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Nottingham City Council
Landlord Information
This form should be completed by landlords or agents to confirm the rent being paid by their tenants and the level of services provided.  
In order to ensure that the correct level of benefit entitlement is calculated for your tenants it is important that all of the questions are answered and where documentation is required to support an answer, it is provided.
Please return this form within one month of the date of this letter. 
Please return the form to;

sea@nottinghamcity.gov.uk

Accommodation address
(Where the tenant lives)

Landlords name (“The landlord”)

and business address 




Landlord telephone number


Landlord e-mail address

1) About the accommodation

What type of accommodation do your tenants live in?


Detached house    
     Semi-detached
 
       Terraced house or
or bungalow                          house or bungalow               bungalow


Flat in block


      Flats over shops

        Flats or maisonette








        in a house

Other, please 
describe


                 


How many floors are there in the property?


Which floors are used for       All

                  Ground
                First 
      Second
accommodation?



                  Third

          Other (please state)
Do the tenants rooms have    Yes                             No


central heating?   

Is the property?
        Un-furnished

 
Fully furnished




                                     Partly furnished

            Minimally furnished
2) About the number of rooms

How many of each type of room are in the property and which do your tenants occupy?

	Rooms
	Living rooms
	Bedrooms
	Bedsit rooms
	Kitchen
	Bathroom
	Toilet
	Other 

(give details)

	Number in property 
	
	
	
	
	
	
	

	Which rooms are shared
	
	
	
	
	
	
	


How many tenants will live at the property?    
How much of the accommodation is 

made up of communal areas
3) About rent and service charges
You may include a copy of your own rent and service charge breakdown along with this form

How much do you charge your tenant? 
         Per
 per     
        (week month etc)



How much of this is rent


         


How much of this is a service charge
Please provide signed copies of your tenants licence agreements or tenancy agreements

When was your tenant’s last rent increase? 
(If applicable)  

Personal charges

Does the rent or service charge include personal charges for any of the following? If so, how much are the charges per week? 

	Water rates for own room


	
	      Heating of own room                             Lighting of

                                                                    own room


	Hot water for

own room  

Cleaning of
own room
	
	      Gas/Electricity for                                  Personal

      own room                                              laundry            

                                                                        
      Personal alarm                                      Meals

      system                                                                    


	
	
	

	
	


If meals are included in the charges please indicate what is provided

Full Board                            (At least three meals per day)

Part Board


   (Less than three meals per day and more than breakfast only)

Breakfast only
Service charges

Please list any other rent and service charges you make. Please list the weekly amount
	Charge description

	Weekly amount

	
	£

	
	£

	
	£

	
	£

	
	£

	
	£

	
	£

	
	£

	
	£

	
	£

	
	£

	
	£

	
	£

	
	£

	
	£

	
	£



Please provide evidence of the costs you incur which supports the charges being made. This may be in the form of receipts or invoices or other documentary evidence. For example if you have included charges for electricity for communal areas please provide evidence of the usage. 

4) About ‘support’

Do you as the landlord or agent (or someone acting on your           Yes                     No

behalf) provide the tenants with support?      

By support we mean general counselling and support, or similar services required due to the tenant’s vulnerability or state of health.

If you answered ‘No’ please go straight to question 5 ‘About care’ below. If you answered ‘Yes’ please complete the remainder of this question.

How much do you charge each tenant 
for support each week?


Is this charge for support included in their rent?    Yes             No 

If the charge for support is not included

in the rent, how is this service funded?
5) About ‘care’

Do you as the landlord or agent (or someone acting on your              Yes                  No

behalf) provide the tenants with care?      

By care we mean, assistance with bathing, dressing and eating for people who are unable to do these things without help.  

If you answered ‘No’ please go straight to question 6 ‘About supervision’ below. If you answered ‘Yes’ please complete the remainder of this question.
How much do you charge each tenant 
for care each week?


Is this charge for care included in their rent?             Yes              No 

If the charge for care is not included

in the rent, how is this service funded?

6) About ‘supervision’


Do you as the landlord (or someone acting on your                      Yes                No

behalf) provide the tenants with supervision?      

By supervision we mean you have to watch a person or activity to make certain that everything is done correctly and safely / to make certain that they behave correctly and are safe.
If no please go to question 7, ‘About care support and supervision’ below. If you answered ‘Yes’ please complete the remainder of this question.

How much do you charge each tenant 
for supervison each week?


Is this charge for supervison                                       Yes              No

included in their rent?                  

If the charge for care is not included

in the rent, how is this service funded?

7) About care, support and supervision

Please provide a full description of the client group who will be residing at the property and who you will be providing care, support or supervision (CSS) to? Please explain the reasons why this client group require CSS.

Are the tenant's CSS needs assessed by a   

Yes


No



professional from outside of your organisation

If yes, please confirm who assessed your tenants need, their job title, the organisation they represent and their contact details. 


If your tenant’s needs are assessed and they are then referred to you please provide evidence of the referrals. 

If no, how are the tenants CSS needs assessed and how is the decision to place the tenant with your organisation made?

How many people are employed specifically to provide the 



Care support and supervision for your tenant(s)? 

How many hours in total per week do 






they spend providing this service? 

How many hours per week do they spend 


providing this service to each individual tenant? 

 
Are the support workers paid to 

Yes



No

provide support
Please provide a copy of the Support Workers Job Description and details of how much you pay for this post.

What form does the care, support and supervision take and where is it provided? For example, do you visit tenants in their own homes, or is there another location used to facilitate this service? Please provide records to support this.  

How does your tenant access the service and how often is it available to them? For example is it provided at the request of the tenant or do you have regular sessions with each tenant? How much time is allocated to this tenant on a weekly basis? Please provide records to support this.  

How do you record the care support and supervision provided to your tenant and the time taken to deliver it? For example, do you have records of all the visits you make to the tenant? Please provide examples of your records to support this.  

Do you assess the progress your tenant is making and the prospect of them being able to move out of supported accommodation? Please provide records to support this.  

Are you contractually liable to your tenant to provide them with                     

care, support and/or supervision?




Yes                 No

If ‘yes’ please provide a copy of this contract.

Is the care, support and/or supervision provided by your own staff or by another organisation that you pay to provide it?


Own staff



Other organisation
(please name the organisation)
If provided by your own staff, please provide a copy of the job description. 
If the care, support and supervision is provided by someone on your behalf please provide evidence of the contract or agreement you have with the provider.
Does anybody else who is not employed by you or contracted by you provide the tenants with CSS. If yes please provide the name of the support provider and who they are contracted with to provide CSS


8) About facilities


Does the rent you charge include an amount to cover a sleepover room for carers, 
sensory rooms or rooms required to facilitate the provision of treatment or support
to your tenant?


If ‘Yes’, how much of the rent charged is to cover these services a week?
Does the property include any rooms or facilities that are required due to any individual tenants vulnerability or state of health not covered above? If so please give details in the box below. 

If the rent includes a charge for these rooms or facilities please give the weekly amount of that charge, if the rent does not include a charge for these please indicate how they are funded. If no such rooms or facilities are provided please state ‘No’.


9) Your organisation

Is your organisation a ‘Housing Association’? Yes                 No  
If ‘Yes’ what is your registration number?   

A ‘Housing Association’ means a society, body of trustees or company which is established for the purpose of providing, constructing, improving, managing or encouraging the construction of housing accommodation that does not trade for profit.  

Is your organisation a ‘Registered Charity’?  Yes                 No    

If ‘Yes’ what is your registration number?  
A ‘Registered Charity’ is a charity that is registered with the Charity Commission.
Is your organisation a ‘Voluntary Organisation’?  Yes                No  
A ‘Voluntary Organisation’ means a body, other than a public or local authority, the activities of which are carried on otherwise than for profit.

If ‘Yes’ please send in copies of your Memorandum of Association which regulates the company’s dealings with the outside world and the Articles of Association which regulate the company's internal affairs.

9) About the property

Does your organisation own the property?
Yes








No                  Please answer the next question
Name and address of 
the property owner



Does your organisation lease    

Yes


        No





the property 






How much is the lease per year or per month

Per year / month
                                                                                                              Please delete
If you lease the property please provide a copy of the lease agreement with this form
Are you, any director, any employee or any volunteer for your organisation related to the owner of the property being used to provide accommodation?


Yes


No   
If you have answered yes, please provide further details of the person who is related and how they are related to the owner of the property 


Do you, any director, any employee or any volunteer for your organisation have an interest in or have previously had an interest in the property being used to provide the accommodation.

Yes


No   
If you have answered yes, please provide further details of the person who has or has had this interest and what their interest in the property is.


10) Other Information

If you have any additional information you wish to provide please use the box below


Declaration

It is vital that you read and understand the declaration below before you sign and date it. If you do not understand any part of it, please contact a member of the Supported Accommodation Team at Nottingham Revenues & Benefits on 0115 9159800 for further guidance before signing.  In signing this form below, you accept as follows:

· If I am completing this form on behalf of the Landlord, I confirm that I have the necessary authority to do so and understand that in doing so I am deemed to be acting on the Landlord or organisation’s behalf 

· I understand that the council may use the information that I have provided, in connection with applications for Housing Benefit or Social Security Benefits made by any tenants of the landlord. I consent to the council providing information to other organisations such as government departments, local authorities and private-sector companies such as banks and organisations that may lend money, if the law allows this.

· I understand that if I give information that is incorrect, misleading or incomplete, the Council may take action against me. This may include but is not limited to, reporting the matter to the police and taking court action.

· I agree that you can use the information I have provided to process claims for Housing Benefit and Council Tax Support, or both, for tenants of the landlord. The Council may check some of the information with other sources as permitted by law.

· I know that I must notify you in writing immediately of any changes in the circumstances which may affect any tenant(s) claim(s) for Housing Benefit or Social Security Benefits.

Signature of the person 

completing the form






   

Your name and position or title
In the organisation
Name of the landlord or 

organisation

Date

Landlord or company stamp

If you have completed this form on behalf of the landlord please provide signed written consent from the landlord allowing you to act on their behalf.
How we collect and use information
We will use the information you give us in this form, and any supporting proof you send to process your tenant(s) claim(s) for Housing Benefit and Council Tax Support.
We may match the information you provide with other information we hold whether provided by you or anyone else. We may also obtain other information about your organisation from other parties and give information to them to:
· Make sure the information is accurate

· Prevent, detect and prosecute fraud
· Protect public funds, and

· Recover debts owed to the local authority
These third parties include government departments, other local authorities and private-sector organisations that may lend you money and credit reference agencies.

We will only process and share your information as set out here and at all times in accordance with the data protection principles set out in the Data Protection Act 1998.

These principles include keeping your information secure and up-to-date and using it in a fair and lawful way for specified purposes. The council is a Data Controller under the Data Protection Act 1998.

Please contact us if you would like to know more about the information we hold about your organisation and how we use it.
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