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1. Welcome and Apologies 

The Chair will welcome all present and apologies will be noted. 

2. Quorum 

A quorum shall consist of 50% of members. 

3. Endorsement of Policies 

The following policies are to be endorsed prior to Cabinet approval. 

• Gas Safety and Servicing Policy 

• Electrical Management Policy 

• Water Hygiene Policy 

• Assignment and Succession Policy 

The following documents are enclosed: 

• Report to the Housing Engagement Board in respect of the Gas Safety and 

Servicing, Electrical Management, and Water Hygiene Policies 

• Appendix D – Feedback Report from Housing Policy and Procedure Tenants 

Panel in respect of the Gas Safety and Servicing, Electrical Management, and 

Water Hygiene Policies 
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Report to: Housing Engagement Board 

27 October 2025 

Lead Cabinet Member: Councillor John Batchelor – Lead Member for Housing 

Lead Officer: Peter Campbell – Head of Housing 

Draft Housing Safety Policies relating to Gas Safety and 

Servicing, Electrical Management, and Water Hygiene 

Recommendations 

1. It is recommended that the Housing Engagement Board endorses the Draft Housing 

Safety Policies relating to Gas Safety and Servicing, Electrical Management, and Water 

Hygiene, as outlined in Appendix A, B and C, ahead of their submission to Cabinet for 

approval on 2 December 2025. 

2. The Housing Engagement Board may also wish to provide additional comments for 

Cabinet’s consideration during its review of the draft policy. 

Details 

3. The Social Housing Regulation Act 2023 introduces strengthened Consumer Standards 

that place a statutory duty on social housing providers to ensure tenant safety and 

wellbeing. Key health and safety-related provisions include: 

• Safety and Quality Standard: Providers must ensure homes are safe, decent, and 

legally compliant with health and safety regulations. 

• Health and Safety Lead: Each provider must appoint a designated lead responsible 

for monitoring compliance, assessing risks, and advising on remedial actions. 

• Timely Risk Management: Providers are required to act promptly on health and 

safety assessments and mitigate risks within appropriate timescales. 

• Awaab’s Law: Introduced to enforce timely investigation and resolution of serious 

hazards. 
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4. The Regulator of Social Housing now has enhanced powers to inspect, enforce 

compliance, and impose penalties where standards are not met. These changes aim to 

improve tenant outcomes and restore confidence in the sector’s ability to provide safe, 

secure housing. 

5. The Council is therefore in the process of reviewing all of its processes and policies to 

ensure that we are fully compliant with the Consumer Standards in relation to health and 

safety of our tenants and that we are meeting our obligations as a landlord. 

6. The Council has historically maintained a strong position on health and safety, routinely 

achieving 100% gas servicing and five-yearly electrical inspections even before these 

became mandatory. The draft policies appended to this report build on this solid 

foundation by setting out a comprehensive framework for our approach to tenant safety. 

The draft policies align with the technical standards mandated by law. As part of the review 

process, we have enhanced our monitoring systems and introduced greater scrutiny of the 

landlord service performance. 

Reasons for Recommendations 

7. It is a requirement that the Council has robust policies in place demonstrating how we 

comply with the safety requirements around gas, electric and water hygiene. These 

policies will form part of a suite of policies that set out the Council’s approach to the health 

and safety of our tenants. 

Options 

8. The alternative option would be to reject the draft housing safety policies relating to gas, 

electric and water hygiene in their presented form. However, without an approved policy 

the Council would not be able to demonstrate that it is meeting the requirements of the 

new Consumer Standards in these areas. 

Implications 

9. In the writing of this report, taking into account financial, legal, staffing, risk, equality and 

diversity, climate change, and any other key issues, the following implications have been 

considered:-
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Financial and Fraud Impact 

10. None. 

Legal 

11. Having comprehensive policies in place as to the Council’s approach to health and safety 

for our tenants demonstrates how we are meeting our legal obligations as a landlord. 

Staffing 

12. As part of the implementation of the Consumer Standards there are additional burdens 

placed on the Council in terms of extra staffing resources to ensure full compliance, with 

robust documentation and monitoring. Additional resource has been identified to support 

this work within existing budgets. 

Risks / Opportunities 

13. Non-compliance of housing stock in terms of health and safety following the introduction of 

the Social Housing Regulations 2023 and subsequent standards is monitored as a risk on 

the risk register. 

Consultation Responses 

14. The draft policies were reviewed by the Housing Policy & Procedure Tenant Panel on 

3 September 2025. The panel, comprising tenant representatives and officers, provided 

feedback, which was duly considered, and any necessary amendments were incorporated 

into the draft policies. A copy of the amendments made following consultation through the 

Tenant Panel is attached at Appendix D. 

Alignment with Council Priority Areas 

Healthy and Supported Communities 

15. The draft policies aim to support the health and safety of those living in our council 

properties. 

Sustainable Homes and Vibrant Places 

16. The draft policies aim to ensure that our council homes are safe and sustainable into the 

future. 
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Background Papers 

Water Hygiene Technical Staff Guidance 

Appendices 

Appendix A: Draft Gas Safety and Servicing Policy (version 0.3) 

Appendix B: Draft Electrical Management Policy (version 0.4) 

Appendix C: Draft Water Hygiene Policy (version 0.4) 

Appendix D: Feedback from the Housing Policy and Procedure Tenant Panel 

Report Authors: 

Eddie Spicer – Service Manager – Housing Assets 

Martyn Hilliam – Housing Policy Officer 

Telephone: (01954) 713 336 
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 c
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r p
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er
e 

is
 

an
 im

m
ed

ia
te

 ri
sk

 o
f i

nj
ur

y 
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 p
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 c
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ra
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r p
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 b
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 p
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at
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 d
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f f
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at
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at
 th
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ra
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is

 n
o 

co
m

m
itm

en
t t

o 
sh

ar
in

g 
th

is
 in

fo
rm

at
io

n 
w

ith
 te

na
nt

s.
 

Te
na

nt
s 

ha
ve

 n
o 

w
ay

 o
f k

no
w

in
g 

th
e 

co
un

ci
l i

s 
ac

tu
al

ly
 

m
ee

tin
g 

its
 ta

rg
et

s 
(e

xa
m

pl
e,

 E
IC

R
 c

om
pl

et
io

n 
ra

te
s,

 
co

m
pl

ia
nc

e 
ra

te
s)

. T
hi

s 
la

ck
 o

f t
ra

ns
pa

re
nc

y 
pr

ot
ec

ts
 th

e 
co

un
ci

l f
ro

m
 s

cr
ut

in
y.

 

C
om

m
it 

to
 a

nn
ua

l p
ub

lic
 re

po
rti

ng
 o

f K
PI

s:
 p

er
ce

nt
ag

e 
of

 
pr

op
er

tie
s 

w
ith

 a
 v

al
id

 in
 d

at
e 

EI
C

R
, c

om
pl

ia
nc

e 
ra

te
s 

w
ith

 
re

sp
on

se
 ti

m
e 

ta
rg

et
s 

fo
r C

1,
C

2,
 C

3 
& 

FI
 fa

ul
ts

 a
nd

 n
um

be
r 

of
 e

le
ct

ric
al

 re
la

te
d 

in
ci

de
nt

s.
 P

ub
lis

h 
th

is
 a

nd
 m

ak
e 

it 
ea

si
ly

 a
cc

es
si

bl
e 

on
 th

e 
co

un
ci

l’s
 w

eb
si

te
 a

nd
 in

 th
e 

te
na

nt
 

ne
w

sl
et

te
r. 

Th
is

 h
ol

ds
 th

e 
co

un
ci

l p
ub

lic
ly

 a
cc

ou
nt

ab
le

. 

Pe
rfo

rm
an

ce
 is

 re
po

rte
d 

to
 th

e 
TS

M
 / 

KP
I T

en
an

t P
an

el
 

an
d 

to
 C

ab
in

et
 o

n 
a 

qu
ar

te
rly

 b
as

is
. 

Al
so

 in
cl

ud
ed

 in
 th

e 
An

nu
al

 R
ep

or
t /

 T
en

an
t N

ew
sl

et
te

r, 
an

d 
on

 o
ur

 w
eb

si
te

. 

W
e 

ar
e 

cu
rre

nt
ly

 in
 th

e 
pr

oc
es

s 
of

 re
vi

ew
in

g 
pe

rfo
rm

an
ce

 m
ea

su
re

s 
an

d 
ho

w
 / 

w
he

re
 th

ey
 a

re
 

re
po

rte
d.

 

N
 / 

A 

8 



 
 

 
 

 
 

 
 

 
 

 
 

 

 
 

 
 

 
 

 
 

 
 

 

 
 

 
 

 
 

 
 

 
 

 
 

  
 

 
 

  
 

  
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

  
 

 
 

 
 

 
 

 
 

 

 
 

  
 

 
 

Ap
pe

nd
ix

 D
 –

 F
ee

db
ac

k 
fro

m
 th

e 
H

ou
si

ng
 P

ol
ic

y 
an

d 
Pr

oc
ed

ur
es

 P
an

el
 (3

 S
ep

te
m

be
r 2

02
5)

 
D

ra
ft 

H
ou

si
ng

 S
af

et
y 

Po
lic

ie
s 

re
la

tin
g 

to
 G

as
 S

af
et

y 
an

d 
Se

rv
ic

in
g,

 E
le

ct
ric

al
 M

an
ag

em
en

t, 
an

d 
W

at
er

 H
yg

ie
ne

 

14

R
ef

. 
C

om
m

en
ts

 
R

es
po

ns
e 

U
pd

at
ed

 
R

ef
er

en
ce

 

5.
0 

Po
lic

y 
re

vi
ew

 c
yc

le
 is

 to
o 

lo
ng

. L
eg

is
la

tio
n,

 te
ch

no
lo

gy
 a

nd
 

be
st

 p
ra

ct
ic

es
 c
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3.1 Gas Safety and Servicing Policy 

The following document is enclosed: 

• Annexure A – Draft Gas Safety and Servicing Policy 

Eddie Spicer to report. 
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South Cambridgeshire District Council 

Gas Safety and Servicing Policy (Housing) 

Version Draft (v0.3) 
Ownership Head of Housing 
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1. Introduction 

1.1 South Cambridgeshire District Council (SCDC) has a duty under Section 11 of the 

Landlord and Tenant Act 1985 11 (1b), “to keep in repair and proper working order the 

installations in the dwelling-house for the supply of water, gas and electricity and for 

sanitation (including basins, sinks, baths and sanitary conveniences, but not other 

fixtures, fittings and appliances for making use of the supply of water, gas or electricity), 

and (c) to keep in repair and proper working order the installations in the dwelling-house 

for space heating and water heating”. 

1.2 SCDC has

Health & Safety at Work Act 1974 and the Management of Health & Safety at Work 

prosecution and ensuing penalties. 

If you suspect a gas leak or signs of carbon monoxide (CO) poisoning (such as 

 a specific duty under Regulation 36 (Duties of Landlords) of the Gas Safety 

(Installation and Use) Regulations 1998 (GSIUR). Any gas appliance in a property that is 

owned by SCDC and is rented to a tenant must be checked for Gas Safety within 12 

months of its installation and within every subsequent 12-month period thereafter. The 

regulations place a duty upon SCDC, as a Landlord to ensure that gas appliances and 

flues are maintained in a safe condition, annual safety checks are carried out and 

appropriate records kept and issued to tenants. 

1.3 These duties are in addition to the more general ones that Landlords have under the 

Regulations 1999. Landlord’s failing to comply with these regulations can be liable to 

1.4 

headaches, dizziness, nausea, or the smell of gas) you must act immediately. Do not use 

electrical switches or naked flames. Open windows and doors to ventilate the area and 

evacuate the property. Contact the National Gas Emergency Service immediately by 

calling 0800 111 999. This number is free and available 24 hours a day, seven days a 

week. Once safe, notify SCDC so that appropriate follow-up action can be taken. 

2. Scope and Purpose 

2.1 This policy outlines how SCDC will comply with the Regulatory requirements for Social 

Housing in England, including best practice standards and continual improvement in 

compliance performance. 

2.2 SCDC aims to protect the occupiers of its properties, visitors, staff, contractors, and the 

public, from the risks associated with gas so far as is reasonably practicable. This 
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document sets out key policy objectives, control measures and accountabilities to protect 

residents, staff, and contractors from harm. 

2.3 This policy applies to all residential and communal buildings owned and managed by 

SCDC. This does not include properties managed by Ermine Street Housing or Shire 

Homes Lettings, as they have their own policies. 

2.4 SCDC has a duty of care in respect of gas appliances in leaseholders or shared owners’ 

homes, as some Lease agreements have a requirement to ensure the leaseholder has a 

gas compliance safety check undertaken annually. SCDC will ensure checks are made 

annually to confirm leaseholders are complying with this requirement. SCDC will also 

encourage Leaseholder awareness to promote gas safety. 

2.5 Where contractors carry out risk assessments, works or checks on our behalf, they will 

be required to meet our health and safety standards and will be appropriately qualified 

and accredited. 

3. Responsibilities 

Duty Holder: Head of Housing 

Has ultimate accountability for gas safety compliance. 

Responsible Person: Service Manager – Housing Assets 

Oversees the overall implementation of this policy. 

Deputy Responsible Person: Asset and Compliance Manager 

Supports the responsible person in the day-to-day management of this policy. 

4. Gas Safety 

4.1 Inspections 

SCDC will carry out a programme of gas safety inspections and will record findings on a 

Landlords Gas Safety Record (LGSR) at each dwelling that has a gas supply. 

To ensure that no property goes more than 12 months without an inspection / service, 

SCDC operates a 10-month inspection / service schedule on Council owned appliances. 

Gas Safe Registered Contractors and engineers will carry out visual checks on residents’ 

own appliances (such as gas cookers and gas fires) and inspect any connecting flue 

way. Where any defects are identified they will be recorded on the safety certificate and 

issued to the resident in the form of a warning notice. Where the problem is potentially 
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dangerous, the appliance will be disconnected, and the gas supply capped off. Suitable 

advice on health and safety will be provided to the resident in this event and SCDC 

notified. 

During a gas service, SCDC will also check any carbon monoxide detectors in the 

property for compliance and operation. If there are any issues found during the checks, 

they will be replaced with new. 

4.2 SCDC will carry out a gas safety check at each ‘Change of Tenancy’, with a copy of a 

valid LGSR provided to the incoming tenant as part of their sign-up pack. All properties 

are capped during the change of tenancy period, see 4.4 for more information. 

4.3 Access 

It is a condition of each individual tenancy agreement that residents must provide access 

to their homes upon request for a gas safety check. SCDC will make every possible effort 

to gain access to carry out the safety check. 

The process that we follow to gain access to the property has the following steps (in this 

section ‘We’ refers to either the Council or our Contractors): 

1. We will write to each tenant offering an appointment or ask them to arrange a 

convenient alternative. 

2. If there is no response or we are unable to gain access to carry out the check, we 

will drop a card at the property to confirm we attended and issue a first warning 

letter. 

3. We will write to the tenants with a 2nd appointment date or ask the tenant to 

contact us to arrange a convenient alternative. 

4. If there is no response, or we are unable to carry out the check, we will drop a 

second card at the property. 

5. We will write to the tenants with a final warning of legal action. 

6. If there is no contact from the tenant, or we are unable to make an appointment we 

will take legal action to gain access to the property. 

4.4 Void Properties 

At tenancy end once keys are in possession of SCDC the Council’s Contractors are 

tasked to carry out a gas safety inspection, appliance function test and cap gas at the 

Emergency control valve (ECV) for the duration of void works. 
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property record by Asset ID. SCDC will retain records of the last three LGSRs and for two 

years, from the last certificate date, if appliances are removed. 

For any tenant’s own improvements / installation requests relating to gas (once 

permission from SCDC has been sought and provided), SCDC will only allow contractors 

registered with Gas Safe and Engineers who have been issued with an appropriate Gas 

Safe ID Card, to work on gas appliances. 

In relation to works instructed directly by the Council, SCDC will ensure only contractors 

registered with Gas Safe and Engineers who have been issued with an appropriate Gas 

Safe ID Card, to work on gas appliances. 

Gas Management Plan 

SCDC will maintain a set of gas safety procedures and routinely carry out training with 

staff and contractors to ensure its requirements are understood. The procedures will 

cover the following areas of management, amongst others: 

• Allocation of specific roles and responsibilities to staff and contractors 

• The means of populating and disseminating the LGSR Register 

• The competencies & responsibilities of contractors 

• Training requirements 

• 

SCDC will remove or isolate all open flued gas fires at the time of void. 

Any alterations / replacement of gas apparatus will be tested and certified safe with 

LGSR during the void period. Gas supply remains capped until gas contractors are 

notified to attend by the incoming tenant to reinstate supply and service Council owned 

gas appliances. 

4.5 Data Records 

SCDC will store all LGSRs centrally, in electronic format, and linked to the relevant 

4.6 

4.7 

Processes for incident management / emergencies 

• Arrangements relating to enforcement 

5. Legislation and Guidance 

• Health and Safety at Work Act 1974 

• Management of Health and Safety at Work Regulations 1999 

• The Gas Safety (Installation and Use) Regulations 1998 (Amended 2018) 
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6. Monitoring and Quality Control 

6.1 A third-party specialist provider will carry out a 5% audit of all LGSR’s each month. 

6.2 Each month, the Senior Surveyor and the Asset & Compliance Manager will use the 

below performance measure to monitor gas safety. 

7. Accessibility and Inclusion 

7.1 

8. 

8.1 

Measure Target Frequency 

Number of properties with 

a Valid Landlords Gas 

Safety Record (LGSR) 

100% Monthly 

SCDC is committed to engaging with tenants and residents in line with the Equality Act 

2010. Reasonable adjustments will be made to ensure services are accessible to all. 

This may include: 

• Contact preferences 

• Offering home visits 

• Use of advocates or interpreters 

• Alternative communication formats, such as large print or translated materials 

• Adjusting appointment times 

• Adjusting locations to accommodate mobility or health needs 

About this Policy 

This policy will be reviewed every five years. However, earlier reassessment may be 

required if there are changes in operations and / or legislation 

etcetera. 

8.2 This policy has been produced in consultation with tenant 

representatives. If you are interested in getting involved in 

shaping our housing service, we would love to hear from you; 

please visit our website for more information and to get in touch. 
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9. Complaints 

9.1 SCDC aims to provide excellent customer service, but we recognise that mistakes can 

happen. If you are dissatisfied with the service you have received, you can make a 

complaint in accordance with the Council’s Complaints Policy. To make a complaint, please 

visit our website or telephone 01954 713 000 or email housing.complaints@scambs.gov.uk. 

10. Our Values 

Ambitious 

We are proactive and take a forward-thinking approach to addressing challenges. 

We create smart solutions and reach our goals with determination and a clear vision. 

Collaborative 

We foster a culture of teamwork and open communication. 

We work with and involve stakeholders, to improve how the organisation works and 

serves the public. 

Compassionate 

We prioritise empathy and understanding in decision-making and service delivery. 

We consider the wellbeing of people and communities in everything we do and we 

replicate this when we talk to our colleagues because we know that when we support 

each other, we all do better. 

Accountable 

We take responsibility for our actions and decisions. 

We own up to mistakes and make sure we fulfil our commitments. 
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3.2 Electrical Management Policy 

The following document is enclosed: 

• Annexure B – Draft Electrical Management Policy 

Eddie Spicer to report. 
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1. Introduction 

1.1 South Cambridgeshire District Council (SCDC) is committed to ensuring that our tenant’s 

homes and our communal areas are safe and secure places to live and work. 

1.2 We will fulfil our responsibilities as the responsible person under all relevant legislation 

and statutory codes of practice and guidance. This includes, but is not limited to, the 

following: 

• The Building Regulations 2010 

1.3 

• Delivering our individual and collective duties, as required by the regulations. 

• Monitoring and challenging our own performance. 

2. Scope and Purpose 

• Approved Document P - Electrical safety in dwellings 

• British Standard 7671:2018 – The IET Wiring Regulations 

• The Code of Practice for In-Service Inspection and Testing of Electrical Equipment 

• The Electricity at Work Regulations 1989 

• The Landlord and Tenant Act 1985 

• Housing Act 2004 

• The Electrical Equipment (Safety) Regulations 1994 

• Management of Houses in Multiple Occupation (England) Regulations 2006 

• Health and Safety at Work Act 1974 

• Management of Health and Safety at Work Regulations 1999 

• The Hazards in Social Housing (Prescribed Requirements) (England) Regulations 

2025 – Part 4 and Part 5 

We address these responsibilities through: 

• The provision of suitable, sufficient and risk appropriate electrical precautions. 

• Ongoing and continuous risk assessment. 

2.1 SCDC are required by law to ensure that electrical installations and wiring in our housing 

stock is safe when tenants move into our properties and that they are maintained in a 

safe condition throughout the duration of the tenancy. We will take all reasonable steps 

to prevent and control the risk from electricity in the properties that we own. 

2.2 This policy outlines our approach to electrical management and to how we aim to ensure 

that we meet our obligations as a landlord. 
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2.3 This policy applies to all residential and communal buildings owned and managed by 

SCDC. This does not include leasehold, equity share or shared ownership properties 

(unless stated within the lease agreement) or properties managed by Ermine Street 

Housing or Shire Homes Lettings. 

3. Management of Properties (electrical installations) 

3.1 SCDC will inspect all electrical installations in both our residential properties, communal 

buildings and landlord supplies. 

• Comply with all relevant legislation including but not limited to the requirements of 

the Electricity at Work Regulations 1989 and Health and Safety at Work Act 1974 

• Complete 5-year periodic electrical test for all residential properties, blocks, 

communal areas and offices (or more frequently if recommended) 

• Use all recognised routes including, where necessary, taking legal action to gain 

access to obtain a compliant certificate. 

• Undertake electrical testing at change of tenancy. 

3.2 We will ensure a qualified engineer inspects and provides an Electrical Installation 

Condition Report (EICR) at least once every five years, or more frequently where our risk 

assessments suggest that it is appropriate. Copies of the report can be made available to 

the tenant(s) upon request. 

3.3 We carry out a full electrical inspection and test whenever we regain possession of a 

property, such as at the end of a tenancy. This includes when the property is vacant, 

when new tenants are to move in, or when a mutual exchange takes place. We may also 

carry out inspections in response to tenant’s concerns, or if we are aware that a tenant 

has made unauthorised alterations to their home. 

3.4 The inspection process includes the completion of an EICR to confirm the electrical 

installation is safe for continued use. Any remedial work which is required to make the 

electrical installations safe (such as findings under C1=danger present. Risk of injury. 

Immediate remedial action required, C2= Potentially dangerous-urgent remedial action 

required and FI= Further investigation required without delay, within the EICR), must be 

completed within a 28-day period (or sooner if specified) by suitably competent, qualified 

electrical engineers. 

4. Responsibilities 

4.1 SCDC’s responsibilities include: 
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• Test our portable appliances within communal areas annually. 

• Maintain accurate asset information. 

• Have competent, skilled, and well-trained staff internally at SCDC. 

• Ensure all operatives used by our main contractors completing the electrical works 

have all necessary and relevant qualifications. 

• Seek independent assurance and challenge on our performance (third party 

inspection on 10% of all electrical work, on a quarterly basis). 

• Report on our performance about electrical safety to Managers and Board 

Members. 

4.2 SCDC will appoint a responsible person to ensure that the commitments in this policy are 

carried out as well as the actions identified in the risk assessments; please see 

management structure below: 

Duty Holder: Head of Housing 

Has ultimate accountability for electrical management. 

Responsible Person: Service Manager – Housing Assets 

Oversees the overall implementation of this policy. 

Deputy Responsible Person: Asset and Compliance Manager 

Supports the responsible person in the day-to-day management of this policy. 

4.3 Where contractors carry out risk assessments, works or checks on our behalf, they will 

be required to meet our health and safety standards and be appropriately qualified and 

accredited. 

5. Accessibility and Inclusion 

5.1 SCDC is committed to engaging with tenants and residents in line with the Equality Act 

2010. Reasonable adjustments will be made to ensure services are accessible to all. 

This may include: 

• Contact preferences 

• Offering home visits 

• Use of advocates or interpreters 

• Alternative communication formats, such as large print or translated materials 

• Adjusting appointment times 

• Adjusting locations to accommodate mobility or health needs 
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6. About this Policy 

6.1 This policy will be reviewed every five years. However, earlier reassessment may be 

required if there are changes in legislation, good practice or in 

response to specific incidents. 

6.2 This policy has been produced in consultation with tenant 

representatives. If you are interested in getting involved in 

shaping our housing service, we would love to hear from you; 

7. 

7.1 

8. 

please visit our website for more information and to get in touch. 

Complaints 

SCDC aims to provide excellent customer service, but we recognise that mistakes can 

happen. If you are dissatisfied with the service you have received, you can make a 

complaint in accordance with the Council’s Complaints Policy. To make a complaint, please 

visit our website or telephone 01954 713 000 or email housing.complaints@scambs.gov.uk. 

Our Values 

Ambitious 

We are proactive and take a forward-thinking approach to addressing challenges. 

We create smart solutions and reach our goals with determination and a clear vision. 

Collaborative 

We foster a culture of teamwork and open communication. 

We work with and involve stakeholders, to improve how the organisation works and 

serves the public. 

Compassionate 

We prioritise empathy and understanding in decision-making and service delivery. 

We consider the wellbeing of people and communities in everything we do and we 

replicate this when we talk to our colleagues because we know that when we support 

each other, we all do better. 

Accountable 

We take responsibility for our actions and decisions. 

We own up to mistakes and make sure we fulfil our commitments. 
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3.3 Water Hygiene Policy 

The following document is enclosed: 

• Annexure C – Draft Water Hygiene Policy 

Eddie Spicer to report. 

37



 

  

  

 

  

   

  

    

  

  

  

Appendix C 

South Cambridgeshire District Council 

Water Hygiene Policy (Housing) 

Version Draft (v0.4) 

Ownership Head of Housing 

Approved by TBC 

Policy Contact Service Manager – Housing Assets 

Approval date TBC 

Publication date TBC 

Date of next review TBC 

38 1 



 

 

   

  

   

   

   

   

   

   

   

   

    

   

   

    

   

   

    

Contents 

1. Introduction............................................................................................................................. 3 

2. Scope and purpose................................................................................................................. 3 

3. Responsibilities....................................................................................................................... 3 

4. Background ............................................................................................................................ 4 

5. Risk assessment .................................................................................................................... 5 

6. Prevention and control............................................................................................................ 6 

7. Monitoring............................................................................................................................... 8 

8. Incidents ................................................................................................................................. 8 

9. Documentation ....................................................................................................................... 8 

10.Value for money ..................................................................................................................... 8 

11.Definitions and references ...................................................................................................... 9 

12.Training................................................................................................................................. 10 

13.Accessibility and inclusion .................................................................................................... 10 

14.About this policy ................................................................................................................... 11 

15.Complaints............................................................................................................................ 11 

16.Our values ............................................................................................................................ 11 

Appendix 01 – Scheme Log Example................................................................................... 12 

39 2 



 

 

  

       

 

    

 

 

 

  

   

   

    

 

  

    

   

  

 

   

   

 

 

  

    

    

     

   

    

   

 

1. Introduction 

1.1 South Cambridgeshire District Council (SCDC) has a duty of care to employees, tenants, 

visitors and the public that may be affected by the operation and maintenance of 

premises by the organisation. 

1.2 SCDC will therefore provide sufficient resource to ensure that water storage and 

distribution systems are operated and maintained in accordance with current legislation 

and guidance and shall take all reasonably practical steps to ensure risk of Legionella 

proliferation and contamination is minimised. 

2. Scope and Purpose 

2.1 This policy covers the management and control of Legionella and other contaminants in 

water systems. It aims to ensure that the highest reasonably practical standards are 

maintained throughout the organisation and all directives issued by the Health & Safety 

Executive, Department of Health and the British Standards Institution relating to 

prevention and control of Legionella will be adopted where relevant. 

2.2 This policy applies to all residential and communal buildings owned and managed by 

SCDC. This does not include properties managed by Ermine Street Housing or Shire 

Homes Lettings, as they have their own policies. 

3. Responsibilities 

3.1 SCDC will appoint a ‘Responsible person’ to ensure that the commitments in this policy 

are carried out as well as the actions identified in the risk assessments, see Management 

structure below: 

Duty Holder: Head of Housing 

Has ultimate accountability for controlling the risk of legionnaire’s disease. 

Responsible Person: Service Manager – Housing Assets 

Oversees the overall implementation of this policy. 

Deputy Responsible Person: Asset and Compliance Manager 

Supports the responsible person in the day-to-day management of this policy. 

Site Responsible Person: Sheltered Estates Officer (SEO) 

Responsible for flushing ‘little used’ outlets and for reporting any water hygiene or 

other water risk issues. 
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3.2 Where contractors carry out risk assessments, works, or checks on our behalf, they will 

be required to meet our health and safety standards and be appropriately qualified and 

accredited. 

4. Background 

4.1 Legionnaires’ disease can prove fatal as confirmed by a number of cases, all of which 

could have been prevented if adequate preventative measures and contingency plans 

were in place. It is these preventative measures that SCDC will address across its 

housing stock to protect tenants, staff, visitors, contractors and the general public. 

4.2 Legionella is a naturally occurring organism widely dispersed in nature, there is a 

constant risk of the bacteria entering the building services of our properties. Therefore, 

the size and complexity of the properties under our control increases our risk in this area. 

4.3 Hot and cold-water systems, including showers, need to be checked carefully when a 

home becomes empty to make sure everything is safe and working properly before 

someone new moves in. 

4.4 SCDC’s approach reflects current knowledge and best practice within the industry. 

4.5 Legionnaires’ disease can affect anybody, but some people are at higher risk (for 

example, men are three times at risk, those over 45 years of age, smokers, heavy 

drinkers, those suffering from chronic respiratory or kidney disease and people with an 

impaired immune system). 

4.6 Legionella bacteria can multiply in domestic water systems under certain conditions. 

Water temperatures in the range of 20°C to 45°C favour growth. The bacteria will not 

survive temperatures above 60°C and remains dormant at temperatures below 20°C. 

4.7 The bacteria also require a supply of nutrients to multiply such as: 

• Algae, amoebae and other bacteria within the water itself 

• Sediment, sludge, scale and other material within the water system. 

4.8 A reasonably foreseeable risk of exposure to Legionella bacteria exists in: 

• Hot and cold-water systems. 

• Other plant and systems containing water which is likely to exceed 20°C and 

which may release a cloud of droplets and / or droplet nuclei (residue that remains 

when water has evaporated) during operation or when being maintained. 
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• Implement, manage and monitor precautions put in place the Plan (Scheme) 

• Keep thorough records and check that what has been done is effective. 

• Appoint a competent person with sufficient authority and knowledge of the 

installation to help take the measures needed to comply with the law. 

Risk Assessment 

Domestic dwellings are generally excluded from the scope of water safety regulations 

due to the nature of occupation and the minimal risk of stored water. A generic risk 

assessment is applied to these properties, with new tenants provided with water safety 

advice, such as flushing water outlets for at least 10 minutes when properties are left 

unoccupied for over seven days. The exception is Elm Court where a communal water 

supply is present; this is included within the site-specific risk assessment. 

SCDC will carry out the relevant risk assessments to all water systems managed by the 

council, to determine any need for monthly, annual or less frequent monitoring. High risk 

areas, for example communal rooms will be inspected by a specialist contractor. 

A detailed assessment shall be undertaken by a specialist contractor at all sites where a 

significant risk exists, which include: 

4.9 The disease is normally contracted by inhaling Legionella bacteria, either in tiny droplets 

of water in the form of aerosols or in droplet nuclei which are particles left after the water 

has evaporated and are contaminated with Legionella, deep into the lungs. 

4.10 In accordance with the requirements of the Legislation and Guidance (L8 4th Edition and 

HSG274) 

• Identify and assess sources of risk. 

• Prevent or control the risk where possible. 

• Prepare a Legionella Management Plan (Control Scheme) for preventing or 

controlling the risk. 

5. 

5.1 

5.2 

5.3 
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• Any establishment where volumes of water are stored and the potential for droplet 

formation exists. 
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5.7 The assessments will contain direction as to how the risk is to be eliminated, or where 

this is not possible, how the risk will be managed. 

5.8 Where the risk assessment identifies no reasonably foreseeable risk, no further 

measures are necessary. 

5. 9 Relevant risk assessments are available on-site and can be requested from the 

Sheltered Estate Manager. 

6. Prevention and Control 

6.1 Risk control measures will be chosen to prevent the growth of legionella bacteria in the 

system and to reduce exposure to water droplets and aerosols. These measures will 

include, where appropriate: 

• Avoiding water temperatures between 20°C and 45°C and conditions that favour 

the growth of legionella bacteria and other microorganisms. 

• Improved design of water systems with a view to eliminating 'dead legs’, ‘blind 

ends’ and other places where water can stagnate. 

• Controlling the release of water spray. 

• Avoiding the use of materials which could harbour or provide nutrients for bacteria 

and other organisms. 

• Ensuring holding tanks are adequately covered, fitted with air vents and are 

5.4 All risk assessments will be undertaken by persons who are competent, experienced and 

have been correctly trained to carry out these duties. 

5.5 The risk assessment should be reviewed at regular intervals, or earlier if significant 

modifications are undertaken to the system design or use of the premises. 

5.6 The Council will keep a record of all risk assessments undertaken, as well as information 

regarding the maintenance, tests and remedial works carried out together with the results 

for a minimum of five years. 

lagged appropriately to prevent temperature rises. 

• Maintaining the cleanliness of the system and water in it. 

• Using water treatment techniques. 

• Ensuring the correct and safe operation and maintenance of the water system. 

• Providing staff training in personal precautions necessary when carrying out 

maintenance etcetera. 
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If the risk assessment recommends specific maintenance actions, these will be recorded, 

and a site-specific monitoring sheet will be provided. 

6.2 SCDC will remove the potential source of future contamination whenever practicable. 

This includes the removal of cold-water storage tanks. Planned improvement 

programmes will gradually replace storage tank water systems with combination boilers, 

if possible, though some properties will continue to require storage tank systems to meet 

their requirements. 

6.3 The

carried out as responsive repairs or as part of a planned improvement programme. 

Practice, by: 

• Ensuring that the release of water spray is properly controlled. 

• Avoiding water temperatures and conditions that favour the growth of Legionella 

and other micro-organisms. 

• Ensuring water cannot stagnate anywhere in the system by keeping pipe lengths 

as short as possible or by removing redundant pipe work and dead legs. 

• 

 Council will ‘design out’ risks on new developments, refurbishments and when 

carrying out planned improvements. 

6.4 SCDC will ensure that new tenants are made aware of the risk of Legionella, provide 

them with relevant information and advise them to flush through the system and ensure 

shower heads are clean, as part of the handover. 

6.5 Before the commencement of a new tenancy, if the property has remained vacant for 

more than seven days, water systems will be flushed, either during the accompanied 

viewing process or prior to the tenancy beginning. 

6.6 When risk assessments identify required works to remove or reduce risks, these will be 

6.7 If a risk cannot be removed, we will control the risk, in line with the Approved Code of 

Avoiding materials that will encourage the growth of Legionella. 

• Keeping the system and water in it clean. 

6.8 For tenanted properties it is impractical for SCDC to carry out the regular weekly and 

monthly checks required to ensure safety from Legionellosis. We will publicise to 

residents the importance of carrying out such checks through our Water Hygiene leaflet 

and other resident communications. 
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7. Monitoring 

7.1 SCDC will monitor the percentage of properties with a risk assessment and that regular 

tests, required according to policy and procedure, are carried out. 

7.2 To ensure full compliance, regular audit of the management processes will take place by 

SCDC or by an External Auditor from an accredited body. 

7.3 Regular reports and updates will be made available to relevant councillor or tenant 

groups. 

8. Incidents 

8.1 

9. 

9.1 

9.2 

10. 

10.1 

8 

In the event of any incidents, the Corporate Health and Safety Team must be informed 

as soon as possible. They will then notify the relevant regulatory authority, where 

necessary reported to the HSE via the online RIDDOR process. 

Documentation 

The risk assessment and records of routine maintenance (logbooks) for the premises will 

be held in a readily accessible place, on site and electronic records held and maintained 

by the Asset Compliance team. 

In addition, the Responsible Person / Contract Administrator will ensure that records and 

documents are maintained such as: 

• All relevant water systems (with drawings as appropriate) 

• All risk assessments 

• All action plans 

• Control systems 

• Monitoring documents 

Value for Money 

Legionella surveys will be procured, where possible, through relevant procurement 

framework, ensuring value for money. All other works will be procured in relation to the 

SCDC’s financial regulations and competitive quotes sought. All goods and services 

procured will be at the best possible price and quality. 
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11. Definitions and References 

11.1 Definitions 

A naturally occurring bacteria within water sources. 
Legionella 

Inhalation or ingestion of them can cause illness. 

11.2 Legislation 

• Health and Safety at Work Act 1974 

• Approved Code of Practice L8 (ACoP L8) Legionnaire’s’ Disease: The control of 

Legionella bacteria in water systems 

• Control of Substances Hazardous to Health Regulations 2002 (COSHH) 

• Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 

(RIDDOR) 

• The Management of Health and Safety at Work Regulations 1999 

• Landlord and Tenant Act 1985 

• Housing Acts 1985 and 1988 

11.3 Guidance 

• HSG 274 parts 1, 2, 3 

• BS 6700:2006 Guide to the design, installation, testing and maintenance of 

services supplying water for domestic use within buildings and their curtilages 

• BS 8580:2010 Water Quality: Risk assessment for legionella control Water 

Regulations Advisory Scheme (WRAS) 

11.4 Legal Framework 

Directly applicable to the SCDC management of water services are a number of statutory 

enabling acts (England and Wales), and subordinate regulations, the most important of 

which are shown below: 

• 

• 

• 

• 

• 

• 

Water Industry Act 1991 

Water Supply (Water Quality) Regulations 2000 

Water Supply (Fittings) Regulations 1999 

Building Act 1984 and Sub-ordinate Regulations 

Health & Safety at Work Act 1974 as enabling act to the Workplace (Health, 

Welfare and Safety) Regulations 1992). 

Corporate Manslaughter and Corporate Homicide Act 2007. 
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In addition to statutory legislation the following informative professional and approved 

codes of practice apply: 

• British Standard BS6700:2006 for The Design, installation, commissioning, testing 

and maintenance of services supplying water for Domestic use within Buildings 

and their curtilages. 

• Health and Safety Commission’s Approved Code of Practice (ACOP) and 

Guidance L8 on ‘The Control of Legionella Bacteria in Water Systems’ third edition 

Compulsory Legionella awareness training will be provided to all those who collectively 

Responsible Persons will receive technical training to enable them to fulfil this role 

(at least every three years). 

• 

adequate and appropriate training. 

Accessibility and Inclusion 

2000 (reprint 2007). This document is used by Health and Safety Executive 

inspectors as the benchmark standard which, in the event of an untoward incident, 

SCDC must be able to demonstrate it complied with or exceeded. 

• Chartered Institution of Building Services Engineers Technical Guides, notably 

TM13 2000. 

• Health and Safety Executive’s Guidance Note HSG220 ‘Health and safety in 

CARE HOMES’. 

• Water Regulations Advisory Service (WRAS) ‘Water fittings and materials directory’. 

12. Training 

12.1 

contribute to ensure compliance for managing the control of legionella within our properties: 

• 

All employees directly involved in the Legionella Control Programme will receive 

13. 

13.1 SCDC is committed to engaging with tenants and residents in line with the Equality Act 

2010. Reasonable adjustments will be made to ensure services are accessible to all. 

This may include: 

• Contact preferences 

• Offering home visits 

• Use of advocates or interpreters 

• Alternative communication formats, such as large print or translated materials 

• Adjusting appointment times 

• Adjusting locations to accommodate mobility or health needs 
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14. About this Policy 

14.1 This policy will be reviewed every five years. However, earlier reassessment may be 

required if there are changes in operations and / or legislation 

etcetera. 

14.2 This policy has been produced in consultation with tenant 

representatives. If you are interested in getting involved in 

shaping our housing service, we would love to hear from you; 

please visit our website for more information and to get in touch. 

15. Complaints 

15.1 SCDC aims to provide excellent customer service, but we recognise that mistakes can 

happen. If you are dissatisfied with the service you have received, you can make a 

complaint in accordance with the Council’s Complaints Policy. To make a complaint, please 

visit our website or telephone 01954 713 000 or email housing.complaints@scambs.gov.uk. 

16. Our Values 

We prioritise empathy and understanding in decision-making and service delivery. 

Ambitious 

We are proactive and take a forward-thinking approach to addressing challenges. 

We create smart solutions and reach our goals with determination and a clear vision. 

Collaborative 

We foster a culture of teamwork and open communication. 

We work with and involve stakeholders, to improve how the organisation works and 

serves the public. 

Compassionate 

We consider the wellbeing of people and communities in everything we do and we 

replicate this when we talk to our colleagues because we know that when we support 

each other, we all do better. 

Accountable 

We take responsibility for our actions and decisions. 

We own up to mistakes and make sure we fulfil our commitments. 
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Appendix 01 – Scheme Log Example 

Scheme: -

If showers / taps are not in use, please run water through outlets for a period of 
five minutes weekly, temperatures to be tested monthly. 

Process (refer to site staff guidance for detailed procedures) 

• Hot tap measurements reached within 2 minutes of running water (Above 50°C standard 

to meet) 

• Cold tap measurement reached within 2 minutes of running water (Below 20°C standard 

to meet) 

• Take temperature within the flow or at the pipe if a Blending Valve is fitted. 

• Fill in chart. 

• Store in Cleaning Cupboard. 

Date 
Shower Toilets Kitchen Laundry 

Signature 
Hot Cold Hot Cold Hot Cold Hot Cold 

- °c °c °c °c °c °c °c °c -

- °c °c °c °c °c °c °c °c -

- °c °c °c °c °c °c °c °c -

- °c °c °c °c °c °c °c °c -

- °c °c °c °c °c °c °c °c -

- °c °c °c °c °c °c °c °c -
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3.4 Assignment and Succession Policy 

The following documents are enclosed: 

• Report to the Housing Engagement Board 

• Annexure A – Draft Assignment and Succession Policy 

• Annexure B – Feedback Report from Housing Policy and Procedure Tenants 

Panel 

Julie Fletcher to report. 
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Report to: Housing Engagement Board 

27 October 2025 

Lead Cabinet Member: Councillor John Batchelor – Lead Member for Housing 

Lead Officer: Peter Campbell – Head of Housing 

Draft Assignment and Succession Policy (Housing) 
Recommendations 

1. It is recommended that the Housing Engagement Board endorses the Draft Assignment 

and Succession Policy (Housing) (version 0.5), as outlined in Appendix A, ahead of its 

submission to Cabinet for approval on 2 December 2025. 

2. The Housing Engagement Board may also wish to provide additional comments for 

Cabinet’s consideration during its review of the draft policy. 

Details 

3. The Draft Succession and Assignment Policy has been reviewed, in consultation with the 

Housing Policy & Procedure Tenant Panel, to ensure it remains current, legally compliant, 

and aligned with the Consumer Standards introduced under the Social Housing 

Regulations Act 2023. The majority of the draft policy is led by legislation under Part IV of 

the Housing Act 1985. 

4. The Draft Policy clarifies the Council’s approach to tenancy assignment (transfer during 

life) and succession (transfer upon death) – to ensure transparency, consistency, legal 

compliance, and tenant support during key life events. The Draft Policy will help to manage 

expectations around who can inherit or be assigned a tenancy (reducing disputes and 

complaints). 

5. In addition to promoting fairness and transparency, the draft policy supports efficient use of 

housing by assessing property suitability and helps allocate homes to those in need, 

aligning with wider housing strategy objectives. 
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Reasons  for  Recommendations  

6.  It is essential that the Council has a clear and robust policy outlining its approach to 

tenancy assignment and succession. This policy,  once approved,  will ensure that we meet  

our legal obligations as a landlord,  apply consistent  and fair decision-making,  and manage 

our housing stock  effectively to support those in genuine housing need.  

 

Options  

7.  The alternative option would be to reject  the  Draft Assignment and Succession  Policy 

(Housing) in its  presented form. However, without an approved and up to date policy,  the 

Council  cannot  demonstrate a clear  approach or fulfil its landlord responsibilities in this  

area.  

 

Implications  

8.  In the writing of this report, taking into account financial, legal, staffing, risk, equality and 

diversity, climate change,  and any other key issues, the following implications have be en 

considered:- 

 

Legal  

9.  The Draft Policy sets out the legal framework  for assessing tenancy  succession and 

assignment requests.  

 

Risks  /  Opportunities  

10.  Without  a clear framework,  there is a higher risk of legal challenge t o the Council’s  

decision-making in terms of tenancy succession and assignment requests.  

 

Consultation responses  

11.  The Draft  Assignment  and Succession Policy (Housing) was reviewed by the Housing 

Policy & Procedure Tenant Panel on 30 September 2025. The panel, comprising tenant  

representatives  and officers, provided feedback, which was  duly considered,  and any  

necessary  amendments were incorporated into the draft policy.  A copy of  the amendments  

made following consultation through the Tenant Panel is  attached at  Appendix B.  
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12. A draft of this policy was shared with colleagues in 3C Legal, whose feedback was 

reviewed and used to inform relevant amendments incorporated into the current draft 

policy. 

Alignment with Council Priority Areas 

Healthy and Supported Communities 

13. This policy will contribute to healthy and supported communities by supporting tenants 

during life-changing events such as bereavement, relationship breakdowns, or transitions 

in care, ensuring they receive guidance and compassion. It promotes stability and 

wellbeing by enabling individuals, especially vulnerable groups like minors or non-statutory 

successors, to remain in their home where it is considered appropriate. 

Background Papers 

Appendices 
Appendix A: Draft Assignment and Succession Policy (Housing) (version 0.5) 

Appendix B: Feedback from the Housing Policy & Procedure Tenant Panel 

Report Authors: 
Geoff Clark – Service Manager – Housing Tenancy and Estates 

Martyn Hilliam – Housing Policy Officer 

Telephone: (01954) 713 3336 
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South Cambridgeshire District Council 

Assignment & Succession Policy (Housing) 

Appendix A 

Version Draft v0.5 

Ownership Head of Housing 

Approved by TBC 

Policy Contact Service Manager – Tenancy & Estates 

Approval date TBC 

Publication date TBC 

Date of next review TBC 
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This policy applies to all SCDC social housing tenants. It does not cover Leaseholders, 

Shared Ownership or Non-Secure / Temporary tenancies. 

The purpose of this policy is to: 

• Provide transparency and clarification on our approach to how we deal with 

assignment and succession of tenancies. 

• Offer clear guidance to both staff and tenants during potentially life-changing 

periods, helping them to understand their rights and options 

• Refer to best practice 

• To explain the factors that will come into consideration when we are making 

decisions on succession and assignment 

This policy does not go into detail about mutual exchanges but does discuss assignment 

in relation to exchange. Please read our Mutual Exchange Policy and associated 

guidance for full information about exchanges. 

What is Assignment? 

Assignment is the legal process of passing over tenancy rights & responsibilities to 

another person. 

 

 

  

 

   

 

   

  

   

       

     

  

    

 

   

   

    

 

  

        

   

  

   

 

 

  

  

  

  

   

   

    

1. Introduction 

1.1 This policy sets out South Cambridgeshire District Council (SCDC)’s approach to 

assignment (where the tenancy is transferred to another person) and succession (where 

the tenancy is transferred upon the death of a tenant). 

1.2 This policy should be read in conjunction with the Council’s Tenancy Policy, Lettings 

Policy and Mutual Exchange Policy. 

2. Scope and Purpose 

2.1 

2.2 

2.3 

3. 

3.1 

3.2 In some circumstances, it may be possible for an SCDC tenant to pass their tenancy on 

to someone else. The process effectively sees the assignee receive the tenancy held by 

the assigning tenant; this is not the granting of a new tenancy. There are criteria and 

restrictions on who a tenancy can be assigned to, as set out in legislation. 

3.3 When a tenancy is assigned, the assignee (the incoming tenant) takes over the existing 

tenancy. This means for example if the person assigning the tenancy has caused 

damage to a property, the assignee will be responsible for putting this right. 
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3.4 Section 91 (3) of The Housing Act (1985) states that a secure tenancy can only be 

assigned in three situations: 

• By way of mutual exchange (see section 6) 

• To someone that would be eligible to receive the tenancy under succession rules 

(see section 5) 

• By way of a court order (see section 7) 

3.5 Assignments are only valid once a ‘Deed of Assignment’ (a specific legal document, see 

section 4) has been carried out, or by way of a court order. 

3.6 The permission of SCDC must be received prior to the completion of an assignment. If 

this is not done, then it will be viewed as a breach of tenancy and SCDC could begin 

possession proceedings. 

3.7 A tenancy can only be passed over to someone else once (through either assignment or 

succession). This restriction does not apply to mutual exchanges however, as these can 

be carried out as many times as required. 

3.8 Tenants are advised to carefully consider the decision to assign a tenancy and SCDC 

are available to provide support and answer any questions. It is also recommended for 

tenants to take legal advice from a solicitor or the Citizens Advice Bureau (CAB). 

4. Deed of Assignment 

4.1 Assignments are only deemed as valid once a deed of assignment has been completed 

(unless it is assigned by a court order). 

4.2 A deed of assignment is a legal document that should be signed by both the assignee 

and the assignor and witnessed by an independent person. 

4.3 When an assignment has been approved, the SCDC Housing Services Officer (HSO) will 

arrange a mutually convenient time for both parties to come into the SCDC offices to sign 

the relevant paperwork. 

4.4 Either person(s) can change their mind about completing an assignment, up to the point 

of the deed of assignment being signed. Once this has been completed, it becomes a 

legally binding agreement. 

4.5 It is highly important for each person(s) to ensure that they are happy with everything and 

are aware of any tenancy changes, rights and responsibilities that come with carrying out 
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an assignment. It is recommended for tenants to take legal advice from a solicitor or the 

Citizens Advice Bureau (CAB). 

4.6 Once the deed of assignment has been signed, the new tenant should keep the original 

copy and both the original tenant and SCDC should retain a copy. SCDC will ensure this 

is then held electronically and placed onto the relevant storage system. 

5. Assignment by Choice of Tenant under Succession Rules 

5.1 Some SCDC tenants may have the right to assign their tenancy to another person, if the 

Act and amended by the 2011 Localism Act. 

5.2 Who can be assigned the tenancy depends upon the type of tenure that the current 

tenant has: 

Secure Tenancy (signed up prior to 1st April 2012) 

Here the tenancy can be assigned to a spouse or registered civil partner or another 

qualifying family member (such as children, parents, co-habiting partners). 

The tenancy can only be assigned to the tenant’s spouse, civil partner or cohabiting 

5.3 

statutory succession right and there will be no further opportunity for the tenancy to be 

5.4 Whilst we will assess the individual circumstances of each case, assignment requests 

• The property would not be suitable for the assignee (see Lettings Policy) 

assignee would be eligible to receive the tenancy under succession rules. These 

successions are known as statutory successions and are outlined in the 1985 Housing 

Secure / Fixed-Term / Introductory Tenancy (signed up after 1st April 2012 

partner (see Localism Act 2011). 

If the assignee is eligible and the assignment is completed, this will count as use of the 

assigned (either through assignment or succession). 

may be refused if: 

• The succession right has previously been utilised 

• The assignee does not qualify to have the tenancy assigned to them 

• There are arrears on the tenancy 

• The tenancy is subject to legal action 

5.5 The person, to whom the tenancy is being assigned, must have lived in the property (as 

their main / principal home) for a minimum of 12 months prior to the assignment being 

carried out. 

58 5 

https://www.legislation.gov.uk/ukpga/1985/68/contents
https://www.legislation.gov.uk/ukpga/1985/68/contents
https://www.legislation.gov.uk/ukpga/2011/20/contents
https://www.legislation.gov.uk/ukpga/2011/20/contents
https://www.scambs.gov.uk/media/xljngng0/scdc-lettings-policy-revised-010721.pdf


5.6 Tenants are advised to carefully consider the decision to assign a tenancy and SCDC 

are available to provide support and answer any questions. It is also recommended for 

tenants to take legal advice from a solicitor or the Citizens Advice Bureau (CAB). 

5.7 Any requests to assign a tenancy must be put in writing to the Council. 

6. Assignment by Way of Mutual Exchange 

6.1 The process of assignment is also used when completing mutual exchanges. 

6.2 As mentioned, this document does not go into detail about mutual exchanges, but this 

6.3 

6.4 

6.5 

7. 

7.1 

7.2 

section does discuss assignment in relation to exchange. For full information, 

requirements and for an overview of the general process relating to mutual exchange, 

please visit our website. A paper copy of the mutual exchange application form can also 

be provided upon request. 

When two parties wish to exchange, and consent has been provided by both landlords, 

the HSO will arrange a mutually convenient time for both tenants to come into the SCDC 

offices and sign a ‘deed of assignment’ (see section 4). 

Assignments by way of mutual exchange are not counted as the use of the right of 

succession, therefore there are no limits on the number of times someone can carry out 

a mutual exchange. 

Assignment and succession rights travel with a tenancy; so, a person will not receive 

new statutory succession rights if taking part in an exchange with someone that has used 

their assignment or succession right. 

Assignment by Way of a Court Order 

A tenancy can also be assigned by way of a court order, called a ‘Property Adjustment 

Order’. 

Examples of when this might take place include (but are not limited to): 

• A divorce 

• A separation 

• A marriage annulment 

• Assigning the tenancy to a particular parent. 
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7.3 The court may make an order to transfer the tenancy under the following: 

• Matrimonial Causes Act (1973), Section 24; 

• Matrimonial and Family Proceedings Act (1984), Section 17(1); 

• Children Act (1989), paragraph 1 of schedule 1; 

• Civil Partnership Act (2004), part 2 of schedule 5 or paragraph 9 (2) or (3) of 

schedule 7. 

7.4 As a landlord, SCDC will be notified when an application for tenancy transfer has been 

7.5 

8. 

8.1 

8.2 

8.3 

made. Although the court will consider the viewpoint of the Council, the final decision will 

be made by the court. The Council will abide by the decision of the court. 

Once a decision has been made, both parties should contact their HSO and arrange to 

sign the deed of assignment. The Council will require proof of the decision by the court to 

order the assignment. 

Joint Tenancies and Relationship Beakdowns 

If joint tenants experience a relationship breakdown, the usual avenue to assign the 

tenancy to one of the tenants is through a court order (as described in section 7). 

SCDC cannot simply take someone off a tenancy, even if both joint tenants are in 

agreement. This must be done through the courts and the granting of a court order. 

Joint to sole tenancy without a court order 

Secure Tenancies 

If one part of a joint tenancy gives notice, this will bring the entire tenancy to an end. 

Flexible Fixed-Term Tenancies 

For a flexible fixed-term tenancy to be brought to an end, a formal written offer 

surrendering the tenancy (giving four weeks’ notice) would need to be made, with both 

joint tenants signing the surrender offer. 

Should the other joint tenant(s) wish to remain at the property, the Council may (in some 

circumstances) consider using discretion to give them a new tenancy. This would depend 

upon if the property was suitable to the needs of the tenant, as outlined in the Lettings 

Policy (example, size of property, adaptions etcetera.). Even if it is agreed that the 

remaining tenant is eligible for a new tenancy, they should be aware that they may be 

offered an alternative property elsewhere within the district. 
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Tenants should be aware that the type of tenancy they would receive may not be the 

same as they had held previously, as they would be classed as a new tenant. It is 

advised that tenants consult with their HSO for advice on this. 

All new tenancies will be placed on to a ‘target social rent’ or affordable rent, dependent 

on the previous rental for the property. 

8.4 Sole to joint tenancy 

If a sole tenant wishes to add another person to the tenancy and make it a joint tenancy, 

they must put their request in writing to the Council. SCDC would require proof that the 

proposed additional tenant has been living at the property for a minimum period of 

12 months and will send out a letter requesting some further information. 

The Council would review the request and approve it wherever possible. The occasions 

whereby this may be declined are under the following circumstances: 

• Not all parties are in agreement 

• The person(s) has not been living at the property for 12 months or more 

• There are outstanding rent arrears 

• The tenancy is subject to legal action 

• The property would not be suitable for the joint tenancy (example, size, 

adaptations etcetera) 

• Where one or more of the persons are not eligible for social housing 

• The person(s) has interest in another property / properties. 

The person that the existing tenant wishes to add to the tenancy would also need to 

provide identification and show that they have permanent residence in the UK. 

Husbands, wives or civil partners are not required to provide the Council with all of this 

information; all SCDC would need to process the request would be a marriage certificate 

or a civil partnership certificate. 

The Council would review the request, considering all the above criteria and will provide 

a decision. If approved, the newly added tenant must sign the tenancy agreement. 

9. What is Succession? 

9.1 Succession is the name given to the process that sees a Council tenancy passed on to 

another person when the original tenant passes away. Section 87, Part IV Housing Act 

1985 (the Act) provides the basis on which a tenancy can be passed on (succeeded) to 
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another person. SCDC require to be notified and provided with evidence, such as a 

death certificate or an interim death certificate; this can be done online through the ‘Tell 

us Once’ process. 

9.2 The Localism Act 2011 changed the legislative framework as to who is eligible to 

succeed to a tenancy. Therefore, the tenancy rights for succession are dependent on 

when the tenancy was granted. The statutory right of succession to family members 

(other than spouse / civil partner / partner) no longer applies to tenancies granted after 

1st April 2012. 

Secure Tenancy (signed up prior to 1st April 2012) 

Here the tenancy can be succeeded to by a spouse or registered civil partner or another 

close family member (such as children, parents, co-habiting partners etcetera), as long 

as they are living at the property as their principal home at the time of death. 

Secure / Fixed-Term / Introductory Tenancy (signed up after 1st April 2012) 

The tenancy can only be succeeded to by the tenant’s spouse, civil partner or cohabiting 

partner. 

9.3 Only one statutory succession is allowed, as outlined within the Housing Act (1985). 

Therefore, when the tenancy has been succeeded once, it cannot be assigned or 

succeeded to again. 

9.4 Joint Tenancies 

If the succession right has not previously been used, a joint tenancy will automatically 

transfer to the remaining tenant (this is called survivorship). After this has taken place, 

there is no further opportunity for the tenancy to be either succeeded or assigned. 

9.5 Sole Tenancies 

Sole tenancies work slightly differently, as there are certain eligibility criteria that the 

proposed successor must meet to take on a tenancy. The criteria, as discussed above, 

will also differ depending on type of tenure and when the tenancy was signed up to. 

9.6 Those that succeed a sole tenancy must sign a tenancy agreement to confirm that they 

accept the tenancy terms and conditions. A new tenancy will not be created, but this will 

declare that they agree to the terms of the existing tenancy that they are succeeding to. 

Successors to a joint tenancy will not have to carry this out, as they will have already 

signed the original agreement. 
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9.7 Wherever there is more than one person that has the right to succeed a particular 

tenancy, the family should decide between themselves who will take on the tenancy. If an 

agreement cannot be made, a court or SCDC will make the final decision. 

9.8 Type and size of property 

Whilst each case will be assessed individually, SCDC may not grant succession to the 

existing property if: 

• The home is too big for their needs 

• It has been specially adapted, but they don’t require those adaptations 

• It is designed for older people, and they are too young 

In these cases, SCDC will assess the person’s housing needs and help them find more 

suitable accommodation. This approach helps make sure social housing is used fairly 

and efficiently, in line with the Council’s Lettings Policy. 

Whilst suitable housing is being identified, the person may be allowed to stay in the 

existing property temporarily under a licence agreement. They will be expected to 

actively engage in the rehousing process. 

10. Succession and Minors 

10.1 Minors (this being anyone under the age of 18) have the same rights to succeed a 

tenancy as anyone over the age of 18. 

10.2 SCDC will assess each case individually, but the general procedure will be as follows: 

Minors between 16 and 18 

If a tenancy is passed to someone who is 16 or 17 years old, SCDC will require a 

guarantor for the minor. The tenancy will be held in trust for the minor until they turn 18, 

at which point it will fully transfer to them. The minor must follow the tenancy conditions, 

and all correspondence will be sent to both the guarantor and the minor until the minor 

turns 18. 

The guarantor may be an individual or a voluntary / child services organisation. 

Minors under 16 

If the tenancy statutorily succeeds to a person that is aged 15 or under, then a carer 

must be in place to be there for the minor until at least their 16th birthday. The same 

conditions as outlined in the ‘Minors under 18’ section will be in place, but a carer must 

move into the property to be a guarantor and take custody. The tenancy will be granted 
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in trust to the guarantor until the minor’s 18th birthday, at which time the full tenancy will 

become theirs. 

11. Introductory Tenancies 

11.1 Since April 2012, all new Council tenants are given an ‘Introductory Tenancy’. 

11.2 Introductory tenants have the right to assign their tenancy, if the person would be eligible 

to receive the tenancy under succession rules or if a court order has been granted. 

11.3 Succession rights and rules also apply during an introductory tenancy. 

11.4 

11.5 

12. 

12.1 

12.2 

12.3 

12.4 

If the successor is eligible to succeed to an introductory tenancy, they will take over the 

terms of the agreement and will remain an introductory tenant for the remaining period. 

For example, if the successor takes on the tenancy after eight months, they will remain 

on an introductory tenancy for at least a further four months. 

Introductory tenants will not usually have the ability to exchange their property, but SCDC 

may consider using discretion in certain circumstances to allow an exchange to proceed 

(for more information, see section 3 of the Introductory Tenancy Procedure). 

Demoted Tenancies 

Demoted tenancies are given when ordered by the court. The Council may apply to have 

a tenancy demoted if: 

• There has been anti-social behaviour 

• The property has been used for illegal purposes 

Assignment, exchange and succession (along with other tenancy rights) apply differently 

if a tenant holds a demoted tenancy. 

Usually a demoted tenant would not have the right to carry out a mutual exchange or be 

able to assign their tenancy through their own choice. 

The right to succeed would still be in place; however, the eligible successor would take 

on the demoted tenancy until such time as it is restored to the original tenancy that it was 

demoted from (provided the terms have been adhered to). 

13. Non-statutory Successors 

13.1 If the tenancy has already had a succession (or there is no one that is legally eligible to 

succeed the tenancy), but an ineligible person remains in occupation, SCDC may begin 

proceedings to gain possession of the property. 
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13.2 In some circumstances SCDC will consider allowing non-statutory successors to remain 

in the property and be granted a new tenancy. This is entirely at the discretion of the 

Council and any decision will be based upon individual circumstances. In making this 

decision, the Council would consider if the person: 

• Is suitable for the property (example, adaptions and size of property) 

• Cannot feasibly afford to source accommodation in the private rental sector or 

through homeownership 

agreed the incoming tenants would need to sign a new tenancy agreement. 

If the person remaining in occupation would qualify for housing support through SCDC’s 

would support them in finding alternative accommodation. 

• Does not have interest in another property or properties 

• The person has been living at the property as their principal home for at least 

12 months 

• The Council would also consider the relationship between the tenant and the 

ineligible person 

• Their circumstances would also be considered (children, vulnerability, health 

etcetera) 

Generally, a new tenancy would only be granted if the person is suitable for the property 

and the Council’s allocations procedure (as outlined in the Lettings Policy) is not 

contradicted. 

In such cases, and in contrast to statutory successions, if a non-statutory succession is 

13.3 

Lettings Policy, but the property they are currently in is not suitable for them, the Council 

13.4 In these circumstances the person would be placed on to a ‘Licence’ for a maximum 

period of 12 months, enabling them to have this time to source a suitable property. They 

will need to register on Home-Link and be actively bidding on properties. SCDC may also 

offer anything suitable during this time, by way of a direct let. 

13.5 After 11 months, if the person has not been successful in finding a suitable property, a 

final property offer will be made by the Council. 

13.6 If a suitable alternative property is offered, but is unreasonably refused, the Council will 

begin proceedings to seek possession of the property. 
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14. Timescales 

14.1 We aim to complete successions and assignments within 28 days, once all paperwork 

has been provided by the tenant. However, we will be flexible and work with tenants at 

an agreed pace to meet their needs. Please note, this timescale does not apply to Mutual 

Exchanges, please see the Mutual Exchange Policy. 

15. Glossary 

Assignee 

16. 

16.1 

The person a tenancy is being assigned to. 

Assignment 
The legal process of passing over tenancy rights and responsibilities to another person. 

Assignor 
The person assigning a tenancy. 

Property Adjustment Order 
Orders given by the courts to transfer property rights. 

Survivorship 
The automatic process that sees one joint tenant take over the tenancy solely upon the 

passing of the other joint tenant. 

Accessibility and Inclusion 

SCDC is committed to engaging with tenants and residents in line with the Equality Act 

2010. Reasonable adjustments will be made to ensure services are accessible to all. 

This may include: 

• Contact preferences 

• Offering home visits 

• Use of advocates or interpreters 

• Alternative communication formats, such as large print or translated materials 

• Adjusting appointment times 

• Adjusting locations to accommodate mobility or health needs 
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17. About this Policy 

17.1 This policy will be reviewed every five years. However, earlier reassessment may be 

required if there are changes in operations and / or legislation, 

etcetera. 

17.2 This policy has been produced in consultation with tenant 

representatives. If you are interested in getting involved in 

shaping our housing service, we would love to hear from you; 

18. 

18.1 

19. 

please visit our website for more information and to get in touch. 

Complaints 

SCDC aims to provide excellent customer service, but we recognise that mistakes can 

happen. If you are dissatisfied with the service you have received, you can make a 

complaint in accordance with the Council’s Complaints Policy. To make a complaint, please 

visit our website or telephone 01954 713 000 or email housing.complaints@scambs.gov.uk. 

Our Values 

Ambitious 

We are proactive and take a forward-thinking approach to addressing challenges. 

We create smart solutions and reach our goals with determination and a clear vision. 

Collaborative 

We foster a culture of teamwork and open communication. 

We work with and involve stakeholders, to improve how the organisation works and 

serves the public. 

Compassionate 

We prioritise empathy and understanding in decision-making and service delivery. 

We consider the wellbeing of people and communities in everything we do and we 

replicate this when we talk to our colleagues because we know that when we support 

each other, we all do better. 

Accountable 

We take responsibility for our actions and decisions. 

We own up to mistakes and make sure we fulfil our commitments. 
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