approved/Disapproved______________________________

                                             Landlord/Bradfield Leary Apartments
