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ASPIRE MANAGEMENT COMPANY

It gives us great pleasure to welcome you to your new home in Fairfield Hall.

Aspire Block and Estate Management Limited are appointed as Managing Agent to take
care of your development so you can take care of your home. Our mission is to provide the
highest levels of customer service.

We are responsible for providing services to maintain both the fabric of any blocks of
apartments and the communal, or shared areas of the development. The services we
provide and the proportion of these services that you pay for are detailed in your lease or
transfer deed. Part of our role is to visit your development frequently to ensure the
communal aspect of the development is maintained to a high standard.

Detailed below are the contact details for myself.

Property Manager - Harry Stratford
Telephone - 01923 372 169
Email - fairfieldhall@aspire-management.co.uk

All Client funds are held in trust at NatWest Bank, 72-74 High Street, Watford,
Hertfordshire, WD17 2GZ. The details of the designated bank account for Fairfield Hall can
be found below.

Account Name: Aspire Block and Estate Management RE Fairfield Hall Management
Company Limited Service Charge Account

Account Number: 49171127
Sort Code: 60-00-08
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It is important that we hold up to date contact details for all properties, including details of
tenants and letting agents in case of an emergency. We would therefore ask that you
please take the time to complete and return our Owner & Occupier Contact Details Form.

Please be advised that where we are provided an email address you will receive an email
from MyBlockman requesting that you set a password for your online account. This account
will allow you access to the dedicated Fairfield Hall portal. The portal will allow you to view
your service charge statement, download important documents and track site news via the
‘announcements’ section. You will receive an email notification each time a document is
added, or an announcement is made.

Please note that if you tick yes for electronic correspondence on the Owner & Occupier
Contact Details Form then all future correspondence including service charge demands will
be issued to you via MyBlockman. You will receive an email notification each time a service
charge demand is raised against your property.

Should you have any queries then please do not hesitate to contact me.

Yours sincerely,

7

Harry Stratford BSc (Hons) MIRPM AssocRICS
Property Manager
Tel: 01923 372169

Email; fairfieldhall@aspire-management.co.uk
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OWNER & OCCUPIER CONTACT DETAILS FORM

Please complete & return by email to:
pm@aspire-management.co.uk

or post to

Aspire Block and Estate Management Limited
395B Wenta Business Centre

Colne Way

Watford

WD24 7ND

Property Address

Address Line 1

Address Line 2

Address Line 3

Town City

Post Code

Owner’s Details

Name

Mobile

Landline

Email

Occupier’s Details (if not Owner occupied)

Name

Mobile

Landline

Email




Correspondence Address (if not Owner occupied — your home address or
Letting

 Agent)
Address Line 1

Address Line 2
Address Line 3
Town City
Post Code

Emergency Contact Details (Letting Agent, Friend or Relative)
Company
Name
Mobile
Landline
Email

If you would like to receive your correspondence electronically, please
mark this box




THE BOARD OF DIRECTORS

Dear Residents,

We are excited to welcome you to Fairfield Hall. In representation of all directors of the Fairfield
Hall Management Company (FHMC), | am excited to have you as part of our community. Our team
is dedicated to providing you with a safe, comfortable, and enjoyable living environment.

Mission Statement:

At FHMC, our mission is to maintain the highest standards of
professionalism, transparency, and responsiveness in managing the
property, ensuring a harmonious and well-maintained community
for everyone.

Our Vision:

At Fairfield Hall modern living blends seamlessly with the timeless
elegance of the historical Fairfield Hospital listed building, where
our residents can enjoy the relaxed surroundings of our property,
while we retain its original Victorian style.

Management Company Structure and Responsibilities:

o Directors Board: Oversees overall operations, yearly budget and ensures the company's
mission is achieved.

e Property Manager: Manages residents’ portal, contracts, claims and communications daily
operations,



e Maintenance Site Team: manages and executes daily maintenance, repairs, and resident
inquiries.

Electoral Process:

We believe in a democratic approach to community management. Each year, at the Annual General
Meeting (AGM), residents can vote for new representatives who will serve at the FHMC Directors
Board.

While there is no limit in mandates or the number of elected Directors, we want to assure business
continuity and renewal of the directors board. Therefore:

e Every year, at least two members of the director board must run for re-election;
e Every director must run for re-election after a three-year term.

Planned Meeting Schedule:

To ensure open communication and transparency, we will hold regular meetings with residents.
Residents should expect:

e Yearly Budget setting meeting: Held at the beginning of the fiscal year (March/April) to
discuss the budget forecast, project plans, and average impact on resident service charges.

« Annual General Meeting: Held in Nov/Dec, where we will discuss the year's achievements
and plans for the future.

The FHMC director’s board will also attempt to schedule:

e Mid-year progress update: Held around Jul/Aug to discuss unforeseen changes to the
current budget, change in project priority and overall progress of projected activities.

o Ad Hoc Meetings: As per the request of residents or the directors to address urgent matters or
special projects.

Date, time, location and agenda are provided 4 weeks prior to the meeting by email and mail. Minutes
of the AGM are available 4-6 weeks after the meeting.



We look forward to a successful and vibrant community at Fairfield Hall. Please feel free to reach out

to us with any questions or suggestions. Together, we can make Fairfield a wonderful place to call
home.

Warm regards,

Director Board of the Fairfield Hall Management Company



Fairfield Hall Site Rules

1. No BBQs are permitted on the development at any time.

2. Do not prop open communal exit doors. Not only does it compromise the
building's security and potentially nullify our buildings insurance policy, but it also
damages the automatic closers.

3. External fire doors should not be used unless in the event of emergency.
Internal and external fire doors should not be propped open at any time as it
compromises the development’s fire protection and is in breach of fire regulations.
4. No smoking is permitted within the internal communal areas of the building.
This also extends to any area directly outside of an entrance door. We also ask you
to be mindful of open windows in the surrounding area. Cigarette ends should also
not be disposed of anywhere on the communal grounds.

5. No personal items are to be left in any internal communal areas as they pose
a health & safety risk.

6. No personal items are allowed to be stored in the external communal areas
without prior consent from the management company.

7. Please ensure that you dispose of your waste correctly and in line with the
guidance provided.

8. We encourage residents to enjoy the grounds. Whilst doing so we would

request that all residents act in a reasonable adult manner and show respect for their
neighbours. To this end we expect all residents to show tolerance and compromise
so that we can all enjoy these beautiful surroundings.

9. As you are all aware, the building is Grade Il listed and together with the
relevant covenants in your lease this restricts what external works can be done to the
property. No windows, internal, external or apartment doors, boilers or any part of the
fabric of the building may be altered without prior consent from the Management
Company.

10. Should you let your property, please ensure that the managing agents are
made aware and are provided with a forwarding address and contact phone number.
It should be noted that the responsibility for tenants remains with the leaseholder of
the property concerned.

11. No clothes or other articles may be hung or exposed outside your property.



GENERAL INFORMATION

’:’ Bins are collected on Mondays and Thursdays every week. This may vary for bank holidays
and Christmas breaks. These will then be collected on the next working day.

’:’ We do not collect any glass/ bottles or jars. Please discard of any glass in the nearest glass
recycling bin which is situated outside of the local Tesco’s in Fairfield Park.

’:’ Orange recycling bags and green food waste bags are distributed throughout the bin stores on site
for resident use. Please take the number of bags required. Please do not take whole rolls.

‘:‘ All bin bags- recycling- food waste and black bags, should all be tied up securely before being put
into the bins.

’:’ No dog waste should be deposited into the bins. Please pick up any dog waste and deposit this
into the dog bins that are located on the outskirts of the site.

’:’ If you are a dog owner, please be respectful of the grounds and the hall by clearing any dog waste
and making sure dirty paws are cleaned of mud before entering the halls. It is the responsibility of
the animal owners to clean up after them in the communal hallways and if your animal sheds hair,
then please hoover outside your property. It is not the job of the site team to do this. Please be
mindful of your immediate neighbours when walking animals through the building.

’:’ Please be mindful of the internal areas when entering with muddy shoes/boots, that these are
brushed off before entering the halls.

’:’ Gas and electric meter readings are gathered at the end of every month. These are sent out to all
residents that are registered via email. To register, please email — meters@fairfieldhall.net with
your apartment number and requesting to be added. Please contact this email address also if
water readings are required as these are not gathered monthly.

’:’ The correct procedure to follow for installing a new gas boiler:

+* 1-No permission is required to install a new boiler flue using an existing hole.

+»+ 2-No permission is required to install a new boiler flue if the existing hole is to be slightly
enlarged.
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+» 3-Ifanew hole is required to install a flue permission is required in the first place from FHMC and

then CBC followed by the freeholder. [f scaffolding or any other external access methods to
install a new hole for the flue is required, permission must be given by FHMC.

’:’ Weekly checks are carried out by the site team. These include smoke alarm/vents, lift emergency
call buttons, AOVs, gas, and Legionella checks.

’:’ There is a bike store on site for residents only. Please register via email to —
maintenance@fairfieldhall.net. A tag will be allocated to your details, this will be posted to
yourselves to attach to your bike. Please do not store any electric bikes or scooters in the bike
store. These will be removed immediately by the site team as they are a potential fire hazard.

o . .
*s* Extra main door/ gate keys and gate fobs can be purchased through Aspire management —
pm@aspire-management.co.uk. Once payment has been received, these can either be collected
from the site team at the site compound or posted to yourselves.

‘:‘ Kingsley avenue gate is set up for visitors/ deliveries to call to gain access. Please register any
contact telephone numbers to maintenance@fairfieldhall.net and these can be added to the gate
system. Once your apartment has been called, it will call through to the 1 number given and will
divert to the following numbers if not answered. From here you can press 3 on your keypad and
this will open the main gate.

’:’ Bollards on site are to remain up and are only dropped for internal FHMC contractors use on site.
These are not to be dropped for any other purpose.

’:’ Window cleaning and guttering clearing are carried out throughout the year. Aspire will notify
residents when these are due. These are conducted as follows: guttering- once a year. Velux
window cleaning — once a year. Remaining window cleaning is carried out in — April, July and
September.

o . . .
*¢* Notice boards are placed at main door entries.

’:’ The site compound is located at the rear of the building near doors 9 and 10 and next to the
Bannatyne overflow carpark.

’:’ The site team are available from Monday- Friday, 8-5. For out of hours emergencies, please call
01923 372169 and follow the instructions given.


mailto:maintenance@fairfieldhall.net
mailto:pm@aspire-management.co.uk
mailto:maintenance@fairfieldhall.net

*$* Local doctors are in Stotfold, Letchworth and Arlesey.

DX Recycling centre is located in Biggleswade.

’:’ There is a tennis court on site for resident’s use. This is free for all residents, please contact
tennis@fairfieldhall.net for information of how to book. Proof of address will be required. The
pavilion that serves refreshments and cakes located across the cricket pitch. There is also
Bannatyne Gym/spa that is located at the back of the building opposite the church.

’:’ For your post or deliveries please advise the postal/delivery company your Door Number and then
apartment number so they can locate your post box.

Maintenance Enquiries

¢ All maintenance issues contact: maintenance@fairfieldhall.net
e Meter readings contact: meters@fairfieldhall.net

Residents without email, please leave a note describing your issue in one of the caretakers
mailboxes around the building, the site manager will direct your request appropriately.
or call site office between 8am -5pm - 07727 015204

Non- Maintenance Enquiries
e Email: pm@aspire-management.co.uk & cc: directors@fairfieldhall.net

Urgent issues & Out of Hours Emergencies
e Phone: 01923 372169 and then follow instructions.

Please note that emails are not monitored outside of office hours, any
emergencies should be reported by telephone.

For general information and non- urgent answers, a lot of useful information can be found
on: www.fairfieldhall.net
Other contact information:
e FHMC Directors: directors@fairfieldhall.net
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e FHMC Website: www.fairfieldhall.net

REPORT ANTI-SOCIAL BEHAVIOUR DIRECTLY TO THE POLICE ON 101

FAIRFIELD HALL MEET THE SITE TEAM

Susan Sandra Ke].Vin
Estate Team Manager Site Admin Team Leader
Previously a Duty Manager of a 7+ years in administration 30+ years in the building trade

retirement assisted living complex
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Elizabeth Paul Neil

Temp Site Operative Maintenance Operator Maintenance Operator

Ex Jump Jockey and Gardening 20+ years gardening experience 30+ years as a lift engineer
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GATE/ MAIN DOOR ACCESS

HOW T0 INSTALL & USE

£ INTRATONE APP ¢
-

intraténe

Eﬂ Download the Intratone app onto every device you want
= A .

to use to receive video calls from your intercom.
| A talC App Store

et Play Store

The app will prompt you to enter the phone number

that has been recorded on the intercom system by your

property manager. ]

Note: If you want to use several devices with the app, download the app

onto each device, and enter the same phone number on each of them.
They will ring simultaneously.

You will receive an SMS message with a code that you
have to enter into the app o complete installation.
[ |

Ready! Now, if you have a call from the intercom, the app will
launch automatically. You can see your visitor, talk to them,
and select if you would like to open the door. ]

Need funher We're here to help. Contact our support team E 'EE
at 0208 037 9015 or support@intratone.uk.com. %

assistance?
Visit our FAQ page here \_/ E




— Resident Access

HOWTOUSETHE

INTERCOM

-------

To open the door, hold your key fob against the
1 . proximity reader (they can be round or square,
with a key sign).

You will see and hear a message confirming that
2 e« thedoor is open.

Your property manager can program a code to enter on the
3 e keypad for you to open the door as well.

Visitors calling

Visitors will dial your flat code or select your name using the
1 o Aarrow buttons and press the call button.

The intercom will initiate either a video or an audio call
2 e t0your registered phone number (landline or mobile).

Each residence can have two phone numbers
3 e Programmed. If the first number does not answer after 4
rings, the second number will be dialled automatically.

Note: phone numbers are registered in the system by
your property manager. For any change, call him/her.




The type of call made by your intercom will depend on the system settings your
property manager has chosen. Please contact them directly for additional information.

— Audio Calls \\

Landline numbers receive audio calls.
If the system is set on audio by your property manager or if the network is poor,
you will receive an audio call from your intercom.

You can either answer the call to speak with your visitor or reject the call
without granting access.

When you receive a call, press "0" to enable communication and then * key
to open the door. Please note: The door opening code "*" is set at the factory but
can also be changed by your property manager!

Note: The intercom uses a phone number with a French prefix (+33 XXX

XXX XXX). We recommend that you save this number in your phone.

Video Calls —

Video calls is an optional feature that has to be activated by your
property manager.

If activated, you must download the Intratone app to every device you want to
receive video calls on. You can use as many devices as you want!

You will need good network coverage to use video calls (at least 3G). If your
network coverage is poor or if the network falls out, the intercom will revert to
audio calls.







