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1. [bookmark: _Toc34401781]INTRODUCTION AND BACKGROUND

1.1 Thurrock Council (the Council) is seeking suitably experienced and skilled letting agents to source, let and manage temporary accommodation. Agents should preferably be registered with recognised professional bodies or accredited scheme listed in Appendix 7.

1.2 Currently the Council provides various forms of accommodation for around 315 people per year, including nightly lets, furnished lets, hostels and in some cases B&Bs where there is no alternative, although this is not the preference.

1.3 The accommodation currently used is situated in various locations across Thurrock, with some outside Thurrock. The Council’s preference is for accommodation to be within Thurrock so Occupants can maintain current education needs and family connections.

1.4 The accommodation will be used to house single applicants and families at risk of homelessness, and former Looked After Children transitioning into adulthood (Care Leavers).

1.5 The Agent will provide the following services for both existing and newly sourced accommodation:

· Lettings services
· Systems, controls and procedures
· Licence management
· Asset management
· Repairs, statutory inspections and cyclical maintenance

2. [bookmark: _Toc507598209][bookmark: _Toc34401782]CONTRACT TERM

2.1 The duration of the contract will be three years with the option to extend for a further one year.

3. [bookmark: _Toc34401783][bookmark: _Toc504722873]REQUIREMENTS

3.1 Lettings Services

3.1.1 The Agent will provide a range of lettings services, including:
· administration services
· full management

3.2 Systems Controls and Procedures

3.2.1 All accommodation sourced by the Agent will meet required legislation and the Council’s minimum accommodation standards outlined in Appendix 4.

3.2.2 The Council will require confirmation that the Property is registered for the payment of council tax prior to approval. 

3.2.3 All accommodation have suitable buildings insurance and the Agent will provide the Council with a copy of this insurance before the Property is accepted. 

3.2.4 The Agent will check the leaseholder’s mortgage certificate to make sure they are legally permitted to let their Property, and be able to provide proof of this if required.

3.2.5 The Agent will undertake timely safety checks and provide certificates, for display at each Property, on energy performance, fire detection, emergency lighting, domestic electrical installation, gas safety record, fire risk assessment and more to ensure compliance, as frequently as legislation requires.

3.2.6 The Agent will notify the Council at least one week prior to the carrying out any required safety checks, so engineers/workers can be accompanied by representatives from the Council, if required. 

3.2.7 The Agent will carry out regular occupancy checks to ensure the right Occupants are in the accommodation and the accommodation is being used for the correct purpose. As part of these checks, the Agent will obtain the Occupant’s signature to confirm that they are occupying the accommodation.

3.2.8 The frequency of occupancy checks will depend on the length of the stay and will be advised by the Council. For stays of longer than a week, the checks will be weekly. 

3.2.9 On a monthly basis the Agent will send a report confirming the outcome of occupancy checks.

3.2.10 The Agent will ensure a HMO licence is in place for all properties that:
· are occupied by 5 or more people
· have 2 or more households

3.2.11 In some areas of Thurrock a licence is needed if the Property is occupied by 3 or 4 people living in 2 or more households. Broadly speaking such properties in Grays, West Thurrock, Tilbury, Chadwell St Mary, Aveley and South Ockendon will require a licence but for specific streets please refer to:
https://www.thurrock.gov.uk/houses-in-multiple-occupation/additional-licensing-for-hmos

3.3 Licence Management

3.3.1 The length of stay for Occupants is varied and can range from one night to two years.

3.3.2 On occasion the length of stay may be longer than the maximum given above, however this would be by exception.

3.3.3 The Agent will draw up a Licence Agreement, which will be signed by the Occupant and the Agent. 

3.3.4 In some instances (e.g. where the Occupant has no right to be in the UK but is a former Looked After Child) the Council may need to sign the Licence Agreement instead of the Occupant.

3.3.5 After the Licence Agreement is signed, the Occupant will provide the Agent with a copy of the Licence Agreement. The Agent shall issue keys to the Property to the Occupant along with a welcome pack as outlined in the next clause. The Occupant must sign a receipt for the keys, which the Agent shall keep on file. 

3.3.6 The Agent will provide the following information to Occupant when the Licence Agreement commences:
· the Agent’s name and address
· the name and contact details of the Occupant’s Housing Officer
· contact details for repairs and maintenance (including the emergency repairs service)
· responsibilities of the Agent
· responsibilities of the Occupant 
· the Agent’s complaints procedure
· location map of the Agent’s offices

3.3.7 If requested by the Council, the Agent will give Occupants an induction outlining the terms of the accommodation including expected charges. The Council will conduct the inductions where the Occupant is a Care Leaver.

3.3.8 The Agent will provide the Occupant with an inventory at the start of their licence, which will outline the condition of the accommodation. The inventory will be checked when the Occupant moves out to ensure the condition of the accommodation has been maintained.

Ending License Agreements

3.3.9 The Agent may evict an Occupant only with the Council’s agreement and with sufficient notice.

3.3.10 If the Council wishes to evict an Occupant, it will notify the Agent giving between 3 and 28 days’ notice, depending on the Occupant placed.

3.3.11 Where evictions take place notice will be issued to the Occupant, and the Agent will make contact with them to ensure they are aware and making arrangements to vacate.

3.3.12 The Agent will then make arrangements to collect the keys to the accommodation. If the Occupant refuses to leave on the day the Agent may get a bailiffs warrant. The Council would fulfil its obligation in making sure the relevant notice is served and referrals to agencies made e.g. children services. 

3.4 Asset Management

3.4.1 The Agent will manage assets on behalf of the Council and should make investment decisions to help the Council’s accommodation portfolio grow. This will be achieved by observing the market, keeping abreast of trends, and staying current with economic news.

3.4.2 The Agent should build the Council’s portfolio to ensure it consists of different types of Property. The Council requires a diverse range of accommodation types, but its preference is always self-contained properties. The types of accommodation needed most is 2 and 3 bed properties.

3.4.3 It is preferred that any HMOs accommodating Care Leavers have ensuite bathrooms, and do not exceed 5 bedrooms.

3.4.4 The Council’s aim is to move away from using accommodation outside of the borough, particularly for Care Leavers, although in some cases the individual’s personal circumstances might mean out of borough accommodation is more suitable. The Council also recognises that is not always possible to place within Thurrock for very short term or emergency requirements.

3.4.5 The Agent will take photographs of each Property and make these available at the request of the Council.

3.4.6 The Agent will be prepared to have all of their potential Properties for the Contract inspected and approved by the Council before they can be accepted as ready for occupancy. The Agent will cooperate in arranging prompt inspection appointments for any Property selected by the Council for inspection. Any works requested by the Council will be satisfactorily completed before the Property can be deemed ready for occupancy.

3.5 Repairs, Statutory Inspections and Cyclical Maintenance

3.5.1 The Agent will conduct two weekly, monthly or quarterly inspections, depending on the accommodation type. Where the Occupant is a Care Leaver, the Agent will give one week’s notice to the Council so the Agent can be accompanied by one of the Council’s Authorised Officers. Inspections will be recorded by the Agent and signed by the Occupant.

3.5.2 Accidental damage and repairs for normal wear and tear shall be covered in the rental price. However, where the damage is caused by the Occupant, the Agent will liaise with the Council to rectify any damage to the accommodation and/or its contents.

3.5.3 The Agent will provide a quote for repairs (including replacement furniture, fixtures and fittings) caused by vandalism, to the Council for approval.  Reasonable costs for such repairs will be refunded by the Council.  Where the Council believes such costs are excessive it reserves the right to instruct an alternative contractor or directly provide replacement items. The Agent will provide 72 hour turnaround times for diagnosis and repair of damage to the fabric of the Property, fixtures, fittings and white goods.

3.5.4 Notwithstanding the above, where the Occupant is a Care Leaver, the Occupant will advise the Council of any damage to accommodation, which, if caused by the Occupant will be repaired directly using the Council’s own contractors.

4. [bookmark: _Toc34401784]OFFER PROCESS

4.1 The Agent will send the Council daily reports detailing the number of accommodation spaces it has within its portfolio.

4.2 The Council will often request placements from the Agent at short notice (usually the same day).

4.3 Placements within accommodation will be offered based on a combination of the Agent’s final rank following evaluation of its tender response (with those ranked highest being most preferred), and the suitability of the accommodation for the individual.

5. [bookmark: _Toc34401785]FURNISHING AND UTILITIES

5.1 The Agent will ensure accommodation is appropriately furnished. The required furnishing can be found in Appendix 3. 

5.2 The Agent will ensure:
· All furniture, fixtures and fittings meet safety standards and are to a reasonable and serviceable standard and clean and tidy
· Any electrical or gas equipment is subject to an annual safety check carried out by a suitably qualified person. 
· Any appliances have attached to it in a prominent position a document on which a record of the date when the inspection took place and by whom. 
· A record of the safety checks can be produced specifying when they have taken place and the results and actions taken to ensure that the appliance is in safe working order.

5.3 Each accommodation shall include within its price the following utilities and services:
· Council Tax
· Electricity
· Gas
· Water

6. [bookmark: _Toc34401786]STAFF 

6.1 The Agent will recruit/provide suitable and appropriately competent and qualified staff and (where relevant) sub-contractors, to deliver the Service.

6.2 The Agent will at all times employ staff who are trained, skilled, honest and all times properly supervised and managed.

6.3 The Agent will ensure that its staff: 
· undergo employee personnel & work record checks
· are screened accordingly with appropriate Disclosure and Barring Checks
· carry and display identification badges whilst carrying out the Service

7. [bookmark: _Toc34401787]FINANCIAL INFORMATION

7.1 The Agent will invoice the Council monthly in arrears.

7.2 The Council will not cover the costs for void periods.

8. [bookmark: _Toc504722857][bookmark: _Toc30081309][bookmark: _Toc34401788]PARTNERSHIP WORKING AND DATA

8.1 [bookmark: _Toc504722859][bookmark: _Toc30081310]Sharing information / Data

8.1.1 The Agent will make information available about its Service, which the Council may from time to time require, provided that the information requested is relevant to the operation of the contract.

8.1.2 The Agent shall supply all information required by the Council within the timescales set out at the time, which will not exceed 45 calendar days, but may be required more urgently if there are legal or other constitutional requirements. There will be no charge made by the Agent for the provision of such information. 

8.1.3 At the end of the contract, or upon termination, whichever comes sooner the Agent will transfer all data / records, whether in paper or electronic format, back to the Council.


8.2 [bookmark: _Toc504722861][bookmark: _Toc30081312]Data Protection and Processing

8.2.1 The Agent will comply with all legislation and best practice regarding Data Protection, including the Data Protection Act 2018 (DPA), GDPR and Council policies, and any updates to these that come into force during the term of the contract.

8.2.2 The Agent will act as a ‘Data processor’ on behalf of the Council. 

8.2.3 The Agent will ensure that it only sends confidential personally identifiable information to the Council and third party agencies via two specific methods of communication:

1. By hand to the receiver of the information if this is paper based – documents should not be posted and should be passed directly to a member of staff and not left at any reception desk
2. By using the ‘Objective Connect’ programme the Council uses for secure data transfer (or any future applications the Council may utilise in its place) 

8.2.4 Under no circumstances shall the Agent send personal and sensitive information to the Council or any other agency or Service via standard email.  In cases where Council staff are not registered with this system the Agent must request that they gain access before sending information. Where the request is urgent and cannot wait for this to be put in place information must be provided verbally. 

8.2.5 The Agent will collect and hold only relevant data under the ethos of ‘appropriate collection’.

8.2.6 Where the Agent is collecting data in its own right i.e. not under the responsibility that the Council gives the Agent to act as data processors, it will register with the UK Information Commissioners Office (ICO) as a data controller.

8.3 [bookmark: _Toc30081313]Consent and Confidentiality

8.3.1 The Agent will ensure:
· Information shared with other agencies is on a need to know basis or when required to do so under the law or for the purposes of the protection of the public 
· Information is only shared when it is in the best interests of the Occupant
· Agent staff follow information sharing guidance in accordance with the principles of the Data Protection Act 2018 and/or subsequent legislation which may come into force
· Occupant information is kept confidential except where there is a perceived or actual risk of harm which precludes this and/or it is required by law
· Records are kept up to date and secure and there is a records management policy in place
· Staff receive appropriate data protection training on a regular basis

9. [bookmark: _Toc34401789]PERFORMANCE MANAGEMENT

9.1 The Council will monitor the Contract using the following methods: 
· Agent Self-Assessment
· Spot Check Inspections
· Bi-Monthly Agent / Council meetings



10. [bookmark: _Toc504722885][bookmark: _Toc507598225][bookmark: _Toc34401790]KEY PERFORMANCE INDICATORS

10.1 The Agent will provide data to evidence their performance against the Key Performance Indicators set out in Appendix 1. These KPIs are set for the first year of the contract and will be used by the Council in monitoring the Agent’s performance.  KPI data will be submitted to the Council to the schedule as set out in the “Reporting Frequency” column.

10.2 The Council will review both the performance against and the relevance of, the Key Performance Indicators on an annual basis and agree with the Agent any revisions of these in advance of the next contract year.

10.3 If a Key Performance Indicator is not met during the period of the assessment then the Council may require the Agent to put together an action plan to address the issues within a timescale to be defined by the Council.

10.4 If the Key Performance Indicator is still not met at the next Reporting Period, the Council reserves the right to terminate the contract in line with the contractual terms.

11. [bookmark: _Toc504722886][bookmark: _Toc507598226][bookmark: _Toc30081319][bookmark: _Toc34401791]MANAGEMENT INFORMATION

11.1 The Agent shall supply data as requested by the Council which will evidence further performance of service delivery. This data may not initially have a target figure, but may form part of the discussions and amendments to the list of Key Performance Indicators.  Data required from the contract outset is listed at Appendix 2.

12. [bookmark: _Toc504722897][bookmark: _Toc507598235][bookmark: _Toc34401792]SOCIAL VALUE

12.1 The Council has considered the implications of the Social Value Act 2012 within the remit of this Service. The Social Value Act requires public authorities to have due regard for economic, social and environmental wellbeing in connection with public service contracts.

12.2 The Council’s Social Value framework is set out here:
	https://www.thurrock.gov.uk/Council-procedures-and-thresholds/social-values.

12.3 Therefore the Agent will deliver additional ‘added’ social value that benefits the community and the people who live within it.
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[bookmark: _Toc34401793]APPENDIX 1: KEY PERFORMANCE INDICATORS

Key Performance Indicators will be reviewed annually.

	Title
	Description
	Calculation
	KPI Target
	Reporting Frequency

	
	
	
	
	

	Occupancy Checks
	Percentage of accommodation occupied by the correct Occupant
	Number of accommodation occupied by the correct occupant divided by total number of accommodation occupied
	100%
	Monthly

	Spot Check Inspections
	Percentage of spot check Inspections signed off as compliant
	Number of spot checks signed off compliant divided by total number of spot checks
	95%
	Quarterly

	Timescales
	Percentage of damage diagnosed and rectified within 72 hours
	Number of reported damage diagnosed and rectified within 72 hours divided by total number of reported damage
	95%
	Quarterly

	Meetings
	Percentage of contract meetings attended
	Number of meetings attended divided by total number of meetings arranged
	100%
	Six Monthly






[bookmark: _Toc34401794]APPENDIX 2: MANAGEMENT INFORMATION

The Agent will report on the following Management Information items. This list will be reviewed by the Council from time to time and may be changed with notice to the Agent.
-----------------------------------------------------------------------------------------------------------------------------------

Daily Reports

· List of accommodation spaces available within the Agent’s portfolio

Monthly Reports

· List of all occupancy checks carried out




[bookmark: _Toc34401795]APPENDIX 3: FURNISHING STANDARDS

The table below lists the furnishing required for each accommodation. Those highlighted in bold refer to the furnishing required for accommodation provided to Care Leavers only (in addition to the furnishing not highlighted in bold).

	General items
	· Net Curtain and full Curtains/Blinds for each window
· Suitable floor covering in each room

	Kitchen
	· Cooker (gas/electric, comprising oven and four hobs)
· Fridge with ice /freezer box services and must be free from defect or soiling
· Washing machine and must be free from defect or soiling
· Sink unit with an adequate supply of clean hot and cold running water
· Wall and base units for the size of kitchen, in accordance with Decent Homes standard
· All surfaces shall be clean and free from dirt and staining and be in good repair

	Bathroom/WC
	· Bath or shower and wash hand basin fully serviceable, free from defect or soiling with a supply of hot and cold running water
· W.C. serviceable and free from defect or soiling
· All surfaces shall be clean and free from dirt and staining and be in good repair

	Bedroom
	· Bed with robust frame, of suitable for the size of the room, with a mattress (e.g. a double Bedroom should have either one double bed or two single beds and a single Bedroom may contain bunk beds) - if the Licence Agreement is for longer than 3 months the mattress will be new at the start of the occupancy
· Wardrobe
· Chest of drawers
· Settee (also in communal area if applicable)
· Three storage cupboards (or six if a two bed property)
· TV Stand (also in communal area if applicable)
· Fire door with smoke seals and individual locks
· Desk or small table and chair
· Bedside table and lamp





APPENDIX 4: GENERAL PROPERTY STANDARDS

The following standards must be achieved for each property offered by the Agent.

1. Category One Hazards


The Agent will ensure all accommodation is in a reasonable state of repair with no Category One Hazards.


If not, the Agent will bring all substandard rented properties up to the minimum legal standard within a reasonable time period. An improvement plan will be drawn up, which sets out how and when within what period, they intend to improve any substandard properties. This plan may be requested by any local authority having reason to inspect such a property whilst fulfilling their statutory functions.


2. Fire Safety Precautions


Accommodation should comply fully with the LACORs guidance on fire safety in residential accommodation. In a single family dwelling there must be as a minimum, ten year lithium battery type smoke alarms to the hall and landing.

Furniture to comply with safety standards (The Furniture and Furnishings (Fire Safety) Regulations 1988 (amended 1989, 1993 and 2010) 


3. Gas Appliances and Supply


All means of use and supply of mains gas and alterations and repairs to gas installations shall comply with current Gas Safety (Installation and Use) Regulations.


Documentation giving verification of annual gas safety checks by a Gas Safe registered gas installer will be provided to Occupants (or put on display in the dwelling) and made available to the council. The Agent will provide clear written instructions in the safe use of all central heating and hot water systems are provided.


4. Liquefied Gas, Paraffin Heaters and Other Appliances


Portable bottled gas or paraffin heaters will not be provided as a heating source. Oil fired heating systems are serviced in accordance with the manufacturer's recommendations.

5. Electrical Installations and Appliances


All electrical installations provided by the Agent shall be certified as safe by a competent electrician in accordance with the current relevant legislation. It is recommended that a report of condition is obtained showing that the electrical wiring of the dwellings is in a safe and satisfactory condition, and stipulating the timescale within which the next safety check should be carried out. For all Houses in Multiple Occupation this is a requirement.


Electrical appliances provided by the Agent under the terms of the licence shall be regularly checked for defects and Portable Appliance Testing (PAT) shall be carried out periodically. Instructions in the safe use of all electrical appliances (including cookers, space and water heaters, refrigerators and freezers) will be given to Occupants.


6. Energy Efficiency


All properties will have an Energy Performance Certificate with a rating of E or above (i.e. A-D). As a minimum all properties should be free of a Category 1 Hazard for excess cold. Dwellings are provided with a suitable space heating system that is capable of providing an adequate degree of thermal comfort throughout the premises.


Occupants are given advice upon request, or given contact details of an appropriate advisory agency, on how best to heat their accommodation and use hot water in an energy efficient way using the facilities provided. The council will assist with the provision of such information. Energy efficiency improvements are incorporated, where practicable, into refurbishment schemes.


7. Security Measures


Dwellings are provided with sufficient security measures to ensure that they are, as reasonably as practicable, safe from entry by intruders.


Agents should consider and implement where appropriate, measures recommended by Local Police Authority backed Crime Prevention initiatives.

External doors and frames should be secure and fitted with a secure locking system. Occupants are not permitted to fit their own locks or change the existing locks.  Where this happens, the Agent will advise the Council immediately and replace the locks. The cost of this to be borne by the Occupant.

In Houses in Multiple Occupation, to help avoid delay in escaping in case of fire, final exit doors and any other doors through which a person may have to pass should be so fastened and maintained that they can be easily and immediately opened from the inside without the use of a key.


8. Hygiene and Waste Disposal

[bookmark: page3]All facilities for the storage, preparation and cooking of food should be capable of being readily cleaned and being maintained in a clean and hygienic state by the Occupants. All floor coverings in kitchens, bathrooms and WCs should be capable of being readily cleaned with suitable domestic disinfectant products. All accommodation should be provided with suitable refuse disposal facilities sufficient for the number of Occupants, as advised by the local authority's waste collection service. All appropriate steps should be taken to enforce all licence agreement clauses relating to proper refuse disposal.

Legionnaire’s checks.  Water tanks used for central heating to be checked for Legionnaires bacteria. Where central heating has been changed and water tanks are no longer required the old tanks, and any auxiliary piping, should be removed.  


9. Visual Appearance


Within the Agent’s responsibilities and reasonable endeavours the visual appearance of dwellings, outbuildings, gardens, yards and boundaries are maintained in a reasonable state so as not to detract from the visual amenity of the area.


10. Kitchen Facilities


Each kitchen contains reasonably modern and hygienic facilities for the storage, preparation and cooking of food which are suitable for the number of Occupants using the kitchen, unless provided by the Occupant. Local standards will apply to your Council’s area.


11. Toilet and Personal Washing Facilities


An adequate number of suitably located, reasonably modern and hygienic WCs, baths and/or showers and washbasins are provided with constant hot and cold water supplies as appropriate, which are suitable for the number of Occupants, as required by any relevant legislation or local standards.


12. Overcrowding


Dwellings are not knowingly overcrowded.

13. Lighting and Ventilation


All dwellings are provided with adequate natural and artificial lighting and ventilation.

14. Internal Layout


Dwellings are not let, or parts of, if the layout is likely to be prejudicial to the health, safety or wellbeing of the Occupants, or otherwise not reasonably suitable for occupation. Rooms have an adequate floor to ceiling height.


15. Cleaning Prior to Licence Termination


The Agent will issue clear written guidelines regarding the standard of cleaning and other arrangements for bringing the licence to an end, so as to avoid misunderstandings regarding the standard of cleanliness and condition of the dwelling expected at the end of the licence.


16. Refuse Storage


The Agent will ensure Occupants are aware of the proper disposal of their refuse in line with the local authority’s refuse policy.


17. Carbon Monoxide Detectors


In properties with solid fuel appliances these are required and it is strongly recommended that all properties with gas or oil appliances have detectors fitted in an appropriate location.

Code of Practice

Relationship with your Occupant


18. Licence Agreements


The Agent will provide all Occupants with a written statement of their terms of occupancy – a Licence Agreement. Licence Agreements are clear and contain no contractual terms in conflict with any statutory or common law entitlement of the Occupant or the terms of this scheme. The name and current business address of the Agent is stated on the agreement together with the address and telephone numbers of any managing agent or person/s acting on behalf of the Agent. Occupants are provided with a point of contact in case of emergency.


Prospective Occupants are issued with a clear statement of the rent due to be paid during the contract, including the dates, amounts and method of payment. Where a fee is charged for arranging a Licence Agreement, prospective Occupants are clearly informed of this in advance.


19. Licence Deposit Protection


The Agent will ensure that any deposit paid by an Occupant will be safeguarded via a custodial or insurance based government approved deposit protection scheme.

20. Utility Charges (Gas, Electricity, Telephone) and any other Service Charge


[bookmark: page4]The Occupant is clearly informed as to who is responsible for the payment of all utility charges and Council Tax and that this responsibility is accurately stated in the terms of the Licence Agreement. Where any service charges are levied by the Agent, such services and charges are properly specified and detailed in the licence agreement.

21. Accounts and Receipts


Where transactions by Bank transfer are made and where requested by Occupants, a statement will be provided to the Occupant at least annually for all monies demanded whether for rent, deposit, utility or service charge. Where transactions are undertaken in cash or cheques written receipt will always be provided by the Agent.


22. Inventory


An inventory, based on current good practice, is agreed with the Occupant and signed by both parties as being accurate.

Managing Your Property


23. Licensing


The Agent will ensure that all properties which are licensable HMOs are licensed, and that those properties comply with licence conditions.

24. Ensuring Possession


The Agent will follow all legal procedures when conducting evictions.

25. Conduct


The Agent will conduct business in a professional, courteous and diligent manner at all times and will not advertise or claim any non-accredited properties as being accredited.


26. Access


The Agent will respect their Occupants’ privacy and entitlement to unnecessary intrusion. Where access is required for routine inspection/s or viewings, the Occupants will receive notification of the date, time and purpose of the visit not less than 24 hours in advance, unless otherwise agreed.


27. Repairs and Maintenance


All obligations on the part of the Agent in regard to the repairs and dwelling maintenance have been fully discharged at the commencement of the licence or other date mutually agreed with the Occupants. The Agent will ensure all dwellings are maintained in a satisfactory state of repair throughout the licence period.


28. Private Rented Code of Practice


Letting and managing agents should be familiar with and have regard to, the private rented sector code of practice published by the Royal Institution of Chartered Surveyors; September 2014. This covers both legal requirements and good practice expected of the residential lettings industry.
[bookmark: _Toc34401796]APPENDIX 5: AGENTS’ SELF INSPECTION 

The Agent is expected to carry out the following checks and take action as appropriate.

Element	Task

General	Treat rising damp.

	Treat rot/timber decay.

	Remove mould growth due to condensation and take reasonable steps to carry out works to remedy excessive condensation.

	Provide leaflet on how to prevent and combat condensation and advise the ingoing Occupant.

Gas	Inspect the gas supply pipe work for signs of corrosion or other 
installation	deterioration, and test.

	Carry out safety check of every gas appliance.  Certificate must be issued before occupation, with certificate copy for the Occupant.

	Repair any defects that affect safety.

	Seal all open pipe ends.

	Extend cooker supply pipe to one (1) metre above floor level as necessary, fit bayonet fitting and safety chain.

	If there is no gas supply, carry out air tightness test of gas installation pipe work, but affix a warning notice to each appliance.

	Affix a label to the gas supply pipe adjacent to the meter stating the date of the inspection.
	
Electrical	Provide a satisfactory and valid Electrical Installation Condition Report  
installation
		Inspect and test existing installation in accordance with current Regulations.

		Affix a label to the consumer control unit stating the date of the inspection.

		After satisfactory completion of tests and within two (2) working days submit two copies of the test certificates.

		These certificates should be in the form set out in Guidance Note 3 and shall comprise forms WR6, WR3, WR4 and WR5.  The NEIC, ECA or other equivalent to these forms will be accepted.

	Repair any defects that affect safety and upgrade the installation to current requirements.

	Check that accessories are securely fixed and re-fix as necessary.

	Check that all cables and flex, including for television, telephone and bell, are safe and securely fixed.  Re-clip as necessary.

	Replace missing or faulty MCB’s, fuses and the like as necessary. Ensure that all circuits are labeled.

	Remake loose connections as necessary.

	Remove any luminaries fitted by the previous Principal Occupant that are unsafe, replacing with new lamp holder as necessary.  Leave fittings in place if safe and in good condition.

	Disconnect and remove any unauthorised extensions to circuits.

	Encase the electrical meter if not situated in a cupboard and within reach of children.

	Affix a label to the consumer control unit stating the date of the inspection.

	Provide copies of the electrical test certificate no later than the time of handover of the keys.

Alarms	Test fire alarm system at each void inspection.
	
If there is no alarm system or it is inadequate then:-

	(1)	the Agent shall provide an electrically operated fire alarm system consisting of domestic type smoke detectors and a heat detector which comply with BS 5839: Part 6 conforming to Grade D, Type LD2;

(2)	smoke alarms must be installed in the ground floor hall and landing and a heat detector(s) must be installed in the kitchen.

The smoke alarms and heat detector must be interlinked so that the detection by any one unit operates the alarm signal in all units. They must have integral battery back-up and be permanently wired to a separately fused circuit at the consumer unit. They may operate at a low voltage via a mains transformer.

Each self contained smoke alarm and heat detector must be fixed to the ceiling at least 300mm from any wall or light fitting, and fixed in accordance with the manufacturer's instructions.

Smoke alarms must not be fitted directly above heaters, or in bathrooms, kitchens, cooking areas or garages or any other place where steam, condensation or fumes could give false alarms.

Smoke alarms must not be fitted in places that get very hot such as boiler rooms, or very cold places such as an unheated porch. They must not be fixed to surfaces which are normally much warmer or colder than the rest of the space, as the temperature difference may create air currents which move smoke away from the equipment. Occupiers must be provided with information on maintenance and use of the equipment.

Roofs	Repair any roof leaks, missing or slipped tiles, or other faults noted; check flashings and flaunchings and repair as necessary.

	Repair any faults noted to chimneys and pots.

	Repair any faults noted to gutters and rainwater pipes.

Walls	Unblock airbricks for sub floor ventilation as necessary.

	Check that the damp proof course is not bridged, and clear as necessary.

	Check any penetrating or rising damp and treat and rectify.

Discharge 	Ensure that waste pipes etc. are free flowing, and repair any 
pipework 	faults as necessary.

Windows	Repair any faults to ensure that windows open and close easily, that ironmongery is operational and that window is secure.

	Replace any failed double glazed units.

	Ensure that where window locks are fitted are operational. 

	Provide keys to window locks where these are fitted.

	Provide child restrictor locks to windows on first (1st) floor and above.  Locks to be of a type that can be overcome by an adult without the use of a key in case of emergency.

Doors (external	Repairs any faults to ensure that doors open and close easily, 
and internal)	that ironmongery and furniture is capable of easy operation, that door will secure, and that it is weatherproof.

	Replace any cracked or broken glass.

Replace any failed double glazed units.

	Remove any glazing to internal and external doors and screens that does not comply with Part N of the Building Regulations, and replace with panel, safety glass or safety film.

	Repair fire doors to ensure that they are returned to the closed position by door closer have working smoke seals and are compliant with current fire regulations.

Hot and cold	Inspect the installation, including all cisterns, tanks, cylinders 
water services 	and water heaters for leaks and repair as necessary.

	Check each draw off tap, shower fitting, float operated valve and stop or control valve for correct operation, and adjust, repair or renew as necessary.  Affix label to cold water main stop valve stating the date of the inspection.  Leave note in prominent position in kitchen of the Property for new Principal Occupant identifying the location of the stop valve.

	Where the hot water cylinder is not pre-lagged fit an insulation jacket (minimum eighty (80) mm thickness) if not already present.
	Insulate vulnerable pipe work and cisterns to minimise risk of freezing as necessary.

	Remove any shower or other fitting if unsafe or that may require uneconomic maintenance or continuous maintenance and replace.

Heating system	Run system to maximum operating temperature, check for leaks and repair as necessary.

	When boiler is operating check and adjust operation of all equipment, controls and safety devices.  Balance system to achieve satisfactory temperature at each heat emitter and in the hot water system.

Sanitary	Check for leaks and that wastes and fittings run free and are 
appliances 	complete, and adjust, repair or renew as necessary.

	Overhaul or re-washer taps as necessary.

	Replace missing plugs, chains and the like.

	Secure toilet seat as necessary, replace if cracked or broken.

	Renew sealant joint around sanitary appliances as necessary.

	Replace cracked or badly stained (and not cleanable) sanitary appliances as necessary, including re-polishing or enamelling baths with major chips, stains or other defects.

Walls and	Replace insecure or unsound wall tiling. 
Ceilings	
Re-grout wall tiling as necessary.

	Repair any major cracks or loose plaster, and leave suitable for redecoration.

	Remove any polystyrene tiles and make good plasterwork as necessary.

	Remove fixtures left by the previous Occupant and make good.

Floors	Repair faults to floor structure as necessary and leave in a suitable condition to lay carpet over.

	Repair floor covering as necessary to kitchen, bathroom and W.C., ensuring hygienic with no trip hazards.

Stairs	Re-secure handrail and balusters as necessary.

	Repair stair treads and risers as necessary.

	Replace balustrade if removed and ensure ‘ranch’ style balustrades and gaps over 95mm are boarded.

Internal joinery 	Repair or replace as necessary.
and trim
Kitchens	Repair as necessary to ensure that all units are in a hygienic and washable condition, secure, that doors and drawers open and latch securely, that worktops are sound, lipped, and cleanable.

	Renew sealant joint at wall abutment above worktops and around sink as necessary.

	Minimum fittings to include sink/base unit plus white goods (separate schedule).

	Fit washing machine valves and waste assembly where none present, and electrical socket for connection to washing machine.

	Ensure an internal door is fitted to the kitchen that is in good repair and can be securely closed.

Outbuildings 	Repair roof and walls etc. of brick sheds and outbuildings to ensure weatherproofing.
	Repair locks as necessary to ensure functional and can be secured.

	Repair door as necessary.

Garden	Clear garden.

	Cut back overgrown weeds, grass and hedges.
	Empty pond(s).

Paths and	Repair path to entrance door as necessary to ensure 
driveways 	reasonably smooth, sound, and free from tripping hazards.

	Remove any features such as ponds that may be a hazard.

	Check that manhole covers, gully surrounds and the like are sound, and repair or replace as necessary.

	Clear blocked drains and gulleys as necessary.

Boundaries 	Repair or remove as necessary to remove any faults that may 
and gates	effect safety.

Clearance and	Remove litter, debris, sweep clean of excessive dust and dirt. 
cleanliness 	
	Wash off dirt and grime.

	Clean worktops and cupboards.

	Clean sanitary appliances to leave free from major staining, including de-scaling as necessary to remove lime scale and other staining.

	Leave any carpets and curtains that are in good condition and list on inventory.

	Disinfest as necessary to leave the Property free from visible infestations of fleas, cockroaches, vermin, wasp, etc.

Decorations	Remove or obscure any graffiti of a sexual or racial nature.

	Remove mould growth due to condensation.

	Remove polystyrene tiles and make good plasterwork.

	Leave existing decorations intact and clean, and in reasonable decorative order.

Locks	On the change of licence the Agent shall change the barrels to all external doors prior to the Accommodation being reoccupied.

All relevant certificates must be supplied to the Council within two (2) working days from completion of tests or in advance of a new letting.
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Homelessness (Suitability of Accommodation) (England) Order 2012 (SI No.2601)

Property inspection to determine whether the local housing authority is of the view that the accommodation is in a reasonable physical condition.
Summary of the Property details

	Address
	A number of bedrooms
	Floor/ Level
	Type (Flat, House, Maisonette bungalow)
	Lift
	Parking
	Garden
Yes/No

	


	
	
	
	
	
	

	Property size/type i.e. 2 bed 2 persons
Total Number of occupants permitted:  



	Landlord or Agents Name
	

	Landlord or Agents Contact details
	

	Name of inspecting officer
	

	Date Inspected
	



	Issue
	Tick if no issue discovered
· 
	Any Present and where
	Minor or significant problem M/S
	If so can the problem be remedied and by when

	Damp and Mould Growth

	Evidence of mould growth
	
	
	
	

	Evidence of persistent condensation
	
	
	
	

	Evidence of rising or penetrating dampness
	
	
	
	

	
	
	
	
	

	Excess cold/Heat

	Heating in each bedroom and living room
	
	
	
	

	Heating in each room controllable 
	
	
	
	

	Heating checked to determine it works and is of a reasonable warmth
	
	
	
	

	Windows and doors in good repair to prevent excessive draughts
	
	
	
	

	Windows are able to be opened to allow natural ventilation
	
	
	
	

	
	
	
	
	

	Entry by Intruders

	Secure locks in good working order fitted to main access door/s – Yale or similar approved night latch and a Chubb or similar approved five level mortise deadlock
	
	
	
	

	
	
	
	
	

	Lighting

	All habitable rooms and staircases, provided with adequate natural and artificial lighting
	
	
	
	

	
	
	
	
	

	Kitchen and preparation of food

	Kitchen in reasonable state of repair
	
	
	
	

	Safe and hygienic facilities for the preparation and storage of food.
	
	
	
	

	
	
	
	
	

	Sanitary facilities

	Bath and toilet facilities in a reasonable state of repair with no leaks to toilet sanitary ware
	
	
	
	

	
	
	
	
	

	Risk of falls and trips

	Landings, entrance lobby and hallways level, unobstructed and free from dangerous projections
	
	
	
	

	Staircases in good state of repair with no lose or missing balustrade
	
	
	
	

	Staircases is not excessively steep or winding
	
	
	
	

	Where doors have one sheet of glass only this is safety glass
	
	
	
	

	
	
	
	
	

	Risk of falls between levels

	Upper windows secure openers from young children or opening limiters
	
	
	
	

	Where balconies adequate guarding
	
	
	
	

	Stair balustrades are sufficiently safe to prevent falls between levels.
	
	
	
	

	Electrical hazards

	Electrical sockets, light fittings, switches and meters are in a good state of repair
	
	
	
	

	Adequate number of sockets for the premises
	
	
	
	

	No sign of overloading of sockets
	
	
	
	

	Structural Collapse and falling elements.

	The property both internally and externally in such a condition so that occupants are not at risk of being struck by falling elements such as chimney pots, roof coverings, ceiling plaster, defective internal walls.
	
	
	
	

	General decorative condition.

	Property is in reasonable decorative condition with regard to paintwork, wall and ceiling decorating
	
	
	
	

	External Condition

	Property in reasonable external condition regarding :

Chimney Stack 
Roof
Ext Brickwork
Paths/Porch:
Facia Boards:
Guttering top:
own pipes/Drains:
Garden(s):
Fences/ Boundary wall:
	
	
	
	

	Electrical equipment supplied with the accommodation meets the requirements of regulations 5 and 7 of the Electrical Equipment (Safety) Regulations 1994(1)

	All portable electrical equipment supplied has had portable appliance test in the last 12 months.
	
	
	
	

	Landlord has taken reasonable fire safety precautions with the accommodation and any furnishings supplied with it

	Any items of furniture and furnishings comply with the Furnishings Fire Safety Regulations 1988 (as amended) - carry and display a label securely attached in a prominent position on the furniture. Includes:

Beds, headboards of beds, mattresses (of any size)
	
	
	
	

	Sofa beds, futons and other convertibles
	
	
	
	

	Nursery furniture
	
	
	
	

	Garden furniture which is available for use in a dwelling
	
	
	
	

	Scatter cushions and seat pads
	
	
	
	

	Pillows
Loose and stretch covers for furniture
	
	
	
	

	Battery or hard wired smoke alarm that works
	
	
	
	

	Appropriate escape route in case of a fire
	
	
	
	

	
	
	
	
	

	Landlord has taken reasonable precautions to prevent the possibility of carbon monoxide poisoning in the accommodation

	Landlord has or will install a carbon monoxide alarm or alarms to prevent the possibility of carbon monoxide poisoning. 
	
	
	
	

	
	
	
	
	

	Residential property which requires a valid energy performance certificate as required by the Energy Performance of Buildings (Certificates and Inspections) (England and Wales) Regulations 2007(4);

	There is a valid Energy Performance Certificate for the property and a copy will be given to the tenant.
	
	
	
	

	The property is a  relevant premises which requires a current gas safety record in accordance with regulation 36 of the Gas Safety (Installation and Use) Regulations 1998(5)

	A current gas safety certificate has been seen and a copy obtained (attached) or will be sent in.
	
	
	
	

	A written tenancy agreement, which the landlord proposes to use has been seen and is considered to be adequate.

	

	
	
	
	

	Is the property subject to Landlord licensing and is it licensed?

	

	
	
	
	

	Take photographs of the locations listed below
	
	
	
	

	Front of property
	
	
	
	

	Rear of property
	
	
	
	

	Kitchen
	
	
	
	

	Bathroom
	
	
	
	

	Living rooms
	
	
	
	

	Bedrooms
	
	
	
	



Office use only/Internal checks: 

Rogue landlord database                Uniform database             Right to rent 			Environmental Health  
 

Ownership confirmation

Having inspected the property inspection I am satisfied that the property is in a reasonable physical condition and meets the Homelessness (Suitability of Accommodation) (England) Order 2012 (SI No.2601)

Name of officer inspecting the property…………………………………………………………. Date …………………

The landlord has been informed to complete the following work to enable the property to meet the standard required.

1. 
2. 
3. 
4. 
5. 
6. 
7. 
Having checked the property inspection form I am satisfied that the property is in a reasonable physical condition and meets the Homelessness (Suitability of Accommodation) (England) Order 2012 (SI No.2601)

Name of countersigning officer: …………………………………………………………. Date: ………………………….

Authorising Manager Name: ……………………………………………………............ Signature:……………………... 
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Kitchen

	Cooker/Oven / Washing Machine (Condition) – Turn On & Off
	

	Cupboards (Condition)
	

	Fridge (Turn off & Open)
	

	Rubbish  ( Y / N )
	



Living Room

	Windows (In ALL rooms)
	

	Carpets/Floors 
(In ALL rooms) 
	

	Furniture  (Condition)
	



	Unauthorised Furniture &  Condition of Garden if applicable
(In the property) 
	



Bathroom

	Toilet Seat
	

	Bath Taps
	

	Bath Tub (Seals) 
	

	Sink Taps
	



	1. Smoke Alarms & Carbon Monoxide Detectors.
2. Heating & Electrics
3. Mould/Damp (In ALL rooms) 
	



Bedrooms 

	Bedroom 1 
	Condition:



	Bedroom 2 
	Condition:



	Bedroom 3
	Condition:





Notes 

	








Photos Taken □

Officers Name:                                                                                            Date &Time:

Accommodation Provider Rep:                                                                   Date & Time:

[bookmark: _Toc34401799]APPENDIX 7: ACCEPTABLE REGISTRATIONS / ACCREDITATIONS

ARLA Propertymark

https://www.arla.co.uk/

National Landlord’s Association (NLA)

https://landlords.org.uk/

Eastern Landlord’s Association (ELA)

https://www.easternlandlords.org.uk/

London Landlord Accreditation Scheme (LLAS)

https://www.londonlandlords.org.uk/
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	Agent
	The landlord or agent appointed to provide accommodation to the Council

	Care Leaver
	An occupant aged 18 to 25 that is a former Looked After Child

	Council
	Thurrock Council

	Licence Agreement
	[bookmark: _GoBack]Legal contract which is used for temporary accommodation or shared housing

	Occupant
	The individual or licensee occupying the accommodation

	Property
	A unit of accommodation

	Service
	The provision of accommodation provided by the Agent 




