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INFORMATION BROCHURE

UPDATED 1ST OF OCTOBER 2018
INTRODUCTION

By means of this brochure, the Oude Westhof Village Management Association (OWVMA) hereby provides all OWV residents with information regarding our Village. Should you have any queries pertaining to items herein, please contact the Manager or any Trustee.

The Management Association was founded as a Masters Association for the Bodies Corporate of Oude Westhof Village 1,2,3,4 and 5.
The operation of the Village is subject to the provisions of the Sectional Titles Act 95 of 1986, the Sectional Title Schemes Management Act of 2011, Act 8 of 2011, as well as the Housing Development Schemes for Retired Persons Act No. 65 of 1988, the Constitution and the Conduct Rules of OWV which came into operation in 2009.
Please note that, when reading this brochure, the term UNIT, which  includes both the home (house, flat or assisted living flat) as well as the undivided share of the owner in the communal property (Club House, gardens, roads, swimming pool, etc.)
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1.  OWV MANAGEMENT ASSOCIATION

The Board of Trustees, to whom the Manager of the Village reports, represents the owners in all matters pertaining to the Village. The Trustees meet monthly and any owner has the right to attend a Trustee meeting or a sub-committee meeting and may put forward any queries with the consent of the Chairman, but is not authorised to vote (Section 18(5) of the Constitution).

All owners of Units in the Village (members of the OWV Management Association), whose payment of levies are up to date, are authorised to vote at the Annual General Meeting (AGM), or any other Special General Meeting. If it is not possible to attend such a meeting, a proxy form may be completed to allow a person of their choice to speak or vote on their behalf. This proxy must be handed in at the Office 24 hours prior to the meeting. Nominations for the election of Trustees must be addressed in writing to the AGM. It must be accompanied by the written consent of the person nominated and this should be handed in at the Office not later than 48 hours before the meeting (These forms will be available at Reception).

All minutes of meetings will be made available on written application by any owner. Sub-committees and their members are appointed by the Board of Trustees. It is not necessary for members to be Trustees, save for the Chairman. The Sub-committees serve as advisory bodies to the Trustees and as such have only delegated powers. The following Sub-committees currently exist: Financial, Property & Maintenance, Medical,  Security, Social, Catering and Garden.
2.  CONSTITUTION AND CONDUCT RULES

Any amendment to the Constitution or Conduct Rules can only be made by means of a resolution during a Special General Meeting. Before any such amendments will come into operation it must be approved by the Chief Ombud in terms of Section 10(5) of the Sectional Title Schemes Management Act of 2011 (Act 8 of 2011). 
Each owner in OWV should have a copy of the Constitution of OWVMA as well as the Conduct Rules. Should you not have received a copy of each of these documents from the sales agent, the Management of the Village will place you in possession thereof. Alternatively it may be downloaded from the Village website on www.owv.co.za. It is strongly advised that you familiarise yourself with these documents.  Should you have any queries, kindly contact the Manager or any Trustee.   

Copies of the aforesaid Acts are available for perusal at the Office.
3.  SERVICES TO RESIDENTS

Office hours are from 08h00 to 16h00 from Monday to Friday.
The Club House hours are from 08h00 to 16h00 from Mondays to Fridays and from 08h00 to 15h00 on weekends and public holidays. 
Photostat and fax facilities are available at the Office (Fax no. 021 913 2563).
E-mails to the Office will be received at admin@owv.co.za.
The Village Manager is a Commissioner of Oaths should you need to have documents certified as true copies.
All other services will be discussed under the appropriate headings.
4.  LEVIES AND ACCOUNTS

Each owner has been allocated a unique account number, which will be his/her/their reference in all transactions.   The levies will be charged on the 1st day of every month and any additional costs eg. electricity, meals, etc will be from the 26th day of the previous month up to the 25th day of the current month.   

All transactions (levies, electricity, meals, etc) are electronically managed and will as such reflect on your monthly statement.   It is advisable to set up debit orders as no cash dealings are preferred.

Owners, who let units in the Village, are requested to advise the office in writing, which amounts are to be paid by the Lessee and Lessor respectively.
5.  INSURANCE

All buildings in the Village viz:  houses, flats, assisted living units, Club House, Health Care Centre and the ancillary service buildings are managed by the Management Association. The insurance premium is calculated on a pro rata portion of the participation quota levies. This pertains only to the immovable property.  Insurance of the movable (furniture etc) items is the responsibility of the residents and can be insured with an insurance company of their choice. 
Kindly inform Management whenever there is an incident for which a claim must be lodged.  The insurance contract is available for scrutiny at the Office.

Geysers or water pipes.
In the event of a burst pipe, the insurance company will compensate the insured for loss or damage as per the specified items recorded in the schedule, as it forms part of the insured’s property.   Similarly, secondary damage will also be covered by the insurance company. 
Owners will not be responsible for any excess cost regarding the loss or damage of the items mentioned in terms of this extension. (The OWVMA is liable for the excess cost).
Kindly note further that defective thermostats, TP pressure valves or elements will be for the account of the owner.
Please contact the Manager for assistance regarding any insurance claim.
6.  ELECTRICITY

Electricity can only be ordered from the Office before 12h00 from Mondays to Fridays. Note that it CANNOT be purchased from any other source outside the Village.
Reception sells electricity in multiples of R50 with a maximum of R3000 per month. The receipt of the units requested will be placed in your post box on the same afternoon. The cost of the electricity will reflect on your monthly account. 
It is recommended that you always keep an extra electricity slip for at least R50 or a R100 should you run out of electricity during weekends and public holidays. The slip cannot be used by another resident as it will only work on the meter box in your unit.
IT NEEDS MENTIONING AGAIN THAT ELECTRICITY CANNOT BE PURCHASED DURING WEEK-ENDS AND PUBLIC HOLIDAYS.
7.  POST AND POST BOXES (PIGEON HOLES)

The Postal Address of the Village is:       






  (unit no) Oude Westhof Retirement Village

                                                                    26 Van Riebeeckshof Road

                                                                    Van Riebeeckshof

                                                                    BELLVILLE

                                                                    7530

Post from the Post Office is delivered daily and after sorting, will be put in the residents’ pigeon holes. Registered letters, parcels etc. will have to be collected at the Welgemoed or Bellville Post Office, as indicated on the Post Office slip. Letters only can be posted at Reception and will be collected daily during delivery of post.

8.  INTERCOM SYSTEM AND TELEPHONES
Residents may contact either the Reception, the Health Care Centre or Security during office hours via the intercom or landline. The Health Care Centre makes their calls to the units between 08h00 and 09h00. If possible, do not make use of the intercom during this time. They can, however, be contacted during this period at 021 913 5410.  After hours all calls should go through Security intercom (2504) or tel. no. 913 6174. 

Reception is available weekdays from 08:00 to 16:00.

NB all emergency calls after hours, weekends and public holidays, should be made to the SECURITY intercom (2504) or telephone nr. 021 913 6174.  

All units (houses, flats and assisted living units) in the Village are connected via the intercom and may be dialled directly and without cost (See available list of numbers).  Reception must be notified should the phone need to be serviced. The intercom phone forms part of the property and is the property of the Management Association. Both the telephone and the panic button as well as the television decoder and smart card must be handed in at the Office for safekeeping when ownership of the unit changes. Television dishes may not be removed.
Telephones

TELKOM will install telephones at the request of residents and all costs pertaining thereto will be for the account of the resident.
     





Tel No.



Intercom


Reception
Elmarie

         021  913 6144



2501

Manager 
Gerhard van der Merwe   021  913 4310

          

2502






         082 375 4975
Health Care



         021   913 5410


2503

Security



         021   913 6174


2504

Admin            Karin






 
           2509
Hairdresser   Charmaine

         083 292 0241



2506

Kitchen          Laetitia/WPC







2507

Workshop
Ernest/Donovan






2508

 

Accounts       Nannie





          

2505
9.  DUPLICATE KEYS

A duplicate key to the front door and/or security door of your residence must be kept at the Health Care Centre in case of an emergency.  These keys will be kept in a special locked key cupboard at the Health Care Centre. Residents who have additional security such as alarms or gates, are requested to hand over the relevant codes and the keys. Should the residents prefer not to place a key at the Health Care Centre, an indemnity form will have to be signed which will indemnify the medical staff as they would be unable to access the unit in an emergency.  

After locking your door/gate from the inside, please remove the key to allow access to your unit in case of an emergency and ensure that the bolts have been disengaged.

10. GARAGE DOOR OPENING MECHANISM AND REMOTE CONTROL

A remote control for the garage door should be provided with the house when taking possession. 

Repairs and maintenance to the opening mechanism of the garage door, after the guarantee expires (usually one year), are for the resident’s account.  Additional insurance for accidental breakage to appliances such as garage door opening mechanisms, air conditioners and solar heating panels may be arranged by the owner The Office can assist you with this, but there is a minimal cost. Mass servicing of the garage door mechanism at a reduced rate can be arranged for groups at regular intervals. Residents will be notified accordingly.

11. REPORTING PROBLEMS DURING OFFICE HOURS

Office hours are from 08h00 to 16h00.
All problems must be reported to the Village Manager by writing it into the appropriate book at Reception.
AFTER HOURS, WEEKENDS AND PUBLIC HOLIDAYS

Please contact Security by intercom no 2504 or telephone no. 021 913 6174 in the event of any emergencies arising after hours or on weekends. They have been trained to contact the relevant person for that purpose. The Village Manager must also be informed of the problem in writing as soon as possible after the occurrence of the incident. 

Emergencies regarding any probable fires or security irregularities must also be reported directly to Security.

Should a problem occur repeatedly, a complaint in writing should be addressed to the Manager and a copy forwarded to the Chairman of the Board of Trustees. 

12.
EMERGENCY PROCEDURE

After hours Security must be contacted in ALL emergency situations by intercom or telephone. They will then contact the relevant person / institution to attend to the problem. Similarly the Village Manager must be contacted on 021 913 6174 asap.
Portable panic buttons are linked to the intercom phone. When activated, Security can identify the residence and react immediately.   Please note that the intercom phone and panic button belong to the Management Association and may not be removed. Portable panic buttons must be tested regularly by contacting Security at 2504.

Residents must ensure that they have thorough understanding of the panic button system.    Regular testing is therefore of the utmost importance.
13.  SECURITY, ACCESS AND EXIT CONTROL

The Village is a secure area and therefore all access is controlled. It is imperative that residents adhere to the rules for their safety – at all times.
Access control

On arrival at the gate, all visitors, contractors and personal staff will be electronically scanned and announced to the residents by Security.  No visitors, contractors, personal staff or people with items for delivery will be allowed into the Village unless the resident is at home, or prior arrangements have been made. Residents must ensure that the slip is signed before the visitor or contractor leaves.
PLEASE NOTE: Only residents may make use of a remote control to enter the Village through the main entrance.

Residents may purchase a remote control for the automatic opening of the boom at the main gate. If required, an extra remote for a second vehicle may be bought at Reception. A disc for each vehicle owned by a resident must be placed in the righthand corner of the front window of the vehicle for identification by Security. The OWV disc is available at Reception. Children and two friends of a resident may apply for an OWV disc. This disc must be renewed annually.
Exit control

The exit of all residents, visitors, contractors, personal workers or delivery persons shall be controlled by Security. The Village reserves the right to have any vehicles, or baggage/bags of any member of staff/delivery persons searched upon leaving the Village. If any gift, food or other item is given to a worker, etc. the particular resident must issue him/her with a note stating the nature of the gift, etc.

14.  DOMESTIC STAFF

Domestic staff, employed by individual home owners, is required to sign in and out with Security and will be provided with an identification card which has to be handed in when leaving the premises. This card must be displayed on their person at all times.
Home owners who employ their own regular domestic workers, carers or companions will be required to provide the Village Management with the name, address, and the ID document of such persons. A photograph of the particular domestic worker will be taken by the Office. 
The Village does not employ a team of domestic staff to work for individual homeowners.

15.  MEDICAL ASSISTANCE

Primary health care will be provided as detailed in your sales contract.  A Community Sister will be on duty during the day and will provide daily clinics in the Health Care Centre from 11h00 to 12h00. Notice will be given in the event of a change in times.
After hours a trained person will be available for medical assistance and can be contacted directly by intercom (2503) or Security. Use the panic button in case of emergency.
Residents are permitted to spend three days annually in the Health Care Centre to recuperate. Lessees are also permitted to use this service, if given prior written permission by the lessor.

Any problems relating to the rendering of medical services regarding the Health 
Care Centre, should be referred to the Chairman of the Board of Directors of the Health Care Centre or the Matron. 
16.  VILLAGE TRANSPORT
There is presently no Village transport available.  

“On Time Chauffeur Services”, a professional firm providing passenger transport, can be booked by residents at the following number:
Cell: 082 449 8073   
There are also residents who render a similar service. Their contact details are available at Reception.
17.  REFUSE COLLECTION

Refuse will be collected by the maintenance staff on Monday mornings at 08h00.   It must be securely tied up in plastic bags and meat and other perishables doubly wrapped as there are cats and crows on the property.   No refuse bags are to be put out the night before.
Similarly garden refuse and clearly marked recycling articles can be placed outside in transparent plastic bags on Monday mornings.
18.  MEALS AND CONTACT NUMBER
Contact the kitchen at intercom number 2507 for any food related enquiries.

A menu will be provided weekly to all residents and meals can be booked accordingly.  This form has to be completed and handed in at Reception and will be returned to you for your record. Meals cannot be booked by intercom or telephone. Meals for Saturdays and Sundays must be booked before 15h00 on Friday afternoons. No late bookings for above mentioned meals will be accepted.
Meals must be ordered at least two working days in advance. 

Cancellation of meals must be done before 09h00 on the day of the meal. 
Meals may be changed to a “take-away” on the day in question before 09h00, excluding Sundays. Should you be ill at home, it can be arranged by Reception or the Sister, to have your food delivered to your home. An additional fee will be charged for containers.  Assisted Living residents may receive room service, if required.
If a special diet is required for medical reasons WPC may be contacted.

The choice of table seating in the dining room is left to individual residents.  Should you wish to invite guests, it is advisable to make a booking. There is an extra charge for visitors.   Residents may book a table for fellow residents, provided it is a full table. 

Beer, wine, cold drinks, etc., are available from the Ladies’ bar on Sundays from 12h00.  Residents are also free to provide their own liquid refreshment at lunch if they so wish and glasses will be provided by the waitresses on request.  You may also make use of glasses from the sideboard against the dining room wall.

19.  BURGLAR BARS, SECURITY GATES AND ANY OTHER ALTERATIONS 

   AND/OR ADDITIONS TO RESIDENCES

Please keep in mind that OWVMA is a sectional title development and that all areas outside houses are common property. 
Any alterations or additional installations visible on the outside of a dwelling must be approved by the Board of Trustees of OWVMA. For example, an extension to a patio, a roof over a patio, roller blinds, fenced off areas for pets, burglar bars, security gates, installation of air conditioning, satellite dishes, etc. 

Please apply in writing to the Manager of the Property & Maintenance Committee and include a plan/sketch of proposed addition or alteration.

20.  GARDENS, GARDEN SERVICES AND CHANGES.
All requests/problems/complaints (irrigation or general) should be noted in the book at Reception. The entries in this book will be attended to every week day morning.
Any resident wishing to design or alter an existing garden, must submit a plan to the Garden Committee for approval.

Care must be taken when digging in your garden to ensure that the irrigation system and any other service cables are not damaged. (In some areas the electricity and other cables run fairly close to the surface).

You will be informed of water restrictions laid down by the relevant City Council.

Refrain from parking on any of the lawns as the sprinkler “pop ups” and the water supply pipes will be damaged.  Please advise your guests accordingly.

The lawns will be mowed every second week by Garden Services. Should additional mowing be required, residents should make their own arrangements with Garden Services at their own cost.
Every second week a gardener is allocated to a residence for 45 minutes to do any gardening job required by the resident. Consult the list on the notice board at the Club House for details. You are requested not to detain the gardener beyond his allotted time.
Garden Service is prepared to provide additional labour to residents for private work on an hourly basis at a fixed rate. Bookings should be made in advance at Reception to enable a programme to be arranged. The garden fee will be added to your monthly account.

Garden services can also provide the residents with compost and tree bark, at a cost.

21.  PETS AND FENCING

One dog of approximately 40cm in height when fully grown, measured from the floor to the shoulders of the dog is allowed in the Village on conditions as outlined in the Conduct Rules. No cats are allowed in the Village. No pets are allowed in the flats or assisted living flats.

The following rules apply to all pets kept in the Village:
No pets should be a burden or nuisance to neighbours or other residents in the Village.

Dog owners must erect a fence in accordance with the design guidelines for the Village and these fences must be removed once a dog is no longer kept.

Dogs may not be left to roam in the Village, and must at all times be on a leash when taken for a walk. Any fouling by pets must immediately be cleaned up by the owner.

Adhering to these basic rules will prevent clashes between pet owners and other residents. The Board of Trustees will take stringent steps against those not adhering
to these rules.

22.  LAUNDRETTE
Washing machines and dryers are available in the laundrette on the lower floor of the Club House (next to the gymnasium). 
When using the laundrette please enter your name in the book provided. Costs will be reflected on your account.
Only use washing powder specifically designed for automatic washing machines.
23.  LIBRARY

There is a well-stocked library in the Club House. Books (fiction as well as non-fiction) jig-saw puzzles, video’s and DVD’s are available (DVD’s may be requested from the Librarian on Fridays).

The library is manned on Fridays from 11h30 – 12h30, but residents may also exchange/ return their books at their leisure. Please do not place any returned books onto shelves, but leave them in the holder provided. Please do not delete the books that you return in the register.

Donations of books are most welcome. Duplicates will be passed on to deserving institutions, but please discuss this with the Librarian before you leave any books at the library.
24.  HAIRDRESSER

The hairdressing salon (for ladies and gents) is situated in the Club House and is open on Tuesdays, Wednesdays, Thursdays and Fridays from 08h00 to 16h00.  Appointments must be made directly with the hairdresser, Charmaine at tel. 083 292 0241 or intercom 2506.

25.  RECREATION

25.1  Swimming pool and swimming pool rules
All persons using the swimming pool do so at their own risk. Visitors and children must at all times be accompanied by the residents they are visiting.
In the interest of hygiene, and safety, please note the following:

· No pets are allowed within the pool enclosure or pool.
· No solid objects should be tossed into the pool.
· Any games or activities causing a disturbance, or endangering any other users of the pool, are strictly forbidden.
· Swimmers are not allowed into the Club House if wet, as wet floors constitute a danger to others. Please use the change room in the pool enclosure should you wish to change your clothes.
· Persons using the pool between 13h00 and 15h00 or between 22h00 and 07h00 must please take care not to disturb any residents living near the pool.

· Under no circumstances are any glass objects allowed within the pool enclosure and braai area. Please use plastic containers.

The braai facilities within the pool enclosure may only be used with prior approval of the Manager.

Under no circumstances must the Creepy-Crawley be disconnected or lifted out of the pool, as this will damage the motor.

Activities within the Club House:

25.2  Gymnasium
Residents using any of the exercise equipment available, do so at their own risk.                                                        

25.3  Card games
In the Assisted Living Lounge:

Tuesdays: 15h00, Canasta is played.
Thursdays: 15h00, Rummicub is played.  A monthly fee of R20 will be charged to cover the cost of refreshments.
25.4  Films and Music
Films, DVD’s, video’s or other musical productions will be shown by various presenters.
The programmes will be displayed on the notice board and published in the monthly OWV Gazette.

25.5  Social Club 

The Social Committee organises various functions during the year.
Please consult the notice board and monthly Gazette for functions.  

The dining room can be rented by residents for functions.  Please contact the Office or the Catering Company for any further information regarding tariffs and catering.  

25.6
Ladies Bar
The bar will open from 17h30 on Fridays and at 12h00 on Sundays. Drinks will also be available at certain social functions, such as special dinners. Only cash is accepted.
26  BIBLE STUDY - Mondays at 09h30 in the lounge.  (No Bible study during school    holidays)
27.  CHURCH SERVICES 

Dutch Reformed Church Service times: Last Sunday evening of each month.

At 18h00 during winter, 18h30 during summer.

Please contact Reception for further information.

28.  VILLAGE TRAFFIC RULES
Please note: the Village speed limit is 20 k.p.h. and must be brought to the attention of your guests.. When driving out of the avenues, please stop before turning into Kingfisher Drive. 

Please do not park under the Porte-Cochère at the entrance to the Club House, as you will cause an obstruction. The Porte-Cochère is only for dropping off people and not for parking.
29.  EMPLOYEES OF THE VILLAGE AND HEALTH CARE CENTRE.
Please note that employees are not allowed to receive any cash from residents. It leads to disciplinary procedures against them and possible dismissal.
Employees are not allowed to do extra jobs for residents during working hours such as washing of vehicles etc.

30.
LETTING OF UNITS (HOUSES, FLATS AND ASSISTED LIVING FLATS)

Kindly contact the Manager before proceeding to let accommodation in the Village. There are strict rules which should be adhered to and the Board of Trustees must approve any prospective tenant.  Furthermore, only the lease agreement of the Management Association may be used.
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