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Living Guidebook
This “Living Guidebook” is a collection of information to help you to live smoothly and enjoyably during your studies. It explains the rules and procedures we would like you to follow and offers a variety of other useful information.
Please take the time to read this document when moving into your housing.
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When moving in
• To receive the key to your home present your housing rental approval letter to the office of the housing facility. Fill in and sign the required items of information in the “key acceptance log book” that is stored at the office.
• Tenants must arrange for their own electricity, gas, water, and other services by directly contacting the relevant service providers. (See page 43 of Attached Table 3.)

Please take care to inform yourself sufficiently so that you can use these services properly without risk of accidents.
• After moving in, please check the state of the apartment, both inside and outside. If you find any damage, stains, or other sign of deterioration not caused by you, please report it to the office of the housing facility within 10 days of moving in. (Note that if the 10th day falls on a Saturday, Sunday, or public holiday, then this report can be submitted on the next day that the office is open.) If no report is made it will be assumed that there were no problems with the state of the apartment.
Housing Offices Contact Information
　　　　Tottori Area
　　Asset Section, Accounting Dept.　　　　　　　

０８５７－３１－５０２８
                Security Office　　　　　　　


       ０８５７－３１－６７５７
                (outside office hours, try below)
                Tottori Area Delivery Center 


             ０８５７－３１－５５９３
                (Weekdays: ８：３０～１８：００）
　　　　Yonago Area
Planning Section, Facilities and Environment Dept., Faculty of Medicine　

０８５９－３８－７１７５
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I
Living in staff housing
2

1 For comfortable apartment living
Noise, water leaks, etc.
Noise … take care not to disturb neighbors with noise
Surprisingly, concrete walls do not block sound. Wherever people live together in an apartment complex, it is inevitable that the sounds of doors opening and closing and toilets flushing will be heard by neighbors to some extent. While we hope that you can quickly get used to this fact, we would like you to be sensitive about noise, because complaints and disputes related to noise are quite frequent in apartment complexes.
• Take care not to disturb anyone with the sound of piano or other musical instruments, TV or music system, or air conditioning equipment.

• Avoid operating a washing machine or doing laundry late at night.

• Avoid opening and closing doors loudly late at night or early in the morning, and take care to walk quietly when going up and down stairs; avoid wearing wooden clogs, sandals, or other noisy footwear.

• Late at night or at other times when surroundings are silent, even noises that are not loud can be heard in the apartment below. If you have young children, please try to take measures, e.g., using rugs, that will prevent noise from carrying down to the floor below at all times.

• Complaints about noise are particularly frequent in summer, when windows are often open. Keep this in mind to avoid disturbing neighbors.
Water… take care to avoid water leaking to rooms below
Despite appearances, water can pass easily through concrete, and even a small amount of water can leak down to the floor below. In the apartments, only the bathroom is completely waterproof. For this reason, it is not safe to use water in any other part of the apartment. So, please limit your use of water on balconies, in entrances, landings, etc., even for the purpose of cleaning.
Also, particularly where a washing machine is installed on the floor of the apartment and a washing machine pan has not been provided, take care to avoid any water leaking from the washing machine.
Please note that if water leakage to the floor below occurs due to carelessness, not only will this greatly inconvenience the people living below, but you will also be liable to pay the costs incurred to repair ceiling and flooring, as well as damage to floor coverings and furniture. 
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Household wastewater… drainpipe blockages can inconvenience the entire building
The wastewater equipment and systems for the kitchens, bathrooms, and toilets on all floors of the apartment complex make use of common drainpipes. For this reason, if you flush vegetable scraps or other waste down the drain in your apartment, or if you flush newspaper, disposable diapers, or sanitary napkins down your toilet, the drainpipes will become blocked.

If your drainpipes become blocked, then wastewater and waste matter may overflow in your apartment or in the lower apartments, resulting in damage that is very laborious and expensive to clean and repair.

Note that if you are found to have caused such a problem, you will be required to pay the full cost of the necessary repairs as well as compensation for damages incurred. Or, if the cause of the problem is unclear, then every resident on the floor in question, or the whole building, will be required to share the costs. So, please take great care to avoid causing this kind of problem on a regular basis.
* If you find that toilet waste does not flush away, or if you think that there is any other kind of problem with drainpipes, please ask all the other residents to temporarily stop flushing their toilets, and immediately report the problem to the caretaker of your housing facility.
Balconies…. it is dangerous to place things on the handrail
It is important to be constantly cautious about hanging washed clothes on your balcony. If you extend your wet clothes beyond the balcony to expose them to the sun, drops of water from the clothes may fall on and wet bedding that has been hung out by residents on lower floors, thereby causing them great inconvenience. 

Please also note that it is dangerous to place potted plants on the handrail of a balcony, so please avoid this.

Common facilities… The state of garbage collection points is a barometer of communal living
Apartment complexes feature numerous common facilities, such as garbage collection points, bicycle parking areas, and lawns. Please take care not to damage or obstruct any common facility. 
Note that all residents are asked to take care to preserve the cleanliness and tidiness of the apartment complex and surroundings. All residents are required to cooperate in cleaning common areas. 
It is particularly important to focus on the garbage collection point, since it tends to get dirty quite often. Please cooperate to clean it according to a duty roster.
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Also, please do not grow vegetables in any patches of vacant land within the apartment complex. 
Cars… Unauthorized parking within the apartment complex is a nuisance to everybody 
As a general rule, except for the parking lot, parking is prohibited everywhere (including all roads within the grounds and around buildings). This is because such parking may prevent access by an ambulance or fire truck in the event of an emergency, or to a garbage collection truck, resulting in serious harm or inconvenience to tenants. Furthermore, such unauthorized parking may damage underground pipes, or lead to accidents when children run out behind a parked vehicle. Thus, unauthorized parking is strictly prohibited. 
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Requests about moving belongings when relocating
Always use the stairways for transporting belongings in or out
[image: image5.png]


When transporting belongings at the time of moving in or out, please use the stairways. Do not use balconies or windows. If it is absolutely essential to carry a large item of furniture, such as a piano, in or out of the building via the balcony, please consult the caretaker of the apartment complex in advance.
Trucks must be parked on the road
Since water supply and drainage pipes and catch basins are buried underground around buildings, trucks should not be parked anywhere other than on the roads within the apartment complex grounds. If you cause any damage to buildings or other items while moving in or out, please report the details promptly to the caretaker of the apartment complex.

Note that the expenses resulting from such damage must be paid by the tenant responsible.
Requests about danger prevention
Requests for cooperation during construction or maintenance work 
From time to time, work needs to be done within the apartment complex for maintenance or repairs. We ask for your complete cooperation during such work periods. 
During the work period you may be inconvenienced by noise, dust, work vehicles, or other disturbances, so we also request your patience and understanding in this matter.
Entering areas where work is in progress is dangerous
[image: image6.png]



Since materials and vehicles may be moving in and out of active work sites, such areas are very dangerous. So, please do not enter work sites. Also, do not allow children to play in or around such areas.                 
[image: image1]
　　　　　　　6
Take care to prevent children from entering dangerous facilities
Within apartment complexes there are various facilities essential to all residents, such as water tanks, septic tanks, pump houses, and transformer rooms. Nobody except the relevant authorized persons should enter such facilities. In particular, constant attention is needed to ensure that children do not enter such facilities. 
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2. Agreement between you and the university
This is an explanation regarding the conditions of your rental, as stated in the housing rental approval letter, and various matters with which you are required to conform. 
Conditions of housing rental
The conditions of the housing rental are stated in the housing rental approval letter that you received after your rental application was accepted. Please read this document again carefully. 
Restoration to original state
When the time comes to move out, you must restore the apartment to its original condition and clean it thoroughly, keeping in mind the people who will move in after you.

Basically, it is expected that you will clean up and repair any stains or damage that was done during your stay in the apartment. However, the university has developed a set of standards that define in detail how housing must be restored. Please follow these standards as closely as possible.  
• Note that the tenant who is moving out is expected to directly arrange with the relevant contractors for the necessary restoration work to be done and to pay for the work directly. If you need us to suggest suitable contractors, please contact the caretaker of your housing facility.

Responsibility for repair costs
In some cases the university covers the costs of housing repairs; in other cases the tenant covers the costs.
In the event that damage results from an earthquake, typhoon, or other natural disaster, or that the tenant is not responsible for the damage—for example, damage, wear, stains, etc., due to ordinary usage—the cost of repairs is paid by the university. However, we ask that the tenant take care of fixing any damage that is slight or relatively minor.

(Note) We recommend that you save approximately 2,000 yen per month to cover the cost of restoration repairs when moving out.
The scope of repair work is listed below.
8

•Repair (maintenance) work items within the scope of the tenant’s responsibility
(1) Private property
	Item
	Repairs

	Windows, doors, fittings, tatami mats, walls, etc.
	1. Repapering of shoji and fusuma (including tobusuma). In general, in units of 1 door in the case of shoji and 1 set in the case of fusuma
2. Replacement of wire screens
3. Replacement of glass and putty (including rubber seals).

4. Replacement and repair of door handles, door pulls, locks, keys, hinges, sash rollers and other fittings and associated hardware (not including replacement of cylinder locks and door closers for front door)
5. Turning over or replacing the outer layers of tatami mats (on a per mat basis) 

6. Repainting or repapering walls (as a rule, on a per surface basis)

	Electrical equipment
	1. Repair or replacement of buzzers or chimes

2. Repair or replacement of switches, cover plates, and power sockets

3. Repair of light fittings and repair or replacement of bulbs, fluorescent lights, and other parts

4. Repair or replacement of ventilation fans and related parts (not including fans with ducts)

	Water supply equipment
	1. Repair or replacement of water taps (not including replacement of mixing faucets)

2. Repair and replacement of thermal insulation covering of water pipes (not including parts buried underground or parts mounted in a frame)

3. Repair of water leaks due to frozen water pipes (not including parts buried underground or parts mounted in a frame)

	Wastewater equipment
	1. Repair of bell trap or other sink parts and replacement of drain gratings
2. Cleaning of drainpipes and drain traps

3. Repair or replacement of thermal insulation covering of drain piping (not including parts buried underground or parts mounted in a frame)

	Sanitation equipment
	1. Repair of wash basins, hand basins, washing machine pans and S&P traps, and replacement of plugs and other parts
2. Repair and replacement of toilet seat, toilet cover, and hinges
3. Repair or replacement of parts for low tanks and high tanks (not including replacement of complete part assemblies inside tanks)
[image: image7.emf]4. Replacement of parts inside toilet rooms (e.g., paper holders, towel hangers)

	Gas equipment
	Repair or replacement of gas cocks (where they connect to fittings or rubber tubes)

	Bathtubs
	1. Repair of bathtub accessories and replacement of parts
2.Repair of bath water heaters and water heater (including accessories) and replacement of parts, but not including replacement of burners, heat exchangers, or other key parts that need to be installed by specialists)
3. Repair of bathtub cover, other bathroom fixtures and fittings and replacement of parts

	Other
	1. Repair of kitchen equipment (e.g., sink, suspended cupboards, dish drainers, mosquito nets, stove stand)

2. Repair of vanities and mirrors
3. Repair or replacement of shoe cupboard doors, hinges, handles, and shelf boards

4. Repair or replacement of umbrella stands, towel hangers, curtain rails, shelf boards, hanger boards, hat hangers, name plate hangers, mail boxes, and milk boxes
5. Repair or replacement of shelf board of storage

6. Items that the university considers being the responsibility of the tenant and/or for which the tenant should pay, consistent with the items above  
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 (2)  Common property
	Repairs

	1. Repair or replacement of common (outdoor) water supply and wastewater equipment and common electrical equipment (outside lights, stairway entrance and stairway lights) consistent with the abovementioned private property items
2. Repair and replacement of non-slip covering for stairs
3. Repair of mail boxes, billboards, notice boards, and information boards
4. Repair of flower beds
5. Repair of fencing
6. Repair of car stops and sign posts
7. Cleaning of catch basin and repair or replacement of catch basin covers.
8. Items that the university considers appropriate that tenants pay for collectively, consistent with all the above items  


(Note 1) If you have any doubts on whether the tenant or university is responsible for a particular expense, please inquire with the caretaker of your housing facility. 
(Note 2) Please report any needed repairs that are the responsibility of the university to the caretaker of your housing facility. Note that if you fail to report such a matter, and instead proceed to do or arrange for the repair yourself, you will not be reimbursed for the expense by the university. So, make sure to report such matters to the caretaker of your housing facility. 
11

Responsibility for housing damage expenses

Apartment complexes have a variety of common facilities, such as water tanks, elevated water tanks, and septic tanks, as well as common environmental infrastructure such as paved roads and outdoor lighting.

Obviously, maintenance and management expenses are incurred to ensure the function and utility of these facilities.

Apart from what falls under the responsibility of the university, these expenses are generally covered collectively by the tenants. The expenses that must be paid by tenants are referred to as “body corporate fees.”

Note that body corporate fees are collected by the tenants themselves through a residents’ association.
tatami mats that tenants are responsible for are outlined below.
■Items covered by body corporate fees
	Item
	Description
	Comments

	Common electricity supply
	Electricity for water supply and wastewater facilities, electricity for outdoor lighting, stairway lighting, etc., repair of outdoor lights, stairway lights, etc., repair of automatic flashers and light bulbs
	• Take care that outdoor lights and stairway entrance lights are on at all times after dark, to help prevent crime

	Common water supply
	Difference between master water meter and sum of individual apartment water meters (corresponds to expense of water supply for outdoor common water taps, septic tank supply water, etc.) 
	• Check your household water meter reading on the day the master meter is read

	Maintenance and management of wastewater facilities 
	[image: image8.emf]Expense of checking, adjustment, and cleaning of indoor and outdoor sewage and wastewater piping 
	• To clean wastewater piping, once a month, dirt, fallen leaves, and garbage are removed in the case of an open conduit, or in the case of a closed conduit, the cover is removed to clean the catch basin

	Maintenance of flower beds and trees


	Expense of weeding flower beds, watering trees, pruning, pest control, fertilizing, etc.
	• During any period of dry weather one bucket or so per day of water should be applied to the roots of each tree
• If any tree supports are rotting they need to be repaired.
• If an outbreak of pests such as scale insects and fall webworms occurs, consult with experts about the appropriate treatment

	Cleaning of common facilities and areas (apart from above)
	Expense of cleaning and weeding of stairways, common water taps, bicycle parking areas, internal roads, gutters, vacant areas, as well as information boards, notice boards, fencing, etc.
	• Take care to prevent graffiti or other vandalism in stairways.
• Repair any minor damage, e.g., unraveling of fence mesh. 
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Prohibition on keeping pets
[image: image9.emf]

It is prohibited to keep any pets (e.g., cats, dogs) that may disturb or inconvenience other tenants or neighbors by their smell, sound, fallen fur, etc.    
[image: image2]
Home modification and remodeling
If you wish to modify or remodel your apartment, or install a temporary structure to suit your needs or tastes—regardless of the fact that you are prepared to cover the cost—please contact the caretaker of the housing facility and request permission from the university before commencing any such work. Approval will only be granted if it is clear that the work in question will not impede maintenance or management of the apartment in any way. (See page 36 “Procedures.”)
Please note that even if you are permitted to do any remodeling you may be asked to restore the apartment to its original condition before moving out. 
(Examples of approved modifications, remodeling):
• Installation of Internet wiring

• New bathtub replacement

• Adding power sockets or increasing electric power capacity

• Changing the front door lock and installing supplementary locks

Parking within the apartment complex
When you receive your rental approval from the university and start parking in your designated place, please take careful note of the following points.

• The university cannot assume any liability for any loss incurred due to theft, accidents, damage or other means within the apartment complex.
• The university does not allow tenants to set up any kind of temporary structures for their cars within the apartment complex.
• If the university needs to discontinue use of a car parking area, or if the car parking area becomes an impediment to the management of the apartment complex, e.g., at the time of construction, you may be asked to vacate your car parking space.
14

Posting outdoor notices within the apartment complex
Only posters or information for events or activities permitted by the university can be posted on the outdoor notice boards within the apartment complex.
Such notices and posters not only affect the visual harmony of the landscape of the apartment complex, but can also disrupt management and maintenance of the apartments. For this reason, posting of unauthorized information is prohibited.  

Prohibition on subletting

The university absolutely prohibits tenants from subletting the whole or part of the apartment or house they are renting to any other person.
Anyone who is found to be subletting all or part of their apartment or house to another person will be requested to vacate the apartment immediately and to pay appropriate damages and compensation. 
15

3. Crime and disaster prevention in apartment complexes
Crime prevention
Police … Dial 110 in an emergency.
When a crime occurs in a home within an apartment complex, it may take a long time to discover due to the fact that the apartment is inaccessible from the outside. The peep hole and chain provided on the front door are designed to aid in crime prevention, so please always make use of them.
Disaster prevention
Fire and ambulance… Dial 119 in an emergency.

To be prepared to deal with an earthquake, fire, typhoon, or other natural disaster, please take note of the following considerations.
• Earthquakes
All reinforced concrete structures vibrate considerably, and the higher the floor of the building the greater the movement. Note that in the possible event of an earthquake, rushing out to the corridors or stairways is usually more dangerous than staying inside.

[image: image10.emf]

 
In the event of an earthquake, extinguish all possible sources of fire 
and take care to protect yourself from anything 
that might fall from cupboards, drawers, etc.
 In any case, it is very important to remain calm.
To ensure that you can make a quick escape, it is advisable to keep your front door open.

• Fire
[image: image11.emf]

In the majority of cases, household fires are caused by carelessness, for example, from sloppy or careless handling of tempura cookers or cooking stoves.

To prevent the occurrence of fires it is vital                          
to always take necessary precautions.
Always take great care when handling flames or fires.
• Make the effort to participate actively in the fire training drills and to learn how to use the fire extinguishing equipment at your apartment complex. Fire extinguishers are provided on every floor of the apartment buildings.  
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• The partition panels on the balconies between neighboring apartments can be broken by a strong push. So, in the event of an emergency, you may be able to escape your apartment via an adjoining apartment.
• If a fire breaks out in another apartment in your building, quickly remove any flammable items from your balcony, carefully close all windows and entry/exit doors, and take all necessary measures to stop any flames or smoke from entering the apartment.
• Typhoons
• Before winds become too strong, bring any potted plants and empty containers on the balcony inside, and fix washing poles and other items so that they cannot fly away.
• Leaving objects or garbage over the opening of the water drain on the floor of your balcony may result in water leaking indoors or down into the home of tenants on the floors below. For this reason, always keep the drain clear.
• While strong winds are blowing, attempting to open or close any windows, doors, or other fixtures in the bathroom, kitchen, or toilet is dangerous. A sudden gust of wind can break such fixtures and cause serious injury, so never attempt to open or close such fixtures.
• It is advisable to prepare emergency provisions of drinking water and items such as plastic, wire, flashlights, and portable radios.
17

Ⅱ
Staff housing facilities
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Entrance
Steel doors
The steel front doors opening into the entrance play a valuable role in preventing fire.
If the doors are forced open, however, or handled violently, their hinges may bend and make it impossible to lock them properly. So, please take care when using doors.
• When opening a door suddenly there is a risk that the door may hit someone. So, please always open the front door carefully.
Peep holes and door chains
[image: image12.emf]
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Peep holes and door chains are provided to prevent and deter aggressive salespeople and criminals from entering your home. Note that the chain can only be attached and detached when the door is completely closed. 
Keys
Please keep in mind the following precautions with regard to storing and handling keys.
• It is dangerous to attach a tag to your keys indicating your name or apartment number if your keys are lost or stolen. 
• Applying oil into a keyhole may actually cause problems rather than do any good.
• If you happen to lose your keys or if they are stolen, report the matter immediately to the caretaker of the apartment complex to arrange to replace the cylinder lock.

Note that the tenant is responsible for the expense of replacing the lock.
• When you move out, make sure to return the keys you received on moving in to the caretaker of the housing facility. 
Cleaning the entrance 

The floors of the entrance in apartments are not waterproofed, so do not let water flow in these areas. Otherwise, there is a risk of water leaking down to lower floors.
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Living room
Tatami mats
Laying any kind of covering over the tatami mats obstructs the ventilation of the tatami floor, resulting in possible damage to the mats. For this reason, remove the coverings periodically to expose the tatami mats to air. 

Take care to prevent deep indentations in the tatami mats caused by the legs of TV stands or other furniture by, for example, fitting rubber stoppers to the bottoms of the legs.

Pillars,/Kamoi, etc.
Please do not insert nails into these or similar elements. 
Decorative floors
The floors of Western-style rooms in reinforced concrete structures are typically made of floor boards or plastic tiles (30 cm square), so if spilled water is not wiped off for a long time, the floor or underlying wood may begin to rot. For this reason, if any water is spilled on the floor, please wipe it up immediately.
If plastic floor tiles become stained, you can try to wipe them clean with warm water or soap solution and polish using wax.

The floors of the university’s apartments are constructed of wooden floor boards over concrete floor slabs, but over time the wood may dry and shrink, or sometimes, due to slight imperfections in construction, gaps may occur in the flooring, resulting in squeaking or groaning sounds. Since the causes can be very hard to pinpoint, it may not be possible to completely fix such problems. In view of this, please understand that we may have to refuse requests to fix creaking or other kinds of floor noises in some cases.

Aluminum sash doors
In some cases these doors may develop spotty corrosion stains that look like sesame grains. Rust develops particularly fast in areas near the sea. To remove the stains, wipe them well, then rub the affected areas using only finely textured sandpaper. Then, polish with wax.
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Dew condensation
During summer or in warm rooms, dew may form on glasses containing cool water. This phenomenon, known as “condensation,” occurs when water vapor is suddenly cooled, thereby forming liquid droplets. A similar action occurs on the surface of the walls, windows, water supply fittings in houses, and frequently on very cold north-facing walls.

When condensation occurs, water droplets form on affected walls, leading to the growth of mold and the degradation of tatami mats. To prevent condensation, it is necessary to ensure good ventilation and to minimize the formation of water vapor.

In particular, use ventilation fans during cooking, when large quantities of water vapor are generated, and open windows periodically when using heating stoves to ensure adequate ventilation. 

It is necessary to take note that condensation is more likely to form in an adjoining unheated closed room than in a room that is heated.

Whenever condensation occurs, please be diligent in wiping it off.
* Mold and condensation in concrete houses
• As much as possible, keep windows open and try to ensure good ventilation indoors, keeping the sliding doors of closets open.
• In the rainy season, mold tends to form very easily, particularly in closets and storage spaces, and on the back sides of furniture. So, take care to enable adequate ventilation, for example, by leaving small gaps between furniture and walls.
• f you find mold growing, ventilate the affected parts well to dry them, and then carefully wipe away the mold.
Kitchen
Kitchen sinks
Stainless steel sinks are highly durable. However, even stainless steel products can corrode if dirt is allowed to accumulate on them. The lower parts of gas ranges in particular tend to become dirty very easily, so make sure to clean these regularly using a neutral detergent. 

Take care, however, when using powder-type cleansers, as these can cause fine scratches on the surface of equipment and products and eventually develop into corrosion.
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Kitchen ventilation
Kitchen ventilation requires particular care. If there is not enough ventilation, the indoor humidity will become very high, causing water vapor to form on lighting fixtures and other objects, possibly resulting in a short circuit. 
Please make the effort to open windows to ensure good ventilation and make use of ventilation fans. Note that ventilation fans tend to become dirty very easily, so clean them regularly. Please also read the user manual for your range hood to ensure that you take good care of thereof. (Please store the user manual carefully for the benefit of subsequent tenants.)

Kitchen wastewater
The water used in the kitchen flows down from the sink drain trap into the wastewater system. For this reason, if the drain pipe becomes blocked it is possible that wastewater will flow back into the sinks of the kitchens on lower floors of the building, resulting in serious incidents and greatly disturbing other tenants. Please always keep the following points in mind to ensure pleasant kitchen use.
• Please always dispose of oils, rice grains, tea leaves, vegetable scraps, and so on, using the garbage disposal service; never allow them to pass down the drain of the kitchen sink.
• The gratings, bowls, and stainless steel cages attached to sinks can be very easily removed, so take care to clean them frequently by removing the accumulated waste and other materials.
Suspended cupboards
Since suspended cupboards in some apartments are fixed only by means of screw nails, loading them with excessively heavy items may cause them to break or detach. So please take care when placing goods inside them.
22

Bathrooms
Bathroom ventilation
Due to their high humidity, mold forms very easily in bathrooms, so after using the bathroom please ventilate the area sufficiently to dry it out.
To avoid blocking water drain holes
The water drain holes of bathrooms are fitted with gratings. Since these gratings tend to become clogged with hair and other materials, please take the time to clean them periodically by removing the grating (using a screwdriver) or other appropriate tool.

Note that it is absolutely essential to dispose of hair and other materials that accumulate on gratings in the garbage: never allow them to pass down into the drain pipe.
Gas-fired bath
Bathwater heaters (balanced-flue bath boiler)
The bathwater heaters (balanced-flue bath boilers) work by taking in air from the outside to burn the gas, and then returning the products of combustion outside. Since exhaust gas cannot leak indoors, these are very safe devices. However, if the outer plate, bottom plate, or screws at the junctions become corroded, exhaust gas may leak inside the bathroom, and if combustion is incomplete, gas poisoning may occur. In view of this, please note the following points when using the boiler.
• To prevent corrosion of bathwater heaters (especially the bottom plate)
• Do not allow water to be splashed on the top of the bathwater heater.
• Please clean the grating over the water drain opening on the floor of the bathroom, and prevent flooding or wetting of the bottom plate of the bathwater heater.
• When using the washing machine, please ensure that the wastewater pipe of the washing machine is positioned such that the water from the pipe does not touch the bottom plate of the bathwater heater.
23

• Caution about low water level
Before igniting the heater, check to make sure that there is water in the bathtub, at least up to a level 10 cm or more above the upper circulation pipe opening.
• Correct ignition
Since the heater has an automatic ignition function, operating the water heater is easy. To ignite the water heater, turn the gas cock knob and ignition handle in the order described in the user manual. Note that in cold weather ignition may take considerable time. So, please look through the ignition inspection window to check whether ignition has occurred or not.
• Using the bathwater heater with shower attachment 
The most effective way to use a bathwater heater with shower attachment is to fill the bathtub with hot water, then further heat up the hot water by using the gas heater.
• Caution while bathing
While bathing, take care to prevent blocking of the upper and lower circulation pipe openings inside the bathtub with a towel or other objects.
• Caution after use
Take care to turn the gas cock knob to the “Stop” position and do not forget to close the main gas supply valve to the bathroom.
• Cleaning bathwater heaters
Insert a hose inside the upper and lower circulation pipe openings inside the bathtub, and force water through the internal water passages of the bathwater heater. Dirty water will flow out from the lower circulation pipe opening. If the outer plate is dirty, do not wash it with water; instead, wipe it off with a cloth.
* In any of the cases listed below, stop using the heater. Do not attempt to fix the problem yourself. Leave it to a specialist.
• Ignition fails to occur after repeated attempts at turning the ignition handle
(do not attempt to uncover the ignition inspection window and ignite the burner using a match or anything else)
            • Burner combustion is unstable
            • Abnormal noises occur during ignition
            • Unpleasant gas-like odors can be smelled inside the bathroom
            • There is any other kind of problem or abnormality with any part of the water heater
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Bathtubs
• Cleaning bathtubs
If your bathtub becomes dirty, do not attempt to scrub it with a hard tawashi or other kind of scourer; instead, wipe the surface lightly using a sponge and detergent.
• Using the bathtub plug
Take care to push in the bath plug lightly. The plug is held down by the force of water pressure, so water cannot leak out. If you push the plug in too forcefully you may end up breaking the chain when pulling out the plug.
• Bathtub damage
Dropping a hard object into the bathtub may result in damage, so please take care to avoid this.
Flush toilet
Cleaning toilets
• Since the floors of toilets are not waterproofed, spilling water onto the floor may result in water leaking down to lower floors. So please wipe up spilled water.

• To clean the inside of toilet bowls and hand basins, apply a neutral detergent or toilet cleanser to a cleaning sponge and wash using a polishing motion.

• In houses with combined treatment tanks or septic tank systems, please do not use strong detergents (because they kill the bacteria necessary for treatment).

• To clean the outside of ceramics, skirting boards, partition walls, doors, windows, and floors, mix a few drops of cresol with water and wipe using a cloth.

• After completion of cleaning, do not flush the water from the bucket used to rinse out the cloth down the toilet bowl; instead, pour it down the drain on the bathroom floor.

• Ensure the inside of the bathroom has adequate ventilation so that it can dry out.

Toilet repairs
Since toilets are used constantly, problems can occur quite easily. Below is a list of common causes of problems. If you have a problem, check this list for the probable cause and then take the corresponding action.
 (A) Only a small amount of water is used when flushing the toilet
• Valve packing is failing, wearing out, or the toilet is blocked by something.
• Something is caught on the lever or chain, so that the valve remains slightly open.

 To adjust the length of the chain, connect the chain and lever in such a way that the chain is not quite fully stretched when the floating rubber closes the valve. (Approximately one chain link of extra length is ideal.)
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(Note) If you are using a low tank make sure to always flush using the high-water volume setting, regardless of how you use the toilet.
Low tank 
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Balcony
Using a balcony
• In the case of a fire or other emergency you can use your balcony as an evacuation route to the apartment next door. Do not to obstruct this passageway.
• Hanging out washed clothes so that they project beyond the edge of your balcony not only upsets the aesthetics of the apartment complex, but can also pose a nuisance to people living on lower floors. So, please be sensitive about this.

• The drain holes on balconies can easily become clogged, so please clean them periodically.

Danger prevention
• If potted plants are placed on the handrail of a balcony they may be blown over by strong winds, or they may be dropped accidentally. To avoid this danger, please avoid doing this.
• The height of balcony handrails and the gap between vertical supports are designed for the safety of children. Still, if a child is allowed to stand on any kind of stand or object they may be put at great danger. For this reason, keep your balcony free of boxes or any other objects that a child might stand on.
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Electricity
While electricity is very convenient it can also lead to disaster if not used correctly. Please note the safety instructions relating to equipment and wiring, and whenever installing equipment always consult specialists carefully about safe use.
Electric power capacity
• The electric power capacity of your apartment is either 30 A or 40 A, depending on the year of construction. The electricity supply contract is directly between the electric power service provider and the tenant, but if you wish to upgrade the electric power capacity of your home, contact the caretaker of the apartment complex and follow the instructions.

Rough guide to electric power consumption
Standard power and current ratings of household electrical equipment
	
	Item
	Power consumption
(W)
	Current

(A)
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	TV (color)
	150
	1.5
	

	
	Stereo
	200
	2
	

	
	Washing machine (fully automatic)
	600
	6
	

	
	Refrigerator
	300
	3
	

	
	Juicer-mixer
	300
	3
	

	
	Vacuum cleaner
	600
	6
	

	
	Electric fan (30 cm)
	40
	0.5
	

	
	Air conditioner
	2,000
	20
	

	
	Electric jug
	700
	7
	

	
	Toaster
	600
	6
	

	
	Steam iron
	600
	6
	

	
	Kotatsu (heated table)
	500
	5
	

	
	Stove heater
	1,000
	10
	

	
	Hair dryer
	1,000
	10
	

	
	Cooking range
	1,000
	10
	


* For more precise details, please refer to the documentation for the particular product.
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To prevent accidents
• The maximum power consumption from a single wall socket is 1,500 W. Running many items of equipment at the same time from a single socket is dangerous, so please avoid this.
• If a wet hand or foot makes contact with a power socket or electric device, there is a risk of electric shock.

Also, attach a earth connection to your washing machine. 
• Keeping an electric iron or heater on continuously, or forgetting to switch it off, can quite easily result in a fire. When you leave the house, switch off all such electrical equipment.
• If a power outage occurs while you are using an electrical device, do not forget to turn off the device.
Installation of air conditioners
• Keeping a rubber drain tube outside your house is visually untidy; it can also cause a nuisance to other tenants. So, please avoid doing this.
• Noise from air conditioning can bother some people late at night. So, please take care to avoid disturbing your immediate neighbors.
• When you install an air conditioner in your window, prevent rain and wind from entering via small gaps or openings.

• Take special care to install air conditioners to avoid the serious danger of an air conditioner falling.
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Gas
The gas service provider will turn on the gas supply when you first move into a house. At this time, ignition tests will be conducted on all gas equipment, so take the opportunity to listen to explanations to ensure that you can operate all equipment properly.
Prevention of gas explosions
Houses constructed of reinforced concrete are very airtight, so if a gas leak occurs, even a little flame (for example, the spark from a switch) can lead to an explosion. If a gas leak or any other abnormality occurs, please contact your gas service provider immediately.
Intelligent gas meters
To prevent gas leak accidents, gas service providers are steadily replacing older-style gas meters with intelligent gas meters featuring an automatic cutoff function. This safety feature automatically shuts off the gas supply when a gas range or bathwater heater is left on for a protracted time. Please take the time to read the manual provided to learn how to reset the gas meter after an automatic cutoff.

Points to keep in mind to ensure safe use of gas
• Always use high-quality gas equipment and rubber gas tubes that have been inspected by the gas service provider. Note that the use of plastic tubes is dangerous.

• Insert rubber tubes securely and affix them firmly in place using safety bands.
• If the opened end of an inserted rubber tube becomes loose, trim off the affected part and replace old rubber tubes with new ones.
• Ensure adequate ventilation in rooms in which gas equipment is used.
• Periodically clean the gas holes of gas cooking ranges and similar appliances, and perform other necessary maintenance.
• When not using gas devices turn off their gas cocks as well as the gas supply valves to the kitchen, bathroom, and other rooms.
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• Keep gas tubes at the necessary length.                                              
• When using old gas equipment that has not been in operation
 for a long time, request an inspection from your gas service provider before commencing use. 
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• When going to sleep, close the gas cock of all gas devices, and also turn off the gas supply valve to the room. Also, whenever you are away from home for any length of time, turn off the gas supply at the meter.
• When gas is burned incompletely it can cause gas poisoning. So, take care to always use gas equipment correctly.
IT facilities
Houses equipped with IT facilities can access high-speed, optical fiber, Internet. (To activate service, tenants must establish service contracts with NTT West and an Internet service provider.)
List of housing with IT facilities                                                   

Tottori Area 
　・Shirahama Apartments (1)  (all except wooden houses)
　・Shirahama Apartments (2)
　・Koyama Apartments Bldg. No. 10
Yonago Area
　・Kaike Apartments
Water supply
Water cutoff
Water may be cut off in the case of a power outage, a mechanical failure, or if water consumption suddenly increases.

If water is cut off, close any open water taps. If you forget to close a tap, there is a danger that flooding may occur when the water supply is resumed, resulting in serious damage.
In addition, if you attach a hose to a tap to fill the bathtub or buckets, immediately remove the hose from the water tap whenever the water supply is cut off. If you forget to remove the hose, there is a risk of dirty water from the bucket flowing back to contaminate the water supply system.
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Dripping water
Leaking water taps should be repaired as quickly as possible. Not only is the sound of dripping water unpleasant, but the accumulated wastage of water from even tiny leaks can be considerable. 
Such a leak usually means that the packing of the tap is wearing out, so take action to replace the packing.

Note that the rumbling vibration-like sound that can occur when water is turned on is also a sign of worn out packing. So, if you hear this sound please arrange to replace the packing.
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Ⅲ
Common facilities
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Stairways and corridors
The stairways and corridors of the university’s apartment complexes are considered to be similar to extensions of public thoroughfares. If they are kept clean at all times, they are very pleasant for all to use. 
• Through consultation, residents decide whether to do the cleaning by means of a duty roster or by assignment of areas of responsibility. In either case all residents must cooperate in the work of cleaning these areas.
• Leaving bicycles in stairways or on landings obstructs other tenants and also creates danger in the event of an emergency. For this reason, bicycles should only be left in bicycle parking areas or in storage areas.
Garbage collection points
Kitchen garbage and other household waste must be left at the designated collection point at the designated days/times and be properly placed inside designated bags. Failure to observe these garbage disposal procedures properly not only makes it impossible to maintain the clean, hygienic environment of the apartment complex, but can also lead to conflicts and disputes.
Please note that waste processing procedures vary according to housing location, so check the details of the procedures you must follow when you move in.
• Please do not leave electric home appliances and large-size garbage items with the expectation that such items will be picked up or disposed of.

(Items such as TVs, refrigerators, air conditioners, and washing machines are now subject to fee-based collection and disposal as part of the Home Appliance Recycling Law. It is the responsibility of each tenant to arrange for disposal of such items.)

(Individual tenants are also responsible for disposing of other types of large-size waste items, in accordance with local government rules and procedures.)

• Any burning or use of fire or flames at garbage collection points is strictly prohibited. Throwing away cigarette butts is dangerous because it can start fires. Please avoid this practice. 
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TV antennas
If you install a satellite dish at a housing facility that does not have a common antenna for receiving satellite broadcasts, install the device very securely to avoid the risk of it falling.
Note that at housing facilities that have a common antenna, installation of private antennas on the rooftop is not permitted. 
Other issues
• Please do not place anything in the meter boxes located on each floor of reinforced concrete buildings. These boxes contain electric power, gas, and water supply metering equipment, so putting anything in these boxes can lead to accidents.
• In the event of damage to facilities, a disaster, or any other similar abnormality, please contact the caretaker of the housing facility immediately.

• If water leaks occur within the grounds of apartment complexes or inside the buildings, immediately contact the caretaker of the housing facility.
• Some housing facilities are fitted with alarm systems (rotating warning lights) that warn of abnormalities in the state of pump houses (water tanks) or other crucial systems within the facility. If such an alarm is heard, contact the caretaker of the housing facility immediately.
• If you observe any suspicious objects, please contact the caretaker of the housing facility immediately.
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Ⅳ
Staff housing procedures
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Procedures
List of housing-related application and reporting procedures

(in the table below “TU” = Tottori University)
	 Type
	 Application/report timing
	 No. of copies
	 Submit to
	Seal of manager
	Comments

	 Housing rental application form (prescribed by TU)
	  Up to 7 days prior to the day you wish to move in
	 　１
	 TU
	 －
	

	 Car parking rental application (form prescribed by TU)
	  If you need a car parking space when you move in
	 　１
	 TU
 *1
 *2
	 －
 (At Koyama Apartments the seal of the finance office manager is needed.)
	(Use form prescribed by the finance office of Koyama Apartments)

	 Notice of occupation (form prescribed by TU)
	  Immediately after you move in
	 　１
	TU
	 －
	

	 House sharing application (form prescribed by TU)
	  If you need to live together with someone who is not a dependent (submit the application in advance)
	 　１
	TU
	 －
	

	 Parking certificate (form prescribed by the nearest police station)
	 Whenever you need a parking certificate, e.g., when buying a car (each time)
	 　１
	 TU
 *1
 *2
	 ―
	

	 Notice of change to housing (car parking) rental application (form  prescribed by TU)
	  When there is change in the car registration number or registered owner, e.g., when replacing a car (each time)
	 　１
	 TU
 *1
 *2
	 ―
 (At Koyama Apartments the seal of the finance office manager is needed.)
	(Use form prescribed by the Finance Office of Koyama Apartments)

	 Notice of vacating (form  prescribed by TU)
	  Up to 5 days prior to the day you plan to move out (same applies for car parking space)
	 　１
	TU
	 Yes

 (Seal of housing facility caretaker)
	


*1 If you are living at Koyama Apartments but do not work for Tottori University—that is, you work for another government agency—submit the form to the government office to which you report.
*2 If you are living at Kaike Apartments but do not work for Tottori University—that is, you work for another government agency—use the form prescribed by Tottori University, but submit the form to the government office to which you report. (The form should include your car parking space number and be stamped with the seal of the caretaker of the housing facility.)
The term “Tottori University” or “TU” effectively refers to the caretaker of the relevant housing facility.
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Car parking applications
If you would like to secure a car parking space within the housing facility, you need to submit the “car parking rental application” form to the caretaker of the facility. Permission will normally be granted if there is a parking space available.
After receiving rental approval you can park your car in the designated space.
 (1) As a rule, one car parking space is provided per room. 
(2) The facility caretaker will issue you with a “parking certificate,” which is necessary for purchasing a new car or replacing your old car.
* It takes several days for a certificate to be issued, so make sure to submit the request suitably ahead of time.
(3) In the event that there is a change of the registration number of the registered owner of the car for which the parking permit is issued, please submit a “notice of change to housing (car park) rental application” form.
(4) The car parking lot of the Koyama Apartments is owned by the finance office of Tottori University.
First, check the car parking vacancy situation with the manager of the finance office, and then bring a car parking rental application form and ask the manager to fill in the car parking space number and stamp the form with his seal. Next, submit the completed form to the caretaker of the housing facility.
(The application form is required by the Tottori University finance office.)
* Staff members of other government agencies should submit their forms to the relevant government office.
(5) If you are residing in the Kaike Apartments but are working for another government agency (not Tottori University), first check on the car parking vacancy situation with the housing facility caretaker, and then ask the caretaker to fill in the car parking space number and stamp the form with his seal. Next, submit the completed form to your relevant government office.
Finance Office Manager Contact Details
Koyama Apartments Bldg. No. 5, Room 101　０８５７－２８－９５９１
Office hours　Weekdays: ８：３０　~　１７：００
　　　　　　　Closed: Sundays, Wednesday, and public holidays
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Moving out procedures
Vacating your apartment
If the person who is renting the apartment fits any of the following descriptions, we generally request that the apartment be vacated within 20 days from the relevant date:
(1) The person ceases to be a Tottori University staff member (including the event of death).
(2) The person no longer needs the residence, e.g., due to building a new house, or relocating.
(3) The university needs the apartment for administration or business operation.
(4) The housing facility needs to be evacuated for any reason
Submission of vacation notice 
When the day of vacation is decided, please submit a vacation notice to the housing facility caretaker no later than 5 days before moving out.

Restoring to original state
Before vacating you are expected to restore your apartment to its original condition by performing or arranging all necessary cleaning and repair work, keeping in mind the expectations of the subsequent tenants.
(1) When you have decided to vacate your apartment, please inform the housing facility caretaker immediately. (Please arrange a suitable date for inspection with the caretaker.)
(2) The housing facility caretaker will inspect the residence to determine the items of cleaning and repair work that are needed to restore the residence to its original state, based on the attached Table 1 (page 40), “Vacation inspection,” and inform you of this.
(3) In some cases the caretaker may fail to notice damage in places where it is difficult to see, for example, behind chests of drawers or under rugs. So, it is expected that you will clean and/or repair items, if necessary, even if they are not indicated to you by the caretaker.
(4) If you performed any kind of modification of the apartment, after approval, this should be restored according to agreed conditions.
(5) After the residence is restored to its original state, the caretaker will conduct another inspection.
(6) Even after you have vacated the residence, if the tenant who moves in after you discovers issues or items that were not properly restored by you, you will be asked to take the necessary corrective action.
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Cautions on moving out
• Clean the rooms of the apartment thoroughly, disposing of all unnecessary items.
• Settle all your outstanding electricity, gas, and water accounts.
• Remove equipment and attachments that you may have installed, e.g., telephone, water heater.
• When moving out, register your change of address with the appropriate local government authority and notify the post office of the change.
• When you leave the apartment for the last time, check that there are no possible causes of fire, close all windows and doors, and lock the front door.
• Return the keys and your copy of the “Living Guidebook” to the caretaker of the housing facility.
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[Attached Table１]
Moving out checklist
                                          Housing facility name and tenants
	
	Item
	 Main inspection items
	Check
	

	
	 Walls, floors
	 □Dirty or damaged?
	Pass - Fail
	

	
	 Tatami mats
	 □Dirty or damaged?
	Pass - Fail
	

	
	Fusuma and shoji
	 □Dirty or damaged?
	Pass - Fail
	

	
	 Wire screens
	 □Dirty or damaged?
	Pass - Fail
	

	
	 Other equipment
	□ Are locks damaged, keys lost/damaged?

□ Are door knobs, hinges, door rollers, peep hole, letter box dirty or damaged?
  □ Glass dirty or damaged? Putty peeling off or lost?
	Pass - Fail
	

	
	Water supply and wastewater systems
	  □ Are wash basins, hand basins, toilets, taps, water drains, etc. dirty or damaged?
 □ Is low tank or high tank dirty or damaged?
	Pass - Fail
	

	
	 Electrical equipment
	  □ Are light bulbs, hanging fittings, lamp shades, switches, plates, sockets, etc. dirty or damaged?
  □ Are sockets, fuses, cords, buzzers, emergency bells dirty or damaged?
 □ Are electric fans and chains dirty or damaged?
	Pass - Fail
	

	
	Bath
	  □ Are bathwater heater, bathtub, etc. dirty or damaged?
	Pass - Fail
	

	
	 Fixtures
	 □ Are cupboards, dish drainer, hanger boards, hinged doors, mirrors, etc. dirty or damaged?
 □ Are sinks dirty or damaged?
 □ Are curtain rails, runners, paper holders, towel hangers, etc. dirty or damaged?
	Pass - Fail
	


  1. Other items of special mention
	
	
	


  ２. Points to note
	
	□ Check that light fittings, gas cooking range, gas water heaters are removed
□ Check that air conditioners are removed and that walls are repaired
□ Check date for reporting cancellation of electricity contract (dd/mm/yyyy)
□ Check date for reporting cancellation of gas contract (dd/mm/yyyy)
□ Check date for reporting cancellation of water contract (dd/mm/yyyy)
	


* To be completed by the caretaker of the housing facility
           Report to the president of the Residents’ Association   (dd    mm    yyyy)
                                Moving out inspection conducted by                               (seal)
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[Attached Table 2]
　● List of housing facilities managed by Tottori University
	Name of housing facility
	 Postal code
	 Address
	

	 三浦宿舎　      　W
                 　B1
                 　B2
                 　B3
	 680-0945
	 鳥取市湖山町南４丁目１０１番地
	

	 白浜（一）宿舎  　W
                 　RA
                 　RB
	 680-0947
	 鳥取市湖山町西１丁目３５７番地
	

	 白浜（二）宿舎  　RC-1
                 　RC-2
	 680-0947
	 鳥取市湖山町西４丁目１１０番地
	

	 湖山住宅       　 RCK-10
	 680-0941
	 鳥取市湖山町北３丁目２５１番地
	

	 医学部宿舎
	 683-0826
	 米子市西町８６番地
	

	 内町宿舎        　RA
                 　C1
                 　C2
	 683-0834
	 米子市内町１１０番地１
	

	 皆生住宅        　1
	 683-0003
	 米子市皆生５丁目２３３番地４
	

	 看護師宿舎
	 683-0824
	 米子市久米町９８番地１
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 [Attached Table 3]
　● Useful contact information
Tottori Area
・Electricity: Chugoku Electric Power Co.  ０１２０－４６５－２１０（for relocations)
　　　　　　　　　　　　　　　　　　   ０１２０－１８１－２１０ (general inquiries)
・Gas: Tottori Gas   ０８５７－２８－８８１１
・Water supply: Water fees are collected by the residents’ association of each housing facility
                                              Shirahama (1) Apartments
　　　　　　　　　　　　　　　　　　　　　　　　　Shirahama (2) Apartments
　　　　　　　　　　　　　　　　　　　　　　　　　Koyama Apartments Bldg. No. 10
Tottori City Waterworks Bureau　　０８５７－５３－７８１１　　Miura Bldg.
Yonago Area
・Electricity: Chugoku Electric Power Co.  ０１２０－２１１－２１０ (for relocations)
０１２０－２１１－４２６ (general inquiries)
・Gas: Yonago Gas   ０８５９－２３－０１１１
　　　　　　　　　　　　　　　　　　　　Faculty of Medicine Apartments
　　　　　　　　　　　　　　　　　　　　Uchi-machi Apartments
　　　　　　　　　　　　　　　　　　　　Kaike Apartments Bldg. No. 1
　　　　　Fees are collected by the residents’ association     Nurses Apartments
・Water supply: Fees are collected by the residents’ association Kaike Apartments Bldg. No. 1
　　　　　　　　　　　　　　　　　　　　　　　　　Nurses Apartments
　　　　　　　　　　　　　　　　　　　　
Fees are collected by the Accounting Section, Faculty of Medicine; Uchimachi Apartments
Yonago City Waterworks Bureau　　０８５９－３２－６１１１　　Faculty of Medicine Apartments
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