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About XL@Property

XL@Property are a specialist block and estate management company who pride ourselves on providing a quality service for owners and leaseholders.

Our experienced team take genuine pride in ​managing our clients’ buildings. We understand how ​good management, presentation, maintenance and ​efficiently run services provide peace of mind to our ​clients.

Our team take a hands-on approach to managing our ​clients’ facilities, conducting regular site visits to ​oversee works and ensure that the buildings are ​maintained to the very highest standards. Every ​client has a dedicated property manager who is ​always on hand to provide help and guidance. We ​offer a personal service that provides our clients ​confidence that their property is in good hands﻿.

We are a carbon neutral company, producing our ​own electricity via solar systems installed at our ​offices. We also have a company tree planting ​scheme which helps to restore small, wooded areas ​in our local community. We strive to help our clients ​to also transition to greener forms of energy and ​materials where appropriate.













What to expect from XL@Property

You can expect our team to be responsive, proactive and engaging in managing the properties we are responsible for. We will strive to deal with any queries or maintenance issues in a timely manner and take a preventative approach to dealing with the management of the properties.

We conduct regular inspections on every ​property that we manage to ensure that the ​building is maintained to a high standard ​and maintenance issues are dealt with ​promptly and efficiently. We proactively ​manage our properties to ensure that ​potential issues are identified and remedied ​before they become major issues.

We have our own in house grounds and ​maintenance team who managed most of ​our properties providing the care and ​attention that is often lacking with third ​party contractors.

Our highly experienced accounts team ​prepare detailed service charge ​budgets, collection of ground rents, ​service charges and reserve funds in ​accordance with the lease. We prepare ​and submit annual returns and ​management accounts. Our collections ​team chase arrears and implement the ​relevant legal steps when necessary. ​Payments are tracked in our client portal ​for complete visibility.

We act as your Company Secretary, ​arranging and attending AGMs, issuing ​share certificates, updating the company ​register and Companies House ​accordingly. Our team of experts will ​organise quotations and arrange ​necessary insurance policies including ​building insurance, directors and ​officers, engineering and public liability. ​Minutes of AGM’s will be produced and ​distributed to all leaseholders.

Our client portal offers instant access to ​information and accounts for both Directors ​and Leaseholders, online maintenance ​ticketing and tracking, and messaging. Our ​team will proactively contact Directors and ​Leaseholders throughout the year to provide ​updates and ensure regular communication.

We regularly review our portfolio and ​work with experts to ensure the ​properties are compliant with health and ​safety, fire and asbestos legislation. We ​also make sure Health & Safety ​regulations are complied with.

We will be onsite regularly to review and monitor the properties and oversee any contractor work required.


Contact Us


Email – managers@xl-property.co.uk for general enquiries
helpdesk@xl-property.co.uk to log a maintenance issue

Phone – 0330 133 9230


Health & Safety

The health and safety of all tenants and visitors is highly important to us. You can expect us to visit the site regularly to perform Health & Safety checks. This will able us to identify any issues and rectify them in a timely manner. We also ask that if you notice any issues within the external and interior communal areas you report them to us as soon as is convenient. Please see below, some advice and rules to keep everyone safe:

Please ensure that you have a self-closing device on the door to your flat. Should you need to replace the door to your flat the replacement door MUST be a fire door compliant with British standard 476-22. You can find information on fire safety door regulations at – www.gov.uk

Each flat should have at least two working smoke detectors and one carbon monoxide detector. These need to be tested at least twice a year and replaced at least every five years. Ensure batteries are replaced when low.

Please make sure any furniture and furnishings in your flat comply with the furniture and furnishing safety regulations 1988.For more information on this please visit - Gov.uk

All communal areas must be always kept clear. No items are permitted to be stored in common areas, even for short periods of time. Any items found in the hallway will be removed after 1 week of resident receiving a letter via post asking for items to be removed.

Gas appliances should be checked by a qualified Gas Safety Engineer at least once a year.

Smoking or vaping is not permitted in any of the communal arears.

Please refrain from smoking right outside the building as this is a fire hazard and make sure all lit items are distinguished and disposed of in a proper manner.

All internal and external communal doors must be kept closed at all times. Doors must not be propped open or left on the latch as this causes a fire risk. These doors are kept closed to reduce the spread of fire.

Door mats provide a trip hazard.

If you rent your property, then your landlord should ensure that the electrical installation is inspected by a NICEIC engineer.

Parcels and letters should not be left in the hallways, entrances or stairs as they present a trip hazard. Blocks will be checked on a 2 weekly basis and any mail or flyers that are in hallways at this time will be removed so please make sure you clear any post that is addressed to you.

Please refer to the fire safety plan in the event of a fire.


Portable heaters are a fire hazard and must be monitored closely as they are easily knocked over. Please make sure they are not placed near any flammable materials. They can also in some cases emit carbon monoxide.

Any concerns or questions about fire safety or health and safety should be addressed to: managers@xl-property.co.uk

Fire Safety Plan

	How will people be
Warned there is a 
Fire?
	Smoke alarm or verbally.

It is highly recommended that each flat has 2 smoke alarms located as near to the front door as possible.

Ensure that your smoke alarm is regularly tested and the batteries changed

	If you find a
Fire in your
flat
	. verbally raise the alarm by shouting ‘fire”
. call the fire a rescue service by calling 999
. warn all persons in your flat and leave immediately together
. where possible turn off oven and cooker
. ensure you leave immediately and close all doors particularly the front door and all fire doors.
. leave the immediate area and do not return until instructed by the fire and rescue service

	Tackling a fire
	If a cooking pot or chip pan is involved
1) Call fire and rescue services immediately on 999
2) Don’t take risks
3) Have a clear escape route
4) Never move the pan
5) Turn off the heat if it's safe to do so
6) Do not use water on a chip pan fire as it will cause a fireball
7) Do not try to put the fire out with damp towel or fire blanket

	If you see or hear of a fire in another part of the building
	Stay Put
On hearing the alarm, do not evacuate the building unless instructed to by a member of the fire service.

In most instances there will be no need for you to leave your flat. However, if circumstances become such that you need to leave the flat then do so via the nearest escape route or as instructed by the fire and rescue service. Ensure all other persons in the flat leave with you. Close all doors behind you as you leave. Move a safe distance away from the buliding.do not cause delay or risk.


	How will fire and rescue service be notified and who is responsible for this
	The person discovering the fire should notify the fire and rescue service by calling 999.if you are unsure if the fire and rescue service have been notified then call 999 and report the fire


     Fire safety plan to be reviewed annually 



 
Useful Information

Flat to Flat Leaks
Leaks between flats are the responsibility of the leaseholder and we are unable to assist with any such leaks. Should there be a leak between flats then please let the person residing in the flat from where the leak is coming from know.

Anti-social Behaviour
Any anti-social behaviour should be reported to the non-emergency police line via 101 or online at – kent.police.uk. We If you believe it to be an emergency, please call 999.Please also contact us via email to report any anti-social behaviour with as much detail on the incident as possible.

Power cuts
Power cuts should be reported to UK Power Networks on 105

Gas Leaks
Gas emergencies and leaks should be reported to 0800 111 999

Kent Fire and Rescue 
For non-emergences or for fire and safety advice, please call 01622 691000

Water Enquiries
Please contact southern water on 03303030368






Fly Tipping
We can all work together to stop this happening, please report it to us along with any additional evidence you may have such as photos etc.
 
What is fly tipping?
 
“Fly Tipping" is the practice of dumping rubbish in quiet lanes, parking areas or even busy streets, rather than disposing of it properly at Civic Amenity or landfill sites. It is an increasing problem across the country and costs the taxpayer thousands of pounds per year to dispose of.
 
What the bin men will not take:
• Building materials       
• Paint or chemicals
• Electrical items
• Textiles
• Large items like fridges
 
Your closest waste disposal facility in Dartford is:
Dartford Household Waste Recycling Centre, Old Rochester Way, Dartford, DA1 3QU
Booking is required and can be done so online.
 
If you hire a waste disposal company 
Please remember, your waste is your responsibility, and you have what legislation calls a 'duty of care'. Duty of care means that you must take reasonable steps to ensure that the people removing waste from your property are authorised to do so and do not illegally dispose of your waste. These reasonable steps are:

1. Check their waste carrier licence
The Environmental Protection Act (1990) requires households to have their waste collected by registered and accredited waste collectors. You should always ask for their waste carrier licence number and check whether it is a valid one by contacting the Environment Agency on 08708 506 506. Please check if the removal company has a relevant Waste Carriers Licence 

2. Obtain a waste transfer note
This is official paperwork confirming the receipt of your waste and where it is taken.
 
Please contact us at - managers@xl-property.co.uk to report any fly tipping.
 

Smoking Policy

· We have a no smoking & vaping policy in our communal areas.
· Please do not stand directly outside your block and smoke as this could cause a potential fire hazard.
· No ash trays or other items used for this purpose should be left outside the blocks as these can be a potential fire source.
· Any lit items should be distinguished in a sensible way and check to make sure it is fully distinguished and disposed of correctly.
· Please do not throw lit cigarettes near any flammable materials.

We want to keep all residents safe so please adhere to this policy.
If you witness anyone breaking our policy, please contact us at 
managers@xl-property.co.uk or 03301339230































Fire Safety Policy
 
Introduction & Aims
It is the overall aim of XL@Property to minimise the risks to residents and contractors, which may arise from fire. This will be achieved by ensuring precautions are taken to avoid fires occurring and by ensuring that procedures for minimising the effects of an outbreak of fire and evacuating the premises are in place.

Fire Safety Management 
Our main duties are:
• To minimise risk from fire through risk assessments
• To ensure frequent and adequate inspections are taking place
• To produce an emergency plan and put up fire notices
• To check communal areas on a monthly basis and record findings
• To implement recommendations from the Fire Risk Assessment
• To consult with the Fire Risk Assessment officer on matters of fire safety
• To conduct regular fire door inspections 
• To make residents aware of the fire safety plan via email on a yearly basis 
• To ensure fire escape routes and fire exit doors are unobstructed and operate correctly.
• To ensure Fire Safety Logbook is kept up to date and accessible 
 






















If fire breaks out in your flat:
Immediately leave the room where the fire, then close the door.
Tell everyone in your flat and get them to leave.
Call the emergency services – 999

If you see or hear of a fire in another part of the building:
The building is designed to contain a fire in the flat where it started. This means you will usually be safe to stay put in your own flat
You must leave if smoke or heat affects your flat or you are asked to by the fire service

To call the fire service:
Dial 999
When the fire service answers give the address where the fire is
Do not end the call until the fire service has repeated the address and have confirmed they are on the way

If you must evacuate:
Please make your way out of the building through the sign posted fire exits shutting all doors behind you if possible
Move far away from the building and when fire service arrives, please make yourself known to them
Do not re-enter the building unless advised to by the fire service























Fire Management Responsibilities
Notices displaying the fire procedures are displayed in each block on the notice boards.
The Agent Responsible for Fire Safety - XL@Property
Responsible Person – Jodie Grist
Fire Risk Assessments – carried out by competent 3rd party company
Updating of Logbook – Jodie Grist
Checks on Emergency Lighting – carried out by competent 3rd party contractor
 
XL@Property Contact Details
Email - Managers@xl-property.co.uk
Telephone – 0330 1339 230
Office Address - Tanners Grange, Tanyard Hill, Shorne, Gravesend, Kent, DA12 3EN

Fire Risk Assessment 
Date of last assessment – TBC
Review date – TBC
All records are held at the XL@Property office and can be accessed upon request
 
Fire Safety Plan
Our fire safety plan is available to view in each block on our notice board and also sent via email in our residence handbooks. These will be sent out on a yearly basis or issued to any new residents upon occupancy. 
The stay put plan will be reviewed regularly and updated if necessary.
 
Fire Doors and Emergency Exits
All fire doors will be checked regularly and must meet the fire door standards. All residents are responsible for their front doors and must make sure they are also compliant. All fire exits must remain clear at all times
 
Emergency Lighting
Emergency lighting will be tested on a monthly basis.
Last full test to emergency lighting by 3rd party – TBC
Certificates held at XL@Property head office
 
Fixed wire testing
Fixed wire testing will be completed on a 5 yearly basis
Last tested – TBC
To be tested – TBC
All certificates are held at XL@Property head office 
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