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1. INTRODUCTION  
On behalf of the entire Morley Hoppner team, we would like to welcome you to your new home at Yard 

and Station, located at 12 Stirling Avenue, Ottawa. 

The Morley Hoppner team has invested much care and pride in the development and construction of 

this unique condominium community.   

To assist you with this stage of the home buying process we have designed this Homeowner Manual to 

provide you with the information you need to become acquainted with your new home, to address the 

any needs that may arise for warranty service and to maintain your new home, and your investment, 

well into the future. 

Open lines of communication are very important, so if you have any questions regarding the information 

contained in this manual, please don’t hesitate to contact us via mail, email, phone or fax. 

Thank you for choosing Yard and Station.  We are sure that you will have many years of happiness and 

comfort in your new home. 

2. CONTACT INFORMATION 
 

Property 
Manager 

INTEGRAL PROPERTY 
MANAGEMENT 
 
 

Name: Rejean D’Aoust 
Email: rdaoust@integralpm.ca 
Phone: 613-739-1057 x 251 
Fax: 613-739-8486 

Service 
Department 

MORLEY HOPPNER LIMITED  
SERVICE DEPARTMENT  
Hours: 8:30am – 5:00pm, Monday 
to Friday  
 

Email: yardandstation.service@morleyhoppner.com 
By Fax: 613-831-5490  

By Mail:   
Morley Hoppner Limited  
Attention: Service Department  
1818 Bradley Side Road 
Ottawa ON K0A 1L0 
 

Builder MORLEY HOPPNER LIMITED 
1818 Bradley Side Road 
Ottawa, ON  K0A 1L0 

Email: reception@morleyhoppner.com 
Phone: 613-831-5490 
Fax: 613-831-0067 

 

mailto:yardandstation.service@morleyhoppner.com
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3. ROLES AND RESPONSIBILITIES  

DEVELOPMENT TEAM  
The Morley Hoppner team has been developing and building condominiums since 2007. For you to 
better understand how our team works to serve you best, we have included a brief summary of each 
division of our team’s functions and responsibilities.  

SERVICE DEPARTMENT  
The Service Department Coordinator’s primary function is to coordinate and guide our homeowner’s 
through the final completion stages, occupancy and warranty periods.  The coordinator will be your 
main contact and will schedule the Drywall Walk Thru (DWT) and the Pre Delivery Inspection (PDI), assist 
in inspecting all in-suite features prior to interim occupancy/closing, following up after closing, and 
administration of the warranty period. Specifically, these responsibilities include conducting The DWT 
and PDI with you prior to occupancy, liaising with the construction team to monitor the progress of suite 
completion and recording and following up on any outstanding in-suite warranty items and the 30 day 
and 1 year Service Department Requests.  

THE CONDOMINIUM CORPORATION BOARD OF DIRECTORS  
The Board of Directors are responsible for looking after the affairs of the Corporation and enforcing the 
By-Laws, Rules and Regulations, as outlined in the Declaration (the governing documents along with the 
Condominium Act).  
 
Upon registration of the condominium, Morley Hoppner will form a Declarant Board. This board will be 
replaced by a Board of Directors elected by the homeowners at the Turnover Meeting and then annually 
thereafter for various terms.  

PROPERTY MANAGEMENT  
Integral Property Management is the property management company for Yard and Station.  The role of 
Property Management is to deal with the day-to-day operations and condominium related concerns of 
the residents. Property Management is accountable to and takes direction from the Condominium  
Corporation’s Board of Directors and is directly responsible for the maintenance, appearance and 
upkeep of all the Common Elements throughout the development.  
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4. SERVICE AND WARRANTIES 
Morley Hoppner is committed to providing you, the Homeowner, with the best product and service 

possible. The role of Morley Hoppner’s Service Department process is to assist and coordinate any 

outstanding service issues and concerns you may have pertaining to workmanship and materials.  

Morley Hoppner’s Service Department service is set up to facilitate warranted items in the most efficient 

manner, with minimal inconvenience to the owner. Although priority is given to warranty concerns of 

urgent nature, sometimes due to the lack of immediate availability of the proper material, labour or 

trades, a delay may be unavoidable in completing your requests. It is imperative that there is good 

communication between the Homeowner and Morley Hoppner Service Department. Communication in 

writing and following up with Morley Hoppner is necessary to ensure your concerns are addressed.  

SERVICE DEPARTMENT PROCEDURES  
Your home has been constructed in accordance with the Ontario Building Code and Municipal By-Laws 

and Amendments, the terms of the Ontario New Home Warranties Plan Act and the criterion prescribed 

by Tarion (even though as a renovation project Yard and Station does not report to Tarion).   As an 

assurance of Morley Hoppner’s commitment to the integrity of our product, we are pleased to offer 

warranty coverage to the homeowners of Yard and Station.   

Your cooperation and effort to understand our policies and procedures will ensure your satisfaction. 

Please note the following important points:  

1. Read your Homeowner Manual to understand your responsibilities and the warranty coverage 

provided to you by Morley Hoppner. Basically your new home is subject to three warranties described as 

follows:   

 For your Suite, there is the One-Year Builder’s Warranty.  Morley Hoppner warrants, one 

year from the date of your occupancy, that your Suite is free from defects in 

workmanship and materials as set out by the Ontario Building Code. 

 For Yard and Station building and common elements, there are:   

- The One Year Builders Warranty 

- The Two Year Systems Warranty 

2. Statutory Warranty Coverage periods and restrictions are as follows:  

1. During the first year of possession of your new home, a 30-day form can be submitted during 

the first 30 days after you take possession, and a Year-end form can be submitted within the last 

30 days of the first year of possession. Both 30 Day and Year-end forms must be submitted to 

Morley Hoppner Service Department.  

2. You may submit a 30-day form to Morley Hoppner listing any new items discovered and 

outstanding PDI items not yet resolved since taking possession of your home. We strongly 
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recommend that this be done on or about the 25th day after your date of possession. Morley 

Hoppner will only accept and act on the first 30-day form that is properly submitted on time and 

only ONE 30-day form may be submitted. If you do not submit a 30-day form on time you will 

have to wait until the final 30 days of the first year of possession to make a warranty service 

request.  

3. You may submit a Year-end form to Morley Hoppner during the last 30 days of the first year of 

possession of your new home listing any outstanding warranty items discovered since you 

submitted your 30-day form. Please note that Morley Hoppner will only accept and act on ONE 

year-end form that is properly submitted on time. As you may submit ONE year-end form, 

please ensure that your form is filled in correctly and is complete and submitted on time.  

4. Please note that Morley Hoppner will only respond to warrantable service concerns requested 

on the 30-day form and Year-end form. Service Department requests must be sent prior to the 

expiration date of your warranty to Morley Hoppner.  Any request received after your warranty 

expiry will not be processed.  

5. During the second year of possession, a Second-year form can be submitted to Morley Hoppner. 

Use the Second-year form to notify Morley Hoppner of any outstanding warranty items covered 

by the two year warranty or the major structural defect warranty that occur during the second 

year of possession.  

6. Do not give service requests to Sales Representatives, Design Coordinators, Construction or 

Service Personnel. These requests may go astray. We will be able to serve you better if all 

service requests are submitted directly to Morley Hoppner Service Department.  

7. Do not directly contact any subcontractors (other than appliance subcontractors) for warranty 

work, as Morley Hoppner must approve all work in this regard.  This will ensure that all work is 

completed satisfactorily and will assist in the keeping of accurate records for your Suite. 

8. Do not complete warranty work on your own as Morley Hoppner cannot reimburse you for 

labour or materials.  Nor will Morley Hoppner rectify any repairs to work done by outside 

subcontractors. 

9. If Morley Hoppner responds to a service request and finds that the repair is required due to 

neglect or a lack of maintenance by the Homeowner, Morley Hoppner will invoice the 

Homeowner for service costs incurred.  

10. When reporting a concern within your home, please include the following information to both 

Morley Hoppner Service Department:  

 Your full name  

 Suite or Home number  

 Home, business and cellular phone numbers  

 A detailed description of the concern, where it is located, what are the visible signs and 

what it is affecting.  For example: “Kitchen hot water leaks at valve under sink” instead of 

“plumbing problem in kitchen”. 

11. A Service Department Representative will contact you to schedule an appointment to assess 

your service request and determine the scope of work.   Subsequently, Morley Hoppner will 

reply in writing stating either: 
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a. the warrantable items will be remedied; or  

b. the items will not be remedied pursuant to the warranty and the rational for such a 

decision; or  

c. the items require further investigation to determine if they are warrantable.  

12. To complete the warrantable scope of work, access to your home will be required. You should 

provide Morley Hoppner Service Department representatives and/or any subcontractors access 

to your home during regular business hours in order to complete the necessary work. Please 

keep in mind that the re-scheduling of your time may be necessary. Failure to do so will 

jeopardize your warranty rights.  

13. Service Department Representatives are only authorized to complete scheduled work. They will 

not perform additional tasks.  

14. Please keep a record of all correspondence, dates and times of communication as we may ask 

for this information if required.  

15. Upon completion of any warranty work, please inspect it carefully.  A service call sheet must be 

signed to confirm completion and acceptance of the work done.   A registered home owner 

must sign the service call sheet.  Ensure that you sign off for each item on the service call sheet 

when it has been completed.   

16. In order to protect the ownership of your home at Yard and Station, Morley Hoppner follows a 

strict policy of only accepting warranty items from the registered owner of the home. Should 

you decide to rent your unit at Yard and Station, any warranty service requests must be sent by 

the original Homeowner on behalf of the Tenant. Morley Hoppner will meet the homeowner(s) 

to investigate any deemed service requests upon appointment only.  

Service Department requests may be submitted in any of the following ways:  

By Email: yardandstation.service@morleyhoppner.com  

By Fax: 613-831-5490  

By Mail:  Morley Hoppner Limited  

  Attention: Service Department  

  1818 Bradley Side Road 

  Ottawa ON K0A 1L0 

 

IMPORTANT: Morley Hoppner’s Service Department Procedures strive to meet Tarion standards. We 

encourage you to review all of your warranty documentation closely for complete coverage information 

and to ensure that you are aware of all deadlines and service procedures contained in this Homeowner 

Manual.  

 

mailto:yardandstation.service@morleyhoppner.com
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5. COMMON ELEMENTS  
The Condominium Corporation, utilizing the services of a property manager, is responsible for on-going 

maintenance and operation of the common elements and building systems.   

Listed below are some of the Common Elements and general items that are the responsibility of the 
Property Management Company:  
 

 Operations and Maintenance  Budgeting and Financial  

 Housekeeping  Reporting  

 Landscaping/Grounds Maintenance  Reserve Fund Management  

 Expenditure & Revenue Control  

 Collection of Maintenance Fees  Common Element Concerns 

 Construction/Renovations   Corporation Staff  

 Contract Negotiations and 
Administration  
 

 

Common elements (as defined by the Declaration and Description) are not covered under individual 

suite warranty. Common element warranty concerns for example, in the lobby, elevators, landscaping, 

amenities and garages are to be reported in writing to the Property Manager.  Homeowners should also 

write to their board of directors via the Property Management Company.   It is important that any 

common area concerns are resolved in most efficient manner possible.  
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6. SUITE HOME CARE  
Morley Hoppner has a proud tradition of providing quality customer service, incorporating the latest and 

very best construction techniques.  Today’s homes are built with the objective of reducing maintenance; 

however no home is truly maintenance free.  As one of your largest investments, your home deserves 

regular maintenance to retain its value and appearance.  Most expensive home repairs can be avoided 

through inexpensive routine maintenance. 

We urge you to read this manual and refer to it frequently.  Numerous maintenance issues can be 

resolved with the information contained within this guide.   

With the exception of appliance issues Suite residents are reminded not to contact outside service 

companies for items covered during the warranty period, as Morley Hoppner’s warranty cannot be held 

responsible for these charges.  After the warranty period, you are free to contact the contractor of your 

choice.  Feel free to contact your property manager, Integral Property Management, who can assist you 

in choosing a contractor who may already be familiar with the building and the building products. 

While the material contained within this manual is accurate to the best of Morley Hoppner’s knowledge, 

it is only intended as a guide. 

WINDOWS  
During cold weather, it may appear that there are drafts around windows and balcony/terrace doors 

even though they are adequately glazed, fitted and weather stripped.  With some possible exceptions 

such as extreme weather conditions, the draft normally is due to vertical air movement over the face of 

the window:  warm air is rising and cooler air dropping (convection currents) 

Condensation and frost on windows (even those that are double-glazed) will occur if a high relative 

humidity occurs inside the home during the periods of very cold weather.  In some instances, opening 

the drapes or blinds to allow proper air circulation will reduce or eliminate the problem.  Please refer to 

the section “Condensation and Relative Humidity” for additional tips. 

Windows should allow an abundance of natural light into your home and provide a clear and 

unobstructed view to the outside.  Condensation or other materials between the thermal panes are 

indications of seal failure.  Contact Morley Hoppner Service Department if you suspect the seal has 

failed on any window during the warranty period. 

The frames of your windows are constructed of aluminum.  The recommended product for cleaning the 

aluminum window frames is a mild soap and warm water solution followed with at thorough rinse with 

clean water.  DO NOT use cleaning products that contain alkaline or acid base, such as industrial cleaning 

solutions, as these products will eat through the coating, leaving a marring and blotchy appearance that 

cannot be repaired. 
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The application of a window film for solar control can cause the seal on the window or patio door glass 

to fail and become cloudy or it may cause the glass to crack from heat build-up between the two panes 

of glass. 

There is a manufacturer’s warranty for the window and patio door glass but this is void if a film has been 

applied.  Some suppliers of the film will take over this warranty, but with certain conditions.  The glass in 

the windows and patio doors are part of the common elements of the condominium corporation and 

therefore all residents are required to obtain written authorization from the Board of Directors prior to 

having any solar film applied to the glass surfaces. 

DOORS AND HARDWARE  
Suite entry doors are generally made of wood over insulation. Sliding balcony doors are usually 

constructed with metal or vinyl frames and are supplied by the window manufacturer. Interior doors are 

usually a wood veneer over a hollow core.  

Exterior doors are exposed to detrimental weather conditions and extreme temperature variations from 

the inside to the outside, which can harm the surface of the door. Variations in the relative humidity 

from the interior to the exterior can also affect the door. Collectively or separately, these conditions can 

cause doors to warp or change in dimension. Seasonal variations can occur up to ¼” in any direction.  

Interior doors are generally sized to allow a gap up to 18mm (¾”) at the bottom of the door between the 

door and the floor covering. This gap is provided to allow for the circulation of air beneath the door.  

Weather stripping is installed around doors and windows to reduce air infiltration. Check the weather 

stripping annually to ensure that the seal is adequate. Some weather stripping is adjustable and the 

door should be slightly difficult to latch or lock. Petroleum jelly can be used to lubricate rubber or vinyl 

products to maintain their flexibility.  

The factory finish on exterior locks and door handles will wear with normal use. This is especially evident 

with brass finishes in marine environments. To restore this finish, remove the factory lacquer finish with 

a scouring powder and then polish the hardware. Once a uniform appearance is obtained, the surface 

can be sealed with a coat of clear lacquer.  

Interior door hardware can be wiped clean with a damp cloth and polished with a soft dry cloth. It is not 

necessary to use polishing compounds on interior door hardware.  Wipe them occasionally with a damp 

cloth and polish with a soft dry cloth.  

Door hardware and locks should be lubricated periodically.  Applying a few drops of light oil, such as 

sewing machine oil, on the latch bolt will ensure smooth operation. 

INSULATION 
Yard and Station uses a combination of mineral wool and rigid insulation within the building’s exterior 

walls in order to achieve, or exceed the R-value required by the Ontario Building Code.  Particular 

attention is also given to provide continuous air and vapour barriers.  Even after satisfying the 
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requirements and recommendations as dictated by climate, home location and design, local 

temperature variations and the type of heating system installed, no home is completely draft free.  

Under severe wind pressure, the smallest opening permits some air infiltration at exterior doors and 

windows, weather –strips, electrical outlets, plugs etc. 

PAINT 
Woodwork and other surfaces are painted with products specifically suited to the surfaces to which they 

are applied and the use expected.  All surfaces that have been painted will eventually require repainting.  

The frequency of repainting depends upon a number of factors, which are unique to each Suite and its 

occupants. 

The paint applied within your Suite is a high quality specification.  Other than areas that may have been 

missed originally, or which may have been in need of touch-ups at the time of your occupancy, no 

further painting will be done by Morley Hoppner warranty.  Many homeowners choose to personalize 

their home with their own paint and wallpaper over the original paint.  Surfaces that have been painted 

with an oil-based paint require that they be touched-up or recovered with compatible oil-based paint.  

Latex-based paint placed on top of oil-based paint will peel unless a primer coat is first applied. 

If you have decorated and Morley Hoppner’s Service Department is required to carry out a repair, we 

will not restore any decorating finishes.  Therefore we recommend that you wait for one year before 

painting and wallpapering. 

CABINETS  
The cabinets that are installed in your kitchen or bathroom are constructed of a wood product.  Wood 

cabinets are made from kiln-dried material, but are subject to the natural process of shrinkage and 

expansion due to the change of humidity levels within the home and proximity to steam from kettles 

and pots. 

Wood is a natural material and due to different grain patterns and cell density, stain absorption may 

result in varying colour and shades between doors and other components.  Similar to furniture, the 

finish on cupboards may fade over several years, depending on exposure to sunlight. 

Kitchen cabinets with a wood finish should be treated in the same way as furniture.  Both cabinet 

exteriors and interiors may be cleaned with a mild soap solution on a clean dampened cloth, then wiped 

with damp water only cloth. After cleaning, surfaces should be immediately buffed dry with a clean 

cloth. Cabinets should not be cleaned with abrasive cleansers or strong detergents. Do not use steel 

wool or other abrasive items for cleaning purposes. These will scratch the topcoat layers of the finishing 

materials used on cabinet surfaces. Do not allow water to contact cabinet surfaces for more than a few 

minutes. Grease splattered on the surfaces should be removed immediately as it becomes more difficult 

to remove as it solidifies.  

Water or other liquids allowed to sit on the surface of the shelves for a prolonged period of time may 

cause staining and/or bubbling.  
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Periodically check hinge screws and tighten if required. This is considered homeowner maintenance.  

GRANITE, MARBLE AND AGGLOMERATE SURFACES  
It is common to see “pitting”, “veins”, small fractures, and colour variances in natural stone, this is part 

of the beauty of natural products and is to be expected.  

The polished surface finish of these products when used in countertops (and in floor or wall 

applications) can easily be damaged.  Never use abrasive creams or solutions that contain acids such as 

lemon or vinegar.  These chemicals will dull the finish, break down the sealer, leave streaks and/or 

scratch the surface of your top. Remember sealing of stone does not protect against all stains. Natural 

stone products, particularly marble, are sensitive to etching by acids. 

Although strong and attractive, these types of countertops should be protected from direct heat, hot 

items and spills to prevent discolouration.  Use a cutting board to prevent scratches, and hotplates when 

handling hot items.  

For liquid spills and stains, blot the area with a paper towel.  Do not wipe, as this will spread the spill. 

Use a dry soft cloth to dry the area.  Stains left for an extended amount of time become much more 

difficult to clean and can permanently stain natural granite.  

For granite surfaces, such as the kitchen countertops, please refer to the following for specific cleaning 

actions: 

 Oil Stains:  Products that may result in oil-based stains include grease, cooking oil and cosmetics.  

These types of stains must be dissolved chemically, and deep stains may be permanent.   Use a 

liquid cleanser with bleach, or household detergent, or ammonia, or mineral spirits, or acetone.  

Do not mix, or use any of these cleaners in combination, as the mixture may be toxic. 

 Organic and Ink Stains:  Organic staining can result from coffee, tea, tobacco, paper, food or 

blood.  Use a 12% solution of hydrogen peroxide with a few drops of ammonia. 

 Metal Stains:  Iron, copper and bronze can stain the counter.  These stains are very difficult (if 

not impossible) to remove, and a poultice must be used.  It is suggested that you contact a 

professional for removal of these types of stains. 

 Water Spots and Rings:  Buff the area with dry 0000 steel wool. 

 Surface Etching:  Many of the chemical cleaners may cause etching of the surface.  If the etching 

is minor, buffing the area with a commercially available stone polishing powder may restore the 

surface.  If the etching is deep, repairs and re-polishing should be left to a professional. 

Although extremely durable, natural stone countertops can be brittle.  Please do not strike them and 

take care not to accidentally deliver impact blows to the surface areas or edges as the stone may split. 

HARDWOOD FLOORS  
Your hardwood floors are manufactured in a controlled environment.  Wood selected in the production 

of the hardwood flooring will have come from a number of trees, and accordingly may have different 

shading, colouring and graining.  These variations are one of the charms of hardwood flooring.  It must 
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be remembered that your hardwood flooring is a natural product and is greatly influenced by relative 

humidity and moisture found within a home.  Throughout the course of the year, and this is particularly 

true in Ottawa’s climate, humidity within a home can vary quite significantly. 

Lower inside humidity in winter months may cause the wood to cup.  However careful monitoring of the 

relative humidity inside the home should minimize the effect of dry air.  

Ideally, homes with hardwood floors should have a relative humidity rating between 35 and 45 percent.  

However, such levels of humidity can result in excessive condensation on the windows.  Hardwood 

flooring can be durable, beautiful and easily maintained, if a few points are kept in mind: 

 Hardwood is a durable material but should be cleaned regularly by sweeping, dust mopping or 

vacuuming.  

 Do not directly pour any products on your floor to clean your hardwood floor or use a mixture of 

wax or cleaner, such as Murphy’s Oil Soap.  These solutions can dull the finish and permanently 

damage the floor.  Use a damp sponge or cloth. 

 Never leave water sitting on your hardwood floors as this may discolour the finish. Wipe up 

spills promptly with dry cloth or paper towel. Use slightly dampened cloth for sticky spills.  

 Use products made or suggested by the flooring manufacturer for cleaning and maintaining your 

hardwood floor.  Most retailers of hardwood flooring stock the appropriate floor care products. 

 Use floor protectors on the feet of furniture to avoid scratches 

 When moving furniture or appliances, slip a blanket or piece of carpet face down under each 

foot and slide the furniture carefully. 

 To prevent slippage of area rugs over the floor, use an approved vinyl rug underlay from a 

reputable manufacturer.  Do not use rubber, foam back, or plastic mats as they may discolour 

the floor  

Over time, hardwood floors may need to be resurfaced in order to maintain thir original luster.  

Depending on the type of flooring installed in your Suite, different long-term maintenance procedures 

will be required.  We suggest that you contact a flooring contractor to advise you on the proper 

procedures to follow.   

Morley Hoppner and the manufacturer are not responsible for damage caused by high heel shoes, 

animals, water spills, furniture scratching or any damages caused by mistreatment. 

CARPET  
From the time your carpet is installed, we recommend the frequent use of an upright vacuum cleaner 

equipped with beater bars, or a tank or canister type vacuum cleaner with a separate power head, 

which contains a beater bar. High traffic areas should be brushed with a pile groomer on a regular basis.  

Carpeting is relatively easy to care for and a simple regular care plan will go far to maintaining the 

original appearance for many years.  

To maintain the optimal appearance, the following procedures are recommended:  
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 Instant removal of spills to prevent spots and stains.  

 Daily maintenance of heavy traffic areas to pick up surface dirt and lint.   

 A thorough weekly vacuuming with a vacuum cleaner, properly adjusted for the type of carpet 

involved, is recommended to remove "embedded" dirt.  

 Seasonal brightening of the surface by cleaning is required to remove oily films on carpet fibres.  

For those who want the best appearance and longest performance from carpets or rugs, professional 

cleaning is recommended every year or two, depending on the appearance 

CERAMIC FLOOR AND WALL TILES  
The surfaces of floor and wall tiles installed throughout you’re Suite are extremely durable, but they are 

not indestructible.  Surfaces should not be cleaned with abrasive cleaners, as these will dull and wear 

away surfaces.  A mild solution of vinegar or mild detergent mixed with water is sufficient to clean 

ceramic floors.   

For easy maintenance, the following steps are recommended:  

 Always rinse cleaned areas thoroughly with soap-less detergent diluted in water. Wipe dry with 

a soft cloth or sponge. We recommend that you do not use soap to clean ceramic tiles, as it 

forms a film, which not only dulls colours, but also can support growth of bacteria and mildew.  

 Do not use phosphate detergents in areas where moisture is continually present, such as the tub 

or shower enclosures. Phosphate detergents may encourage subsequent growth of mildew and 

mold.  

 Do not mix chlorine bleach with other cleaning supplies that contain ammonia or acids, such as 

vinegar. This will form dangerous gases if combined.  

 If scum formation due to hard water has formed, a mixture of white vinegar and water may be 

useful to remove the formation. Commercial tile cleaners will also remove hard water deposits.  

 Steel wool should never be used on tiles. Using steel wool pads may stain or scratch tiles.  

GROUT  
Grout is the material used to fill the joints between tiles on floors and walls. Grout is susceptible to 

shrinkage, drying or cracking over time. The grout between the tiles and in the corners should be 

checked during regular cleaning. Any cavities found should be filled in as soon as possible. Leaving it 

unattended may result in leakage. After the one-year warranty period it is the responsibility of the 

Homeowner to ensure that this material has the proper coverage and is maintained in good condition. 

Hairline cracks in grout are common, however loose or missing grout is unacceptable.  

CAULKING  
Caulking is a sealant, which is applied to plumbing fixtures and joints between floor and wall areas, 

which will be exposed to water. This type of material tends to shrink, dry or crack.  



 
 

16| Page  
 

When the one-year warranty period has expired, it is the responsibility of the Homeowner to ensure 

that the caulking around any bathtubs, toilet bowls and shower stalls is maintained. Do not allow the 

caulking to go unattended as it may result in leakage and damaged walls or ceiling.  

There are several good caulking materials on the market and we suggest that you use a silicone bathtub 

caulking around the edges of the bathtub and shower. When re-caulking around a bathtub, we 

recommend that you fill the tub with water prior to re-caulking. This will eliminate the possibility of the 

caulking coming loose when weight is applied.  

SHOWER ENCLOSURES 
It is suggested that a squeegee be used to clean down the walls of the shower after each use, preventing 

the build-up of salts on the glass.  The Bath Enclosure Manufacturing Association recommends the use 

of a non-abrasive heavy-duty bath cleaner to clean the shower of carbonate build up.  The use of a mild 

bleach solution when cleaning any caulking will help prevent the buildup of mildew.  Should the hinges 

start to creak, we suggest the injection of lithium or Teflon based lubrication spray, which can be 

obtained from major hardware stores.   

MIRRORS 
The mirror manufacturer recommends that mirrors be cleaned with warm soapy water wiped down 

with a squeegee.  A non-ammonia based cleaner sprayed onto a cloth, not on the mirror, can also be 

used.  When sprayed directly on the mirror, it goes between the joints or under the mirror and reacts 

with the cut edge of the silver forming sliver nitrate; this is called “black edge”.  Rings, particularly 

diamond rings, should not be worn when cleaning the mirrors. 

APPLIANCES  
Your Suite comes equipped with various appliances; the appliances provided at your closing were 

installed as per specifications.  Any major appliances bought after closing should be installed as per the 

manufacturer’s specifications and should be connected to a dedicated circuit.   All appliances come with 

a manufacturers’ warranty which commences on your closing date.  Manufacturers’ Owners manuals 

and warranties will be either attached to the appliance or located within.   We recommend you read and 

follow the instructions, which will provide you with valuable information. Also enclosed in the package 

are the warranty documents. Please send these completed documents to the manufacturer to initiate 

the warranty.  

 All appliances are the Homeowner’s responsibility. If you experience problems with your appliances 

please contact the appliance manufacturer. No service charges apply to warrantable problems reported 

within the first year.  

As an additional measure we have provided some instructions regarding your appliances below. The 

following tips are included for information only and we trust they will be of assistance to you:  

Dishwasher  

Only use dishwasher soap made especially for dishwashers. Substitutions may result in leakage and 

excessive bubbles. In order to prolong the life of your dishwasher we urge you to ensure plastic items be 
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dishwasher safe and ensure food is rinsed off table wear before placing it in the dishwasher. Never leave 

an operating dishwasher unattended. 

Stoves/Cook Tops  

Prior to operating a stove or cook top, the operator’s manual should be consulted.  Suite residents 

should take care when using heat producing appliances below cabinets in order to minimize he 

possibility of damaging the cabinets due to excessive heat.  When cooking, do not leave the range 

unattended for even a few seconds. Unnecessary fires happen when oil is left heating on a stove. Do not 

use the oven for drying garments. Do not use the oven for heating your unit.  

Range Hoods/Microwave Combination Units  

Do not use metal or metal trimmed pots or glasses or metal foil in the microwave. The microwave must 

never be used to dry garments or any fabric as a fire may result.  

Use your exhaust fan whenever cooking and approximately a half hour afterwards to avoid cooking 

odours, to lessen grease build-up on kitchen surfaces and reduce humidity within your home. The 

exhaust fan is also a great tool in filtering air to the exterior. For preventative maintenance, the filter 

should be removed, cleaned, dried and reinstalled every three to six months depending on your cooking 

habits.  

Follow the manufacturer’s instructions for use and care of your range hood/microwave combination 

unit.  Morley Hoppner is not responsible for any appliances that you provided on your own.  Please 

contact the manufacturer where you purchased the appliances for all repairs and warranty items. 

Refrigerator  

Your refrigerator may have one or two controls that let you regulate the temperature in the freezer and 

refrigerator compartments (one control with the manual defrost models and two with the frost-free 

models). The refrigerator control is a thermostat, which measures the refrigerator temperature and 

regulates the compressor running time. The freezer control balances the amount of cold air between the 

freezer and refrigerator compartments.  

Washer/Dryer  

Clean the lint from the dryer door after each use. We also suggest that you inspect the area around the 

drum for lint build up. Should the lint trap not be cleared, you will find that clothes will take longer to 

dry, that there will be excessive humidity in your home and possible damage to the dryer motor and 

switches may occur and cause a fire.  

We urge you to periodically inspect the washer hoses for signs of wear and possible loose connections. 

Hoses that break can cause substantial water damage to your home.   Once a month wipe the inside of 

the washer and dryer with a damp cloth. 

Do not overload the washer. Load the drum evenly or the washer will vibrate excessively.  
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Do not leave your home unattended while appliances are operating. Although the appliances are all top 

quality, there is always the remote possibility that a leak or electrical short may occur which may result 

in a flood or fire if unattended.  

Refer to your Operating Care and Maintenance Instruction packages for complete instructions regarding 

appliances.  

ELECTRICAL  

Breaker Panel  

Your home is serviced by a single electrical panel. The location will vary from home to home; typically 

your electrical panel may be found in the laundry area. The panel provides power to your home and 

several circuit breakers. Each breaker provides power to a specific area, or item within the suite. The 

breakers are labelled so that you will be able to quickly determine which area and/or appliance each one 

applies to.  

If you overload one of the electrical outlets the breaker will trip. Unlike a fuse you do not have to 

replace a breaker if it overloads, just follow the simple procedure below to restore power:  

 Locate the breaker that has tripped on the breaker panel. A tripped breaker will be set in the 

middle position.  

 Unplug everything that was plugged into the outlet(s) serviced by that particular breaker.  

 First turn the breaker to the off position, and then turn it back on. This will reset it and power 

should be restored to the outlet(s).  

Ground Fault Circuit Interrupter (G.F.C.I.)  

The Ground Fault Circuit Interrupter is a safety feature that is required under the electrical safety code. 

Its function is to interrupt the electrical power in the event of exposure to water and to protect against 

accidental electrical shock. To test the G.F.C.I. follow the instructions below:  

 Preparation – Ensure that power is available as the circuit breaker must be on to conduct the 

test. The RESET button should always be pushed in.  

 Testing – To test the function of the RESET button, push the TEST button and immediately the 

RESET button should pop up. If the RESET button does not pop up with the TEST button is 

depressed, do not us the G.F.C.I. outlet. Advise the Service Department of this test failure.  

 Restoring Power – Push the RESET button firmly into the device until a click is heard. Please 

note: If the shock finder G.F.C.I. trips when an appliance is used, the appliance may be defective 

and should be repaired.  

Suite Electrical Failure  

Each breaker is identified for its general purpose. In the case of electrical failure, first check this panel 

for a “tripped” breaker in the “off” position. To reset:  push the breaker all the way “off” and then “on”.  

Please Note: Have a qualified Electrician perform any electrical work.  
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PLUMBING AND FIXTURES  
Any waste materials, including grease, fat and petroleum products, should not be disposed of down the 

plumbing system. These materials will accumulate in the piping, especially in the P-traps and can 

significantly reduce the flow of water through the waste system. These substances are also very 

detrimental to the buildings sanitary sewer infrastructure as well as municipal sewage treatment 

systems.  

P-traps are present at the outflow of all waste piping. These traps are designed to provide a barrier of 

water, which prevents the entry of sewer gases into the home. Sinks or drains, which are used 

infrequently, may lose this water barrier due to evaporation. If sewer gases are detected, running water 

down the waste pipe will re-prime the trap and likely stop the odour.  

Bathroom Fixture Care  

Your new bathroom and kitchen fixtures are constructed of vitreous china, acrylic, enamel acrylic or 

stainless steel. These materials have been selected after undergoing extensive testing to ensure years of 

trouble-free performance. The surface of the fixture while extremely durable does require proper care.  

Toilets  

Toilets generally refill as follows: flush causes water in the tank to rise, which in turn lifts a ball float to a 

pre-set water level. Once the ball float reaches this level, the water flow valve is shut off. If set too high, 

the water level will rise in the tank and run down the overflow pipe into the toilet bowl without shutting 

off the water. To rectify this, simply adjust the height of the ball float so that the water is shut off before 

it reaches the height of the overflow outlet.  

If water continuously runs into the toilet bowl from the tank, there may be a poor seal at the flapper 

valve at the base of the tank. This seal can be cleaned with a stiff brush or steel wool. A worn flapper 

valve would require replacement.  

Water dripping from the base of the toilet tank is likely due to condensation on the tank versus a leak of 

any connections. High interior humidity levels will result in condensation on the cold surface of the toilet 

tank as the tank is refilled with cold water.  

Some toilets and some basins are made of glazed and kiln-fired vitreous china, while some basins and 

bathtubs are made of enamel and steel. Both are very durable and attractive. To clean these fixtures, 

use mild powdered or liquid cleaners. Avoid abrasive cleansers or pads as they will damage the finish.  

Faucet Repairs  

Noisy or leaking faucets are frequently due to loose or damaged washers. Turning the fixture off with 

too much force can damage washers. Faucet handles should be turned no further than the point at 

which they stop the flow of water.  

Faucets can generally be easily repaired by either replacing the damaged washer or the faucet cartridge 

itself. Basic home repair books describe how to repair typical faucets; however, due to variations in the 

methods of manufacture, specific instructions may be required. Prior to beginning the repair, the water 
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supply must be shut off at the shut off valves provided. If such valves are not present, the entire water 

supply system will need to be shut off at the main shut off valve.  

Contact a plumber if you are uncomfortable attempting this repair. Green staining of fixtures is usually a 

water related issue due to the chemical compositions in the water, and is not a Builder defect.  

Plugged Toilets and Drains  

Toilets are very susceptible to blockage. New toilet designs use very little water per flush. This results in 

a lower volume of water carrying away the waste. Repeated flushing may be required in some instances 

to remove solid waste. Dense tissue paper and some thick toilet papers are unsuitable for these toilets. 

Never dispose of hair, grease, lint, diapers, sanitary products, “Q-tips” or plastic in the toilet.  

Hair, grease, large food particles or other solid forms of waste can plug drains. Should they become 

plugged, try removing the debris from the trap beneath the fixture. Alternatively, a plunger can be used. 

Once partially cleared, very hot water may complete the job. A more severe blockage may require a 

plumber. As commercial drain cleaners are very corrosive they are not recommended.  

Tub and Shower Enclosures  

Ensure the bathroom fan is turned on whenever showering. We suggest the bathroom door be kept 

closed while showering as the moist air may interfere with the operation of the smoke detector.  

Caulking is used to seal seams and prevent water from entering behind the enclosure. If a separation 

occurs around your bathtub between the tub and the wall tiles or between the wall and the enclosure 

itself, it should be filled immediately with a tub sealer or caulking compound available at any home 

supply centre. Leaving the gap unsealed may cause serious water damage to adjacent materials.  

You should apply a clear liquid silicone sealer to the grout joints of tub or shower enclosures that are 

finished with ceramic tile. This should be done every six months. This sealer is used to prevent the 

porous grout from allowing water to seep through to the substrate material behind the tile. This sealing 

cannot be done until the grout has cured for approximately six to eight weeks. Please note this is a liquid 

product and should not be confused with silicon based caulking. Follow the manufacturer’s 

recommendations for application.  

Also, you should never step into a bathtub with shoes on as trapped grit and dirt can damage the tub 

surface.  

Water Leaks  

In order to avoid possible water damage to the floor below, spills should be mopped up immediately 

and leaks repaired promptly. Should your taps be leaking, we urge you to repair them immediately as 

wasted water will increase utility consumption and cost extra money.  

Should you experience a toilet overflow or leak of any kind, or if you see water entering your suite, we 

ask that you contact the Service Department and Property Management immediately to advise them in 

case the water is leaking into another suite. This way damage can be kept to a minimum.  
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IN-SUITE HEATING/COOLING FAN COIL SYSTEM  
Your heat pump primary maintenance item is the air filter.  It should be replaced regularly.  Please refer 

to your owner’s manual for replacement schedule.  Due to the need for proper ventilation of this 

equipment, it is imperative that nothing be stored against the heat pump.   

No Heat  

No heat situations that occur after business hours should be called into the Property Manager at the 

emergency number.  

CONDENSATION & HUMIDITY  
Condensation on windows is a common occurrence and, if corrective measures aren’t taken at an early 

stage, serious damage such as staining and mildew can occur.  The problem is more acute during the 

first winter when the Suite is “drying out” (many of the materials used in construction contain moisture 

that must be dissipated).  In many instances normal living habits are both additional and continuing 

contributers to high relative humidity (R.H.)  

As a result of today’s construction practices, increased energy costs and comfort levels commonly 

required by today’s discriminating buyers, new Condominium Suites are tighter, better sealed and 

better insulated.  These improvements have the unfortunate side effect of increasing the humidity 

found in today’s homes, as can cooking and other daily household activities.  Humidity should be 

controlled so that little or no condensation appears on the inside surface of the windows.  Double 

glazing still permits high R.H. during the most severe weather, as indicated in the following chart 

showing the maximum R.H. that can be tolerated if condensation is to be avoided in cold weather. 

Outside Air Temperature 
(Celsius/Fahrenheit) 

Desirable Maximum Inside R.H. 
at an Indoor Temperature of 

21°C/70°F 

-29/20 20% 

-24/-1 25% 

-18/0 30% 

-12/10 35% 

-7/20 40% 

0/32 45% 

As soon as excessive condensation occurs on the inside window surfaces, steps should be taken to 

reduce the R.H. level by controlling the moisture sources or by increasing ventilation.  Remember that a 

small amount of condensation in the daytime can result in significant condensation at night when 

temperatures are lower. 

CONTROLLING HUMIDITY  
The most common change in your new home with new improved construction techniques is the 

increase in indoor humidity levels in the winter. Considerable amounts of moisture are produced as a 

result of normal household activities such as cooking and bathing. With less cold, dry air flowing through 

the suite from the outside, this moisture tends to build up indoors and raise humidity levels.   The 

following are some ways to control humidity in your Suite: 
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 Make it a habit to use your bathroom fan when showering and your exhaust fan when cooking. 

This procedure will help remove the moist air from your home.  

 Turn the heating/cooling systems fan to the ON position to promote internal air circulation 

through the Suite.    

 Limit the use of in-home portable humidifier appliances.  

 Free circulation of air is important. Keep drapes open as much as possible so the air can circulate 

freely over the windows. If necessary you may open your windows to reduce localized 

condensation.  
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7. SECURITY  

KEYS 
Each homeowner is provided with the following: 

- One Suite Entrance Key (can be duplicated) 

- One Mail box Key (can be duplicated) 

- One FOB for main entry and various common amenity doors (cannot be duplicated) 

- One Electronic remote per parking space for garage doors (cannot be duplicated) 

If you are two people living in the home, you will receive two of each keys above, except for the garage 

remote. 

If you lose your FOB, please contact Integral Property Management immediately.  There will be an 

additional cost to replace and reprogram your FOB.  This is not an after- hours emergency. 

INTERCOM FUNCTION – ENTRY SECURITY SYSTEM 
The door entry system has been installed in the building to provide you and your guests with an 

increased level of confidence, convenience and security. 

The system operates with your existing telephone.  Your guest simply selects your name by scrolling 

through the electronic directory on the lobby panel and enters the code that is beside your name, or 

presses a speed dial button.  This will ring through to your telephone.  When answered, you will be in 

communication with your guest.  To unlock the front door, enter the digit “9” from your telephone.  To 

refuse entry, simply hang up or enter the digit “3”. 

Call Waiting Feature:  While engaged in a conversation with the outside line, a distinct tone will be heard 

when a visitor places a call.  Press the flash button to answer the call from the lobby.  This action will 

automatically put the outside line on “hold”.  After either unlocking or refusing entry, you will 

automatically reconnect to the previously on “hold” call to continue your conversation.  

In a similar manner, you can answer your outside caller while talking to the guest in the lobby.  Please 

note that you cannot put your guest on “hold” due to a system allowable talk-time limit (normally 60 

seconds). 

STAIRWELL DOORS 
Exiting from your floor into the stairwell will be possible at all times 
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8. TROUBLE SHOOTING  
 

EMERGENCIY PROCEDURES 

In Suite Emergencies 

Integral Property Management is available for response to emergency calls on a 24 hour basis.  For 

after- hours emergencies, contact their after-hours on-call staff at 613-739-1057.  Prior to calling the 

Service Department, we urge you to review the following to determine if in fact the situation is an 

emergency. 

Loss of Heat or Cooling 

If you are experiencing a loss of heat, please check the following: 

 Ensure that the thermostat is set to heat and not cool 

 Ensure that the thermostat is set higher than the current room temperature. 

 Ensure that the circuit breaker is turned “on” at the electrical breaker panel.  If the breaker has 

tripped, it should first be moved to the OFF position and then flipped to the ON position to 

reset. 

For loss of cooling, please follow the above instructions reversing the first two items. 

If you have tried the measures listed above and still require further assistance, please contact Integral 

Property Management emergency on-call staff.  A representative will assist you with your emergency.  

Please note that a loss of cooling during the summer is not considered an emergency whereas a loss of 

heating during winter is considered an emergency. 

Power Failure 

In the event of a power failure to all or part of your Suite, there are a number of checks that should be 

performed prior to calling your emergency on call service. 

Should a power failure occur, the electrical panel should be checked to see if the circuit breaker is in the 

ON position.  When checking a circuit breaker, the breaker should be first switched to OFF, and then to 

ON, as the breaker does not move to the OFF position when the circuit is tripped. 

Should the circuit breaker trip; all devices controlled by the circuit should be turned off before resetting 

the breaker.  If the breaker continues to trip, please contact your emergency on call service. 

Controlled split plug receptacles are located throughout your Suite, commonly in the living room and 

master bedroom.  These plugs will have either the top or bottom receptacle connected to a wall switch.  

The other receptacle has power at all times.  
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Should the cook top not operate, check the manufacturer’s instructions.  The cook top fuses and 

automatic timer mechanism should be checked in addition to the dedicated circuit breaker. 

Receptacles in the bathroom and powder rooms are protected by a Ground Fault Interrupter (GFI).    A 

GFI receptacle prevents the possibility of electrocution if any appliance or the receptacles come into 

contact with water.   Should this occur, the GFI will “trip” the circuit, cutting off the flow of electricity.  

Should the circuit trip, these receptacles have two buttons; it can be reactivated by pressing the RESET 

button.  To test the GFI, press the TEST button to trip, and then the RESET button to reset. 

Kitchen counter plugs are split receptacles and wired to a GFI breaker, which is located in your main 

electrical panel.  The top plug is wired on a separate breaker from the bottom one.  Should one trip, plug 

your appliance into the opposite receptacle.  GFI breakers function in the same manner as GFI 

receptacles; however a GFI breaker protects many outlets, using standard receptacles.   If a GFI breaker 

trips, you must reset it at the electrical panel by turning it completely to the OFF position and then 

flipping it to the ON position. 

Should there be a loss of power in your entire Suite, check to ensure that you are not experiencing an 

area power outage.  If there is an area power outage, you will have to wait until the hydro supplier 

restores power.  It should be noted that some areas of the building might have power during a blackout, 

as there is an emergency power generator for critical building systems and some lighting. 

Please note that should Morley Hoppner Service Department or Integral Property Management respond 

to an emergency where the issue was caused by Owner influence, the cost of the service will be charged 

to the Owner, or levied against the Owners condominium fees. 

Plumbing Leaks 

In the event of a plumbing leak, there are a number of checks that should be performed prior to calling 

your emergency on call service. 

In the event of a plumbing leak, be sure to close the fixture’s water shut-off valve immediately.  Shut-off 

valves are located in line with the water supply line for the fixture.  The location of the main shut-off 

valve is located in the front closed at the entrance door that was shown to you during your PDI.  If water 

is coming from above, please contact the emergency on call service. 

Should water be continuously running and there is no-shut off valve, then please contact your 

emergency on call service immediately.  Please note that there exists the possibility that leaks, 

depending on their severity, could penetrate the Suites below you. 

During your warranty period, all plumbing leaks should be reported to Morley Hoppner Service 

Department and Integral Property Management.  For problems related to deficient construction, 

Integral Property Management, in conjunction with Morley Hoppner Service Department will make all 

the necessary repairs.  Should the problem be attributable to improper use, you will be responsible for 

all costs of the service call. 
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Water Leaks 

Should you notice signs of water infiltration, and it has been determined that the source is not a 

plumbing leak within your Suite, please contact your emergency on call service immediately.  In addition 

to visible pools of water, signs of water penetration may take the form of staining on the ceilings or 

walls of your Suite. 

Water infiltration may be the result of a leak in either a Suite above or adjacent to you.  It may also be 

possible that water is leaking from a service conduit within the building’s structure. 

It is important for the health and well-being of all residents that water leaks be addressed immediately 

in order to curtail and limit the potential for mold growth within the building or Suites. 

In order to minimize the possibility of accidental flooding, residents are required not to leave water 

running unattended. 

Please note that at all times, a licensed plumber and electrician should be used to perform any work 

within your Suite. 

 


