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LIVINGWITHUS
A HANDY GUIDE TO LIVING IN ONE OF OUR PROPERTIES
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ABOUTUS!
WE ARE AN INDEPENDENTLY OWNED LETTING & ESTATE AGENCY WITH
OVER 20 YEARS OF RESIDENTIAL PROPERTY EXPERIENCE.
At Imperial you can be assured of a warm welcome to our office, where we can discuss your
requirements with you. We have been established more than 20 years, and have helped find
suitable rental accommodation for thousands of people.
Our staff are friendly, professional, experienced and knowledgeable, and will ensure you have
access to great service whenever you deal with us. We will take a look at your requirements and
help guide you to the most suitable properties we have on our books.
We are specialists in the student market, with our offices located in the two biggest student
areas of Cardiff - Roath and Cathays - and have access to a large number of properties suitable
for group living.

BOX OF NEEDS. HAVE YOU GOT THE FOLLOWING ITEMS FOR YOUR FIRST NIGHT?

Kettle
Milk
Tea or Coffee
Cups
Munchies
Bedding/Towels
Scissors
Toiletries (Don’t Forget the Tooth paste!)
Toilet Rolls
Light Bulbs
Small Tool Kit
Torch

Pen and Paper
Corkscrew
A few pieces of basic cutlery,
crockery
can opener
(You may fancy a takeaway on your
first time at your new property)
Keys, car etc
First Aid Kit

WELCOME
TO YOUR
NEW HOME!

the document to us via email jess@imperialservices.co.uk . Ensure you keep a copy for your own records.
Please note that we will not accept any amended
inventories after 7 days of you collecting keys.

Once you have collected your keys to your new home
you will need to take meter readings for your gas and
electric then register your bills in your name. .The
electric meters will be located in the communal hallway inside a cupboard next to the front door. Your
flat key will open this door if it is locked. Gas meters
can be located outside.

All rents are due on the 1st of every month. We will
give you the bank details of where your rent is to be
paid. It is the tenant's responsibility to ensure the rent
is paid on time. There are penalties for late payment
and we do not want to levy charges onto tenants
unnecessarily, so please ensure your payments are
set up from the start.

Remember that you are still liable to pay any bills for
the property from the day your contract starts, even
if you do not move into the property straight away.
Some Utilities, such as water, charge a service
charge at a daily rate regardless of whether there is
any use or that you are actually living in the property.

If you do not have the details of where to pay your
rent, please contact the accounts team at the office
and they will happily provide these to you.

To set up your water account call Welsh Water on:
0800 052 0145
or chat to Welsh Water online via www.dwrcymru.com

If during your tenancy you encounter any problems,
please take a look at our handy guides further along
this magazine or If it is an emergency and needs to be
dealt with straight away, please call our maintenance team on 029 2023 0033.

If you are not a student you will need to call your local
council to register yourself for Council Tax.
Cardiff Council: 029 20 87 20 87
or Newport Council on 016 33 65 65 56
If you are a student please email your council tax
exemption forms from your university to jess@imperialservices.co.uk
The second thing you need to do when you move into
your new home is to check the property and fill out
the inventory. If you have not yet received your
inventory, you can fill out the “Tenant moving in notes”
located in your welcome pack to list any maintenance
issues. Return to us within 7 days of moving into the
property.
If you are only recording a small scratch on the sofa or
a scuff on the wall, it is best to wait until you receive
your inventory to note these
details. Once you have
received your inventory you
have 7 days to add notes, date
and sign the last page and return

Paying Rent

Problems

If you have a non-emergency maintenance issue
please contact us via email using this address:
help@imperialservices.co.uk. You can also use the
maintenance contact form and the message will be
picked up and actioned during office hours.
Our contractors are available when the office is
closed for emergencies only. You can get in touch with
them by calling our head office on 029 2030 3040

MOVINGIN
HERE ARE SOME MORE TOP TIPS
ON HOW TO SORT OUT YOUR
BILLS WITH YOUR HOUSEMATES
AND MAKE SOME BIG SAVINGS.

6) SET UP DIRECT DEBITS
If you know how much your bill payments will be
each month (eg £30 in a house of 6) then you could
kindly ask everyone to set up a standing order to
your bank account for the princely sum of £5
every month.

1) PUT EVERYONE'S NAME ON THE BILLS
Make sure that one person is not held solely
responsible for an account. It's the best way to It will save you a lot of chasing up every
get everyone to pay on time as they will not want 30 or so days.
it to affect their credit score in the long run.
It's also worth noting that
paying the bills companies
2) DON'T HANG AROUND!
Get your utilities and bills set up as soon as possi- by direct debit could save
ble. Some services such as phone line installation you a few bob too!
and broadband activation can take several
7) SPLIT THE BILLS MONTHLY
weeks!
This is a really important point to
There is nothing worse than spending the first stress, especially with bill payfew weeks of uni without internet (well, there is, ments like water which are mostly
taken every 3 months.
but this is pretty annoying!).
It's best that you
take money from
your housemates or
pay them monthly as
opposed to just when
Make sure that you know how your contract the bill comes through
works and what charges you may be lumped the letter box. The reason
for this is that it helps you
with.
to budget and pay in smaller
chunks (which feels better)…
4) TAKE REGULAR METER READINGS
Make sure you take meter readings when you
move in and when you move out.
3) ALWAYS READ THE SMALL PRINT
Getting stung by surprise installation costs and
price hikes can be a real shock, especially when
you haven't budgeted for it.

It is essential that you also do it during the year to
make sure that you are not being over or under
charged.
5) NIP LATE PAYMENTS IN THE BUD
Communication with your housemates is essential from start to finish. Meeting up at the beginning over a beer is a great way to sort out how
you are going to split the bills.
Keep the communication going throughout the
year and make sure that anyone who makes a
late payment knows that they cannot do it again.

MOVINGIN
THINGS TO THINK ABOUT!
TV LICENCE

If you plan on watching any live TV you will need
to get your hands on a TV licence. It's worth
knowing that you now also need to have a licence
to watch catch-up TV on BBC iPlayer as well,
although there is a loophole that means most
students don't have to pay up – find out more
here.
A TV licence for a colour TV is currently £147 for
the year. If you only live in your property for 9
months then you can get a student TV licence
refund.

INSURANCE

You need to make sure you get insurance to
cover your valuable items like your beloved
laptop.
If you are burgled throughout the year then it is
your responsibility and not that of the landlord to
cover your items. Unfortunately student houses
are a real target for criminals.

HOUSEHOLD ESSENTIALS

No one can say they don't use the toilet roll, but
how do you establish who pays for it?
Shopping for shared house essentials is important, especially when you're up to use the loo at
3am and someone just used the last of the bog
roll (even though you bought the last 3 packs!).
As with cooking, there are various ways you can
all collaborate on the weekly shop. Whilst it obviously makes sense to shop for your own stuff
majority of the time, sometimes it can make
sense to muck in together for certain items.

WASHING UP

Nobody enjoys doing the washing up (if you
do, that's a bit weird, but you can come and
live with us any time!). It's not often we admit
that the stereotype is right, but dirty dishes do
have a tendency to pile up in a student house,
and this can cause problems.
Passive aggressive dishes-related post-it
notes in the kitchen are the norm in student
houses, and we've even known disagreements to end with piles of dirty dishes being
put in the bedrooms or outside the bedroom
doors of lazy culprits – ouch!
In order to keep things as clean and amicable
as possible, it's important to lay down the law
early on. Oh yea, and this means you have to
stick to them too!

COMMONPROBLEMS
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EXAMPLE OF BLACK MOULD

COMMONPROBLEMS
ANDWHATTODO

SHOWERS

DAMP & MOULD

Mixer showers just mix hot and cold water from
your household supply. They don’t pump the
water, and they don’t heat it up. The hot water is
heated by your boiler, just like the hot water in
your other taps. Mixer showers don’t need a
power supply, they just need to be connected to
the hot and cold water pipes.

No one wants to live in a damp home. Damp can
cause mould on walls and furniture and cause
wooden window frames to rot. It’s also
unhealthy.

Electric and power showers, these types of
shower require an electricity supply, although
“electric shower” usually refers to a shower
which heats, and sometimes also pumps, the
water while “power shower” usually refers to a
shower which takes hot water from your boiler
so it just pumps the water and doesn’t heat it. In
some houses, the hot water pressure upstairs is
not sufficient to run a shower, so an electric
shower is used to heat up (higher pressure) cold
water. Electric and power showers have a box
on the wall with the flow and temperature
controls on it.

Mixer showers: Not much can go wrong with
an ordinary mixer shower, except that the
ceramic valve inside might eventually wear out
after ten years or so.
Electric and power showers: It is worth
checking that the shower head is not clogged up
with limescale. Shower heads which are clogged
with limescale will reduce the water flow and
will prevent some electric showers from
working (they need a minimum flow to work).
Try removing the shower head from the hose. If
the shower works fine without the head
attached, then the head is reducing the flow and
needs cleaning. If the head has small rubber
nozzles, just push your fingernail firmly over
each nozzle to release the limescale. Failing that,
buy some limescale remover from the
supermarket and follow the instructions to treat
your shower head. If the head is clean and the
shower is still not working, please contact us.

There is no avoiding the fact that to keep a
shower area clean and free from mould it needs
cleaning regularly and good ventilation.
However good the sealant is, if the atmosphere
is really damp and water is allowed to stand on
the surface it will, sooner or later, start to go
mouldy.

HOW TO AVOID BLACK MOLD
> After every shower the surfaces need to be
wiped over to remove any standing water
> Weekly, or thereabouts, surfaces are cleaned
and dried
> The shower door should be left open to allow
air to circulate inside the shower enclosure
> The extractor fan should be used, or ideally the
window is opened for a few minutes after every
shower.
If the bath or shower are left soaking wet all day
every day with the door and window closed,
mould will start to form. It may be a chore to
wipe over the shower every morning but it will
help to keep your bathroom free from black
shower mould.

Some damp is caused by condensation. This can
lead to a growth in mould that appears as a
cloud of little black dots. For other kinds of
damp, see box below.
Condensation occurs when moist air comes into
contact with a colder surface like a wall,
window, mirror etc. The air can’t hold the
moisture and tiny drops of water appear. It also
occurs in places the air is still, like the corners of
rooms, behind furniture or inside wardrobes.

HOW TO REDUCE CONDENSATION
AT HOME.
1) PRODUCE LESS MOISTURE
Simple things make a huge difference, like
keeping lids on pans when cooking, drying
clothes outdoors (not on radiators), venting your
tumble dryer to the outside and avoiding
paraffin heaters or flue-less bottled gas
heaters.

2) LET THE DAMP AIR OUT
AND THE FRESH AIR IN
Extractor fans are a good way to get rid of moist
air and steam so that less condensation forms.
Some very modern homes have extractor fans
which run continuously, fitted in the ceilings of
bathrooms, shower rooms and toilets. They use
little electricity and don’t add much to your bill.

BATH

3) STOP MOIST AIR GETTING INTO THE
REST OF YOUR HOME.

If your bath is discolouring or you find that you
have a very dirty bath and unable to get this off,
then try using baking soda, you may be very
surprised.

When cooking or bathing, keep the kitchen or
bathroom door shut and open the window so
that the steam goes outside instead.
Meanwhile, let fresh air circulate to avoid mould
forming where the air is still.

REMEMBER YOUR BATHROOM IS NOT A WET ROOM!
USE MATS TO PROTECT THE FLOOR FROM WATER DAMAGE

HOW TO REMOVE BLACK MOULD
Put mild white vinegar in a spray bottle without diluting it. Vinegar has a mild
acidity, making anywhere you spray it very inhospitable for mold. Do not dilute
the vinegar when placing it into the spray bottle; you want to use it at
full-strength, not watered-down.
Spray the vinegar onto moldy surfaces and wait for an hour. If possible, let the
bathroom air out during this time. After an hour, wipe the area clean with hot
water and dry the surface with a towel. Damp surfaces encourage mold
growth, so be sure to wipe the area clean fully. After you have wiped the
vinegar away, it should not smell anymore.
Use vinegar to prevent outbreaks of mold before they happen.
Vinegar is reported to kill 82% of mold species.

Make sure there is a gap between your
furniture and the walls, and give wardrobes
and cupboards a good airing sometimes.

Condensation mould is unsightly
and can cause health problems

4) HEAT YOUR HOME A LITTLE MORE
While you don’t want to waste money heating
rooms you don’t use, very cold rooms are more
likely to get damp and mould. Set the
thermostatic radiator valve to 1 in unused
rooms so the radiator gives out a little bit of
heat whenever you have the heating on. If you
don’t have central heating, consider using a
room heater with a timer and temperature
control. Remember, unused rooms will need a
good airing from time to time.

MORE TIPS
You can catch condensation dripping from
windows with condensation channels and
sponge strips (available from DIY shops). If you
wipe down windows and sills in the morning
this will also help, but be sure to wring out the
cloth rather than dry it on a radiator.
And finally, if you already have mould on your
walls and ceilings then you need to clean it off
properly. An effective method is to start by
cleaning off the mould with spray containing
bleach. This will help remove the staining that
persistent mould can leave behind. Leave to
dry overnight and then spray the affected area
with an anti-fungal wash and allow that to dry.
Always follow the manufacturer’s instructions
and consider wearing a face mask when
spraying.

CONDENSATION IS NOT THE ONLY CAUSE OF DAMP
‘Penetrating damp’ is caused by moisture entering
the house through leaking pipes, a damaged roof,
blocked gutters, gaps around window frames and
cracked or defective rendering and brickwork.
‘Rising damp’is due to a defective (or non-existent)

damp course. This will leave a ‘tide mark’ about 1m
above the floor.

Newly built homes can sometimes feel damp
because the water used during construction
(in cement, plaster etc) is still drying out.
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NO HEAT OR HOT WATER

FIRE ALARMS

Potential causes include broken diaphragms
and airlocks, failure of motorised valves, issues
with the thermostat or low water levels. A good
place to start is to check if your boiler is not
working because of an issue with boiler
pressure or your thermostat.

It is common in shared accommodation that there
may be false fire alarm activations. If the fire alarm
sounds in your house: Please check with all flats to
see if anyone has set the alarm off by burning food
whilst cooking or smoking, or to see that any of the
flats have a fire.

If your boiler pressure drops too low, your
central heating system may not function
properly. To check a boiler’s pressure level,
simply look at it’s built in pressure gauge – if it’s
below 1 you may have an issue. There are a
number of reasons why this may be happening:
a water leak in the system, the pressure relief
valve needs replacing or as a result of recently
bleeding radiators.
The first thing to do is check for a visible leak in
the system. If you find one you should call us.
While we anticipate boiler repairs to be
completed within 24 hours, there have been
occasions where the part is not in stock, which
has resulted in tenants being without heating
and hot water for up to a week. These problems
are more likely to occur during the winter
months.
In the past because of extreme temperatures,
we have experienced freezing and burst pipes
over the winter holidays. It is therefore essential
to leave your heating on low, even if you are not
in the property.
Burst pipes cause lots of damage not only to our
property but to the belongings inside. You are
expected to take reasonable precautions
against this happening as part of your
agreement with Unipol
Do not turn central heating system off - turn
down the thermostat on the wall to the lowest
setting or set your timer to come on frequently.
This will help prevent a burst pipe which could
damage the property and your belongings.

BLEADING A RADIATOR

RADIATOR
If your radiator is warm at the bottom but not the
top it may need bleading, it could be because
there are air bubbles trapped in the system.
These bubbles prevent hot water from circulating effectively, so radiators aren't as hot as they
should be and take longer to warm your home.

HOW TO BLEAD A RADIATOR
Switch off your central heating. This is reversing
the process identified in step one and will allow
you to handle the radiators without burning
yourself or soaking your floor.
Bleeding radiators will require a radiator key
(buy one at your local hardware store if you can’t
find yours)
At the top of the radiator at one end there will be
a valve. You can attach the radiator key to the
square bit in the centre.
Hold the key with a cloth, and have another cloth
ready to catch any drips, then slowly turn the
radiator key or screwdriver anti-clockwise – if
gas is escaping you’ll hear a hissing sound.
Once there is no more gas, liquid will come out
and the valve will need to be closed quickly. With
the more modern screwdriver operated escape
valve, liquid is likely to emerge as a jet rather
than a dribble.

When you are positive that there is no fire please
reset the alarm. Read the panel for instructions. The
standard procedure is to enter the code number
then press the reset button. Some panels do not
require a number and you just need to press the
reset button. Please familiarise yourself with the
panel now in order to save time later.

LIGHTBULBS
A loose connection in the lamp holder can also cause
bulbs to blow. ... This will cause electricity to arc
across the contact, cause too much heat and blow
the bulb.
You have to replace these yourself as outlined in your
additions to tenancy form you signed. There are
many types of lightbulbs so please check the diagram
below.

HOW TO CHANGE A LIGHTBULB
Turn off the power - First make sure the power is
turned off.
Let it cool - Allow the bulb to cool before touching it.
Use a ladder - Ensure you can safely reach the bulb
Remove bulb - Take the bulb out of the socket.
Replace the bulb - Insert a replacement into the
socket.
Restore power once the bulb is in, turn the power
back on again and switch on the light.
If you have replaced the light bulb and it blows
immediately, contact the office.

TYPICAL TRIP SWITCH

IF YOU HAVE NO POWER
The first thing you should do in the event of a power cut
is check your trip switch, wiring and appliances. If it
seems that there is no fault here then you should call
your suppliers emergency number.
Before you call, check whether your neighbours or the
rest of the street has lost power also as your supplier
will usually ask this. Your supplier will take some
standard name and address details from you, ask what
time your electricity went off and may ask you to check
your trip switch and your meter.
Modern electric circuits are fitted with a circuit breaker
fuse system. If a fault develops, a switch is tripped. If
you have a trip switch, it will be on or near your
fusebox, your fusebox will always be near to your
electricity meter. You should always locate your trip
switch and fuse box when you first move into a
property – before an emergency occurs. Your trip
switch should have a ‘push to test’ or a ‘reset’ button.
Switches can trip for a number of reasons: An over
loaded circuit, a faulty appliance, over filled kettle,
Faulty connections on appliance leads.
If a switch has tripped because of one of these reasons,
you should flick it back on and then re plug items one by
one. If the switch trips again, you will know that that
particular item is faulty.
If water gets into the system from a water leak don’t
panic. The trip switch system is designed so that if
there is a fault, the electric is cut off immediately. A leak
will usually come from the bathroom or roof so try to
check the affected areas first. If there is a leak, which
has come through a light fitting.
It depends how much water has soaked into the wiring
that will affect how quickly your supply can be
switched on. If after two hours you still can’t turn the
electric back on, call maintenance immediately

COMMON TYPES OF LIGHTBLUBLS

Check the pressure by having a look at the gauge
on your boiler. If the pressure is too low, you’ll
need to ‘top up’. You can do this using the lever or
tap on your boiler, known as the filling loop.

‘Penetrating damp’ is caused by moisture entering

Afterwards, you may want to run another ‘hot
test’ to check that your efforts have been successful. Simply turn your heating on, wait for all
the radiators to heat up and check for any cool
spots.

course. This will leave a ‘tide mark’ about 1m above the ﬂoor.
Fixing rising damp is a job for a qualiﬁed builder.

thehouse through leaking pipes, a damaged roof, blocked
gutters, gaps around window frames and cracked or defective
rendering and brickwork. All these problems can be remedied.

‘Rising damp’is due to a defective (or non-existent) damp

Newly built homes can sometimes feel damp because the

water used during construction (in cement, plaster etc) is still
drying out.

REMOVING BULBS.
BAYONET MOUNT
Grasp the bulb lightly but firmly,
push upwards gently and turn
anticlockwise until it is released
from the socket.
SCREW FITTING
Keep
gently
twisting
anticlockwise until the bulb
comes loose from the socket.
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Thousands of homes across England and Wales
suffer disruption and unpleasantness caused by
blocked drains and sewer flooding each year. It can
be a foul and costly experience, which is easily
avoidable. Three quarters of sewer blockages are
caused by people putting items they shouldn’t down
toilets or drains, and half of sewer flooding
incidents are caused by these blockages.

COMMUNAL AREAS AND STAIRS

WHY DO COMMUNAL AREAS
NEED TO BE KEPT CLEAR?
We have a legal obligation to manage the
safety of communal areas and to make sure
there are no obstructions that make it difficult
to get out of the building, or anything that
gives off smoke which may affect you or
hinder the Emergency Services in their
rescue duties. We have a responsibility to
make sure you can escape in case of an
emergency.
In order to make your communal areas as
safe as possible, it is essential that you
understand what you should not leave
outside your property. It is important that all
communal areas are not used for the storage
of your possessions or as a place to leave
unwanted goods. We reserve the right to
remove any items that are deemed to be a
potential obstruction or hazard.

STORAGE ADVICE
Items left in communal areas and electrical
cupboards are subject to immediate action to
remove them. This is to avoid any possible fire
risk from the effects of toxic smoke given off
by burning items, rubbish, ornaments or of
volatile or combustible items and non-safety
glass exploding when exposed to intense
heat.
How you manage the risk inside your own
property is, to some extent, within the terms
of your tenancy agreement or lease but we
would ask you to note the following:
Individual flat entrance doors – usually form
part of the fire protection of the building for
both tenants and leaseholders. No alterations
or replacement of doors should be made
without written consent from us.

SECURITY

Drainage pipes are usually four inches in diameter
and are only designed to carry water, human waste
and toilet tissue. When other items are flushed down
the toilet they can get lodged in the pipe and build up
a blockage.

HOW TO KEEP TOILET & SINK DRAINS
BLOCKAGE-FREE

Students are one of the higheast at-risk
groups of crime in the country, often targeted
for high value laptops, TVs, and entertainment equipment which are frequently left in
plain view and unsecured against intruders.
It’s important, therefore, that students are
aware of how to keep themselves and their
possessions safe.

Blocked drains stop waste water from leaving your
property, and when waste water blocks up, it can
come out of the toilet or sink and flood your home.
Consumers spend millions of pounds every year
clearing blockages from household drains.

There are some simple tips that can help you avoid
blocked drains. These tips will help you keep your
household drains running at optimal speed
year-round.

Flushing inappropriate items downthe toilet and sink
may also block the public sewer causing sewerage to
flood roads and pavements or pollute rivers and
streams.

CLEAR THE DRAIN PLUG HOLE OF
HAIRS REGULARLY

Be sure to keep valuable items out of sight,
away from doors or windows, and remember
to lock rooms whenever they’re not in.

SOME ITEMS WHICH SHOULD
NOT BE FLUSHED INCLUDE:

Avoid the temptation to hide a key under the
doormat or flower pot, criminals are very
aware of the method, particularly in student
areas and will often check in the first
instance, giving them unrestricted access to
students’ property and possessions.

> Cooking fat, oil or grease, which will harden, even if
put down the sink with hot water or soap
> Waste food or garden waste
> Nappies and nappy liners
> Sanitary products
> Plastic bags and wrappers
> Needles and syringes
> Old clothing and rags
> Plaster or cement

It’s tempting to leave doors open when relaxing in the sun and friends are going in and out
of the property – and it’s all too easy for a
thief to take advantage of the situation.
A large proportion of student theft is down to
‘walk in’; gaining access through open doors
so students should be vigilant and not forget
that simply closing a door doesn’t necessarily
mean it’s locked!
If a room or shared house is going to be left
unoccupied for a number of weeks, students
should make sure that all valuables are either
removed from the property or taken out of
view.

ITEMS THAT ARE NOT ALLOWED TO BE STORED IN COMMUNAL AREAS
INCLUDING SERVICE AND METER CUPBOARDS.
PLEASE NOTE THAT THIS IS NOT AN EXHAUSTIVE LIST…
>
>
>
>
>
>

BLOCKED PIPES
COMMONPROBLEMS

PUSHCHAIRS
BIKES
SHOPPING TROLLEYS
LADDERS
MOTORBILITY SCOOTERS
FURNITURE

> Condoms
> Paper handkerchiefs
> Multipurpose wipes
> Cat litter
> Cotton wool, cotton pads and cotton buds
> Paint and paint thinners

While shampooing, it is mostly likely that a few hair
strands fall down on the bathroom floor. If your
bathroom drain isn’t covered with a plug hole or
plug screen properly, these hair strands can go
down the drainage pipe and create clumps inside
over time, which can ultimately result in the blocked
shower drain. If you find that water is running
slower through your bathroom drain, the drain is
blocked!

DON’T FLUSH SANITARY ITEMS

Never flush sanitary products like diapers, baby
wipes, tissues and sanitary pads in your toilet. And
don’t let your guests flush any foreign product in the
toilet. You can instead put a trash bin in the
bathroom so all items like cleaning wipes, cotton
balls, face cleaning pads, sanitary products, etc can
be trashed in the bin. There is only one thing you can
flush into the toilet except human waste – toilet
paper. If you remain watchful of what you flush in
your toilet, you can eliminate the risk of a blocked
toilet.

BE WATCHFUL OF WHAT YOU POUR
INTO THE SINK

If you allow grease, oil and leftover food particles go
down the sink drain then your drainage line has a
high risk of seeing a major blockage. You need to
clear all leftovers off the plates and throw it in a
trash can.

LEARN HOW TO USE A PLUNGER RIGHT

First of all, remember the plunger with a cup is to be
used for sink drain unblocking and one with a flange
is to be used for toilet drain unblocking. You can’t use
the same plunger for both toilet and sink. Besides
the hygiene reason, it’s the design of both types of
plungers that make them suitable for different
roles.
While using the cup plunger, apply some petroleum
jelly on the edge of the cup or keep 1-2 inches of
water in the sink to improve the suction ability of the
tool. It is also recommended that you cover the cup
area with a wet cloth and hold it tightly to create the
required level of pressure while unblocking the sink.

MOVING OUT

COMMONPROBLEMS

CAN BE A STRESSFUL
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THAT’S WHY WE’VE PUT TOGETHER A
COMPREHENSIVE MOVING HOUSE
CHECKLIST, TO HELP YOU COPE WITH
THE ENTIRE MOVING PROCESS.

PEST CONTROL. PREVENTION FIRST
> Remove sources of food, water and shelter. Store
food in sealed plastic or glass containers.
> Garbage containing food scraps should be placed in
tightly covered trash cans.
> Remove garbage regularly from your home.
>Report leaky plumbing and don't let water accumulate anywhere in the home.
>Don't let water collect in trays under your house
plants or refrigerator.
> Clutter provides places for pests to breed and hide
and makes it hard to get rid of them.
> Get rid of things like stacks of newspapers, magazines, or cardboard.

MOVE OUT CLEANING CHECKLIST
KITCHEN

Condensation mould is unsightly

MICE

Learn about the pests you have and options to
control them.
Check for pests in packages or boxes before carrying
them into your home.

The house Mouse, and sometimes the Long-Tailed
Field Mouse are found in buildings as they seek the
warmth and shelter for nesting sites and food.

RATS

Mice have been known to spread some nasty
diseases to humans such as Salmonella, Listeria,
which can cause food poisoning

There are two species of rat in Britain, Rattus
norvegicus which is commonly known as the Brown
Rat or Common Rat. Th e Rattus rattus, known as the
Black Rat or Ship Rat is
now rarely found in the UK.
Rats carry many nasty diseases which they can
spread to
humans, normally through their urine. including;
Leptospirosis or Weil’s disease, Salmonella, Listeria,
Toxoplasma gondii and Hantavirus.

HOW TO PREVENT RATS
> Eliminate any harbourage points such as sealing
gaps around pipes and under sheds; rats only need a
gap of 15mm to gain entry.
> Remove potential nesting sites by keeping yards
and gardens clean and tidy, by cutting back overgrown areas and clearing any piles of wood/debris.
> Cover any household waste where rats can get
access to it, close dustbin lids and cover compost
heaps.

SIGNS OF A MOUSE ACTIVITY

> Mice droppings - Droppings are often black, rod
shaped and 3-6mm long. Fresh droppings will be
soft and moist. Each mouse can leave approximately
80 droppings per day. Common places to find mouse
droppings are under the kitchen sink, around central
heating boilers and in roof spaces.
> Nests - Sometimes nests can be found indoors for
example in lofts, under fl oorboards or in airing
cupboards.

HOW TO PREVENT MICE
> Eliminate any harbourage points such as sealing
gaps around pipes and under sheds; Mice only need
a gap of 5mm to gain entry, but normally they are
20-30mm in diameter.
> Remove potential nesting sites by keeping yards
and gardens clean and tidy, by cutting back
overgrown areas and clearing any piles of
wood/debris.
> Cover any household waste where mice can get
access to it, close dustbin lids

ANTS
Black Ants (also known as Garden Ants) are very common and are
mostly harmless, although they can be a nuisance if they come into
houses. Ants are useful garden insects, collecting nectar and seeds
from flowers and also small dead insects, all of which are taken
back to the nest to feed the larvae.
Any sources of sweet food in the kitchen should be covered or
cleaned away - sugar bowls and jam dishes should be emptied and
loose food stored in plastic or glass containers with tight fitting lids.
A pesticide spray treatment can be very effective, particularly if it
has a residual effect which will last for a few weeks - remember to
read instuctions and follow any precautions carefully.

O Clean inside of all cabinets & drawers
O Clean tops of cabinets.
O Wipe all counters and backsplashes.
O Clean all appliances, inside and out
O Clean the Extractor Fan & Filters
O Turn off Fridge/Freezer and leave doors open
O Pay attention to cleaning filters.
O Wipe down walls and switch plates.
O Clean out light fixtures and replace bulbs, as needed.
O Wipe baseboards.
O Dust Skirting Boards
O Clean floor.

BATHROOM

TWO MONTHS BEFORE
O Start declutering
O Start collecting things like packing, boxes bags
etc

O Clean inside of all cabinets & drawers
O Clean tops of cabinets
O Clean all counters and mirrors.
O Clean all fixtures: sinks, bathtubs, etc.
O Use bleach to remove mildew and mold.
O Dust Skirting Boards
O Wipe down walls and switch plates.
O Replace bulbs, as needed.

3/4 WEEKS BEFORE
O Pack non-essential items

ROOMS

1 DAY BEFORE
O Final Deep clean of the property
O Defrost the Freezer

O Clean all walls and switch plates.
O Remember to clean out closets, too.
O Replace bulbs, as needed.
O Remember to clean under the bed
O Dust Skirting Boards
O Clean floor.
O Clean inside of Rubbish Bins

WINDOWS

O Wash all windows.
O Clean all Blinds or Curtains
O Clean all window frames.

1/2 WEEKS BEFORE
O Start cleaning your home
O Start packing all belonings
O Call Royal Mail to redirect post

MOVE OUT DAY
O Take a note of all Meter Readings & give them to
your providers
O Make sure the property is secure
O Return your keys to our office, dont forget to
return any gas/electric keys or cards.

CLEANING

RUBBISH

POST

Cleaning costs and unpaid rent are
the top reasons why deposit
money is withheld when a tenant
moves out of a rented property.

You will need to plan ahead and
remove all your rubbish before you
leave. If any rubbish is left in your
property after you have vacated
you will be charged for rubbish.

You can get post redirected for
three, six or 12 months, and longer
if you're still getting volumes of
post through after your initial
period is up. It costs from £31.99
(for three months) per surname.
Remember that if mail isn't
redirected, you need to call the
sender and either update your
address or ask to be taken off its
mailing list.

Check the property against the
condition or inventory report from
when you moved into the property
Compare the property now to any
photos taken at the start of the
tenancy.

Check with the local council about
Refuse collections, around busy
periods they often offer additional
services for students vacating
properties.

FINAL BILLS

DEPOSIT REFUNDS

WHAT COULD AFFECT THE FULL REFUND OF YOUR DEPOSIT?

WE DEAL WITH ALL OF THE FINAL BILLS THROUGH EMAIL.

We will ONLY deal with any deposit queries through email so that we are able to keep a record
of all conversations. Please do not call our office as our general office staff do not deal with the
refund of deposits and will redirect you to email.
The obvious reasons as to why you wouldn’t get your deposit back in full is if you haven’t paid
your rent in full or you have any outstanding charges on your account. The charges you may have
occurred throughout your tenancy could be: Late rent charge, Outstanding Rent,
Replacement Key Charge, Maintenance charge for tenant damage to a property or Lock Out
Charge.
You may think deducting charges from your deposit is an easier option than paying up before
your tenancy ends. In matter of fact it actually takes longer to process your deposit refund as it
doubles our workload. We will check the move out that was carried out on your property against
the move out of the year before.
You will then receive an email from us, this will include a breakdown if any charges that are to be
deducted from your deposit.
Once you have received our email with the breakdown of any charges. You will need check the
amount stated in the email. If you have any queries or decide to dispute any of the charges given
you will need to reply to our email within 14 days. Otherwise If you are happy with the amounts
you will need to reply to the email confirming that you agree to the amount that is to be refunded
to the Head Tenant.

THE PROCESS
SUBMIT ALL
CLOSED FINAL
BILLS

MOVE OUT OF
THE PROPERTY

HEAD TENANT
WILL RECEIVE
DAMAGE REPORT

UP TO 14 DAYS*

UP TO 14 DAYS*

REMAINING
DEPOSIT REFUNDED
TO HEAD TENANT

NO DISPUTE

HEAD TENANT
CAN DISPUTE
ANY DECUCTIONS
DISPUTE

ONCE
RESOLVED

IT’S A LEGAL REQUIREMENT FOR LANDLORDS TO
PROTECT THEIR TENANTS’ DEPOSITS WITH A
GOVERNMENT SCHEME SUCH AS MYDEPOSITS

DISPUTE
RESOLUTION
BETWEEN TENANT
& LANDLORD
THIS PROCESS CAN TAKE UP TO
EIGHT WEEKS

*DAYS ARE COUNTED AS WORKING DAYS

If you have the documents you can scan into your
computer and email it over. If you don’t have a scanner we will accept a good quality photo of the final bill
and send it to us through email.
If you pay your bills online, you can print screen the
confirmation and send to us via email.
When you email your final bills to

finalbills@imperialservices.co.uk Please send all

your bills in one email. We will not attempt to refund
your deposit if we have not received ALL of your final
bills. If you have only sent one or two of your bills
across we will not take any action as we require
ALL of your final bills in order to process your deposit.
Please note that all emails should be from the Head Tenant
Your email should include an attachment of all your final bills. In the email we will also require the Head
Tenant to provide us with the bank transfer details. ALL of the deposit that gets refunded will be transferred to the Head Tenant ONLY. The head tenant was nominated at the start of the tenancy to handle all
deposit refund matters. It is their responsibility to split the amount with any other tenants. Many tenants
call up to check if we have received their email. There is no need for you to do this. Once you have sent your
email you should automatically receive an automated reply to confirm that we have received your email.
Once we have received all of your final bills, it will take around 14 working days to respond to your email.
Please be patient with us during this period as we have hundreds of tenants to respond to.

What Day should I put out my Rubbish?
MONDAY

Cregiau/St Fagans
Radyr/ Morganstown
Fairwater/Pentyrch
Tongwynlais
Ely
Caerau

TUESDAY

Canton
Llandaﬀ North
Llandaﬀ / Velindre
Butetown
Grangetown
Riverside / Pontcanna

WEDNESDAY

Cyncoed
Pentwyn
Plasnewydd / Roath
Gabalfa
Cathays
Penylan

THURSDAY

FRIDAY

Pontprennau
Old St Mellons
Trowbridge
Llanrymney
Adamsdown
Rumney /Splott

Rhiwbina
Llanishen
Lisvane
Heath
Whitchurch

All waste must be placed out kerbside no earlier than 4:30pm the day before collection and no later than 6am on the
day of collection. Please return your bins/sacks/food waste caddy to your property by 9:30am the follwing day.

The Council Collect Green Recycling Bags & The Brown Food Caddy Every Week

Green recycling bags and food waste casddy liners are available free of charge at all council libaries, leisure centre and
some local shops. You are only able to collect 1 roll of each per visit, and may be asked for proof of Cardiﬀ residency.
You can also order them online for free home delivery. If you don’t have a kerbside food caddy call C2C on 02920 872087.

GENERAL WASTE (non-recyclable) ONCE A FORTNIGHT
General waste that cannot be recycled must be put in either your council
black wheeled bin or your red striped waste bags, depending on your area.
Waste outside of these containers will not be colleced. Properties on red
striped bag collections will receive 2 deliveries a year, of enough bags to
use up to 3 per collection. If you have a wheeled bin, your waste must ﬁt
inside the bin. No bags outside of the bin will be collected. You can check
your general waste collection or download a calender on the council website.

The Council Do NOT
Collect Black Bags

Sign up for the Free text reminder service
.

text the word ‘Tidy’ followed by your house
number & postcode to 60066.
When you send the text to register for the service, your normal text message charges
will apply, but after that all text eminders sent are free

Can’t go in your bin? No Problem. You can recycle a wide variety of items at Cardiﬀ’s Household Waste Recycling
Centres. If you cannot transport your waste yourself, you can organise a bulky waste collection from your home
but this service is chargable. For more information visit the Council Website.

Visit www.Cardiﬀ.gov.uk/Recycling for more information on Waste & Recycling

