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Training module
Starting and maintaining a tenancy
In this module you will:
· Find out about different types of tenancies
· Assess what sort of accommodation would suit you
· Make a plan for moving
· Find out how to maintain your tenancy safely
· Discover how tenancies can end
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Introduction: Description of module

How can this module help me?
The purpose of this module is to provide information and guidance for when you look to move either into private rented accommodation or to accommodation provided by a housing association or council (social housing). It is aimed primarily at people who are currently housed by Transform and who are looking to move on. It can equally be used by any clients who might be receiving support from Transform. 

How does this module work?
The module has been structured to take you through the process of moving into your new accommodation from beginning to end. Throughout the module you will find various coloured boxes as detailed below:

	Remember

	
	The purple boxes give you important information which is worth remembering



	Action box

	
	The blue boxes contain checklists for you to complete. If you are viewing this module on a PC or mobile device you can download the document and then interact with the tick boxes by clicking on them and fill in relevant sections as you go along.



	Questions

	?
	The orange ‘Questions’ boxes try to answer common questions which you may have.


	
	Websites
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	The pink boxes provide links to websites. If you are viewing this training module on a computer or mobile device, then you can just click on the link to be taken to the website. If you are reading this as a printed document, then you can either scan the QR code to the left using the camera on your device or type the website address into a computer or mobile device. www.transformhousing.org.uk 




Part 1: What is a tenancy?

Different types of tenancy
A tenancy is a legal agreement between an individual (the tenant) and the owner of the property (the landlord) to live in the property for a certain period of time. There are a range of different types of tenancy including:
· Assured shorthold tenancy
· Excluded tenancy
· Assured tenancy
· Non-assured tenancy
· Regulated tenancy
· Licence agreement

This might initially appear quite complicated, but in reality, the vast majority of tenancies are assured shorthold tenancies (ASTs) which are the default residential tenancies in England. A tenancy is likely to be rented on an AST where:
· The property is private 
· The tenancy started after 1989
· The property is the tenant’s main accommodation
· The landlord doesn’t live in the property, 

Some social housing landlords may also offer assured tenancies, which are similar to assured shorthold tenancies but with extra security.

It might be worth taking a moment to consider the difference between renting a property from a social housing landlord and from a private landlord.

Social housing landlords
Social housing landlords are often either housing associations (also called registered social landlords) or councils. Renting from a social housing landlord tends to be cheaper than renting from a private landlord and usually provides you with a more secure or longer tenancy. Social rents are linked to local incomes to keep the rents more affordable and changes to social rents are controlled by central government. Social housing is allocated on the basis of need, so those in the most serious housing need are given a priority. It should be stressed that there is only a limited amount of social housing available, and it is not available to everyone. You may therefore need to consider renting from a private landlord.

Private landlord
Rents for properties let by private landlords tend to be set at the market rate. As a result, they are usually more expensive than the rent charged by social housing landlords. They are usually also less secure. On the other hand, private rented accommodation often offers more choice, meaning you have more options regarding where you live and the sort of property you live in. Perhaps the key consideration, however, is that social housing might not actually be available to you, in which case renting from a private landlord might be the only realistic option.

	Social housing or private landlord?

	?
	To keep things simple, below is a quick summary of the advantages and disadvantages of renting from a social housing provider and a private landlord:

	
	Advantages
	Disadvantages

	Social housing
	· Cheaper
· More secure
	· Very limited availability, so this is not always an option

	Private landlord
	· Greater availability
· Lots of choice on location etc
	· Usually more expensive
· Not as secure




Contents of a tenancy agreement
All tenancy agreements tend to contain a similar set of information. A tenancy agreement must be written in plain English and include the following:
· The type of tenancy
· Landlord details or letting agent and their contact details
· Name of tenant
· Address of property
· The tenancy start date
· Length of the tenancy
· Charges for living at the property, including rent and any charges for services
· Details as to how and when the rent can be increased
· The landlord’s responsibilities
· The tenant’s responsibilities
· Details of how the tenancy can be ended

We will consider issues regarding landlord and tenant responsibilities in section 4 of this module and we will look at ending a tenancy in section 5. For now, it might be worth focussing on the length of the tenancy.


How long does a tenancy last?
As previously mentioned, most tenancies that are issued tend to be assured shorthold tenancies (ASTs). There are, however, different types of AST and it is important to know about the differences as this may affect how long the tenancy lasts.


‘Introductory’ or ‘Starter’ tenancies:
Starter tenancy agreements tend to last for one year. They are a kind of trial during which time the landlord can assess if the tenant has caused any problems, for example by not paying their rent or committing anti-social behaviour. If the tenant has not caused any problems during the year, then the landlord will issue either an assured tenancy or an assured shorthold tenancy once the trial period ends. If they have caused problems, then either the starter tenancy will be extended or action will be taken to evict the tenant. Starter tenancies tend to be used by social housing landlords; they do not tend to be used by private landlords.

Flexible tenancies:
These types of tenancy are for a fixed duration of at least 2 years. They are a form of secure tenancy and once the fixed period ends the landlord can either grant another fixed term tenancy, grant an assured tenancy or take steps to evict the tenant. Flexible tenancies are usually used by social housing landlords.

Periodic tenancies:
Periodic tenancies are a sort of rolling tenancy which run from month to month (or sometimes week to week). The initial tenancy agreement might have been for six months or a year but, once this period ends, the tenancy can then become periodic. Sometimes this is stated explicitly in the tenancy agreement, but other times it is implied. If an AST ends but the landlord permits the tenant to remain and the tenant continues to pay rent, then this is an implied periodic tenancy.

Private landlord tenancies:
The most common arrangement used by private landlords is to issue an AST initially for one year and then to renew the tenancy each year thereafter. This arrangement allows the landlord to review and increase the rent charge each year when renewing the tenancy.


Licence agreements
One other type of rental agreement that you might encounter is a licence agreement. A licence agreement is a legal agreement used for temporary accommodation or shared housing, such as renting a bedroom in a house where you share the use of a kitchen or bathroom. The rights of a licensee are less than tenants who have an assured shorthold tenancy as they allow the landlord the right to ask the licensee to leave if their behaviour is unacceptable. 

Licences tend to be used only in very specific circumstances, such as temporary housing schemes for people who are homeless or for situations where the landlord lives in the property and rents out some rooms to lodgers. In both these instances, the landlord often has the right to enter all areas of the property without permission. As such, the occupier is not regarded as having exclusive use of any part of the property and so a licence agreement can be used. 
For all other instances where the occupier has exclusive use of at least one room (for example, a bedroom) then the letting should be a tenancy.

	Licence Agreements
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	For more information on the difference between a licence agreement and a tenancy agreement, please see the link below:

england.shelter.org.uk/professional_resources/legal/renting/introduction_to_security_of_tenure/tenancy_and_licence_agreements 




































Part 2: Things to consider before taking on a tenancy

In this section of the training module we will look at the various factors to think through when you are considering whether to take on a particular tenancy. We will consider the following key areas:
· Affordability (pages 6-13)
· Suitability (pages 14-15)
· Tenancy conditions (pages 16-21)


Affordability
There is no point taking on a tenancy if the monthly charge is unaffordable. There is the risk of developing rent arrears and this may end in eviction. Before signing on the dotted line, it is vital to carefully consider all the costs involved in taking on the tenancy to see if it is affordable. There are three kinds of costs associated with renting:
1. Payments in advance/set up costs (pages 6-8)
2. Rent payment (pages 8-9)
3. Utility and household bills (pages 10) 

We will consider each in turn. Please note that further information regarding managing finances including paying rent, claiming benefits and paying utility bills is provided in part 3 and part 4 of this training module.

1. Payments in advance/set up costs:
If you are looking to rent from a social housing landlord then the payments you will need to make in advance should not be very high. Some social housing landlords may charge rent in advance; if they do this is usually no more than 2 weeks’ worth of rent. You will still, however, be responsible for set up costs such as moving costs and furnishings. 

When renting from a private landlord or from a letting agency, most will ask you to pay at least one month’s rent in advance. This is effectively your first month’s rent payment and will cover the month from the date the tenancy starts. In addition to rent in advance, most private landlords will also charge a tenancy deposit. The purpose of the deposit is to protect the landlord from the risk of non-payment of rent or damage to the property and should be no more than the equivalent of 5 weeks’ rent. When you move out of your property you will get your full deposit back unless the landlord can prove that you have damaged something or are in rent arrears.


	Remember

	
	Make sure that any deposit is paid into a credited tenancy deposit scheme, protected under a government approved Tenancy Deposit Protection Scheme. Your landlord is legally required to place your deposit into such a scheme within 30 days of receiving it. Your landlord must also give you details of the scheme used, alongside information about your rights.



In the past letting agencies have charged letting fees for things like administration, references and credit checks. As of June 2019, however, most of these fees have been banned. For more information on letting fees, please see page 19.

	Example of payments in advance

	
	Sarah is looking to move into a house share. The cost of the rent is £150 per week. She is asked to pay 4 weeks’ rent in advance and a deposit equivalent to a further 5 weeks’ rent.

	What is the total sum that Sarah has to pay in advance before she can move in?
Rent in advance – 4 weeks @ £150 per week = £600
Deposit – 5 weeks @ £150 per week = £750
Total advance payments = £1,350




Help with payments in advance:
As the example of Sarah shows, the cost of advance payments can be very high and may be beyond the means of many people, especially those on a low income. The good news is that there may be some help available. 

Help with deposits:
Some local councils operate rent deposit schemes. These schemes usually involve the council paying the landlord the deposit directly, and then the tenant repaying the council over an agreed period. Alternatively, some councils operate a rent guarantee scheme whereby they give the landlord a written guarantee instead of a cash deposit. To find out what schemes may be available in your area, please speak to a member of Transform staff or contact your local council.

Help with rent in advance:
If you are in receipt of benefits (for example Income Support or Jobseeker’s Allowance) you might be able to get a Budgeting Loan to help you pay the rent in advance or other associated moving costs. If you are receiving Universal Credit, then you may be eligible for a Budgeting Advance. Some charities and housing associations also offer help with rent in advance. Again, your local council should have information about what help is available, so it is always a good idea to contact them.
	Budgeting loans and budgeting advance
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	Budgeting loans
For more information on budgeting loans and the budgeting advance, please visit the websites below. Remember, though, that you will need to repay the loan – it will be automatically deducted from the benefits you receive.
 
www.gov.uk/budgeting-help-benefits 
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	Budgeting advance
www.gov.uk/guidance/universal-credit-advances 




Set up costs:
There are a few one-off set up costs that you may need to consider when looking to rent your new home. These may include one or more of the following:
· Moving expenses (for example, hiring a rental van)
· New white goods (such as cooker and washing machine)
· New furniture (if the rental property is unfurnished or only partly furnished)


2. Rent payments:
When considering if you can afford to take on a tenancy, the key factor is the ongoing rental cost once you move in. Rental charges are usually stated as a weekly or monthly cost. Once you move in, you will be expected to pay this charge either every week or every month as stated in your tenancy agreement. There may be additional charges called ‘service charges’. These cover additional payments towards the cost of providing and maintaining communal areas and they are often stated separately to the rent charge.

To help you meet the cost of the rental charge (including some service charges), you may be entitled to some help in the form of housing benefit or the housing element of Universal Credit. You may be entitled to this if:
· you are on a low income and
· you have savings below £16,000.

Housing benefit and the housing element of Universal Credit are based on your income and savings. The more income you have, the less benefit you are entitled to until the point where your income is at a level where you are not entitled to any housing benefit or Universal Credit housing element at all. Equally, any savings you have over £6000 will lead to a reduction in housing benefit or the housing element of Universal Credit and any savings over £16,000 will probably make you ineligible. As a rule of thumb, if you are entitled to Income Support or Jobseeker’s Allowance, then you will probably be entitled to some housing benefit or Universal Credit housing element. If the housing benefit or Universal Credit housing element does not cover all your rent, then you will need to make up any shortfall from your income.

Entitlement to benefits
Whether you are entitled to housing benefit, the housing element of Universal Credit, or neither will depend on your specific circumstances. To find out more about which benefit you may be entitled to, we have included details of some websites below which you may find helpful. For further information on claiming housing benefit, please see pages 32-33 of this module.

	Benefit eligibility
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	Housing benefit eligibility:
england.shelter.org.uk/housing_advice/benefits/how_to_claim_housing_benefit 
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	Universal Credit housing element:
http://england.shelter.org.uk/housing_advice/benefits/how_to_claim_universal_credit
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	To help you work out how much benefit you might be entitled to you can use a benefits calculator on the website below:
www.gov.uk/benefits-calculators 



Your entitlement to benefits may also be affected by something known as the Local Housing Allowance (please see below).

	What is the Local Housing Allowance?

	?
	If you are looking to rent privately, the amount of benefit you may be eligible for to help you pay your rental cost may be affected by a thing called the Local Housing Allowance (LHA). The LHA states the maximum amount you can get to help with 

	your rent. The LHA varies depending on the area you are looking to rent in and the type of property you are looking to rent. The more expensive an area is to live in, the higher the LHA will be. The LHA also limits what sort of accommodation you can claim benefits for. If you are a single person aged under 35 years with no dependent children, then you can only claim the rate for renting shared accommodation (the lowest rate). If you are a single person aged 35 and over with no dependent children, then you can claim the shared accommodation rate if you are receiving housing benefit, or the one bedroom rate if you are receiving Universal Credit. To find out the LHA rates for the area you live in, please visit the website below:
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	lha-direct.voa.gov.uk/search.aspx 


3. Utility and household bills
The final cost to consider before committing to a new tenancy is utility and household bills. Some properties may include bills as part of the rental charge and it is important to find out what is included in the rental charge and what you will be left to pay. If you are responsible for paying bills at the property, then you will need to consider this when working out if a property is affordable. Some of the key bills to consider when moving into a new property are:

· Gas bill (only payable if the property has a gas supply)
· Electricity bill
· Water rates
· Council tax
· TV licence
· Internet connection (landline set-up costs and ongoing line rental)
· Contents insurance.


	Remember

	
	It is a good idea to shop around before deciding on a utility provider. Websites such as uswitch, go compare, compare the market and money supermarket are just a few organisations which can help you find the best deal. There are a lot more organisations than those mentioned here, so it is always best to try a few before deciding on the best one. For more information on utility providers please see page 34 and 54 of this module.



Just to pull everything together, over the past few pages we have been considering the affordability of accommodation. We have looked at three areas:
· Payments in advance/set up costs
· Rental payment
· Utility and household bills

To find out whether a property is affordable, you will need to consider all three of these areas. On page 12 is a simple sheet to help you assess how much a property would cost to rent. You might find it helpful to fill in this sheet with the relevant costs to help give you a quick summary. You might not know the exact costs for each of the items listed, but just try and put in your best guess. If you need additional copies of the sheet, please just ask a member of Transform staff who can print a few off for you.




	Remember

	
	The summary sheet on the next page is intended as a quick way to help you assess whether the charges at a particular rental property are affordable. It might be, however, that you want to carry out a more thorough budget plan which includes all your other outgoings such as food, travel, entertainment and so on. Transform has developed a detailed budgeting module to help you if you would like to carry out a really thorough review to see how much money you would have remaining if you were to rent a property. If you would like a copy of Transform’s budgeting module please just speak to a member of Transform staff who can print a copy out for you.











	Summary of costs for a new home

	One-off set up costs
	Tick if relevant
	Estimated cost

	Deposit
	☐
	     

	Rent in advance
	☐
	     

	Moving costs
	☐
	     

	Furniture
	☐
	     

	White goods
	☐
	     

	Other (please state)
	☐
	     

	Other (please state)
	☐
	     

	TOTAL one-off costs
	



	Rent
	Estimated monthly amount

	R1. Total rental cost including any service charges (monthly)
	     

	R2. Estimated benefit eligibility to help with rent
	     

	A. Remaining rental cost I need to pay (monthly)
	R1 minus R2

     



	Council tax
	Estimated monthly amount

	T1. Total council tax cost (monthly)
	     

	T2. Estimated benefit eligibility to help with council tax
	     

	B. Remaining council tax I need to pay (monthly)
	T1 minus T2

     









	Utility and household bills
	Tick if relevant
	Estimated monthly cost

	Electricity
	☐
	     

	Gas
	☐
	     

	Water
	☐
	     

	Insurance
	☐
	     

	Telephone
	☐
	     

	Broadband
	☐
	     

	TV licence
	☐
	     

	C. TOTAL cost for bills
	     



	Summary
	Estimated monthly cost

	A. Rental cost I need to pay (monthly)
	     

	B. Council tax I need to pay (monthly)
	     

	C. Bills I need to pay (monthly)
	     

	TOTAL monthly costs
	A+B+C

     



	Your notes

	
     




Suitability:
Whether you are looking to rent from a social housing landlord or from a private landlord, there will be certain factors to consider in deciding whether the actual property is suitable for you or not. These factors will vary from person to person based on what your requirements are. If, for example, you have difficulty climbing stairs, then you might require a property on the ground floor, or one with a lift. It is important to be realistic at this point – if you have too many requirements, you could end up being unable to find a property which exactly matches. It is therefore important that you distinguish between something you genuinely need and something that is just a preference and not a requirement.

To help you assess the suitability of the accommodation you are considering, below you will find a tick sheet listing some of the key factors to bear in mind. Just tick the box to indicate if the property you are considering meets your requirements. There are some blank spaces on the bottom so you can add any factors which are missing. As always, if you need any further sheets, please just speak to Transform staff who can provide you with more copies.

	Suitability of accommodation – location

	Consideration
	Does it meet my needs?

	
	Yes
	No
	N/A

	Location
	
	
	

	Close to work or study
	☐
	☐
	☐

	Close to family and friends
	☐
	☐
	☐

	Close to shops and amenities
	☐
	☐
	☐

	Accessible (e.g. not on a hill)
	☐
	☐
	☐

	Close to public transport
	☐
	☐
	☐

	In an area where I feel safe
	☐
	☐
	☐

	In an area I am familiar with
	☐
	☐
	☐

	Other (please state)
	☐
	☐
	☐

	Other (please state)
	☐
	☐
	☐

	Other (please state)
	☐
	☐
	☐

	Generally speaking, is the location suitable for me?
	☐
	☐
	




	Suitability of accommodation – property

	Consideration
	Does it meet my needs?

	
	Yes
	No
	N/A

	Property
	
	
	

	Size of property
	☐
	☐
	☐

	Access (e.g. on ground floor or with lift)
	☐
	☐
	☐

	Facilities (e.g. shower)
	☐
	☐
	☐

	Housemates (if sharing)
	☐
	☐
	☐

	Neighbours
	☐
	☐
	☐

	Outside space
	☐
	☐
	☐

	Parking
	☐
	☐
	☐

	Internet connectivity/phone reception
	☐
	☐
	☐

	Condition of property
	☐
	☐
	☐

	Other (please state)
	☐
	☐
	☐

	Other (please state)
	☐
	☐
	☐

	Other (please state)
	☐
	☐
	☐

	Generally speaking, is the property suitable for me?
	☐
	☐
	

	Notes about suitability:

	     





Tenancy conditions:
Earlier on in this module we looked at what a tenancy agreement is, the different types of tenancy and some of the things a tenancy agreement contains. When you are looking to rent a new home, one of the key considerations is what type of tenancy agreement you will be given. It is important to know what rights and responsibilities you would have were you to move in, and this kind of information can be found in the tenancy agreement. Before you commit to a new tenancy, you can always ask the landlord for a blank copy of the tenancy agreement so you can read it at your leisure or ask a trusted friend or family member to read it to make sure you understand and are happy with everything it contains. 

	Remember

	
	A tenancy agreement should be clear and written in plain language that is easy to understand. The tenancy agreement should not contain any terms or conditions which could be ‘unfair.’ If the tenancy agreement does contain terms which are unfair, it may be that they would not be valid in law. An example of a tenancy term which is potentially unfair is one which requires the payment of rent even if the property becomes uninhabitable (for example, destroyed by fire).



To help you assess the suitability of the tenancy agreement, you may want to complete the sheet on the following page. It covers some of the main questions that you might have about the tenancy agreement. Just go through the tenancy agreement and fill in the blanks on the attached sheet. You may find it helps you understand the tenancy a little better and summarises some of the key points. If you are unclear on any details or if anything is missing from the tenancy agreement, you can ask the landlord or letting agency directly so you know where you stand. You can then decide if you are happy with the conditions of the tenancy or not.

















	Suitability of tenancy

	What is the type of tenancy agreement (e.g. AST)?
	     

	What is the duration of the tenancy 
(e.g. 6 months, 12 months, periodic etc.)?
	     

	Who is responsible for paying bills?
	

	Electricity
	 Me ☐ Landlord ☐ 

	Gas
	 Me ☐ Landlord ☐ N/A ☐

	Water rates
	 Me ☐ Landlord ☐ 

	Council Tax
	 Me ☐ Landlord ☐ 

	TV licence
	 Me ☐ Landlord ☐ 

	Phone line
	 Me ☐ Landlord ☐ 

	Internet connection
	 Me ☐ Landlord ☐ 

	Is the property furnished?
	 Yes ☐ No ☐ Partly ☐

	If ‘Yes’ or ‘Partly’ what is provided?
	

	     

	Can I smoke in the property?
	 Yes ☐ No ☐ Not relevant ☐

	Can I have pets at the property?
	 Yes ☐ No ☐ Not relevant ☐

	If pets are permitted, what types?

	     

	Does the landlord accept tenants on benefits?
	 Yes ☐ No ☐ Not relevant ☐

	What are the landlord’s maintenance responsibilities?

	     

	What are my maintenance responsibilities?

	     

	When/how frequently can the rent be increased?
	     

	How much notice do I need to give to end the tenancy?
	     

	How much notice does the landlord need to give to end the tenancy?
	     

	Any other points to note

	     

	In general, is the tenancy agreement suitable for me?
	 Yes ☐ No ☐ 




Part 3: Moving into your new home

In this part of the module we will focus on three areas:

The lead up to your move:
· Your documents – page 19
· Finances – page 20
· Inventory – pages 20-24

The day you move in – pages 28-30

The week after you move:
· Change of address – pages 28-31
· Finances – pages 32-38
· Medical – pages 38-39

The lead up to your move:
So, you have found a property you like and checked that you are able to afford it and you are happy with the tenancy conditions. You will now need to make arrangements with the landlord or letting agency before your tenancy can start. Below is a list of some of the key steps you will need to go through.

Your documents:
Landlords and agents will need to confirm your identity, immigration status, credit history and, in some instances, your employment status. You will need to have the relevant documents available so that the landlord or agency can take copies. The sorts of documents that you may need include a current passport, birth certificate or benefits paperwork. 

	Documents check

	[image: ]
	For detailed information of the documents you might need when renting a property please visit the website below:

www.gov.uk/private-renting/document-checks 









Finances:
As mentioned earlier in the module, you will need to make several payments to the landlord or agency in advance of starting your tenancy. These payments are likely to include:
· Deposit – this should be no more than five weeks’ worth of rent and should be protected in a government approved scheme. Make sure you keep copies of any paperwork you are given.
· Rent in advance – you will usually need to pay one month’s rent in advance before moving in. Make sure you keep copies of any receipts.
· Letting agent fees – legislation was introduced on 1st June 2019 which greatly reduced the sorts of fees that letting agents are allowed to charge. There are, however, still some fees that might apply and these should be clearly stated both in the letting agency office and on their website. Other than rent, tenancy deposit and rent in advance, the only other payments in connection with a tenancy that you can now be asked to make are:
· a refundable holding deposit (to reserve a property) capped at no more than one week’s rent 
· payments to change the tenancy when requested by the tenant, capped at £50, or reasonable costs incurred if higher 
· payments associated with early termination of the tenancy, when requested by the tenant 
· payments in respect of utilities, communication services, TV licence and council tax
· A default fee for late payment of rent and replacement of a lost key/security device.

Inventory:
Some properties will come fully furnished, some partly furnished, and some may come with nothing at all. It is important to ask for a copy of the property inventory as early as possible so you can know what you need to provide. On page 22 is a list of the main items that you are likely to need in your new home. There are all sorts of other things you might need, but this should hopefully give you a good starting point. Go through the list and identify whether it will be provided by the landlord or if you will need to provide it yourself. There is also a blank sheet so you can write in anything we may have missed.

In addition to these items there are some essential personal items that you will want to make sure you have from day one. Some of these are also listed with extra spaces so you can list other things that are important to you. You might want to use this as a quick checklist to make sure you have everything you need for the first few days in your new home.



	What if I can’t afford to buy new furniture?

	?
	If you are looking to rent privately, the amount of benefit you may be eligible for to help you pay your rental cost may be affected by a thing called the Local Housing Allowance (LHA). The LHA states the maximum amount you can get to help with 

	your rent. The LHA varies depending on the area you are looking to rent in and the type of property you are looking to rent. The more expensive an area is to live in, the higher the LHA will be. The LHA also limits what sort of accommodation you can claim benefits for. If you are a single person aged under 35 years with no dependent children, then you can only claim the rate for renting shared accommodation (the lowest rate). If you are a single person aged 35 and over with no dependent children, then you can claim the shared accommodation rate if you are receiving housing benefit, or the one bedroom rate if you are receiving Universal Credit. To find out the LHA rates for the area you live in, please visit the website below:




	Charity shops that sell furniture

	[image: ]
	Many charities now operate furniture stores which sell furniture and white goods (e.g. fridges, cookers and washing machines) cheaply. For some examples, visit the websites below:

British Heart Foundation:
www.bhf.org.uk/shop/furniture-and-electricityal-shops 

	[image: ]
	Red Cross:
www.redcross.org.uk/shop/furniture-and-electricityal-charity-shops 


















	Inventory check

	Item
	Landlord
provides
	I already have this
	I need to buy
	I don’t need

	1. Cooker
	☐
	☐
	☐
	☐

	2. Fridge/freezer
	☐
	☐
	☐
	☐

	3. Washing machine
	☐
	☐
	☐
	☐

	4. Microwave
	☐
	☐
	☐
	☐

	5. Plates
	☐
	☐
	☐
	☐

	6. Cups and glasses
	☐
	☐
	☐
	☐

	7. Pots and pans
	☐
	☐
	☐
	☐

	8. Cutlery
	☐
	☐
	☐
	☐

	9. Bin
	☐
	☐
	☐
	☐

	10. Kettle
	☐
	☐
	☐
	☐

	11. Bed
	☐
	☐
	☐
	☐

	12. Curtains
	☐
	☐
	☐
	☐

	13. Wardrobe or drawers
	☐
	☐
	☐
	☐

	14. Bedside table
	☐
	☐
	☐
	☐

	15. Light shades
	☐
	☐
	☐
	☐

	16. Sofa
	☒
	☐
	☐
	☐

	17. Table and chairs
	☐
	☐
	☐
	☐

	18. TV stand
	☐
	☐
	☐
	☐

	19. TV
	☐
	☐
	☐
	☐

	20. Vacuum cleaner
	☐
	☐
	☐
	☐

	21. Clothes dryer
	☐
	☐
	☐
	☐

	22. Storage boxes
	☐
	☐
	☐
	☐

	23. Meal tray
	☐
	☐
	☐
	☐

	24. Iron
	☐
	☐
	☐
	☐

	25. Ironing board
	☐
	☐
	☐
	☐

	Inventory check (please list)

	Item
	Landlord
provides
	I already have this
	I need to buy

	1. 
	☐
	☐
	☐

	2. 
	☐
	☐
	☐

	3. 
	☐
	☐
	☐

	4. 
	☐
	☐
	☐

	5. 
	☐
	☐
	☐

	6. 
	☐
	☐
	☐

	7. 
	☐
	☐
	☐

	8. 
	☐
	☐
	☐

	9. 
	☐
	☐
	☐

	10. 
	☐
	☐
	☐

	11. 
	☐
	☐
	☐

	12. 
	☐
	☐
	☐

	13. 
	☐
	☐
	☐

	14. 
	☐
	☐
	☐

	15. 
	☐
	☐
	☐

	16. 
	☐
	☐
	☐

	17. 
	☐
	☐
	☐

	18. 
	☐
	☐
	☐

	19. 
	☐
	☐
	☐

	20. 
	☐
	☐
	☐

	21. 
	☐
	☐
	☐

	22. 
	☐
	☐
	☐

	23. 
	☐
	☐
	☐

	24. 
	☐
	☐
	☐

	25. 
	☐
	☐
	☐

	Essential items

	Item
	Do I have?
	Other Items (please list)
	Do I have

	Bedding
	☐
	
	☐

	Personal toiletries
	☐
	
	☐

	Bath towels
	☐
	
	☐

	Tea towels
	☐
	
	☐

	Toilet paper
	☐
	
	☐

	Coat hangers
	☐
	
	☐

	Spare bulbs
	☐
	
	☐

	Rubbish bags
	☐
	
	☐

	Soap
	☐
	
	☐

	Shampoo
	☐
	
	☐

	Toothpaste and toothbrush
	☐
	
	☐

	Laundry soap/detergent
	☐
	
	☐

	Cleaning sponges/cloths
	☐
	
	☐

	Washing up liquid
	☐
	
	☐

	Tissues/kitchen roll
	☐
	
	☐

	Dustpan and brush/broom
	☐
	
	☐

	All-purpose cleaner
	☐
	
	☐

	Coffee/tea/milk/sugar
	☐
	
	☐

	Torch
	☐
	
	☐

	Drink and snacks
	☐
	
	☐

	Important documents
	☐
	
	☐

	This booklet!
	☐
	
	☐




The day you move in
There is a lot to remember on the day you move home. To try and make it a little easier we have prepared a checklist of things you need to know. If you think it would be helpful, go through the list below on the day you move into your new home (or before if you can). 

The column on the right has space for you to tick off items so that hopefully you will remember everything. It is also a handy place to write down key information such as meter readings and the location of meters for future reference.

	Moving in checklist

	Licence/tenancy agreement
You should make sure you have been given a copy of your licence or tenancy agreement. Keep this somewhere safe (you can store it in the back of this module for safekeeping).

	Given copy of licence/tenancy agreement
	☐

	Inventory
You should be provided with an inventory listing all items provided by the landlord and their condition. Check that everything on the inventory is present and in the condition described. It is a good idea to take photos of items provided and of the property more generally to give you extra protection and avoid any unnecessary disagreement at a later stage.

	Given copy of inventory
	☐
	Everything present
	☐

	Keys
It’s an obvious one, but make sure you have been given a full set of keys for the property and that they are all working.

	Given full set of keys
	☐
	All tested and working
	☐
	Does landlord keep set of keys?
	☐

	Gas safety certificate
Where the property has a gas supply you should either be shown, or given a copy of, the gas safety certificate. The certificate should have been issued in the past year.

	Given copy of gas certificate (where relevant)
	☐

	Energy Performance Certificate (EPC)
This is a certificate which states how energy efficient the property is. This in turn will directly affect your energy bills. Unless you are moving to a room in a shared house you should be shown, or given a copy of, the EPC.

	Given copy of EPC (where relevant)
	☐





	Smoke detector
Your new home should be fitted with smoke detectors – at least one on each floor. If there is not a smoke detector please ask your landlord to install one. It is a good idea to check that the detector is working on the day you move in.

	Smoke detectors installed
	☐
	Tested and working
	☐

	Carbon monoxide detector
If there are solid fuel appliances (for example coal or wood burners) then there should be carbon monoxide detectors installed. If there are any, they should also be tested to check they are working.

	Carbon monoxide detectors installed (where relevant)
	☐
	Tested and working
	☐

	Contact details of landlord or letting agency
In case of any problems or to report a repair you will need to have contact details of your landlord or the letting agency. You might want to note the details down on the right for future reference.

	Landlord address:
	     

	Phone number:
	     
	Email:
	     

	Bin collection
Confirm where the property bin is and when bins get collected

	Bin location:
	     
	Collection day:
	     

	Heating system
Many properties have gas boilers, but some might not have a gas supply at all, in which case they are likely to have overnight storage heaters. Make sure you know what sort of heating you have and how to operate the system.

	Heating system type:
	     
	Instructed how to operate:
	☐

	Fire exit
It is important that you know exactly how you would evacuate the building should there be a fire or other emergency. Check the route and make sure you don’t need any keys in order to get out of the building.

	Fire exit location/route:
	     

	Water stopcock
The water stopcock enables you to turn off the water supply in the event of a leak. Note its location here in case you need it in the future.

	Water stopcock location:
	     



	Fuse box
You will need to know where the fuse box is located so you can reset any fuses that might trip and so you can turn off the electricity in an emergency.

	Fuse box location:
	     



Please refer to page 34 for guidance on how to register with utility companies. 
	Meter readings
If you are responsible for paying any of the utility bills, it is important that you take meter readings on the day you move in and ideally find out who the utility provider is.

	Electricity meter
Keep a note of your electricity meter reading(s) and the location of the meter here as well as the current utility provider.

	Reading 1:
	     
	Reading 2:
	     

	Location:
	     
	Supplier:
	     

	Gas meter
Keep a note of your gas meter reading and the location of the gas meter here as well as who the utility provider is.

	Reading:
	     
	Supplier:
	     

	Location:
	     

	Water meter
If your property was built after 1990 it is likely to have a water meter. If built before then it will probably not have a water meter and charges will be based on a standard tariff. 

	Reading:
	     
	Supplier:
	     

	Location:
	     





The week after you move:
The checklist on the previous pages covered those tasks which are ideally completed on, or before, the day that you move. They cover things that cannot really wait. There are a number of other tasks that are still important to carry out as soon as possible after you move in, and ideally within the first week. We have listed some of these key tasks below – they are divided into three sections:

· Change of address (this is extremely important for things like benefits paperwork)
· Finances
· Medical


	Can I get my mail redirected?

	?
	You can arrange to have your post redirected by the Post Office; however they make a charge for this service – the charge varies depending on how long you set the redirection up for. You can find out how to set up redirection and the costs at the website below. If you are moving from a Transform property, then Transform staff will do their best to forward mail to you – for free!

	[image: ]
	www.postoffice.co.uk/mail/redirection





	Change of address

	It is important that you advise relevant people and organisations of your new address. You can use the list below as a prompt. Tick the relevant box to indicate if they need to be informed and then, once you have let them know, tick the box on the right. Where available you will find website addresses which give further information.

	Benefit agency
If you claim benefits such as Income Support or Universal Credit you will need to inform the Department of Works and Pensions (DWP) of your change of address as soon after you move as possible – ideally within 48 hours. If you do not inform them, you may lose benefits. More information on how to report a change of address to the DWP can be found on the website right:
	[image: ]
www.gov.uk/report-benefits-change-circumstances

	Do you need to inform them of your new address?
	Yes ☐
	No ☐
	Complete ☐

	Council Tax
If you pay Council Tax you will need to advise the Council of your new address. More information about paying Council Tax can be found on the website right:
	[image: ]
www.gov.uk/pay-council-tax

	Do you need to inform them of your new address?
	Yes ☐
	No ☐
	Complete ☐

	Employer and HMRC
If you are in employment you will need to advise your employer of your new address. 

You will also need to inform HM Revenue and Customs (HMRC). You can use the website below to inform them:
	[image: ]
www.gov.uk/tell-hmrc-change-address

	Do you need to inform them of your new address?
	Employer
	Yes ☐
	No ☐
	Complete ☐

	
	HMRC
	Yes ☐
	No ☐
	Complete ☐

	Banks/financial institutions
This includes any pension companies, loan companies, credit and debit card companies etc.

	Do you need to inform them of your new address?
	Yes ☐
	No ☐
	Complete ☐

	Electoral role 
If you are moving to a new area you will need to re-register to vote. You can visit the Register to Vote website below to update your address:
	[image: ]
www.gov.uk/register-to-vote

	Do you need to inform them of your new address?
	Yes ☐
	No ☐
	Complete ☐

	Mobile phone provider
If you have a contract with a mobile phone or network provider you will need to advise them of your change of address.

	Do you need to inform them of your new address?
	Yes ☐
	No ☐
	Complete ☐

	Friends and Family
Obviously, if you don’t let people know your new address, they will continue to send any mail to your old address, so it’s good to let them know as soon as possible.

	Do you need to inform them of your new address?
	Yes ☐
	No ☐
	Complete ☐

	Doctor and Dentist
If you are not moving area, then you may be able to stay with your current GP and dentist. You will still need to inform them of your new address, however.

If you have moved area, then you will need to register with a new GP and dentist. You can make a note of new addresses on page 40 of this module.

	Do you need to inform them of your new address?
	Yes ☐
	No ☐
	Complete ☐

	Car
If you have a driving licence, then you will need to inform the DVLA of your change of address. You can use the website right to update your address:

In addition, if you have any car insurance you will also need to inform your insurance provider.
	[image: ]
www.gov.uk/tell-dvla-changed-address

	Do you need to inform them of your new address?
	Yes ☐
	No ☐
	Complete ☐







	Other changes of address

	Please list below any other people or agencies who you will need to inform of your change of address:

	Person or agency
	Completed

	1.      
	☐

	2.      
	☐

	3.      
	☐

	4.      
	☐

	5.      
	☐

	6.      
	☐

	7.      
	☐

	8.      
	☐

	9.      
	☐

	10.      
	☐

	11.      
	☐

	12.      
	☐

	13.      
	☐

	14.      
	☐

	15.      
	☐

	16.      
	☐

	17.      
	☐

	18.      
	☐

	19.      
	☐

	20.      
	☐

	21.      
	☐


Finances:
Having moved home it is vital that you make arrangements to keep on top of your bills. Transform has developed a budgeting training module which takes you through the process of looking at your income and expenditure so that you can be in full control of your money. If you would like a copy of the budgeting module, please speak to a member of Transform staff. For the purposes of this part of the module, we will be looking at setting up payments for the bills that you are likely to encounter in your new home, including: 
· Rent and claiming housing benefit (page 32)
· Council tax (page 33)
· Utility bills – electricity, gas and water rates (page 34)
· TV licence (page 36)
· Contents insurance (page 37)
· Internet connection (page 37)

	Remember

	
	You can find advice and suggestions to help you stay on top of your bills on page 53 of this module. In addition, there is information on how to save money on your energy bills on pages 58-60 and on food shopping on pages 61-62.



Rent and claiming housing benefit
It is vital that you pay your rent on time. If you are more than 14 days late in paying rent, you could be liable for a default fee. Even more importantly, you could be at risk of losing your home because you have breached your tenancy agreement. One of the first things you need to do therefore, is to make arrangements with your landlord to pay your rent regularly. Your tenancy agreement will state how frequently rent should be paid (usually either weekly or monthly) and the amount that should be paid. You may well have already paid rent in advance. If so, then this is effectively your first rent payment. You will then need to continue to make rent payments and these will usually need to be paid in advance. 

The easiest way to pay rent is by direct debit, although other options include paying online and paying by phone. Speak to your landlord and agree the best way for you to make your rent payments. It is a good idea to keep an eye on your rent payment, especially early on in your tenancy, to make sure that the money has been received by your landlord – you can check your bank account to see if the direct debit has gone out of your account. 

As mentioned on page 6, you may be entitled to housing benefit or the housing element of Universal Credit to help you in paying your rent. If you are in receipt of Income Support, Job Seekers Allowance or related benefits, or if you are on a low income then you are likely entitled to housing benefit. If you are in receipt of Universal Credit, then you may be entitled to the housing element of this benefit. The amount of housing benefit you are entitled to will depend on:
· The ‘eligible’ rent – this is the rent you are charged excluding things such as utility bills if they are included in your rent. If you are renting privately, then the amount of eligible rent will not exceed the Local Housing Allowance rate (for information on the LHA rate please see page 9 of this module)
· Your income – including any savings over £6,000. As your income rises, so your eligibility for housing benefit will drop. If you have savings over £16,000 then it is unlikely you will be entitled to any housing benefit.
· Your circumstances – for example your age

In some instances, housing benefit is paid direct to the landlord. This is the case for some Social Housing providers. In most cases, including private rented accommodation, housing benefit and the housing element of Universal Credit are paid direct to you and you will then need to use this to pay your landlord.

	How to claim housing benefit

	[image: ]
	If you think you may be entitled to housing benefit or the housing element of Universal Credit you will need to complete and submit an application as soon as you move in. For more information on eligibility and how to go about making a claim, please visit the website below. 

www.gov.uk/housing-benefit/how-to-claim



Council tax
Who pays Council Tax?
Check with your landlord as to who is responsible for paying Council Tax in your new home. As a rule of thumb, if you are moving to a room in a shared house then the landlord will pay the Council Tax, but if you are moving to your own flat then you will need to pay. This isn’t always the case, however, so you do need to confirm this with your landlord. 

Am I entitled to a Council Tax reduction?
If you are responsible for paying Council Tax then you may be entitled to a Council Tax reduction if you are on a low income or if you are in receipt of DWP benefits. The Council Tax reduction will vary depending on your level of income and different Councils also offer differing levels of reduction. You can find out if you are eligible for a Council Tax reduction by visiting the website below and typing in your postcode.



How do I arrange to pay my Council Tax?
If you are not eligible for a Council Tax reduction, or if you are entitled to a part reduction but still have to pay some Council Tax, then you will need to make arrangements to pay this with your local council. The best way to pay Council Tax is to set up a direct debit. Rules and processes for paying Council Tax vary from council to council and so the best thing to do is to approach your local council directly by visiting the website below and typing in your postcode.

Am I entitled to a single person Council Tax discount?
Many councils give a 25% reduction on Council Tax if you live on your own. This is called the single person Council Tax discount. You can find out if your local council offers this by typing in your postcode to the website below.

	Council tax
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	Council Tax reduction:
www.gov.uk/apply-council-tax-reduction 
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	Paying Council Tax: 
www.gov.uk/pay-council-tax 
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	Council Tax discount: 
www.gov.uk/apply-for-council-tax-discount 



Utility providers
If you are responsible for paying the utility bills in your new property you will need to advise the existing providers when you move in. Below is a breakdown of the key steps to take to register with your utility providers in your new home.

Step 1 – find out which utility providers supply your new home:
Ideally you will be informed by your landlord or by the previous tenant of the details of your utility providers. If you do not know who provides your utilities, you can find out by visiting one of the websites below.

Gas: as well as visiting the website below, you could also call the meter number helpline on 0870 608 1524 (the call will cost you 7p a minute, however).

Electricity: To find out who supplies the electricity to your new home you will need to contact your local distribution company. To find the contact details of your local distribution company, just visit the website below and type in your postcode.
Water: To find out who supplies the water to your new home, visit the website below and type in your postcode.

	Find your energy supplier
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	Gas: 
findmysupplier.energy/webapp/index.html 
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	Electricity: 
www.energynetworks.org/info/faqs/who-is-my-network-operator.html 

	[image: ]
	Water: 
www.water.org.uk/advice-for-customers/find-your-supplier/ 




Step 2 – give the existing supplier your meter readings:
All being well you will have taken all your meter readings and have them written down on page 27 of this module. Once you know who your utility providers are, call them and give them your details, meter readings from your new property and the date when you moved in. They will create your new account for you. You can also then discuss how you wish to pay your bills. Options may include:
· Paying by direct debit
· Paying by prepayment meter
· Paying online or by phone


Step 3 – check you are getting the best deal on your gas and electricity:
Once you have settled into your new home, you may wish to change your utility providers. To do this, you will first need to check with your landlord to see if you are allowed to change energy suppliers. If you are allowed, then it is a good idea to search around to see what supplier provides the best value for money. There are many websites which can compare the different options available to see which is best for you. 







	Switching your energy supplier
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	Ofgem is a government department that provides advice and guidance on energy matters. It has a website with advice on how to go about switching energy providers along with a list of Ofgem accredited price comparison websites. Details of the Ofgem website is below:

www.ofgem.gov.uk/consumers/household-gas-and-electricityity-guide/how-switch-energy-supplier-and-shop-better-deal 

	Below are a selection of other price comparison sites that you might find useful. They provide information on energy suppliers as well as broadband, mobile phones and insurance. Don’t forget to shop around to find the best deal for you.
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	Money Saving Expert:
www.moneysavingexpert.com/ 
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	Go Compare:
www.gocompare.com 
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	Money Supermarket:
www.moneysupermarket.com 
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	Confused.com:
www.confused.com 
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	Compare the Market
www.comparethemarket.com 
	
	




TV licence
The law says you need to be covered by a TV licence to:
· watch or record programmes as they’re being shown on TV, on any channel
· watch or stream programmes live on an online TV service (such as ITV Hub, All 4, My5 etc.)
· download or watch any BBC programmes on iPlayer.
This applies to any device you use, including a TV, desktop computer, laptop, mobile phone, tablet, games console etc. 

You do not need a TV licence to:
· Watch a catch-up show or something on demand (excluding BBC iPlayer)
· Watch Netflix or Amazon Prime. 
· Watch DVDs. 
The key thing to remember is that, if you do not have a TV licence, you need to avoid watching or recording programmes at the same time that they are being shown on live TV and you cannot watch BBC iPlayer at all. It’s also worth remembering that TV licences apply per address, so if you live in a shared house, then just one licence will cover everyone.
If you already have a TV licence then you will need to register your licence at your new address. You can do this by visiting the website below.

If you need to arrange a new TV licence there are a variety of ways to pay, including monthly instalments. You can find out more information and arrange payment at the website below:

	TV licence
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	To change the address of your current TV licence visit:
www.tvlicensing.co.uk/cs/update/multiple-changes/index.app 
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	To arrange payment of a new TV licence:
www.tvlicensing.co.uk/cs/pay-for-your-tv-licence/index.app 




Contents insurance
Your landlord should insure the building itself to cover the costs of any damage from flood or fire. The building insurance, however, will not include your personal possessions. You may therefore wish to take out insurance on the contents of the flat. When deciding what cover to go for it is a good idea to use a price comparison website so that you can get several quotes and choose the cover which provides you with what you need at a reasonable price.

Internet connection
Access to the internet is pretty much a necessity. When you move to your new home internet access may be provided, but if it is not then you will need to make your own arrangements. Broadly speaking you will have two options:

· Accessing the internet using a smart phone with a data plan: You may well already have a smartphone or tablet on a contract which provides you with a certain amount of data usage each month. This enables you to access the internet and you will obviously be able to continue to use this in your new home (assuming that you have a strong enough signal). You may decide to stick with this set up as it is probably the cheaper option, although you may need to increase your data allowance if you are moving from a property where you previously had a Wi-Fi connection.

· Accessing the internet with broadband: If you need a more robust connection to the internet, for example if you wish to stream movies to your TV, then you may want to consider having broadband installed in your home so you can access the internet via a Wi-Fi router. If you do decide to have broadband installed you will first need to decide on a provider. As always, using comparison websites to find the best deal is a good place to start. You will also need to arrange to have a phone line installed to your property. There is usually a charge for this, but some providers will install a phone line for free if you agree to sign up to a broadband package with them. When deciding on your broadband package you will need to consider such factors as:
· Cost
· Speed of connection
· Data allowance
· Length of contract

Obviously, the faster the connection and the greater the data allowance, the more the package will cost, so make sure and shop around to get the package that best suits your needs. 

	BT deals for people on benefits
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	BT provides low-cost phone line and broadband options for people on certain benefits (including Income support, JSA, ESA and Universal Credit with zero earnings). The phone line option is called BT Basic and the broadband option is called BT Home Essential Broadband. If you would like to know more please visit the links below:

BT Basic (phone line)
www.bt.com/content/dam/bt/help/including-you/BT_Basic.pdf 

	[image: ]
	BT Home Essential Broadband
www.bt.com/exp/broadband/home-essentials 




Medical
If you have moved area then you will likely need to arrange a new GP, dentist, optician and any other medical support that you might need. It is important that you do this soon after you move so that you have proper support in place should you need it. Do not wait until you are unwell before you change your GP! 







	Find your local GP surgery
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	You can find out the contact details of GP surgeries which are closest to your new home by typing your postcode into the website below. You can then contact the surgery directly to register with them.

www.nhs.uk/service-search/find-a-gp 



On the next page there is also a sheet where you can record the address and contact details of your GP and dentist as well as a few other addresses that you might find helpful to write down.


	Useful contacts

	GP surgery

	GP address:
	     

	
	     

	
	     

	GP tel. no:
	[bookmark: Text2]     

	Name of GP:
	     

	

	Dentist

	Dentist address:
	     

	
	     

	
	     

	Dentist tel. no:
	     

	Name of dentist:
	     

	

	Other address 1:

	Name of organisation:
	     

	Address:
	     

	
	     

	
	     

	Tel. no:
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Part 4: Maintaining your tenancy

All being well, at this point you have been settling into your new home for two or three weeks. Hopefully you have carried out the various tasks covered in section 3 of this module, including informing people of your new address, arranging payment of your rent and bills and sorting out a new GP. Now that you have settled in, we will look at the important steps you will need to take and the information you will need to help you maintain your tenancy effectively. We will look in turn at the following areas.

Your landlord’s responsibilities (pages 42-43):
· Repairs
· Health and safety

Your responsibilities (pages 43-47):
· Paying rent
· Repairs
· Seeking permission where required
· Behaving in a responsible manner
· Looking after your home

Staying safe in your new home (pages 48-52):
· What to do in an emergency
· Preventing a fire
· How to use a fire blanket
· What to do in the event of a fire
· Security in your home

Managing your finances (pages 53-63):
· Paying rent
· Benefit claims
· Utility bills and energy efficiency
· Food
· Help with health costs









Your landlord’s responsibilities
Repairs
Your tenancy or licence agreement will explain what repairs your landlord is responsible for and it is well worth familiarising yourself with this. Whether you are renting from a private landlord, a council or a housing association, your landlord will be responsible for the majority of repairs to your home. Their responsibilities include repairs to:
· electrical wiring
· gas pipes and boilers
· heating and hot water
· chimneys and ventilation
· sinks, baths, toilets, pipes and drains
· the structure of the exterior of the building, including walls, roof, external windows and doors
· redecorating once a problem is fixed.

They should also maintain any appliances and furniture they have supplied. Your landlord should carry our repairs within a reasonable period of time. What is ‘reasonable’ will vary depending on how serious the problem is. Some social housing providers may have clear timeframes within which a repair should be completed and may offer compensation if the repair takes longer than this.

If you report a repair to your landlord and they do not carry out the work within a reasonable timeframe then you may wish to:
· keep a photo record of the repair
· chase the landlord
· make a complaint to the landlord
· escalate the complaint to your local council. They may then carry out a housing health and safety rating system inspection to identify what hazards exist.

	Advice on repairs
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	Shelter has produced a range of useful information on repairs which you can find at the website below.

www.england.shelter.org.uk/housing_advice/repairs 







Health and safety responsibilities
You landlord has several health and safety responsibilities, including:
· Making sure your home is fit to live in, safe and free from hazards
· dealing with any damp and mould problems that are caused by disrepair
· carrying out repairs to stop pests from entering your home
· carrying out an annual gas safety check (if your property has gas appliances installed)
· installing smoke alarms and carbon monoxide alarms where needed
· ensuring wiring, plug sockets and any electrical appliances they provide are safe

If you are concerned about any aspect of the safety of your flat it is important that you discuss this with your landlord without delay.


Your responsibilities

Paying rent
It probably goes without saying, but you are responsible for ensuring that rent is paid on time. If you fall behind with your rent your landlord can take steps to evict you. For advice on paying rent, please see pages 8-9 and 32-33 of this module. For advice on what to do if you get into arrears, please see pages 54-55.

Repairs
As a tenant, you are responsible for reporting any repairs to your landlord as soon as possible and for providing access to your home at reasonable times to allow the repair to be carried out. You should be given advance notice of at least 24 hours of visits for things like repairs unless there is an emergency. 

You are also responsible for:
· Fixing appliances or furniture you own
· 	Damage caused by you or your guests
· Any minor repairs as set out in your tenancy agreement

You are not responsible for normal wear and tear in your home, however if you caused a repair problem you may need to pay for this even if it is something your landlord would ordinarily be responsible for (for example, water damage caused as a result of an overflowing bath). If your landlord fixes things that you have damaged, they can charge you for this.





Seeking permission where required
Your tenancy agreement will make it clear when you need to seek permission from your landlord. As a general rule, you will not be allowed to do any of the following without first having received written permission from your landlord:
· Take in a lodger
· Make improvements to the property
· Run a business from the property
· Keep a pet.

Your tenancy agreement should make it clear whether or not you are permitted to smoke within the property. If you are living in a shared property then smoking will not usually be permitted in parts of the building which are shared with others.

Behaving in a responsible manner
You should not behave in an antisocial way towards your neighbours, landlord or any other agencies working on behalf of your landlord. Antisocial behaviour includes:
· making undue noise, particularly at night
· behaving in an aggressive or threatening manner
· racist, homophobic, sexist or other discriminatory language
· behaviour linked to alcohol or drug abuse

If you behave in an antisocial way then your landlord can take steps to evict you. This is also true for any of your guests who behave in an antisocial way.


	Remember

	
	You should not have to tolerate antisocial behaviour from anybody else. If you experience antisocial behaviour from a neighbour, there are a range of things you can do depending on how serious the behaviour is and how reasonable your neighbours are:
· Keep an accurate record of the behaviour and when it occurs.
· Talk to the neighbour in a calm manner, explaining how their behaviour is affecting you. Remember that they might not be aware of the impact it is having on you, so avoid coming across as angry or aggressive as this will probably only make things worse.
· Talk to your landlord to see if they can help.
· Report the issue to your local council.
· If the issue is serious or if a crime has been committed, you may need to contact the police.


Looking after your home
It is important that you look after your new home. Essentially, this means:
· keeping the property clean and hygienic
· looking after the furniture and appliances that your landlord provides
· reporting any faults or repair issues as quickly as possible so they can be addressed before they get worse.
· disposing of rubbish properly. 

One of the more common problems that can occur within the home is condensation. There is always some moisture in the air even if you can’t see it. When the air gets colder, it can’t hold all the moisture and tiny drops of water appear – this is condensation. You may notice it when you see your breath on a cold day or when the mirror in the bathroom mists over when you have a bath or shower. Condensation mainly occurs during cold weather regardless of whether it is raining or dry. It tends to appear on cold surfaces and places where there is little or no movement of air, in the corners of rooms, near windows or behind cupboards and wardrobes. 

Every home gets a bit of condensation at some time, for example when you have a bath or shower or when you are cooking. The problem is if your home has lots of condensation, as this can lead to damp and mould. You might get mould on your windows, ceilings or walls, particularly behind your furniture. Below are some steps you can take to prevent condensation, damp and mould within your new home:

Put less water into the air
· Put lids on saucepans when you are cooking.
· Dry your clothes outside when possible.
· Put a small amount of cold water in the bath before you turn on the hot tap.
· Do not run your shower for longer than needed.
· Mop up any condensation or water every day.

Make sure your home is heated properly
· Make sure your home is warm enough.
· Heat your home more evenly – a low level of heating all day is better than quick blasts when necessary (this should also reduce your heating bills).
· Use thermostats to control your heating.





Stop water vapour spreading
When you are cooking:
· Shut your kitchen door
· Use a cooker hood or extractor fan if you have one
· Open a window 
When you have a bath or shower:
· Shut the bathroom door
· Use an extractor fan if you have one or open a window 

Ventilate your home
· Keep a small window ajar to let air in.
· Keep trickle vents (small vents in your windows) open at all times.
· Ventilate kitchens and bathrooms when in use by opening windows or using extractor fans if you have them.
· Close kitchen and bathroom doors when cooking or bathing.
· Make sure other doors are closed, especially bedroom doors as bedrooms are normally slightly colder and will attract moisture.
· Ventilate cupboards and wardrobes and avoid putting too much in them, as this stops the air circulating.
· Do not put wardrobes against external walls.
· Keep furniture away from walls to allow air to circulate.

Staying safe in your new home
We have already seen what health and safety responsibilities your landlord has, but you will only be safe in your new home if you also take action. For example, your landlord might provide you with a smoke detector, but it will be your responsibility to test the smoke detector regularly (ideally once a week) and to report any faults.

On the next few pages there are some sheets which provide essential guidance on staying safe within your home. These include:
· What to do in an emergency
· Preventing a fire
· What to do in the event of a fire
· Security in your home

It is worth familiarising yourself with this information so that, should there be an emergency, you will know what to do.


	How to rent a safe home
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	The government has produced a useful booklet which provides a guide to prospective tenants on renting a safe property. You can view a copy of the booklet at the website below:

www.gov.uk/government/publications/how-to-rent-a-safe-home 





What to do in an emergency

	Ambulance

	If someone is seriously ill or injured and their life is at risk then dial 999 and ask for an ambulance.

If there is a medical situation which is not a life-threatening emergency, you may wish to:
· call NHS 111 for medical advice
· visit or call your GP
· make your way to your local A&E department.
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	Police
	

	You should dial 999 and ask for the police if:
· 	there is a danger to life or a risk of injury (e.g. assault)
· 	a crime is in progress 
· police attendance is required immediately (e.g. to prevent a crime)

For all non-emergency police matters, you should dial 101.
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	Fire
	

	If a person’s life or property is in danger due to fire, dial 999 and ask for the fire service.
· Do not assume that someone else has already called. 
· Call even if the fire is small – they can get bigger very quickly.
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	Gas leak

	If you smell gas in your home:
· open doors and windows and alert others in the property
· 	do not smoke, light matches or turn light switches or electrical appliances on
· leave the property straight away.
Ring the National Gas Emergency service on 0800 111 999.

	Dialling 999

	When dialling 999 remember:
· try to remain calm and speak clearly
· tell the operator the exact location of the emergency
· do not hang up until you are certain the operator has all the information they need.


Preventing a fire

	Smoking
	

	· Check to see if you are allowed to smoke in your new home.
· Do not smoke in bed or on a sofa if you are lying down as you may fall asleep. 
· Always use an ashtray. 
· Do not put cigarette ends in bins unless you are absolutely sure they are out. 
· Avoid emptying ashtrays into bins last thing at night – leave it until the morning.
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	Candles

	· Avoid using candles as they pose a risk of fire.
· Candles are very high risk, particularly when they are:
· used in bedrooms, where you might fall asleep and be unaware if a fire starts
· placed directly on a surface such as a wooden shelf – the bottom of candles can get very hot and ignite the surface they are placed on
· placed under curtains – the flame can easily catch the curtains and cause a fire
· placed on an unstable surface where they might tip over
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	Cooking

	· Never leave a saucepan on the heat if you get called away.
· Never leave your oven on when you leave your home.
· Avoid using chip pans as the fat can easily ignite and cause a fire.
· Avoid using deep fat fryers. Think about using oven chips instead. 
· Switch off all appliances after use.
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	Electrical cables

	· Do not let electricity cables go near the top of the cooker. 
· If an electrical cable is faulty, do not use the device and do not mend cables with insulating tape.
· Avoid overloading plug sockets – only use bar adaptors with no more than 13 amps in total in the adaptor.
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How to use a fire blanket
	Fire blankets are usually placed on the wall near cookers and ovens. Fire blankets are made to be used on small fires only, such as saucepan fires. When a fire blanket is placed over the fire it stops oxygen getting to the flames and so puts the fire out. Never use water on a fire in the kitchen. Water can make the fire much bigger and more dangerous. There are usually simple instructions printed on fire blankets, but the keys steps in using a fire blanket are:

	

	Step 1:

	If you think you or anyone else is in immediate danger raise the alarm by pressing the nearest manual fire call point or shouting an alarm. Evacuate the building. Call 999 and report the fire.

	Step 2:

	If the fire is small and you feel confident to put it out, try to turn off the gas or electricity cooker/oven.

	Step 3:

	To use the fire blanket, pull the tabs and the blanket will come out.

	Step 4:

	Fold the corners of the blanket over your hands to shield them from the flames.

	Step 5:

	With the blanket held above your waist, approach the fire and place the blanket over the flames.

	Step 6:

	Leave the blanket for 1 hour, this will give things time to cool down.

	Step 7:

	If you think you or anyone else is in immediate danger raise the alarm by pressing the nearest manual fire call point or shouting an alarm. Evacuate the building. Call 999 and report the fire.

	Step 8:

	When it’s safe, report the fire to Transform. We will arrange for your fire blanket to be replaced.


What to do in the event of a fire

	If there is a fire:

	1
	· Alert everyone – shout and activate any fire break points.
· Leave the building by the most direct route – you should have identified your fire escape route on page 26 of this module.
· Close doors as you leave to prevent the spread of fire.
· Do not stop to collect personal belongings.
· Walk quickly but do not run.
· Feel doors with the back of your hand before you open them. If they are warm, don’t open them – the fire is on the other side.
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	Once you are out and safe:

	2
	· Call the emergency services: dial 999 and ask for FIRE
· Give your address slowly and clearly
· Explain if anyone is trapped and where they are
· Wait somewhere safe near the building and do not go back inside until you are told it is safe to do so
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	If your way out is blocked by fire or smoke:

	3
	· If you are on the ground floor and can safely escape through a window then do this. 
· Do not try and escape through a window if you are not on the ground floor as you could harm yourself. Instead:
· go to a room, ideally one with a window, and close the door
· put cushions, towels and clothing at the bottom of the door to block smoke
· open the window and call for help.
· Call 999 (see above) and wait for the fire services to rescue you.
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	Remember to check your smoke detector regularly – it could save your life!
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Security in the home

	Security in your home is vital if you are going to feel safe. Below are some important points to remember to help you make sure your home is kept secure.

	

	Callers to your home

	Most people who knock on your door are probably genuine, but some may not be. Sometimes burglars can pose as officials or workmen so they can get into your home. If someone official knocks on your door:
· Ask to see their identification.
· If it is dark outside, turn a light on so you can see who is there.
· If the person does not have identification do not allow the person 
in – check with their office first to make sure they are legitimate.
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	Do…
	

	ü
	Lock all doors and close windows at night
	ü
	Be aware of strangers.
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	ü
	Mark your valuables with an ultraviolet pen using your postcode 
	ü
	Report any damaged locks on doors or windows
	

	ü
	If in danger, shout for help
	ü
	Switch on a light at the door if you get a caller at night.
	

	

	Do not…

	û
	Leave your door unlocked when you are out
	û
	Leave your post on the doorstep
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	û
	Stop or tackle a suspicious person
	û
	Give your keys to anyone except those you trust entirely
	

	û
	Make it obvious when you are away – consider using smart lights
	û
	Keep large amounts of money on your person or in your home
	



Managing your finances 
So far in this module we have looked at setting up your rent payment, claiming any benefits you may be entitled to and ensuring you register with your utility providers so you can pay your bills. In this section of the module, we will look more closely at how you can manage your finances to help you stay on top of your rent and bills. As previously mentioned, Transform has developed a budgeting module which provides a structure to help you assess your income and expenditure, prioritise what you spend your money on and develop a comprehensive budget plan. If you feel you would benefit from this, then please speak to a member of staff who can provide you with a copy of the budgeting module. We won’t be going into that level of detail here, but rather we will be looking at more general steps you can take to stay on top of your finances.

It might be helpful to think of your budgeting priorities as a triangle, with the highest priority at the top:
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In this instance, the highest priority is the roof over your head. Next comes utility bills to ensure you have heating, lighting, hot water and the ability to cook and clean. The third priority is to make sure you have enough to eat. These top three priorities are usually the same for everybody. The remaining priorities will vary from person to person. It might be that you prioritise travel expenses, internet access, clothes, smartphones, entertainment, tobacco, debt repayment, savings and so on. The crucial thing is to make sure you have covered your rent, your bills and your food first before you spend your money on anything else. We will therefore focus on these three priority areas in this part of the module.






Paying rent
It is your responsibility to ensure your rent is paid on time. If you fail to pay rent on time then your accommodation may be at risk. It is therefore vital that you budget your money carefully and that you prioritise paying your rent over all your other expenditures. If you cannot pay your rent for any reason, don’t ignore the problem but address it straight away.

The first thing to do if you are unable to pay your rent is to identify what the problem is. This often boils down to one of two things:

Your income has dropped: 
If you are working, this may be because your hours have reduced or because you have lost your job. If you are claiming benefits, this might be because your benefit payment has been delayed or reduced.

Your expenditure has increased:
This might be because you have had to make a sudden, unexpected payment such as a large bill. Alternatively, it might be that you accidentally lost track of your expenditure and only realised when it was too late and you had spent your rent money on other things.

Below are some suggestions on actions you might take if you are struggling to pay your rent:

Talk to your landlord:
It is always best to go to your landlord as soon as possible to explain what the issue is and what you are going to do about it. The landlord is much more likely to be understanding if they feel you are being honest and upfront and that you are taking steps to address the problem.

Agree a rent arrears repayment plan:
If you have fallen into rent arrears, you will need to take steps to repay those arrears. The best way to do this is to agree a repayment plan with your landlord. The repayment plan needs to be realistic (i.e. it needs to be an amount you can reasonably afford) and it needs to be acceptable to your landlord.

Check that you are receiving all the benefits you are entitled to. 
If your income has fallen or your circumstances have changed, you might be able to claim benefits that you were not previously entitled to, or you may be able to increase those benefits you currently receive. If you are living in Transform accommodation, then Transform staff can assist you with this. Alternatively, you might want to approach the Citizens Advice Bureau (please see page 56 for information about the CAB).

Get help if there have been delays in your benefits:
If you have recently made a new claim and your benefits have been delayed, you may be entitled to a Short Term Benefit Advance (if you are claiming Jobseeker’s Allowance, Employment and Support Allowance or Income Support) or an Advance Payment (if you are claiming Universal Credit).

Claim a Discretionary Housing Payment (DHP):
DHPs can provide extra money if your council decides that you need extra help to meet your housing costs. Your council will look at your circumstances to see whether you are eligible for a DHP. If you think you may be entitled to a DHP contact your local council.

Create a budget plan:
If the problem is that you are spending a little too much, then you may need to complete a budget plan. Creating a new budget plan is a two-step process. The first step is to review what you currently spend your money on. The second step is to then look at where you can cut back. There is a link to CABs online budget planner on the next page If you are living in Transform accommodation, then speak to a member of staff who can provide you with Transform’s Budgeting module.

Reduce your debt repayments:
If you have debts and you are struggling to make your repayments, you may be able to contact the agencies you owe money to in order to reduce your repayments. If you need assistance with this, you might want to arrange a meeting at your local CAB who can provide specialist debt advice.

Set up a direct debit to pay your rent:
Sometimes we can get into rent arrears not so much because of a change in our income or expenditure, but simply because we did not prioritise our rent payment, and our money was spent before rent was paid. If this has been a problem for you, then it may be a good idea to arrange a direct debit payment of your rent. Try and arrange the direct debit to be paid as soon after you receive your income as possible.
















	Citizens Advice Bureau (CAB)

	The CAB provide excellent (and free) support on financial matters such as finding out about your benefit eligibility and arranging debt repayments. Some of their services can be accessed online whilst others can be accessed by talking to an adviser either face-to-face or by ‘phone. Below are some CAB websites you might find helpful if you need support with your finances:
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	To find your local CAB, just enter your postcode in the website below:
www.citizensadvice.org.uk/about-us/contact-us/contact-us/contact-us/ 
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	To access their online budget planner:
www.citizensadvice.org.uk/debt-and-money/budgeting/budgeting/work-out-your-budget/ 
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	For advice and support with benefits, including a benefits calculator:
www.citizensadvice.org.uk/benefits/benefits-introduction/what-benefits-can-i-get/ 




Benefit claims
If you receive either housing benefit or the housing element of Universal Credit to help you pay your rent then it is crucial that you keep your benefit claims up-to-date or they may be cancelled. To maintain your benefit claims: 
· Tell the DWP or the housing department of your local council if there are any changes in your circumstances. This includes if there are any changes to your finances, for example if you start work, stop work, or change your working hours. You need to advise the relevant agency of your change of circumstance without delay. If you don’t report changes within the required timeframe you may lose money you were entitled to or you may be overpaid benefits which you will then need to pay back. 
· Complete any renewal forms that you are sent and return them within the time limits set.
· Provide any documents that are required to make your benefit claim, such as proof of income
· If you receive housing benefit, you need to advise your local council if your rent changes (unless you are a council tenant)
· You are often able to advise agencies of a change of circumstance online. If you do then it is advisable to keep some evidence that you have done so, for example you may want to follow up with an email.

Utility bills
If you are struggling to pay your utility bills (for example your gas or electricity bills) then there are a number of options available to you:
	Saving money on utility bills

	[image: ]
	Winter Fuel Payment – an annual one-off payment available to those aged over 65. 
www.gov.uk/winter-fuel-payment 
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	Cold Weather Payments – if you receive benefits such as Universal Credit or Income Support you may be entitled to a cold weather payment whenever the weather drops below a certain temperature for a set period of time
www.gov.uk/cold-weather-payment 
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	Warm Home Discount Scheme – you might be able to get £140 off your electricity bill if you are on a low income. Check with your supplier to see if they offer the scheme – not all suppliers do:
www.gov.uk/the-warm-home-discount-scheme 
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	Grants to pay off debts – if you are in debt to your energy supplier, you might be able to get a grant to help you pay it off. Contact your energy supplier to find out if they offer grants to those struggling with an energy debt. Alternatively, the British Gas Energy Trust offer grants to those experiencing hardship and who are struggling with electricity or gas debts regardless of who their supplier is. www.britishgasenergytrust.org.uk
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	Consider switching energy supplier – there are many different energy providers and you might find that you could save a considerable sum by shopping around. Switching providers is quick and simple. There are all sorts of comparison sites, but the CAB provide one option and you can find this by going to the website below:
www.energycompare.citizensadvice.org.uk 




Save money and the environment – Transform clients were asked to give their suggestions on ways to save money on utility bills. We have combined these suggestions with other advice on being environmentally friendly and you can find these suggestions over the next few pages. There is a column on the right with space to tick those suggestions which you plan to try out.











	Be green – save money and the environment!
Tick those which you plan to try 
	ü

	Energy efficiency

	Avoid leaving appliances on standby – they will continue to use electricity, so instead turn them off at the wall. This includes charger cables! You can use timers or smart plugs to automatically switch appliances on and off at set times.
	☐

	Use energy saving light bulbs – they last about 12 times longer than standard light bulbs and could save you up to £50 in electricity costs over the lifetime of the bulb.
	☐

	Use energy efficient appliances – electrical appliances often come with a rating to say how energy efficient they are. Try looking for appliances rated as A+++.
	☐

	Turn lights off – when you leave your home, make sure lights are switched off. If you are using smart bulbs, you can set up routines and timers to turn lights on and off automatically.
	☐

	Turn down your thermostat – almost half the money spent on energy bills is on heating and hot water costs. Turning down your thermostat by just one degree could save you up to £80 a year.
	☐

	Use a cooler wash on your washing machine – rather than washing at 40 degrees try 30 degrees instead. This could save you one third on your washing bills.
	☐




	In the kitchen:

	Keep your oven and hob clean – accumulated dirt on hobs and ovens make them less efficient and costs you money.
	☐

	Defrost food before cooking – if you have frozen food, take it out of the freezer the day before you need it so it is completely defrosted before you cook it. This will typically halve the cooking time.
	☐

	Cook a few meals at a time – if you are using the oven, consider cooking several meals at once and then freezing. 
	☐






	Saving water:

	Have a shower rather than a bath – showers use less water and so will save you money if your water is metered. Using less water is also kinder to the environment.
	☐

	Wash up in a bowl – try and avoid washing up your dishes under a running tap. It is much more efficient to fill a bowl with water when washing up. Believe it or not, this alone could save you up to £25 a year!
	☐

	Turn the tap off when brushing your teeth or washing your face – a running tap can waste more than six litres of water per minute when it’s running.
	☐

	Only use the amount of water you need when boiling a kettle or cooking food – this will avoid wasting energy on heating water unnecessarily. It’s also a good idea to make sure your kettle is regularly descaled.
	☐



	Staying warm:

	Close windows – if you have your heating on when your windows are open then all that heat you are paying for is going straight outside. Make sure you close your windows when you have your heating on.
	☐

	Wear a jumper – rather than just relying on your heating to keep you warm, you can layer your clothing.
	☐

	Close curtains – in winter make sure you close curtains when it gets dark so you can keep the heat inside.
	☐

	Be warm at night – rather than leaving your heating on at night, make sure you have a nice warm duvet. Duvets have a ‘tog’ rating – the higher the number the warmer the duvet, with a tog rating of 15 being very warm.
	☐


 
	Understanding how your heating system works:

	Know your boiler – if you have a boiler it pays to understand how it works. In particular, setting your boiler to come on and off at particular times can be really helpful to avoid heating your property when you are not at home.
	☐

	Make use of Economy 7 – if you get cheaper electricity between 11pm and 6am then it is worth making use of this by, for example, ensuring your water tank is heated during these hours.
	☐

	Overnight storage heaters – if you don’t have a gas boiler then your heating might come from overnight storage heaters. These work by storing up heat at night when electricity is cheaper and then gradually releasing the heat during the day. Plan your usage so you have enough heat and try and avoid using the ‘boost’ function too much as it can be expensive.
	☐

	Managing your money:

	Search for the best deals online – the cost of electricity and gas can vary enormously so shop around using a price comparison website 
	☐

	Take regular meter readings – keep an eye on how much electricity, gas and water you are using. If your usage suddenly increases for no apparent reason, then contact your provider to see if you can identify the cause. For example, if your water usage suddenly increases, it might be due to a leaky pipe
	☐

	Budget your money – make sure you have the money to pay for your utility bills. The best way to do this is to set up a direct debit each month. Alternatively, you may want to consider using a pre-payment meter where you pay for your electricity and gas in advance. This can, however, work out a bit more expensive.
	☐

	Use an electricity monitor – these show you in real time how much electricity you are using. You can then find ways to reduce your usage.
	☐

	Don’t suffer in silence – if you are struggling to pay a utility bill, don’t just ignore 
it – contact your supplier to see how they might be able to help you
	☐





Food
Below are some tips on how to save money on your food shopping. If you think it might help, go through the list and tick the box on the right for those suggestions which you think might help you. You can then use the sheet to remind you of what you need to do when you next go shopping. 

	Tips for food shopping
Tick those which might help you
	ü

	1
	Try and do the bulk of your food shopping in one go (once a week or once a fortnight) and avoid shopping ‘willy-nilly’.
	☐

	2
	Always prepare a shopping list beforehand which is based on your budget and try and stick to it!
	☐

	3
	Try and plan your meals in advance and then base your shopping list on the things you need.
	☐

	4
	If you find a good item on special offer and you have some spare money, consider buying several and store/freeze the extra until you need them.
	☐

	5
	When faced with several similar items of different weights, find the best value by comparing the price per unit (this is usually on the bottom of the supermarket label).
	☐

	6
	Ready meals, even budget ones, are an expensive way to eat. Even if you don’t regard yourself as much of a chef, consider preparing simple meals such as baked potatoes, spaghetti Bolognese, pasta and sauce etc. 
	☐

	7
	Consider buying items from the supermarket budget range rather than branded products.
	☐

	8
	If you are going to prepare a meal for yourself, rather than buying just enough ingredients for one meal, consider buying enough for three or four meals. You can freeze the excess for convenient ready meals and buying in larger quantities will save you money. Try the following website for recipes and tips:
	[image: ]
lovefoodhatewaste.com
	☐

	9
	Keep an eye out for ‘money off’ vouchers.
	☐

	10
	If you tend to use the same supermarket, then make use of any loyalty scheme they may offer.
	☐

	11
	It’s a bit of a generalisation, but some supermarkets tend to be cheaper than others. If you have a Lidl or Aldi near you, they might give better value than your local Sainsbury’s or Tesco.
	☐

	12
	Yellow sticker discounts on items approaching their sell by date are a good way to save money. The best discounts tend to be available close to when the store is due to shut, so consider shopping in the evening to bag a bargain.
	☐

	13
	As well as buying own brand supermarket food, you can also make savings by buying own brand toiletries and cleaning products.
	☐

	14
	If you aren’t confident with cooking, perhaps there is a local Adult Education cookery class you could join to help you develop your skills and confidence.
	☐



	What if I can’t cook?

	[image: ]
	Transform has produced a recipe book which provides suggestions on healthy, budget friendly meals with a list of ingredients and instructions on how to prepare. The recipes are easy to follow with step by step instructions, so even if you are not very confident with cooking, it is worth giving them a go. You can view the book on Transform’s website by going to the link below:

www.transformhousing.org.uk/resources/transform-cookbook 



	Remember

	ü
	If you are really struggling for food, consider making use of a local food bank. Each food bank works with different frontline professionals, like doctors, health visitors, social workers, and CAB. They will be able to refer you to a food bank and give you a food bank voucher if they think you need emergency food. If you would like to know more, please speak to Transform staff.

	[image: ]
	www.trusselltrust.org/map 




Help with health costs
If you are in receipt of certain benefits or aged 60 or over then you might be entitled to support regarding some health costs. We have included a quick checklist below so you can quickly see what you may be entitled to, but if you wish to find out more about help with health costs then please visit the link below:

	[image: ]
	NHS help with health costs

www.nhsbsa.nhs.uk/check-if-youre-eligible-help 

	Please tick below to indicate if you satisfy any of the conditions

	Aged 19 or under
	☐
	Receive Income Support
	☐

	Aged 60 or over
	☐
	Receive Pension Credit Guarantee Credit
	☐

	Receive Income-based Jobseeker’s Allowance
	☐
	Receive Income-related Employment and Support Allowance
	☐

	Receive Pension Credit Guarantee Credit with savings Credit
	☐
	Receive Universal Credit: Where earning was £435 or less in the last assessment period
	☐

	Receive Universal Credit: Where earning was £935 or less in the last assessment period if you get an element for a child or have limited capability for work
	☐

	If you have ticked any of the above boxes, you are entitled to the following

	· Free NHS prescriptions
· Free NHS dental treatment
· Free NHS sight tests
	· Free NHS wigs and fabric supports
· Help toward the cost of glasses or contact lenses
· Help towards travel costs to receive NHS treatment



	Transport savings for older people

	Older people are eligible for cheaper transport in the UK, including:
· Free older person’s bus pass for those of State Pension Age
· Senior Railcard – this is available to anyone aged 60 years and over; for an annual fee you can save 1/3 on rail fares
· London Freedom Pass – gives free or discounted travel to London residents aged 66 or over.

	[image: ]
	For more information, please visit the website below:
www.ageuk.org.uk/information-advice/money-legal/benefits-entitlements/free-bus-pass-and-transport-concessions 


Part 5: Renewing and ending your tenancy

In this part of the module we will focus on the following areas:
· Renewing a tenancy agreement (page 64)
· Ending a tenancy agreement (pages 64-67)
· Moving out (pages 68-69)

There are also a few extra pages so you can write down any notes (pages 70-71).


Renewing a tenancy agreement:
Most tenancies are for a fixed period, often 12 months. Once the tenancy period comes to an end there are three things that can happen:

1. The tenancy can be renewed for another fixed period. 
This has to be agreed by both you and the landlord and effectively ties you both into a new agreement for the period stated. This has the benefit that it gives you as the tenant more security, but it also means that you are making a commitment that it will be difficult to go back on. At the end of the fixed period the landlord might also take the opportunity to increase the rent charge. This is why many private landlords operate on the basis of a 12 month fixed term tenancy so that the rent can be reviewed annually and a new 12 month fixed term tenancy issued.

2. The tenancy automatically rolls into a periodic tenancy. 
This is probably the most likely outcome. Essentially, the tenancy will just continue with the same terms and conditions as before. No new document will be issued or signed and this can then go on for many years.

3. Either you or the landlord decide not to continue the tenancy
Once the fixed period ends, either you or the landlord can choose to end the tenancy by giving the period of notice as stated on the tenancy agreement.

Ending a tenancy
A tenancy can be ended either by you or by your landlord. Rules governing how a landlord can end a tenancy vary depending on whether it is a private landlord or a social housing landlord. Below we look more closely at the processes by which a tenancy can be ended by a private landlord, by a social housing landlord and by you,



Private landlord:
If you are still in your fixed period of an Assured Shorthold Tenancy (AST) agreement, a private landlord cannot ask you to leave except for one of the reasons stated in Schedule 2 of the Housing Act 1988. This is rather a lengthy document, but the main reasons why a landlord might ask you to leave before the end of your fixed period is if:
· You are behind with your rent payments
· You have used the property for illegal purposes (for example, selling drugs)

Being given notice on grounds such as these is known as being issued with a Section 8 notice and this must clearly state the grounds on which your landlord is issuing the notice. Where someone is evicted from their accommodation because they have breached their tenancy agreement, the Local Authority may regard them as having made themselves intentionally homeless. If so, the Local Authority may not be willing to assist with rehousing.

If you are in private rented accommodation your landlord can end your AST at any point after the fixed period has ended without needing to give any reason. They can only do this, however, if the date you must leave is at least six months after your original tenancy began. In this situation, your landlord must write to you stating that they want the property back; this is a Section 21 notice and the document sent is known as a ‘notice to quit’. Your landlord must also give you a minimum period of notice to give you time to find alternative housing.

	What if I have a licence agreement?

	?
	Rules governing ending a licence agreement are slightly different to those for tenancy agreements. Licence agreements tend to only be used in very specific circumstances, such as in properties where you live with the landlord or houses of multiple occupancy. As such, the rules around eviction are less strict. Generally speaking, licence agreements can be ended either at the end of a fixed term agreement or after you have been given notice. 

	The length of notice required should be stated in the licence agreement and tends to vary between one week and one month, usually depending on the frequency that you pay rent. At the end of the notice period, if you do not leave the property, the landlord can take action such as changing the locks to the property without needing to go to Court first.





Social Housing Landlord:
If you are in social housing, then your landlord should normally only end your tenancy if there are good grounds, for example if you have breached your tenancy agreement. Even then, your landlord should not evict you except as a last resort and should instead work with you to try and resolve any problems. Only if all attempts to sort out the problem have failed should the landlord look to go to Court to evict you. The most common grounds on which a social housing provider may evict a tenant are:
· Rent arrears (usually of nine months’ rent)
· Antisocial behaviour

	Remember

	
	If you are evicted from your home because of something you deliberately do (for example, if you act in an antisocial manner) or because of something you fail to do (for example, you don’t pay your rent) then the council could decide that you are intentionally homeless. The council will look at why you left your most recent home and, if they decide that you are intentionally homeless, they may not have any duty to provide you with longer-term housing. It is therefore essential that you do not breach your tenancy agreement.



How can I end my tenancy?
Should you wish to end your tenancy you will need to write to your landlord providing them with notice of your intention – this is known as giving notice. The length of notice you need to provide will vary depending on your tenancy agreement although notice periods of one month or four weeks are common. You will need to continue to pay rent up until the end of your notice period. It is a good idea to ask your landlord to write to you to confirm receipt of your notice.

If you are still in the fixed period of your tenancy agreement then you cannot normally give notice. You will usually need to wait until the end of the fixed period at which point you can end the tenancy. The only way around this is if your landlord agrees to you ending your tenancy early. Once the fixed period has ended, if you do not sign up for a new fixed period, your tenancy will become a periodic tenancy and you will be able to give notice according to your tenancy agreement.

	Eviction procedures and your rights

	[image: ]
	For more detailed information about eviction procedures and your rights, please visit the website below.

www.england.shelter.org.uk/housing_advice/eviction 





	Remember

	
	If you start to get into rent arrears, don’t avoid the issue. Speak to your landlord as early on as possible and try and agree a way forward. If you avoid addressing the situation, your landlord may become concerned that your arrears are just going to continue to grow and this might make them more likely to look to end your tenancy.





Moving out
When it comes time for you to move out of your property there are a number of tasks that you will need to perform to ensure the process goes smoothly. In particular, it is vital that you leave the property in the same condition that you found it so that you can get back your full deposit. Below there is a list of some of the key tasks to perform as part of the process of moving out of your home.

	Moving out checklist

	Task
	Completed?

	
	Yes
	No
	N/A

	Confirm move out date
Make sure you have confirmed a move out date with your landlord – ensure you have written confirmation of this. You can also schedule the final inspection of the property at the same time.
	☐
	☐
	☐

	Check inventory
If you had an inventory of items provided by the landlord when you moved in, make sure you have this to hand and have checked that all items are present.
	☐
	☐
	☐

	Ensure property is clean throughout
This is vital – you are required to return the property and items provided in the same condition you received them in, less any damages caused by normal wear and tear. You may want to consider getting your property professionally cleaned as it might save you money in the long run.
	☐
	☐
	☐

	Take pictures
Take detailed photos of the property after you have thoroughly cleaned it so you can prove the state you left it in.
	☐
	☐
	☐

	Inform landlord of any damage or missing items
There might well be some damage caused by normal wear and tear over time. It is best to inform your landlord of this in advance.
	☐
	☐
	☐

	Arrange transportation
You may need to hire a van to help you move your possessions, depending on how much you have to move
	☐
	☐
	☐

	Take all your belongings and dispose of any rubbish
Don’t leave any of your possessions behind. Don’t forget to check cupboards, wardrobes, behind doors etc
	☐
	☐
	☐




	Change of details
Advise key agencies of your move and your new address:
	Completed?

	
	Yes
	No
	N/A

	Banks/financial institutions
	☐
	☐
	☐

	GP and Dentist
	☐
	☐
	☐

	Insurance company
	☐
	☐
	☐

	Benefit agency
	☐
	☐
	☐

	Council Tax – Local Authority
	☐
	☐
	☐

	Employer/HMRC
	☐
	☐
	☐

	Contact your utility suppliers:
Advise your utility suppliers of the date you are moving out. Below are some of the more common utility providers you may need to contact:

	Gas
	☐
	☐
	☐

	Electricity
	☐
	☐
	☐

	Water
	☐
	☐
	☐

	Telephone/Mobile
	☐
	☐
	☐

	Broadband
	☐
	☐
	☐

	TV licence
	☐
	☐
	☐

	Take meter readings on the day you move out for all utilities and take photos too if you can
You can log the results below and then advise the utility provider:

	Utility
	Date
	Meter Reading

	Gas
	
	

	Electricity
	
	

	Water
	
	

	Attend final inspection and arrange for return of your deposit
	☐
	☐
	☐

	Return keys to landlord
	☐
	☐
	☐

	Notes:
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