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Glossary 

Section 20 
A formal written notification sent to the leaseholder of 
proposed works or services affecting their property 
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1. Introduction & purpose 

Colchester Borough Homes (CBH) manages leasehold properties on behalf of 
Colchester City Council (CCC). These properties have been sold as leases 
under the national ‘Right to Buy’ scheme. CBH currently manage over 1,000 
leasehold properties. 

We are committed to meeting our responsibilities towards leaseholders under 
the terms of their leases and providing them with a quality management and 
maintenance service that demonstrates value for money and above average 
benchmark performance and satisfaction with other social landlords. We 
recognise the importance of producing a leasehold management policy to set 
out the aims, responsibilities and values relating to management of leasehold 
properties. 

There are several specific legal duties and responsibilities owed towards 
leaseholders which must also be followed. Further details are set out within this 
policy. 

We are committed to providing the same consistent standard of customer care 
and service delivery to leaseholders as we provide to our tenants. The policy 
includes how leasehold management contributes towards the CBH core values 
of: 

• Building Trust 

• Delivering Tenant Led Services that also include leaseholders 

• Commitment to our Communities 

• Delivering Professional Services 

• Providing Value for Money 

The objectives of this policy area are as follows: 

• To enable us to comply with the law and to leasehold covenant and   
lease obligations in delivering professional management and 
maintenance services. 

• To communicate effectively with leaseholders on matters that affect 
their properties and the communal services provided, including the 
provision of information and advice within agreed timescales to build 
and maintain trust. 

• To consult and work with individual leaseholders and leaseholder 
groups to consider management and maintenance issues, policies and 
practices and to monitor, review and improve the services provided. 

• To maintain performance and satisfaction with national benchmarks as 
available. 
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• To ensure that leaseholders comply with the terms and conditions of 
their individual leases including the recovery of service and other 
charges. 

• To deliver value for money services and continuous improvements. 
 

• Link to the aims and objectives of the Colchester Borough Homes 
Strategic Pan launched 2025. 

 

• To ensure safe homes for all our residents by complying with the 
Building Safety Act and compliance requirements. 

This policy provides information for leaseholders and CBH Officers who are 
involved in delivering services to leaseholders. This includes housing 
management, maintenance and administration teams within CBH and support 
staff from CCC delivering services such as legal changes to leases and grounds 
maintenance provision. 

2. Housing Management 

2.1 Summary of the services that may be provided 

We aim to provide published service standards for key services such as 
communal cleaning, communal repairs and grounds maintenance, dependent 
on the design, facilities and location of the block. 

Services provided (where applicable): 

• window cleaning (communal areas) 

• communal cleaning (including any bin chutes and refuse facilities) 

• grounds maintenance for communal areas 

• buildings insurance cover 

• community caretaker services  

• communal digital aerial systems 

• communal heating and electricity 

• communal repairs, maintenance and improvements including the 
external fabric of the block 

• communal door entry systems 

• estate management services (e.g., bulky refuse disposal, litter 
picking, graffiti removal) 

• maintenance and management of car parking areas and pathways 

• Health and safety checks, servicing, assessments and works to 
communal areas including legionella testing, fire risk assessments, 
asbestos sampling and electrical safety including emergency lighting 
testing.   
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2.2 Consultation with leaseholders 

We will consult with leaseholders on changes to any contracts and on any 
services that will have a financial implication of £100 or more per annum to a 
leaseholder (Whilst agreements entered before 31 October 2003 are exempt 
from this requirement, we will still consult all leaseholders) and £250 for 
individual items such as major works. We will follow the Section 20 consultation 
requirements (as set out in the Commonhold and Leasehold Reform Act 2002 
S151). 

We will also consult with the Leasehold Focus Group, and individual 
leaseholders as appropriate regarding issues that will affect their homes and 
communal areas. 

We will participate in the Tenant Satisfaction Measurement surveys every two 
years giving all leaseholders the opportunity to indicate satisfaction with the 
services we provide and benchmark our services against other landlords. 

We will publish information to leaseholders through a selection of paper and 
electronic newsletters and on our website including the results of the TSM 
survey and work of the Leasehold Focus Group. 

2.3 Administration 

We will recover the costs for managing the leaseholder service through an 
annual management charge, which is incorporated within the service charge 
calculations. These charges aim to reflect the ‘actual’ costs of management and 
administration and may therefore vary from year to year. We will review these 
charges on an annual basis and benchmark our costs against other landlords 
providing similar leasehold services. 

We will have a dedicated leasehold team within Colchester Borough Homes 
with specialist knowledge and experience of delivering leasehold services. 

2.4 Service charges 

We will produce timely and accurate service charge information including a 
breakdown of the relevant costs on an annual basis. 

Service charges will reflect the actual costs of delivering a particular service. 
Deficits or credits from previous years will be carried forward into subsequent 
years for calculation of the annual service charge. We will notify all leaseholders 
of their actual charges once a year in writing. 

Our management fee will be based on the actual costs of delivering the 
leaseholder service including officers and their overhead costs. 

We will provide a range of payment options and allow leaseholders to pay their 
annual service charge and ground rent by Direct Debit to spread the cost over 
10 months. 
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3. Maintenance services 

3.1 Day-to-day repairs 

Arrangements will be in place to deliver a cost effective and quality repairs 
service to maintain the landlord's repairing obligations. 

Leaseholders can report relevant communal repairs through the Contact and 
Support Team and the Council’s out of hours helpline for Emergency repairs 
365 days a year. 

We will recover the costs of communal repairs on a pro rata basis according to 
the number of flats in a block. This will be calculated on an annual basis six 
months after the financial year end. Leaseholders will be sent a breakdown of 
relevant communal repairs and details of how these costs have been 
calculated. 

3.2 Health and Safety – Including Gas Safety Checks 

We will prioritise health and safety. All leaseholders with a gas supply must 
supply an annual gas safety certificate from a ‘gas safe’ approved contractor in 
accordance with the terms of their lease. Leaseholders who choose to sublet 
their properties must submit a copy of their landlord’s gas safety certificate 
(known as a CP12). We will provide annual service reminders to all 
leaseholders (with a gas supply) prior to the service becoming due and we will 
also instigate legal proceedings for persistent offenders. 

We will conduct fire risk assessments of all the communal areas of our blocks 
of flats and conduct any remedial works as identified. 

Leaseholders will be required to cooperate with CBH where this is necessary 
to ensure compliance with any of CBH’s health and safety legal or regulatory 
obligations.   

3.3 Improvements and Major Repairs 

We will have an Asset Management Strategy in place that will set out cyclical 
and planned maintenance and improvements to our managed homes and 
estates. 

We will consult on planned/cyclical maintenance and improvement 
programmes and ensure that these programmes are in place to effectively 
manage the fabric of the buildings and communal areas following the correct 
administration of the Section 20 notification process. 

We will ensure that the appropriate legal processes are followed before any 
works that will result in costs of over £250 per individual leaseholder are started. 

We will recover the costs of improvements and programmed maintenance on a 
pro rata basis according to the number of flats in a block. We will send 
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leaseholders an invoice notification identifying the works that have been 
conducted and their costs. This invoice should be sent out not more than 18 
months after the final costs of the work are paid to the contractor who conducted 
the works. 

We will provide a range of methods of payment depending on the total cost of 
the work and the ability to repay. 

Leaseholders must obtain our consent before conducting any improvements 
and if necessary, obtain any planning permissions and building control consent. 
The leaseholder must not remove any structural walls or change the outside 
appearance of the building or any communal areas. We reserve the right to 
override any planning permission that has been granted to the leaseholder. 
(See The Tenant Alterations Policy) 

We will not allow extensions to blocks of flats. 

We may consider the introduction of a sinking fund following consultation with 
leaseholders with the aim of reducing the impact of the costs of future 
improvement works. However, no sinking fund is currently in operation Ground 
rent 

All leaseholders will be required to pay ground rent in line with the terms of their 
lease. If a leaseholder extends the term of their lease, ground rent will no longer 
be charged. 

4. Future services 

In consultation with leaseholders and Colchester City Council, we will consider 
the potential for offering increased maintenance and improvement services as 
and when opportunities allow. 

5. Changes to leases 

Leases will only be altered by a ‘Deed of Variation’ approved by a court or 
Leasehold Valuation Tribunal and with the permission of the leaseholder. 

Leaseholders will be consulted in compliance with Section 20 of the Landlord 
and Tenant Act 1985 (as amended by the Commonhold and Leasehold Reform 
Act 2002) 

If a leaseholder has owned their lease for a minimum of two years, they have 
the legal right to extend their lease by an additional 90 years (minimum) and 
this will result in the removal of the ground rent charge. 
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6. Consultation 

We will actively promote involvement opportunities including the Leaseholder 
Focus Group, membership of the CBH Board, The Resident Panel, QAAs 
(Quality Assurance Advisors) and other involvement activities to allow 
leaseholders opportunities to influence review and monitor the services 
provided. Access to training programmes and other involvement activities will 
be on the same basis as tenants. 

We will provide leaseholders with a joint leaseholder/tenant quarterly newsletter 
and a dedicated electronic newsletter (optional subscription) which will provide 
information on our leaseholder performance, other leaseholder information and 
results of the TSM satisfaction survey. We will also provide information on our 
website and train our Contact and Support Officers on general leasehold 
enquiries to deal with as many queries as possible at the first point of contact. 

7. References 

In managing leasehold responsibilities, we will follow and comply with the 
relevant legislation and regulation as outlined in the following legal acts: 

• Law of Property Act 1925 (includes forfeiture provisions) 

• Housing Act 1980 

• Housing Act 1985 (Includes right to loans) 

• Landlord and Tenant Act 1985 (includes definition of service charges, 
reasonableness and consultation on repairs) 

• Landlord and Tenant Act 1987 (includes variation on leases) 

• Consumer Protection Act 1987 

• Leasehold Reform, Housing and Urban Development Act 1993 (includes 
leaseholder rights to conduct management audits, collective 
enfranchisement, with increased role for Leaseholder Valuation tribunals) 

• Housing Act 1996 

• Arbitration Act 1996 

• Commonhold and Leasehold Reform Act 2002 (definition of service 
charges including improvement works, revised procedures and financial 
limits for consulting on qualifying works, requirement to consult on service 
contracts over 12 months (qualifying long-term agreements) regular 
statement of service charge accounts within 6 months of the accounting 
end date) 

• Housing Act 2004. 

• Fire Safety Act 2021 

• Building Safety Act 2022  

• Regulatory Reform Fire Safety Order 2005 

• Control of Asbestos Regulations 2012 

• ACOP L8 for water management  

• Health and Safety at Work Act 1974 (as amended)  
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Guidance 

• Leasehold Management Good Practice Guide – Chartered Institute of 
Housing 

• Key Lines of Enquiry – Audit Commission – Management of Leaseholder 
and Shared Ownership Housing 2006 

8. Related documents 

We will deliver services in line with our Equality Strategy.  
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