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1. [bookmark: _Toc190874241]Keys and Codes
	Door / No: Keys
	Image of Key
	Notes

	Front Door:
? x Sets.
	
	1 x Set from/in Key Safe.

	Garage
? x Key(s).
	
	

	Back Door (Kitchen)
? x Key(s).
	
	

	Alarm Panel
At the end of the hallway…
	
	Code: ????.
Not to be changed without reference to Synod Property Office.

	Key Safe
At the side of the…
	
	Code: ????.
Can be changed / unused.
Please advise Synod Property Office.


	

2. [bookmark: _Toc190874242]Services
2.1. [bookmark: _Toc190874243]In an Emergency
[bookmark: _Toc190874244]If your meter is sparking or on fire 
Call: 999.

[bookmark: _Toc190874245]What to do if you smell gas
It’s crucial to act quickly in a gas emergency.  These are the steps you need to take to stay safe:
· Get fresh air immediately; make sure you open all doors and windows to ventilate the area.
· Turn off the gas emergency control valve (also called gas emergency shut off valve) at the meter (see Section 2.3 below), unless the meter is located in a basement or cellar.
· Extinguish all naked flames and don’t smoke.
· Don’t operate electrical switches (including turning light switches on or off) because this can ignite escaping gas.
· Call 0800 111 999, the Gas Emergency service number.
· If the attending emergency operative identifies an issue with any gas appliances, follow their advice concerning the use of the equipment.  Where advised, contact a Gas Safe registered engineer to fix the appliance and check it’s safe.
· If you’re feeling unwell, visit your GP or hospital immediately and let them know you may have been exposed to carbon monoxide.
· Don’t turn the gas supply on again until it’s been checked by a Gas Safe registered engineer.







2.2. [bookmark: _Toc190874246]Meter Locations
	Meter, Serial No:
& Location
	Photo of Meter
	Move In Reading
	Notes

	Water 
????????
In pavement to right of driveway (looking at the manse).
	
	_ _ _ _ _ .
	

	Gas
????????????
In LH Utility Cupboard (looking at the manse)/ Understairs Cupboard.
	
	_ _ _ _ _ .
	

	Electricity
????????????
In the Garage / 
RH Utility Cupboard (looking at the manse)/
 Understairs Cupboard.
	
	Import: 
_ _ _ _ _ .
Export: 
_ _ _ _ _ .
	





2.3. [bookmark: _Toc190874247]Isolators & Stop Cock
	Isolator / Stop Cock & Location
	Photo
	Notes

	Water Isolator
In the pavement to the right of the driveway (looking at the manse).
	
	

	Water Stop Cock
In the kitchen unit under the sink.
	
	

	Gas Emergency Control Valve 
To the left/right of the Gas meter.
	
	

	Electricity Isolator
Consumer Unit (Fuse Board) in understairs cupboard.
	
	



2.4. [bookmark: _Toc190874248]Current Utility Companies
Water:	???? Water
	www.water suppliercompany.co.uk
	0800 123 4567 (free to call for all UK mobiles and landlines)
Gas:	???? Energy
	www.gassuppliercompany.co.uk
	0800 123 4567 (free to call for all UK mobiles and landlines)
Electricity:	???? Energy
	www.electricitysuppliercompany.co.uk
	0800 123 4567 (free to call for all UK mobiles and landlines)
Telephone:	No current service.
	Master BT socket is in the hallway:
Photo


The occupant is free to switch Gas or Electricity suppliers and to choose their telephone/broadband provider.


2.5. [bookmark: _Toc190874249]Smoke & CO Detectors
The Smoke and Carbon Monoxide Alarm (England) Regulations 2015
The above Regulations were amended with effect from 1st October 2022.  Pastorates are now required to:
· Ensure at least one smoke alarm is equipped on each storey of a manse where there is a room used as living accommodation*.
· Ensure a carbon monoxide alarm is equipped in any room used as living accommodation* which contains a fixed combustion appliance** (excluding gas cookers).
· Ensure smoke alarms and carbon monoxide alarms are repaired or replaced once informed and found that they are faulty.
	Detector / Location
	Photo
	Expiry Date
	Notes

	Smoke
Ground Floor landing.
	
	
	Mains/battery powered.

	Smoke
First Floor landing
	
	
	Mains/battery powered.

	Carbon Monoxide
Kitchen
	
	
	Mains/battery powered.



Testing alarms and replacing batteries is the occupant’s responsibility.


*   A room in which a person spends a significant amount of time.
** A gas fireplace or boiler.




2.6. [bookmark: _Toc190874250]Mandatory Certificates

2.6.1. [bookmark: _Toc191544767]Gas Safety Certificate (GSC)
To be renewed every 12 months.
2.6.2. [bookmark: _Toc191544768]Electrical Inspection and Condition Report (EICR)
To be renewed every 5 years.
2.6.3. [bookmark: _Toc191544769]Energy Performance Certificate (EPC)
Valid for 10 years.



 


 

3. [bookmark: _Toc190874251]Systems
3.1. [bookmark: _Toc190874252]Central Heating System
The Central Heating System is gravity-fed, with cold water tanks in the loft and a hot water cylinder in the landing airing cupboard.
The Central Heating & Hot Water programmer is in the airing cupboard /hallway.
	Photo of the location of the programmer.

	Close-up photo of the programmer.





[Name and model of the programmer].
There are separate timings for heating and hot water, which can be 24hr, 5/2 day or 7-day.
	The Central Heating thermostat is on the lounge/hall wall.
	Photo of the thermostat.


	There is a Frost Stat in the garage.
	Photo of the
frost stat.






[bookmark: _Toc190874253]

3.2. EV charging point (if applicable)



3.3. [bookmark: _Toc190874254]Solar panels (if applicable)

The Photovoltaic Solar power system is self-managing, and automatically exports unused power to the National Grid, for which payment is received on the Electricity bill.






4. [bookmark: _Toc190874255]Waste & Recycling






5. [bookmark: _Toc190874256]The Synod Manse Policy.





6. [bookmark: _Toc190874257]Building Survey and Annual Manse Checks
6.1. [bookmark: _Toc191544776]Annual Manse Checks
6.2. [bookmark: _Toc191544777]Building Survey 
6.3. [bookmark: _Toc191544778]Land Registry Title & Plan





7. [bookmark: _Toc190874258]Recent refurbishment(s)







8. [bookmark: _Toc190874259]User Manuals 
List of User Manuals & Guarantees and locations (in a separate folder).
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