








Landlord Manual	 SECOND EDITION

Common law tenants: Provided the proper procedure is 
followed, evicting common law tenants is not difficult. As 
discussed in section 2.1.5 above, these are normally:

Lets to companies.•	

Lettings by resident landlords.•	

Lettings at a rent of over £25,000.•	

You will not normally be able to evict during the fixed 
term unless there is a break clause in the tenancy 
agreement or the tenant breaches the terms of the 
tenancy agreement. 

However after the fixed term has expired, you can end 
the tenancy at any time by serving an old style ‘notice 
to quit, which can be obtained from most law stationers 
or online legal services. This must give a notice period 
of not less than four weeks. Once this has expired, if the 
tenant has not vacated, you can apply to the court for an 
order for possession which you are entitled to as of right. 
You do not need to give any reason for asking  
for possession.

During the fixed term the tenancy can be forfeited on the 
basis of rent arrears as described for Rent Act tenancies 
above. It is technically possible to forfeit the tenancy for 
other breaches of the tenancy agreement but this is not 

often done. If you wish to do this, you should seek legal 
advice from a solicitor experienced in eviction work. 

6.2.11 	 Unlawful eviction

The Protection from Eviction Act 1977 makes it a criminal 
offence for any person to unlawfully deprive a ‘residential 
occupier’ of the right to occupation of the premises. This 
means that the only legal way you can evict a tenant 
is by obtaining a court order. Any term in the tenancy 
agreement that says otherwise will be void. 

‘Residential occupier’ is defined in the Protection from 
Eviction Act 1977. It covers virtually everyone living in 
residential accommodation and will certainly cover all 
tenants who rent from private landlords. 

The act does specify certain classes of occupier where 
this does not apply, in particular lodgers who share 
living accommodation with their landlords, but even here 
eviction must not involve any force. 

The procedures for lawful eviction of tenants are laid out 
in the various Housing and Rent Acts as detailed above. 
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To lawfully evict a tenant you must first serve the 
appropriate Notice, then obtain a Possession Order that 
must only be enforced by the County Court Bailiff.

6.2.12 	 Harassment

It is a criminal offence under the Protection from Eviction 
Act 1977 for any person to harass a residential occupier 
in such a way that as a result they could be expected to 
give up their accommodation.

The key elements of harassment are defined as:

�Acts likely to interfere with the peace and comfort of •	
the Residential Occupier or

The persistent withdrawal of essential services.•	

and either

�Is committed by any person with the intention of •	
causing the Residential Occupier to leave or

�Is committed by any person with intent to stop the •	
Residential Occupier pursuing their legal rights (for 
example, complaining about disrepair) or

�Is committed by a Landlord or Agent who knows or has •	
reasonable cause to believe that a likely result of their 
acts is that the Residential Occupier leaves, or causes 
them not to pursue their legal rights.

Common acts of harassment can include:

Threats of violence or unlawful eviction.•	

Disconnecting gas, electricity or water.•	

Deliberately disruptive repair works.•	

Frequent visits, at unreasonable hours.•	

Entering the property without the tenant’s permission.•	
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Local authorities may prosecute landlords who harass 
tenants. The penalties are the same as for unlawful 
eviction [See section 6.2.11]. If therefore you receive 
a letter from your local authority regarding alleged 
harassment by you of one of your tenants, you should 
take this very seriously. Be very careful with your 
dealings with that tenant and keep a detailed record of all 
meetings and telephone conversations. 

Tenants can claim special and general damages through 
the civil courts against landlords who harass them which 
can be substantial and costly.

6.2.13 	 Outstanding bills

If the accounts for gas, electricity, water, telephone etc. 
are in the name of the tenant, then payment is a matter 
between the tenant and the supplier, and the supplier 
cannot require you to pay. When the tenant moves in, 
you should notify all the suppliers of the name of the 
new tenant and the date when the tenancy started. 
You need to pay the bills for any services used during 
a void period. As there are so many different suppliers, 
it is helpful to notify the new tenant of the name of the 
existing suppliers if known.

If you think there could be a problem for the tenant 
to pay quarterly bills, you can suggest they get pre-
payment ‘card’ meters fitted, although this can be more 
expensive. 

If the gas or electricity company is trying to charge you, 
when you have notified them of the name of the new 
consumer (tenant), you can complain to Energy Watch on 
their dedicated Helpline: 0845 906 0708
Via Type talk on: 18001 08459 06 07 08
or via email at: enquiries@energywatch.org.uk
Their website is: www.energywatch.org.uk

If you are paying the bills yourself, because you are 
renting out rooms, then you should include the estimated 
cost of the fuel in the rent. That way there should be no 
outstanding bills to worry about.

If for some reason you keep the supplies in your name 
but want the tenant to pay, you’ll need to ask the 
suppliers to provide a bill promptly at the end of the 
tenancy so you know how much the tenant owes. This 
arrangement should be avoided, if at all possible. If you 
want to be able to offset the final bill against any deposit 
you may hold, you need to make it clear in the tenancy 
agreement that the deposit can be used in this way.

6.2.14 	 Meter readings

During the final inspection when the tenant is moving 
out, you should take meter readings yourself and agree it 
with the outgoing tenant, in case there is a dispute. You 
should also ask which companies are supplying gas and 	
electricity etc.

6.2.15 	 Damage and return of deposit

At the end of the tenancy you should go through the 
inventory and schedule of condition (preferably in 
the presence of the tenant) to identify missing items, 
breakages and any damages that the tenants will need 
to pay for out of their deposit. The cost of such items 
should be assessed and a schedule drawn up. Tenants 
are not liable for fair wear and tear of the furniture, 
fixtures and fittings.

Under the Tenants’ Deposit Protection Regulations 
you will be required to provide evidence of damage or 
breakages in order to make a claim against the tenant’s 
deposit. Deposits should be returned to tenants as 
soon as possible. [See section 2.3.2, Tenancy Deposit 
Protection Schemes]

7 	 Empty homes
Empty properties are a wasted resource particularly 
when there is a housing shortage across the West of 
England region. Empty properties can contribute towards 
the degeneration of an area and undermine sustainable 
communities. The West of England local authorities are 
developing a co-ordinated approach to tackling the 
problem of empty homes and aim to identify the most 
effective solutions to meet housing need in the region.

7.1 	� Information for owners of empty 
homes

Where possible local authorities aim to work with owners 
of empty properties in a voluntary way and bring empty 
properties back into use using the following methods:

�Renting through council leasing or rent deposit •	
schemes. [See Section 2.4, Bond Guarantee 
Schemes]

 �Private renting through a private agency - letting •	
agencies will offer a range of management services. 
[See Section 1.2.2]

�Private renting with the owner as landlord. 		 •	
[See Section 1.2.1]

�Selling the property - on the open market through an •	
estate agent or at an auction.

�Financial assistance may be available if the property •	
requires refurbishment. [See below]

There are various financial assistance schemes for Empty 
Homes operating across the country. Local authorities 
may offer some form of financial assistance for owners 
of Empty Homes that can meet part of the eligible costs 
of bringing an empty property up to the decent homes 
standard [See section 3.7, Decent Homes Standard]. 
Often any funding is conditional upon the owner being 
willing to let the property for a fixed period of time at an 
affordable rent.
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7.2 	� Information for you as a member 
of the public

The West of England local authorities all encourage 
members of the public to report any properties to them 
that they think may be unoccupied. To report an empty 
property, as much detail as possible should be provided 
to the Empty Homes Officer who will follow it up, and 
contact the owner to advise of options available to them 
for re-occupying the property. [See contact details in 
Appendix 5 for details on who to contact]

Most local authorities have a policy where it does 
not disclose lists of empty properties due to the data 
protection act. However requests can be made in 
writing to the Empty Homes Officer citing the Freedom 
of Information Act 2000 if they wish to have a formal 
response to this request.

Although unable to disclose information on owners of 
empty properties, local authorities may pass on details of 
interested purchasers to the owner if we have managed 
to trace them. The owner can then contact you if they 
are interested in selling. Any agreement subsequently 
reached would be a strictly private arrangement in which 
the local authority would play no part. 
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Westcountry Landlords Association

Telephone enquiries : (01752) 242980      Web: www.wlainfo.co.uk
Email: landlords4landlords@hotmail.co.uk     

  Membership benefits:
• Regular meetings (Bristol & Plymouth)
• Regular Newsletters & E-Bulletins
• Problem Tenants List
• Free downloadable stationery
• Free advice and guidance
• Discounted insurance scheme 

(administered through the Bateman Group)  
                                                … and more

Run by Landlords for Landlords

..our unique 24/7 dedicated 
’manned’  members helpline

Membership £35
(includes ‘one off’  £10 joining fee)

7.3 	� Enforcement options available to 
the local authority

Where an owner persistently leaves a property empty 
which is in a poor condition or in an area of high housing 
need local authorities may take the following action:

�Report property to other council departments such as •	
Private Housing Service and Planning, in relation to 
poor condition of property.

�•	 Compulsory Purchase Order (CPO): Where property 
is in poor condition, in an area of housing need and 
the owner has resisted all voluntary attempts to bring 
the property back into use. 

�•	 Empty Dwelling Management Order (EDMO): This 
is a new power introduced in England from April 2006 
which allows councils to take over the management 
of residential properties, where an owner of an empty 
property has turned down offers of help to bring the 
property back into use, and can offer no good reason 
why the property should remain empty. 		
The council would facilitate any capital works needed 	
to allow the property to be leased and use the 		
property to accommodate people in housing need 	
for up to 7 years.
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Appendix 1: �Practical check-list 	
for landlords

Obligations & considerations

Preparation before letting:

Permission from mortgage lender and/or freeholder.•	

�Planning or Building Control approval for major •	
improvement work done to property.

�Make sure the property is both a safe and healthy •	
environment for any potential tenant or visitor. This 
can be done by ensuring the property:

Has adequate heating and insulation.•	

Is free from tripping and falling hazards.•	

Is free from significant disrepair and asbestos.•	

Has good lighting and ventilation.•	

Has good security.•	

�Has good sanitation, food preparation and is hygienic.•	

Gas safety check by a CORGI registered installer.•	

Comply with electrical & furniture standards.•	

Fire alarm and/or smoke/heat detectors.•	

Emergency lighting.•	

�Check whether HMO or other licence is needed from •	
the council.

If letting as an HMO, comply with HMO regulations.•	

Obtain an Energy Performance Certificate.•	

�Decide about the kind of tenant you are seeking, will •	
you accept a tenant needing HB, and whether to let 
furnished or unfurnished.

�Decide whether gas/electricity/water rates is included •	
in the rent.

�Decide whether or not to use an agent, and agree •	
costs and level of service.

�Obtain insurance (NB check policy is suitable for 	•	
rented property).

�Consider any local council schemes such as deposit •	
guarantees etc.

�Consider entering an accreditation scheme and the •	
benefits this can offer.

Decide on the likely market rent.•	

�Calculate realistically whether the rental income (with •	
void periods) will cover mortgage payments, repairs 
and all the other rental costs. If not, budget to set 
aside money from earnings each month (in the early 
years) to cover the shortfall.

Obtain a tenancy agreement suitable for your letting. •	

Decide on length of letting.•	

Advertise through agent, newspaper, internet or 		 •	
	 other means.

�Consider joining a Landlord Association and •	
undertaking professional development. 

When the tenant moves in:

�Sign the tenancy agreement - two copies, landlords •	
retain one signed by tenant and tenant should have 
one signed by landlord (although they can both sign 	
them both). 

�Consider asking tenant to sign bank standing order •	
form for rent payments, or letter of authority to the 
Housing Benefit office if tenant is on benefit.

�Complete and agree an Inventory and Schedule  •	
of Condition (consider using professional 
inventory clerk).

�Give the tenant your (or agent’s) contact details for •	
repairs and other problems. name, address and 
telephone.

�Notify gas/electricity suppliers, council tax etc, the •	
details of the new tenant.

�Inform tenant of gas, electric suppliers etc. and 	•	
read meter.

�Give receipt for deposit (if taken). Forward to Tenancy •	
Deposit Protection scheme if custodial or insure the 
deposit if not, then notify the tenant of the scheme 
with which the deposit is registered.

Keep tax records of income and expenditure.•	

Provide receipts to tenant for cash rent payments.•	

�Keep detailed records of repair requests, inspections, •	
safety checks, repairs done, other management 
issues and a rent statement.

�If rental income exceeds (allowable) expenditure, set •	
an amount aside to cover future tax demands.

�Complete tax return ideally soon after the end of your •	
tax year.
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Tort law - this is where someone commits a civil wrong. 
There are several types of tort. Perhaps the best known 
is the tort of negligence. Here in certain circumstances 
people or companies (such as manufacturers) are held to 
have a duty of care towards various classes of people. 

For example in the case of a manufacturer it will be the 
ultimate user of the goods they have manufactured. 
So someone who is harmed by manufactured goods 
can sue the manufacturer direct even though he 
may have actually bought the item from a shop and 
therefore have no direct contractual relationship with 
the manufacturer. So far as housing law is concerned, 
traditionally landlords do not owe a duty of care towards 
their tenants, and tenants need to sue on the contract. 
However there will be situations where a duty of care 
arises, for example under some statutes. In these cases 
the tenants family and visitors will normally be able to 
sue as well as the tenant. Other torts include public and 
private nuisance, trespass and defamation. 

Common law - This is the name for law which does not 
come from an act of Parliament. Instead the law stems 
from decisions in cases made by judges over hundreds 
of years, which originally developed from the custom 
and practice of the people. Some areas of law consist 
almost entirely of case law, for example the law of 
negligence. 

When deciding a case, if there is no statute, a judge 
will look to see what other decisions have been made 
on the same legal point. Generally decisions made will 
bind all future judges in an equal or lower court, save 
for the House of Lords which is allowed, in exceptional 
circumstances, to overrule its own past decisions. The 
part of the case which will bind the judge is what is 
called the ‘ratio decidendi’ or the (legal) reason for the 
decision. So cases with similar facts may actually be 
decided on different legal points.

Statute law - Although common law is very important, 
much of our law is now found in statutes or Acts of 
Parliament. This is particularly important in housing 
law, much of which is contained in statutes such as 
the Housing Acts 1988, 1996 and 2004, The Protection 
from Eviction Act, and the Landlord and Tenant Act 
1985, to name but a few. Frequently nowadays statutes 
tend to only operate as a statement of intent, and do 
not come into force until after government has carried 
out consultation on their implementation, and issued 
statutory instruments setting out the detailed regulations 
for the law in question. 

For example although the Housing Act 2004 was passed 
in November of that year, the licensing and health 
and safety rating systems included in that act did not 
come into force until April 2006. Frequently statutes will 
commence at different times in England and in Wales as 
in Wales it is the National Assembly for Wales which will 
deal with the regulations/statutory instruments under its 
delegated powers, rather than Parliament. 

Appendix 2: �A brief introduction 	
to law

To understand landlord and tenant law properly you  
need to have a basic understanding of how the legal 
system works in England and Wales (there are different 
systems in Scotland and Northern Ireland). This is a very 
brief overview. 

Criminal law and civil law - these are two separate 
systems. 
Criminal law is where the state is punishing someone 
for some sort of wrong doing. Most criminal cases 
(such as burglary or assault) are brought by the Crown 
Prosecution Service on behalf of the police, but other 
organisations can also bring prosecutions. For example 
many shops will bring private prosecutions against 
shoplifters. Most housing related prosecutions are 
brought by local authorities (for example for harassment 
or breaches of the licensing regulations) but not always. 
For example breaches of the gas regulations will be 
prosecuted by the Health and Safety Executive, and the 
product safety regulations by Trading Standards Offices. 
In criminal cases actions are brought by the prosecution 
(generally on behalf of the Queen, hence the legal title 
of the cases will give the Latin Regina generally shorted 
to r.) against a defendant. The normal courts used are 
the Magistrates Court or, for the more serious cases, the 
Crown Court.

Civil law on the other hand is about the resolution of 
disputes between individuals. For example a landlord 
trying to evict a tenant for non payment of rent, or a 
tenant bringing a claim for recovery of his damage 
deposit. In civil law a claim is brought by a claimant 
against a defendant. Claims are normally made in the 
County Court, save for high value or complex cases, 
which can be brought in the High

Court. The ‘Small Claims Court’ is the name for a  
special procedure which is used for claims with a value 
of under £5,000.

There are various types of civil law. Two areas relevant to 
landlord and tenant are contract and tort.

Contract law - this is where two parties reach an 
agreement where both sides exchange something of 
value (for example £1 for a bar of chocolate). Contracts 
are subject to terms and conditions, which will be either 
specifically agreed by the parties or will be implied 
into the contract, generally by statute. For example, a 
tenancy is a type of contract where the landlord agrees 
to provide the property in exchange for rent. The terms 
are generally set out in the tenancy agreement, but the 
tenancy will also include terms implied by statute, for 
example regarding the landlords repairing obligations, 
whether these are written into the tenancy agreement or 
not. Generally only the parties to a contract can sue on it, 
i.e. the landlord and the tenant. 
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Case law is still very important even where there is an Act 
of Parliament, as acts are sometimes difficult to interpret. 
If parties cannot agree how an act is to apply they will 
have to litigate and allow a Judge to decide. These cases 
are then used in future to help us interpret the act. 

Conclusion

As mentioned at the start, this is only a very brief 
overview. The topics outlined here will generally involve 
a couple of years study by law students at University so 
this should only be taken as a rough guide. If you are 
interested and would like some further information on 
the English legal system, you will find general information 
books in the Law section of most good bookshops. 

Appendix 3: �Rent assessment 	
committees 

Rent assessment committees are made up of two or 
three people - usually a lawyer, a property valuer and a 
lay person. They are drawn from rent assessment panels 
- bodies of people with appropriate expertise appointed 
by Government Ministers.

There are six rent assessment panels in England and 
Wales. The committees are independent of both central 
and local government.

Rent assessment panels have the following functions for 
private lettings:

�Tenants of assured short-hold tenancies can refer •	
their rent for review during the first six months of their 
original tenancy, if they consider the rent is above a 
market rent.

�Tenants of assured/assured short-hold tenancies can •	
refer a rent for review where the landlord has sought 
to increase it under the notice procedure under s13 of 
the Housing Act 1988.

�Tenants of assured/assured short-hold tenancies •	
can refer for review a landlords notice of a change in 
the tenancy agreement terms under section 6 of the 
Housing Act 1988 (this is very rare and therefore will 
not be discussed further).

�Either landlords or tenants can refer a rent officer’s •	
decision on a ‘fair rent’ under the Rent Act 1977 if 
they disagree with it.

There is no appeal against a committee’s decision 
except on a point of law. [Also see section 3.6.9 on the 
Residential Property Tribunal Service]

The committee may make a decision by considering the 
relevant papers although you or the tenant can ask for an 
informal hearing, which you may both attend. There is no 
charge for a committee decision. When settling disputes 
on rent, the committee normally decides what rent you 
could reasonably expect for the property if you were 
letting it on the open market under a new tenancy on the 
same terms.

It does not take into account any increase in the value 
of the property due to voluntary improvements by the 
tenant or any reduction in the value of the property 
caused by the tenant not looking after the property.

The committee may agree the proposed rent or set a 
higher or lower rent.

More information on the work of the Rent Assessment 
Committees can be found from the Residential Property 
Tribunal Services web-site at: www.rpts.gov.uk

Appendix 4: �Housing Benefit 	
procedures

There are presently two systems under which Housing 
Benefit for private tenants is administered in England. 
Which of these is applicable will depend on whether the 
claim was made before 7th April 2008. The two systems 
of benefit payment are: 

Rent Allowance (Old).•	

Local Housing Allowance (New).•	

Rent allowance (old system): Rent allowance is often paid 
directly to the tenant but there are certain circumstances 
in which the local authority pays the landlords direct. 
These are:

If the tenant asks them to do so.•	

�If the landlord has informed the local authority in •	
writing that their tenant has arrears of eight weeks  
or more. 

�If they think that it would be in the tenant’s  •	
best interest.

�If the tenant has left the property and has rent arrears •	
of which the landlord has informed the local authority 
in writing.

Direct payments to landlords are made every four 
weeks, in arrears. If the local authority is going to pay 
the tenant’s Housing Benefit direct to landlords they will 
inform the landlord in writing.

If the local authority is going to make direct payments 
they will ask the landlord to sign a form to show you are 
aware of your responsibilities.

The amount of a Housing Benefit award depends on:

�The income and savings of the claimant, and their •	
partner (if they have one).

�The make-up of the claimant’s household such as  •	
the number of people living in the household and 
their ages.

�The rent level that the rent officer feels is reasonable •	
for the property, this will not necessarily be the level 
of rent that the tenant pays on the property.
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�The local authority awards Housing Benefit after •	
comparing the income and savings of the people in 
the household with the amount the government says 
they need to live on.

The rent service considers:•	

The average market rent for the locality.•	

The open market value of the property.•	

�Whether the property is suitable for the size 		•	
of the household.

If the tenant does not agree with the rent level the local 
authority are using, they can appeal against it to the Rent 
Service, which is part of the DWP and independent of the 
local council. If the rent service believes the rent being 
charged is above the local reference rent, they will tell 
the council the maximum figure they can use to work out 
the tenant’s Housing Benefit. The landlord cannot appeal 
against the decision of the rent service.

Change in circumstances affecting payments

The tenant must tell the local authority’s benefit service 
immediately in writing of changes of circumstance that 
might affect the entitlement to Housing Benefit. The 
landlord must also inform the local authority of any 
change of circumstance he is aware of.

The types of changes are:

The rent is going up or down.•	

�The tenant has moved out, even if their tenancy 	•	
has not ended.

The tenant has moved to a different room in 			 •	
	 your property.

�The number of people in the tenant’s household 	•	
has changed.

�Any other changes which may affect the tenant’s •	
entitlement.

Any delay in informing the local authority about a change 
in circumstances might result in an overpayment that will 
need to be repaid.

Where the local authority makes direct payments to the 
landlord, they can provide the following information:

How much they will pay.•	

The date the claim is paid from and when it will end.•	

�Details about any payments made and any payments •	
to be made in the future.

If your tenant has given the local authority written 
permission to discuss the claim with the landlord, the 
local authority can provide information to enable the 
landlord to help them with the claim for Housing Benefit. 
If Housing Benefit is not being paid direct then the 
landlord does not have the right to know anything about 
the tenant’s claim, unless the tenant writes to the local 
authority to allow this.

Overpayments 

An overpayment is when a landlord or tenant is paid 
more Housing Benefit than the claimant is entitled to.

Most overpayments of Housing Benefit are recoverable, 
either from the tenant, or the landlord if Housing Benefit 
has been paid direct.

If the local authority overpays Housing Benefit the 
law allows them to recover the money in some cases, 
take official error for example. They will consider the 
circumstances that caused the overpayment before they 
decide whether to recover the overpayment and who 
should repay it.

If they decide to recover an overpayment from the 
landlord, they will write and explain how they have 
calculated the overpayment, the period it covers, the 
reason it occurred and how the landlord can appeal, and 
the time-scale to do so.

Note that under The Housing Benefit (General) 
Amendment (No.2) Regulations 2001, payments cannot 
be reclaimed from landlords who have been paid direct, 
if the landlord has co-operated with the benefit office 
in reporting a suspected overpayment or the tenants 
changed circumstances. 

Repaying overpayments

There are four recovery options local authorities can use:

(1) �Invoice – they send the landlord an invoice for 
repayment in full or payment by instalments.

(2) Direct deduction – If the landlord receives payments 
for other tenants, the local authority can make 
deductions from those payments until the overpayment 
is repaid. 

(3) �This is irrespective of whether the landlord receives
payments as an agent for other landlords.

(4) Register debt at county court – if they have been 
unsuccessful using other methods of recovery the local 
authority may register the debt at the county court and 
obtain a judgement to allow them to use the court bailiffs 
and attachment of earnings orders to recover the debt.

Appeals

The appeals process allows the local authority to 
reconsider a decision before submitting any appeals to 
an independent tribunal.
Landlords only have a right of appeal against decisions 
where an overpayment has occurred and where the 
recovery is to be made against the landlord. They cannot 
appeal against the amount of the tenant’s Housing  
Benefit award.

The landlord can appeal against the local authority’s 
decision that an overpayment has occurred, but only if 
it is being recovered from the landlord, and only on the 
following points:

The amount of the overpayment.•	
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Whether the overpayment is recoverable.•	

The local authority can also consider any representations 
from the landlord on whether they should repay an 
overpayment and may accordingly change their decision.

If they do not change their decision in the landlord’s 
favour the local authority will submit the appeal to 
the Appeals Service so it can be considered by an 
independent tribunal.

The Appeals Service will look at the decision again. The 
tribunal cannot make decisions about who should be the 
target for recovery but it can consider whether the local 
authority has made a decision they are entitled to make. 
It would only be able to overturn the decision to recover 
an overpayment if it found that the authority had acted 
outside the law. 

Landlords wishing to appeal against a decision that they 
have been overpaid must do this in writing and give 
reasons for the appeal. It must be received by the local 
authority’s benefit service within one calendar month of 
the date of the notification of overpayment.

Local Housing Allowance (LHA) (the new system): 
Local Housing Allowance (LHA) is a change to 
Housing Benefit for people living in private rented 
accommodation. The changes affect how Housing 
Benefit is worked out and how it is paid.

The level of the allowance will be determined by the 
Housing Benefit office. They will also have the LHA rates 
on their websites.

The LHA is based on rent levels for the area in which a 
person lives and how many people live with them. There 
are no changes to the entitlement rules - this will be 
based on a person’s income and savings and proof of 
a valid tenancy. Payment will normally be to the tenant, 
who will then be expected to pay the landlord.

Rent Officers will set individual LHA rates for each Broad 
Rental Market Area. Councils will publish these so that 
landlords and prospective LHA customers can be clear 
about the amount of rent that LHA will cover in any given 
circumstance. The fundamental aims of the LHA scheme 
are to promote fairness and choice.

The LHA should provide the tenant with greater flexibility. 
The tenant may choose to live in a larger home and pay 
more than the allowance, or the tenant could choose 
to live in a smaller home and keep the difference. It is 
proposed that cap of a maximum £15 per week will apply 
when LHA is rolled out nationally.

Fairness

Tenants with similar circumstances living in the same 
area will get the same amount of Housing Benefit. In the 
national roll out of LHA a cap of £15 per week is applied 
to LHA received above rent charged.

Choice

Tenants will be able to choose the quality and price 
of their accommodation. For example, tenants could 
choose to pay more than the allowance they receive for 
accommodation that is larger than they qualify for, or 
move to a less expensive house and keep the difference, 
subject to the £15 cap.

Age of tenant

The age of the tenant will affect the amount of Housing 
Benefit received under both Rent Allowance and LHA. 

There are special rules if the tenants are single and 
under 25 years old. Their Housing Benefit is limited to 
the shared-room allowance which is based on the rent 
for a room which has a shared living room, and which 
may have a shared bathroom or a shared kitchen. 
Some single people under 25 are exempt from this rule, 
for example if the tenant is disabled and the Severe 
Disability Premium is used in your benefit assessment. 

Tenants over 25 years old, with or without a partner, 
and who do not have any children or dependants living 
with them, will be entitled to the two-room rate Housing 
Benefit unless they live in shared accommodation. If 
they live in shared accommodation then their Housing 
Benefit will be based on the shared-room allowance. 
Your local authority can provide further advice or see 
the Department of Work and Pensions website for more 
information: www.dwp.gov.uk

Appendix 5: �Useful contacts for 
landlords

Many of the most useful contacts are on the internet. If 
you do not have access to the internet yourself, most 
libraries will offer free internet access. Alternatively 
the library can provide telephone contact numbers for 
different services within your local area.

Central and local government:

The department for Communities & Local Government 
(CLG) is responsible for policy on housing, planning, 
regional and local government and the fire service a 
range of useful information and leaflets: 
www.communities.gov.uk 

Department of Work and Pensions Provides benefits 	
and services for a wide range of people including 
Housing Benefit: 

www.dwp.gov.uk

Direct.gov.uk - Links to government departments and 
local council websites: 

www.direct.gov.uk 

West of England Authorities

West of England Lettings:		  0117 914 1200
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Bath and North East Somerset 
Council

PO Box 3343

Bath

BA1 2ZH

Switchboard: 				    01225 477 000

Environmental Health:	 		  01225 477 563

Private Housing Services: 		  01225 396 418

Building Control: 			   01225 477 517

Historic Environment: 			   01225 477 632

Planning: 	 			   01225 394 041

Energy Efficiency: 			   01225 396 216

Housing Benefits: 			   0845 9400 480

Council Tax: 				    0845 9400 480

Bath and District Deposit  
Bond Scheme:				    01761 432 445

Bristol City Council

The Lipscombe Centre

8 Portland Square

Bristol

BS2 8ST

Switchboard: 				    0117 9222 000

Private Housing Service: 			 
[in 3 district teams]

Inner City: 				    0117 903 8980

North: 	 				    0117 903 8704

South: 	 				    0117 377 2532

Building Control: 			   0117 922 3080

Planning: 				    0117 922 3097

Deposit Bond: 	 0117 914 1200 / 3328

Landlord Liaison: 			   0117 353 3865

Housing Benefits: 			   0117 903 7100

Tenancy Relations:			   0117 914 1206

Council Tax: 				    0117 903 7100

South Gloucestershire Council

Council Offices

Castle Street

Thornbury

South Gloucestershire

BS35 1HF

Switchboard: 				    01454 868 009

Private Housing Services: 		  01454 868 001

Accommodation Team			   01454 865 557

Building Control: 			   01454 868 004

Planning: 				    01454 868 004

Housing Benefits: 			   01454 868 002

North Somerset Council

Private Rented Housing

Somerset House 

Oxford Street

Weston-super-Mare

BS23 1TG

Switchboard: 	 			   01934 888 888

Private Housing Services: 		  01934 634 819

Building Control: 			   01275 884 550

Planning: 				    01934 884 292

Housing Benefits: 			   01934 888 144

Tenancy Relations:			   01275 888 333

Council Tax: 				    01934 888 144

Woodspring Deposit 					   
Guarantee Board:			   01934 617 617

Empty Homes:	 			   01275 884 136

Energy Efficiency: 			   01934 634 807

NORTH

SOUTH

INNER CITY
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Tenancy Deposit Protection 
Schemes:

Tenancy Deposit Solutions (Insurance based)

www.mydeposits.co.uk

Tel: 0871 703 0552

The Deposit Protection Service (Custodial)

www.depositprotection.com

Tel: 0870 707 1707

The Tenancy Deposit Scheme (Insurance based)

www.tds.gb.com

Tel: 0845 226 7837

Landlords and agents associations:

Landlords associations provide advice and information 
for member landlords. Some organisations provide 
information accessible to non-members. 

National Landlords Association:
www.landlords.org.uk 

For further information or to join over the telephone (by 
credit or debit card) the Membership Department is on:

020 7840 8937 or email: info@landlords.org.uk 

The West country Landlords Association:
www.wlainfo.co.uk

For further information or to join over the telephone:

01752 242 980

The South West Landlords Association:
www.landlordssouthwest.co.uk

For further information or to join over the telephone:

01752 510 913

The Guild of Residential Landlords:
www.all4landlords.com

For further information or to join over the telephone: 

0845 370 0107

National Federation of Residential Landlords (NFRL): 
www.nfrl.co.uk

For further information or to join over the telephone:

01273 423 295, Email: info@nfrl.co.uk

Residential Landlord Association (RLA)
www.rla.org.uk

For further information or to join over the telephone: 

0161 962 0010

Landlords UK - Links, forums and information 
www.landlords-uk.net

Landlord Law
Legal information, forms and services for Landlords and 
Tenants 

www.landlordlaw.co.uk
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Landlord Zone
Information for landlords, tenants & agents.

www.landlordzone.co.uk

Landlord Expo website and organiser contact details: 

www.landlordexpo.co.uk

Telephone: 0117 353 3865

Email: info@landlordexpo.co.uk

Organised by the West of England group via Bristol City 
Council Landlord Liaison. Telephone 0117 353 3865 or 
email: private.landlords@bristol.gov.uk

Residential Landlord 
Free information and advice for landlords and property 
investors 

www.residentiallandlord.co.uk 

The court service web-site

For court forms and information leaflets

www.hmcourts-service.gov.uk

The Residential Property Tribunal
For information about the work of the Rent Assessment 
Committees and their jurisdiction under the Housing  
Act 2004

www.rpts.gov.uk

Health and Safety Executive
For information about gas safety

www.hse.gov.uk 

Agents’ professional bodies: 

The Association of Residential Letting Agents:
www.arla.co.uk

Bristol Association of Letting and Managing Agents 
(BALMA):
www.balma.co.uk

For further information or to join over the telephone:

01225 320 822

The Royal Institute of Chartered Surveyors 
www.rics.org

The National Approved Letting Scheme 
www.nalscheme.co.uk

The National Association of Estate Agents 
www.naea.co.uk

The Association of Independent Inventory Clerks
www.aiic.uk.com 

National Mediation Helpline
Information about mediation service

www.nationalmediationhelpline.com

Law Pack Publishing
Low cost forms for landlords

www.lawpack.co.uk 

The Leasehold Advisory Service
For landlords of flats on long leases who may have 
problems with their freeholder

www.lease-advice.org

A useful independent website offering information on 
tenancy deposit schemes can be found at:

www.tenancydepositschemes.net

A useful independent website offering information on the 
Local Housing Allowance can be found at:

www.localhousingallowance.net



Landlord Manual	 SECOND EDITION

West of England Landlord  
Manual Co-ordination:
Private Housing Support Team (lips)

Po box 595

Brunel House

Bs99 2aw

Telephone: 	 0117 353 3865

Fax:		  0117 377 2533

Email: 	 info@landlordexpo.co.uk

Improvement & Development  
Agency:
Layden House 

76-86 Turnmill Street

London

EC1M 5LG

Telephone:	 020 7296 6600

Fax:		  020 7296 6666

Web:		  www.idea.gov.uk

Notes:

The sponsorship advertisements throughout this 
Landlord Manual and any reference to commercial 
companies or other organisations should not be taken as 
an endorsement of any company or product by the West 
of England group, IDeA, LACORS or ANUK.

You may be able to access the information in this 
document in a different language or format. Please call 
the Landlord Manual co-ordination team to discuss  
your needs.
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E
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Empty Homes............................................................62, 69
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End of a fixed-term assured tenancy..............................59
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F
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Fixed term tenancy............................16, 18, 22, 24, 49, 53
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Housing Act 1988 (as amended).....................................54

H
Harassment...................................................29, 48, 61, 65
Hazards.........................................................13, 30, 36, 64
HHSRS Enforcement.......................................................31
HMOs subject to mandatory licensing............................45
Houses in Multiple Occupation (HMOs)......................5, 43
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I
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Initial period of an assured shorthold tenancy................16
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