Private Sector
Leasing Scheme
Information for Landlords
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Introduction
Colchester Borough Council’s Housing Advice,
Homelessness and Housing functions have
been delegated to Colchester Borough
Homes (CBH) to deliver on its’ behalf.
The Council is seeking to expand its portfolio
of good quality temporary accommodation
by developing a Private Sector Leasing (PSL)
Scheme.
If you are interested in being a part of this
scheme, the Council will agree a 3-5 year
lease for your property. The council will be
your tenant and CBH will provide a 100%
guarantee that your rent will be paid in full
throughout the term of the agreement.
This means that you will not lose any rental
income through voids (i.e. periods when the
property is empty) and you will not have any
of the expenses (such as redecoration) that
you might usually expect to incur between
tenancies. You will also not have any of the
day-to-day responsibilities for managing a
tenancy as CBH will do this for you.

You will remain responsible for some items
of repair but this will be no more than if
you were to manage the tenancy yourself or
instruct a letting agent to manage the tenancy
on your behalf. Any repairs which are not
the landlords’ responsibility will be attended
to by CBH and, at the end of the leasehold
agreement, the property will be returned to
you in the same condition (less fair wear and
tear) as when the leasehold agreement started.
The Council and CBH are confident that the
PSL Scheme provides property owners with a
low-risk opportunity to let their property.
If you are interested in the scheme and you
have a property that you would like to offer to
the Council, please complete the Application
Form at the end of this pack and return it to
CBH at the address provided.
If you have any further questions about the
PSL Scheme please contact our Private Sector
Lettings Negotiator on 01206 507861.

CBH will then use your property to
provide a home for people that we
have a responsibility to help.
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PSL Scheme
Summary
The PSL Scheme will work as follows:
	The Council will lease your property from
you for a period of 3-5 years
	The Council will guarantee that your rent is
paid in full for the duration of the lease –
the rent is paid monthly in advance
	Colchester Borough Council (CBC) takes
possession of your property and sub-lets it
to people needing accommodation
	CBC takes full responsibility for managing
any sub-tenancies it creates
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	As the owner of the property, you will have
responsibility for some matters of disrepair
(this will be clearly explained in any lease
agreement) and for renewing Gas Safety
Reports. CBH will notify you when such
works are required
	You continue to receive the guaranteed
rent payment for the duration of the lease
whether or not the CBC manages to sub-let
the property
	At the end of the agreement, CBC will
return the property to you in the same
condition (excepting fair wear and tear) as
when the agreement started

The Application
Process
If you have a property that you think might
be suitable for the Council’s PSL Scheme then
the first step of the application process is to
complete the Application Form included in this
pack. Send the completed form along with all
supporting documents to the address shown
on the Application Form.
We will check the application to make sure
that all relevant documents have been
provided – if any further information is
required, we will confirm this with you.
We will also arrange to inspect the property
to make sure that it meets our minimum
standards (as detailed in this pack). If any
work is required to the property before it can
be accepted onto the PSL Scheme, we will
write to you to confirm the same. The letter
will include confirmation of the rent that the
Council would be willing to offer for your
property if/when the work identified has been
done to a satisfactory standard.
Please be advised that the Council is under no
obligation to accept any property offered to
it – we reserve the right to reject any property
offered to us (for whatever reason). If we
chose not to accept your property onto the
scheme, we will confirm this with you.

Once you have provided all the necessary
documentation and we are satisfied that:
a) the property meets our minimum standards
and
b) you satisfy our ‘fit and proper person’ test
We will send you two copies of a draft
Leasehold Agreement. If you are happy with
the terms of the draft agreement, we will ask
you to sign (but not date) both forms and
return them to us. We will then arrange for the
agreements to be signed by the Council – once
this has been done, we will contact you to agree
a commencement date (and the Leasehold
Agreement will be noted accordingly). We will
then send you one copy of the final Leasehold
Agreement signed by all parties.
If you are not happy with the terms of the
draft Leasehold Agreement, please do not
hesitate to contact us – you may want
an informal chat about the parts of the
agreement you are not happy with or you
may want to propose amendments to the
Leasehold Agreement in a more formal
manner. In either case, we will be happy to
discuss your concerns with you.
We can confirm that, throughout the above
process, you will be under no obligation to
join the scheme unless or until you (and
the Council) sign the relevant Leasehold
Agreement.
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PSL Scheme
Criteria for Landlords
Both the Council and CBH are keen to ensure
that any landlord accepted onto the PSL
Scheme is a ‘fit and proper person’ to manage
residential accommodation. By adopting
this approach we both protect and support
potentially vulnerable clients whilst also
protecting the reputation of both the Council
and CBH.
The PSL Scheme Application Form includes
(at Section 3) questions relating to the ‘fit
and proper’ person test. By answering these
questions (and by allowing us to carry out
further enquiries if needed) you will enable
us to determine whether or not you satisfy
the ‘fit and proper’ person test. There is a
requirement for us to ensure that all landlords
pass the ‘fit and proper’ person test. The
definition of ‘fit and proper’ has been based on
the one contained in the Housing Act 2004.
We will also provide your details to Colchester
Borough Councils’ Private Sector Housing
Team – they will let us know if they have any
information which may impact the ‘fit and
proper’ person assessment.
If you think that you may struggle to pass
the ‘fit and proper’ person test, please don’t
hesitate to contact us and we will be happy
to discuss any concerns that you may have.
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To protect the reputation of the PSL Scheme,
Colchester Borough Council reserves the
right to consider issues not specified in the
Application Form regarding the ‘fit and proper’
person status of individuals or organisations.
The Council also reserves the right to review
the ‘fit and proper’ person status of any person
or organisation accepted onto the PSL Scheme
– such a review may be carried out at any time.
Should the Council decide, on review, that the
landlord/owner (or anyone else who may be
involved in looking after the property) is not
a ‘fit and proper’ person, they will no longer
satisfy the requirements of the PSL Scheme –
in these circumstances, the Council is likely to
bring the Leasehold Agreement to an end.

PSL Scheme
Property Standards
We are only able to accept properties onto
the PSL Scheme if they meet (or exceed) our
minimum standards – a copy of the document
describing our minimum standards is available
on request.
We will arrange for your property to be
inspected by Colchester Borough Council’s
Private Sector Housing Team once we have
received your completed Application Form and
supporting documents. We aim to complete
the initial checks on your application and to
conduct the property inspection within
8 working days of receiving your
Application Form.
If the property inspection report highlights any
work required to bring the property up to our
minimum standards, then this work must be
completed before we can accept the property
onto the PSL Scheme.
It will also be necessary for you to provide
a Gas Safety Certificate (if the property has
a gas supply), electric and asbestos reports
before the property can be accepted onto the
PSL Scheme. The reports may also highlight
work that needs to be done to the property
before we can accept it onto the PSL Scheme.

If you already have the Gas Safety Certificate,
electric or asbestos reports, please let us know –
we may be able to use the reports you already
have rather than arranging for new reports to be
commissioned. If new reports are needed, CBH
can offer to undertake them on your behalf and
at very competitive rates – please speak to us
if you would like more information about our
charges for these reports.
We will contact you if any work is required to
the property before it can be accepted onto
the PSL Scheme. We will confirm what needs
to be done and, based on your assessment
of the time needed to undertake the work,
we will agree a date on which to contact you
again to check on progress. Where possible, we
will also confirm the rent that we would offer
to you under the PSL Scheme. By maintaining
close contact with you, we should be able to
minimise any delay in accepting your property
onto the PSL Scheme once it does meet our
minimum standards.
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Frequently Asked
Questions
What sort of properties do
the Council need?

What happens if the tenant doesn’t
pay their rent to the Council?

We need 2 and 3 bedroom properties in the
Borough of Colchester – the properties can
be flats or houses but they must meet the
minimum standards outlined in our Property
Standards document (in this pack).

This will have no effect on the rent you receive
– the Council is your tenant and they provide a
100% guarantee that your rent will be paid in
full every month, in advance.

How much rent am I likely to receive?
We will confirm the proposed rent for your
property in writing once our Private Sector
Housing Team has been out to inspect it. Rent
levels are likely to be in the following range:
	2-bed flat/house £450-£525pcm
	3-bed flat/house £600-£700pcm
Whilst the above rents are below market rent
in Colchester, it should be borne in mind that
the Council will guarantee payment of the
rent for the duration of the lease – this means
that you will receive the agreed rent figure in
full every month. You will have no commission
fees, no void costs nor will you have any of
the costs you might usually expect to incur
between tenancies (e.g. redecorating costs).
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Who is responsible for repairs?
As the landlord, you will be responsible for
some repairs (as clearly explained in the
Leasehold Agreement). The matters for which
you are responsible are exactly the same as
would be the case if you managed the tenancy
yourself or if you instructed a letting agent to
do so on your behalf.
Should repairs for which you are responsible
be required, we will contact you to confirm
what needs to be done – we will also ask you
to confirm what steps you intend to take to
address the problem.
Any repairs that are not your responsibility will
be attended to by Colchester Borough Homes
and, at the end of the Leasehold Agreement,
the property will be returned to you in the
same condition (less fair wear and tear) as
when the agreement started.

Am I expected to supply safety
certificates?
Yes – it is necessary to obtain a Gas Safety
Certificate, electrical and asbestos reports
before any property can be accepted onto
the PSL Scheme. The cost of obtaining these
reports rests with the landlord/owner – CBH
can offer Gas Safety Certificates, electrical
and asbestos reports at competitive prices
(please ask us more about this service if it is
something that is of interest to you).
If the property has gas, then you will need to
arrange annual Gas Safety Inspections (and
provide your tenant – the Council – with a
copy of the Gas Safety Certificate). This cost
rests with the landlord/owner (we will make
a note of when your existing Gas Safety
Certificate is due to expire – we will contact
you 2 months before the expiry date to
remind you of the need of a new inspection/
certificate).

It sounds like a good scheme
but I am worried about signing-up
for 3 to 5 years.
The Council is keen to ensure that the
PSL Scheme is (and remains) attractive to
landlords – we are confident that the package
offered to landlords represents good value
and is relatively low risk when compared with
letting the property on the open market. As
such, we expect most landlords to stay with
the scheme for the full 3 to 5 year duration.
In the unlikely event that the PSL Scheme does
not live up to your expectations, the Leasehold
Agreement includes a break clause giving
either party the right to end the agreement
on 6 months’ notice (this right cannot be
exercised in the first year of the agreement).

What steps will you take to ensure
that the property is looked after and
what happens at the end of
the leasehold Agreement?
We will carry out monthly property
inspections allowing us to keep an eye on the
condition of the property and ensure that any
repairs are attended to as soon as possible.
At the end of the Leasehold Agreement, the
property will be returned to you in the same
condition (less fair wear and tear) as when the
agreement started.
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Colchester Borough Council Private Sector Leasing Scheme

Landlord application form
Please Note – you will need to complete an Application Form for each property that you would like to be
considered for Colchester Borough Councils’ Private Sector Leasing Scheme. Please let us know if you would
like more copies of the Application Form sent to you.

Section 1 – Applicant Details
Information
1. Name

2. Address

3. Email address

4. Contact telephone number(s)

5. Name of property owner (if different from 1)

6. Address of property owner (if different from 2)

7. Is the property owner registered for VAT? If ‘yes’, please provide VAT Number

For Office
Use Only

Section 2 – Property Details
Information
1. Property address

2. Property type (e.g. 2nd floor flat, terraced house, etc)

3. Number of bedrooms
4. Council Tax Band
5. Is there a mortgage on the property? If so, please provide the name of the mortgage
provider and see Section 6 for information that you will need to provide.

6. Is the property leased?
If so, please see Section 6 for information that you will need to provide.
7. Is the property currently occupied?
8. Date when the property will be available
9. Name of electric supplier & type of electric meter

10. Name of gas supplier & type of gas meter

11. Does the property have central heating?
12. Type of heating system installed

13. Age of heating system

For Office
Use Only

For Office
Use Only

Information
14. Date heating system last maintained
15. Do any of the rooms in the property contain an appliance which burns (or is capable of burning)
solid fuel? If yes, please provide details

16. If you answered ‘yes’ to question 15, is there a working carbon
monoxide alarm in each room that contains a solid fuel burning appliance?
17. When were the kitchen units fitted?
18. When was the bathroom fitted?
19. Does the property have working smoke alarms on each floor?
20. Has the property had any major alterations or extensions since
construction? If ‘yes’, please provide details.

Section 3 – Landlord Fit & Proper Person Test
Have you (or any person associated with managing your property) ever:
1. Committed any offence involving fraud or other dishonesty (including benefit fraud),
violence, drugs or any offence listed in Schedule 3 of the Sexual Offences Act 2003
(subject to the Rehabilitation of Offenders Act 1974)?
If yes, please provide details:

2. Been subject to unlawful discrimination proceedings (subject to the Rehabilitation
of Offenders Act 1974) involving sex, colour, religion, race, ethnic or national origins or
disability in (or in connection with) any business?

YES

NO

Have you (or any person associated with managing your property) ever:
If yes, please provide details:

3. Been convicted (or accepted a caution) for non-compliance with a Statutory Notice
under any of the following:
• Housing Law
• Landlord & Tenant Law
• Environmental Protection Act 1990, Public Health Law
• Health & Safety Law (including Gas Safety Regulations)
• Building Regulation Law
• Planning Law
• Council Tax/Business Rates Law
If yes, please provide details:

4. Been in control of a property:
• That was/is subject to a Control Order
• That was/is subject to a Management Order
• Where works in default have been carried out
• Where a licence or registration certificate has been refused
• Where conditions of a licence or registration certificate have been breached.
If yes, please provide details:

5. Do you have the authority to repair and maintain the property?
If ‘no’, please explain why

6. Do you have the necessary financial arrangements in place to repair the property?
7. Are you an undischarged bankrupt?
If yes, please provide details:

YES

NO

YES

NO

8. Are there any County Court Judgements against you or any other company of which
you are a director or secretary?
If yes, please provide details:

Section 4 – Mortgage Declaration

The Council is unable to provide you with any
advice in connection with your mortgage or the PSL
Your attention is drawn to the following points:
Scheme Agreement. You are advised to seek your own
	If you have a mortgage secured against the Property independent legal advice in respect of any consent you
may or may not need from your mortgage lender or in
then you will probably need to obtain the prior
respect of the PSL Scheme generally.
written consent of your mortgage lender (even if
you have a buy-to-let mortgage) to enter into a
Declaration
3-5 year lease with the Council under the Council’s
Private Sector Leasing Scheme
I/we declare that (please tick relevant box/es):
	Please check with your mortgage lender whether
their consent is required under the terms of your
mortgage and, where necessary, to obtain that
consent.
	If you need consent from your mortgage lender,
the Council can provide a copy of the proposed
Leasehold Agreement that you can send to your
mortgage lender when requesting consent

	There is not an existing mortgage secured against
the Property; or
	There is an existing mortgage secured against the
Property – the name/address of the mortgage
lender is

	The Council will not know whether consent is
needed or has been obtained from your mortgage
lender. The Council will rely solely on the
information you have provided in this form
If you do not understand this form, or the effect of
signing it, please seek your own independent legal advice.

WARNING
If you need the consent of your mortgage lender to enter
into a 3-5 year Leasehold Agreement with the Council
and you proceed without obtaining their consent,
you may be in breach of the terms of your mortgage
agreement. This could result in legal action being taken
by the mortgage lender to repossess the property.
If you wish to proceed with the PSL Scheme, please
obtain any consent needed from your mortgage lender
in writing before signing and returning this form.

and either
	I/we have checked with the mortgage lender and
confirm that their consent is not required to enter
into a 3-5 year lease with the Council; or
	I/we have checked with the mortgage lender and
confirm that their consent is required to enter
into a 3-5 year lease with the Council and that
such written consent has been obtained.

Section 5 – Declaration
I/We declare that the information contained in this Application Form is correct to the best my/our knowledge.
By signing this Application Form I/we give permission for Colchester Borough Council and/or Colchester Borough
Homes to carry out further enquiries if required.
Signed (applicant 1):

Signed (applicant 2):

Print Name:

Print Name:

Date:

Date:

Section 6 – Bank/Building Society Details (to receive payment)
Bank/Building
Society Name
Bank/Building
Society Branch
Bank/Building
Society Sort
Code
Bank/Building
Society Account
Number
Roll Number
(if applicable)
Account
Name(s)

Section 7 – Supporting Documents
You will need to provide the following documents in support of your application to join Colchester Borough Council’s
Private Sector Leasing Scheme:
Enclosed?
(Y/N)

Document
Proof of ID (please see list on next page)
Proof of address (please see list on next page)
Proof of ownership for property being offered (e.g. Land Registry Certificate or solicitors’ letter)
If the property is leasehold, a copy of the current lease agreement (or other document
showing that you have permission to sub-let the property)
A copy of the Energy Performance Certificate for the property being offered
If the property has a gas supply, a copy of the most recent Gas Safety Certificate
A copy of the most recent Electrical Installation Condition Report
A copy of the buildings insurance Summary of Cover Certificate
If you are an agent acting on behalf of the owner, authorisation from the
owner allowing you to act on her/his behalf

If you don’t have all of the above documents to hand, please don’t delay returning this application form – send the
documents that you do have and forward the rest as you obtain them. If you are having difficulty obtaining any
particular document, please let us know and we will see what we can do to help.

Documents Accepted as Proof of ID & Address
Proof of name

Proof of address

Current signed passport

Utility bill issued within the last three months

Original birth certificate (UK birth certificate issued
within 12 months of the date of birth in full form
including those issued by UK authorities overseas such
as Embassies High Commissions and HM Forces)

Local authority council tax bill for the
current council tax year

EEA member state identity card (which can also
be used as evidence of address if it carries this)

Current UK driving licence (but only
if not used for the name evidence)

Current UK or EEA photocard driving licence

Bank, Building Society or Credit Union
statement or passbook

Full old-style driving licence

Original mortgage statement from a recognised
lender issued for the last full year

Photographic registration cards for self-employed
individuals in the construction industry - CIS4

Solicitors letter confirming recent house
purchase or land registry confirmation of address

Benefit book or original notification letter from
Benefits Agency

Council or housing association rent card or
tenancy agreement for the current year

Firearms or shotgun certificate

Benefit book or original notification letter from
Benefits Agency (but not if used as proof of name)

Residence permit issued by the Home Office to
EEA nationals on sight of own country passport

Inland Revenue self-assessment or tax demand

National identity card bearing a photograph
of the applicant

Electoral Register entry NHS Medical card

Please return your completed form (and supporting documents) to:

David Elliott
(Private Sector Lettings Negotiator)
FREEPOST Colchester Borough Homes
If you would like to speak to David about the application process or the
Private Sector Leasing Scheme in general, he can be contacted on
01206 507861.

