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	Introduction
Seven Locks Housing is committed to meeting its responsibilities to leaseholders under the terms of their leases and providing them with high quality services in the management and maintenance of their homes.

Seven Locks Housing is committed to offering the same standards of customer care and the same performance standards to leaseholders as it offers to tenants.


	Context: Statute, Regulation and Guidance



	Objectives
· Set out Seven Locks Housing’s arrangements for managing leasehold properties.
· Clarify lease terms.
· Outline how and when we will consult with leaseholders.
· Explain the arrangements for service charges.
· Set out the arrangements for management and administration fees.
· Clarify arrangements for capital works.



	Operational Principles
Seven Locks Housing will be bound by the terms of the leases issued to leaseholders by Harborough District Council.
Properties sold by Seven Locks will be sold on a Seven Locks

Housing lease.
Seven Locks Housing will provide a summary of its lease for prospective leaseholders, and will encourage them to seek legal advice before making a commitment to buy. Existing leaseholders can obtain a version of their lease on request.

Leases issued by Seven Locks Housing will include information

about the following:

· The service charge to be paid, how it has been calculated and when payment is due.
· Arrangements for collecting contributions towards additional costs and refunding overpayments for variable services charges
· Details of the responsibilities of the leaseholder and of Seven Locks Housing as Landlord for repairs and maintenance to the property, the structure and common parts.
· The grounds for Seven Locks Housing ending the lease by forfeiture or re-entry (taking account of the requirements of the Housing Act 1996).
· The procedures for the leaseholder to assign the lease.
Seven Locks Housing charges a management charge for managing
the services provided and funded through the service charge.

The management charge is the cost of staff time in providing and
managing the services, for example managing the grounds 
maintenance contract, managing the cleaning contract, arranging 
tree works, managing works to communal areas, and preparing
service charge accounts.

Administration charges will be made when a leaseholder requests a particular service or when we have to carry out special work because a lease has been breached (for example, through non-payment of charges). We charge individual leaseholders for any administration we have to carry out because we do not believe that all leaseholders should bear the cost of work done for individual leaseholders.
Seven Locks will always tell the leaseholder if we will make a charge and it will not be included in the management fee.
Seven Locks charges will reflect the works carried out (including management and administration charges).
SERVICE CHARGES

· Seven Locks Housing will prepare timely and accurate information about the cost of the services for which service charges are due.
· Service charge estimates will be provided to leaseholders at the same time that Rent Notifications are sent to Seven Locks tenants.

· Seven locks Housing will offer a range of payment methods for leaseholders. 

· Leaseholders will be sent information about their service charge accounts. Any leaseholder whose account goes into arrears will be contacted, and action will be taken to recover the arrears. This will include seeking immediate payment or reaching an arrangement for the arrears to be paid in installments.
· All leaseholder service charges will be reviewed at the end of the financial year. If arrears remain outstanding the leaseholder will be expected to clear them and pay the current year’s charges when due. In cases of severe financial hardship, Seven Locks housing will consider allowing the leaseholder to spread the payment over a longer period.

· Leaseholders will be offered advice about housing and other benefits which may assist them in maximising their income and/or meeting their service charge liabilities.

· Seven Locks Housing will consider contacting the leaseholders lender in circumstances where there is a failure to respond to arrears letters, a break in the agreement to pay the arrears or a refusal to make service charge payments.
· Seven Locks Housing will take legal action to recover service charge arrears if other courses of action have failed. This may include applying for a money judgement order, a charging order or seeking forfeiture of the lease.
CAPITAL WORKS
· Seven Locks Housing will seek to recover all reasonable costs from leaseholders towards the cost of capital works. 

· Leaseholders must request permission before undertaking improvement works to their home.  Full details of the proposed works must be submitted to Seven Locks Housing, and the leaseholder must meet any other requirements for consent, such as planning permission.
Alterations and improvements


Leaseholders wishing to carry out improvements or alterations must request permission in writing.  Seven Locks Housing will take into account the following when deciding whether or not to grant a leaseholder permission to carry out improvement works:

· Making part of or all of the property unstable or dangerous

· Health and safety implications

· Encroaching on land not defined in the lease

· Preventing air or light reaching other residents

· Being aesthetically undesirable

· Causing nuisance or inconvenience to other residents

· Subsequent need for variation of applicant’s or other leaseholders’ lease

· Any other relevant considerations.

· If permission is refused, reasons for refusal will be given in writing.

Breach of lease


Seven Locks Housing will take appropriate action if leaseholders breach the terms of their lease.  Breaches can include:

· Works to premises without permission

· Improper use of premises

· Failure to maintain premises

· Damage to premises

· Non-payment of ground rent, service charge or improvement contribution

· Refusal to allow access to Seven Locks Housing representatives or contractors

· Harassment, anti-social behaviour or neighbour nuisance.


Breach of lease could result in legal action in the form of an injunction or forfeiture of the lease.


	Consultation
Will be with the relevant tenants/leaseholder groups and the Special Interest Group.


	Equality Impact Assessment 

All Acclaim policies aim to address the general duty of the Equality Act 2010 to; eliminate unlawful discrimination, harassment and victimisation, advance equality of opportunity between different groups and foster good relations between different groups.



	Monitoring
The implementation of the policy will be maintained on an annual basis.


	Other related SLH policies
Service Charge Policy

Rent and Service Charge Collection and Arrears Recovery Policy

Former Tenant Arrears Collection Policy
Equality and Diversity Policy


	Responsible Person/s
The Head of Housing is responsible for the implementation and monitoring of this policy


	Review Date 
Every three years or upon the introduction of new legislation or guidance.



	Implementation Date 
27th May 2011.
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