
 

 

Please ask for Democratic Services: Telephone 01775 764626  

e-mail: demservices@sholland.gov.uk 

 

AGENDA 
 
 
 

 
 

Committee - CABINET 
 
Date & Time - Tuesday, 15 December 2020 at 10.00 am 
 

Venue - This will be a meeting held in line with The 
Local Authorities & Police & Crime Panels 
(Coronavirus) (Flexibility of Local Authority & 
Police & Crime Panel Meetings) (England & 
Wales) Regulations 2020 
The meeting will be held virtually via Zoom and 
streamed live, via the following link: 
www.facebook.com/SouthHollandDCofficial/  

 

Membership of the Cabinet: 
 
Councillors: G A Porter (Leader), P E Coupland (Deputy Leader), C N Worth (Deputy 
Leader), A Casson, H Drury, R Gambba-Jones, R Grocock, C J Lawton, E J Sneath and 
G J Taylor 
 
No substitutions permitted. Revised quorum 3. 
 

Note:  Cabinet reports may be referred to Council or Scrutiny Panels.  They 
should therefore be kept for future reference during the current 
committee cycle.   
 

 

 Persons attending the meeting are 
requested to turn mobile telephones to 

silent mode 

Democratic Services 
Council Offices, Priory Road 
Spalding, Lincs PE11 2XE 
 
Date:   7 December 2020 

Public Document Pack
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A G E N D A 
1.  Apologies for absence.  

 

 

2.  Minutes -  
To sign as a correct record the minutes of the meeting of the Cabinet 
held on 27 October 2020 (copy enclosed).   
 

(Pages 
3 - 10) 

3.  Declarations of Interest. -  
(Where a Councillor has a Disclosable Pecuniary Interest the Councillor 
must declare the interest and leave the meeting without participating in 
any discussion or making a statement on the item, except where a 
Councillor is permitted to remain as a result of a grant of dispensation.) 
 

 

4.  Questions raised by the public under the Council's Constitution 
(Standing Orders).  
 

 

5.  To consider any matters which have been subject to call-in.  
 

 

6.  To consider matters arising from the Policy Development and 
Performance Monitoring Panels in accordance with the Overview and 
Scrutiny Procedure or the Budget and Policy Framework Procedure 
Rules.  
 

 

7.  Q2 Performance Report 20/21 -  
To provide an update on how the Council is performing for the period 1 
July 2020 to 30 September 2020 (report of the Deputy Leader of the 
Council enclosed). 
 

(Pages 
11 - 28) 

8.  Local Council Tax Support Scheme 2021/22 -  
To seek Cabinet decision on the final proposals for the 2021/22 Council 
Tax Support scheme, to be presented to Council for approval on 20 
January 2021 (report of the Portfolio Holder for Finance and the 
Executive Director Commercialisation (S151) enclosed). 
  

(Pages 
29 - 44) 

9.  Tenancy Management Policy -  
To seek approval of the Tenancy Management Policy (report of the 
Portfolio Holder for HRA and Private Sector Housing and the Executive 
Director Commercialisation (S151) enclosed). 
 

(Pages 
45 - 70) 

10.  Corporate Health & Safety Policy 2020 -  
To propose a revised Health and Safety Policy and to recommend its 
formal adoption and implementation (report of the Portfolio Holder for 
Public Protection and the Executive Director Commercialisation (S151) 
enclosed). 
 

(Pages 
71 - 86) 

11.  Any other items which the Leader decides are urgent. -  
Note:  (i) No other business is permitted unless by reason of 

special circumstances, which shall be specified in the 
Minutes, the Leader is of the opinion that the item(s) 
should be considered as a matter of urgency.   

(ii) Any urgent item of business that is a key decision must 
be dealt with in accordance with the Constitution’s 
Access to Information Procedure Rules. 
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- 1 - 
 

Minutes of a meeting of the CABINET held in line with The Local Authorities & Police 
& Crime Panels (Coronavirus) (Flexibility of Local Authority & Police & Crime Panel 
Meetings) (England & Wales) Regulations 2020, on Tuesday, 27 October 2020 at 
10.00 am. 
 

 PRESENT  

  
G A Porter (Leader) 

 
P E Coupland (Deputy 
Leader) 
A Casson 
H Drury 
 

R Gambba-Jones 
R Grocock 
C J Lawton 
 

E J Sneath 
 

   

 

 Cabinet Support Members: Councillor A C Beal and Councillor J L Reynolds. 
 
The Executive Director Commercialisation, the Director (Acting), the Executive 
Manager Delivery, the Executive Manager Governance, the Strategic Finance and 
Compliance Manager, the Environmental Services Manager, the Housing Landlord 
Services Manager, the Housing Options Manager, the Communications Manager, the 
Democratic Services Manager and the Democratic Services Officer. 
 
Apologies for absence were received from or on behalf of Councillors C N Worth, 
G J Taylor, J R Astill, N H Pepper, B Alcock and A R Woolf.     
 
In Attendance:  Councillor A M Newton (Independent Group Leader) and Councillor 
T A Carter (Chairman, Governance and Audit Committee).  

 

 

 

 
 Action 

By 
33. MINUTES   
  
 The minutes of the meeting held on 15 September 2020 were 

agreed, and would be signed by the Leader as a correct record as 
soon as reasonably practical after the meeting.  

 

   
34. DECLARATIONS OF INTEREST.   
  
 There were none.   
   
35. QUESTIONS RAISED BY THE PUBLIC UNDER THE 
 COUNCIL'S CONSTITUTION (STANDING ORDERS).  

 

  
 There were none.   
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CABINET - 27 October 2020 

 

 

36. TO CONSIDER ANY MATTERS WHICH HAVE BEEN SUBJECT 
 TO CALL-IN.  

 

  
 There were none.   
   
37. TO CONSIDER MATTERS ARISING FROM THE POLICY  
 DEVELOPMENT AND PERFORMANCE MONITORING PANELS  

 

  
 There were none.   
   
38. 2020/21 FINANCIAL REPORT QUARTER 2   
  
 Consideration was given to the report of the Portfolio Holder for 

Finance, Strategies and Partnerships and the Executive Director 
Commercialisation (S151) which provided information on the 
Quarter 2 (to 30 September 2020) financial position of the 
Council. 
 
DECISION: 
 
1) That the report and Appendix A be noted. 
 
2) That the estimated position with regard to the approved 

contributions to and use of reserves be noted. 
 

RECOMMENDED TO COUNCIL: 
 

3) That the General Fund Capital programme be approved as set 
out in table 5 and 6 of Appendix A. 
 

(Other options considered: 

 Do nothing 
Reasons for decision: 

 To provide timely information to Members on the overall 
financial position of the Council.)  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
CM  

   
39. MARKET TRADER FEES   
  
 Consideration was given to the report of the Portfolio Holder for 

Environmental Services which proposed a new fee structure for 
Spalding market traders. 
 
The Portfolio Holder provided a background to the issues under 
consideration, with regard to the Council’s plans to find savings 
prior to the Coronavirus outbreak, and the resulting impact of this.   
 
He also mentioned that the Town Centre Improvement Group was 
working to revitalise Spalding Town Centre, and the market was 
seen as a vital part of its plans. 
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CABINET - 27 October 2020 

 

 

 
The Portfolio Holder stated that rather than setting fees for when 
more ‘normal times’ resumed, that the charging of fees be 
deferred, and he made the following proposals and comments: 
 

 That the Council should continue to defer the charging of fees 
on all South Holland markets until the end of March 2021.  
This would:  

 Relieve traders of the burden of fees over the Christmas 
and New Year periods; and 

 Give the Town Centre Improvement Group for Spalding 
(and Holbeach if it chose to) the opportunity to look at how 
the fee system was structured, and how it could better 
reflect the demands of the respective locations, potential 
footfall and the type of goods being offered. 

 
The Cabinet considered the revised options presented by the 
Portfolio Holder, and the following comments were made: 
 

 The Council needed to monitor the situation, collect data and 
consult with stall holders to arrive at a sensible, fair and 
agreeable way of charging for, and managing market stalls. 

 

 The Council should encourage stall holders and the public to 
support markets and town centres over the coming months. 

 
DECISION: 
 
That, contrary to the options detailed within the report, the 
following be agreed: 
 
a) That the free period on all markets be extended until the end 

of March 2021; and 
 
b) That the respective Town Centre Improvement Groups be 

invited to review how market fees were best structured to 
support and encourage a vibrant market, and potentially to 
work together with the Council to review the fee structure as 
part of the overall budget setting process. 

 
(Other options considered: 

 Option One – reconsider the market fees for Spalding in 
line with the benchmarking exercise that had been 
undertaken. This option would allow SHDC to make the fees 
the most competitive to current market conditions, for example 
to reduce the fees on Saturdays whilst the Market Towns 
programme worked to make Saturdays more attractive to 
traders and competitive with other markets. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
CP, ES  
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Market Casual Regular 

Spalding Tuesday £1.40 per foot £1.20 per foot 

Spalding Saturday £1.30 per foot £0.90 per foot 

*Long Sutton / 
Crowland/Holbeach 

£0.61 per foot £0.51 per foot 

 

 Option Two – reconsider the market fees for Spalding in 
line with the charges at the other South Holland markets. 
This option would allow SHDC to make the fees the same 
across all markets in South Holland and would not charge 
differently for Tuesdays or Saturdays. This was the preferred 
option of the market traders. 

 

Market Casual Regular 

Spalding Tuesday & 
Saturday 

£0.61 per foot £0.51 per foot 

*Long Sutton / 
Crowland/Holbeach 

£0.61 per foot £0.51 per foot 

 

 Option Three – do nothing and leave fees at the rate 
agreed at the original Cabinet meeting on 16th June 2020 

Reasons for decision: 

 To relieve traders of the burden of fees over the Christmas 
and New Year periods; and 

 To allow the respective Town Centre Improvement Groups the 
opportunity to review how market fees were best structured to 
support and encourage a vibrant market, and potentially to 
work together with the Council to review the fee structure as 
part of the overall budget setting process.  

   
40. EMPTY HOMES STRATEGY   
  
 Consideration was given to the report of the Portfolio Holder for 

HRA & Private Sector Housing which considered a revised 
strategy, targeting long term empty properties and increasing the 
supply of homes brought back into use. 
 
DECISION: 
 
That the Empty Homes Strategy be approved. 
 
(Other options considered: 

 Do nothing 
Reasons for decision: 

 The Council sought to adopt a responsive approach to tackling 
long term empty homes. Bringing homes back into use was 
vitally important to increase the supply of accommodation 
available within the district. Whilst it was acknowledged that 

 
 
 
 
 
 
 
PS  
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CABINET - 27 October 2020 

 

 

regionally there had been an increase in the number of empty 
homes, overall the number of empty homes in South Holland 
remained comparably low. It was therefore considered that the 
aims and measures within the revised strategy were 
proportionate and sustainable.)  

   
41. HOUSING ASSISTANCE POLICY   
  
 Consideration was given to the report of the Portfolio Holder for 

HRA & Private Sector Housing which updated policies and 
enabled South Holland District Council to assist a range of 
vulnerable and/or disadvantaged households. 
 
DECISION: 
 
1. That the Housing Assistance Policy be approved and that 

authority be delegated to the Housing Landlord Services 
Manager, in consultation with the Portfolio Holder for HRA and 
Private Sector Housing, to amend the policy to reflect changes 
in legislation and national policy/strategy. 

 
2. That delegated authority be given to officers to determine and 

issue homeless grant assistance under the approved policy as 
follows: 

 
Housing Options Team Leader (limit: £3000) 
Housing Options Officers & Private Sector Officers (limit: 

£2000) 
 

(Other options considered: 

 Approve selected parts of the policy as determined. 

 Do nothing and continue with delivering Mandatory Disabled 
Facilities Grants only. 

Reasons for decision: 

 The focus of the Housing Assistance policy was one of 
prevention and was to enable independent living, by 
supporting those whose independence may be at risk to 
access housing, (including their current home), which met their 
needs. 
Types of Assistance: 

 Mandatory – Disabled Facilities Grants (DFG’s) 
The Council must assist those who qualified for a DFG as laid 
down in legislation. The adaptations funded would be 
considered as being the most appropriate, reasonable and 
cost-effective way of meeting the assessed needs of the 
disabled person up to the maximum grant of £30,000. 
Where the applicant/disabled person wished to carry out 
works to the property which were over and above those 
assessed by the Occupational Therapist (OT) as necessary, 

 
 
 
 
 
PS  
JB, PS  
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and the alternative works were defined by the Council as 
reasonable and practicable and would meet the assessed 
needs of the disabled person, the Council may offer financial 
assistance up to the value of assessed need. 
These grants were mandatory and thus would be prioritised 
over any discretionary grants. 

 Discretionary – Discretionary Housing Grants (DHG’s) 
This provided greater flexibility to the Council to provide 
assistance schemes which helped people meet their needs. 
This included wider health determinants other than disability, 
which could be made worse by housing conditions, for 
example, we may consider the health impacts of housing 
conditions on vulnerable owner-occupiers and consider 
schemes to undertake minor repairs to make homes safe and 
healthy or other preventative schemes which stopped or 
delayed conditions becoming worse. 
The provision of assistance other than Mandatory Disabled 
Facilities Grants was subject to the availability of funding. As 
well as help and assistance to homeowners; assistance was 
also available to homeless persons and current South Holland 
District Council tenants. 
 

 Appendices 1 and 2 provided the range of mandatory and 
discretionary assistance that may be available and this 
would be updated as new schemes were agreed or 
existing schemes were removed.)  

   
42. NEW LETTINGS POLICY FOR SHDC'S INDUSTRIAL UNITS   
  
 Consideration was given to the report of the Portfolio Holder for 

Assets & Planning which sought agreement from the Cabinet for a 
new Lettings Policy to replace the 2005 Lettings Policy for 
SHDC’s industrial units. 
 
There was some discussion around the issue of tenants 
occupying smaller units for long periods of time.  These would 
have been let predominantly for start-up businesses so long term 
occupation was not the intention.  It was explained that the new 
policy would address this issue by not providing tenants with an 
automatic right to renew their tenancy.  However, members 
commented that if tenants were not to remain in smaller start up 
units for long periods of time, to enable units to be available for 
new entrants, there would need to be a supply of alternative units 
for that business to move to.   
 
In response to a question about whether under the proposed 
replacement Lettings Policy subletting would be permitted, 
officers confirmed that a sublet of whole or part would not be 
permitted.  Tenants would have the ability to assign their lease or 
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discuss with the Council, as landlord, handing back their unit for 
re-letting If they no longer required occupation.  The new policy 
was intended to provide flexibility to officers to manage the estate 
effectively and work with tenants. This could include some units 
being let to more than one business in order to accommodate a 
number of start-ups working closely together in a single unit. 
 
DECISION: 
 
1) That the draft new Lettings Policy for SHDC’s industrial units, 

details of which were set out in the report, be approved; and 
 
2) That the updating of the officer delegation detailed at section 3 

in the report, for the letting of industrial units, be approved, 
with a simplified version, to read: 

 
“To grant industrial unit tenancies which meet the lettings 
criteria and determine the terms of the lease within the 
framework of the approved policy.” 

 
(Other options considered: 

 Option 2: To do nothing – The current policy was out dated, 
did not reflect current market terms and did not meet the 
strategic aims of the Council. It was recommended that the 
policy was renewed in order to effectively let and manage the 
council’s industrial units. 

 Option 3: To seek a rewrite of the draft Policy referred to in 
the report and the report be presented again to Performance 
Monitoring Panel and Policy Development Panel – the new 
policy reflected modern commercial practices and had been 
drafted on this basis. A rewrite and reference back to the 
Panels would mean a delay in it being implemented and serve 
no purpose. 

Reasons for decision: 

 The policy was simple and relatively high level. Officer 
delegations to be updated to allow officers more flexibility for 
negotiating terms on behalf of the Council, on commercial 
terms that reflected current market practice. 

 Due to the simplicity of the policy, it was resilient to future 
changes, therefore reduced the requirement for constant 
review. 

 The new precedent lease format which would be familiar to 
those who had leased property in the private sector.)  

 
 
 
 
 
 
 
JB, RH  

   
43. ANY OTHER ITEMS WHICH THE LEADER DECIDES ARE 
 URGENT.  

 

  
 There were none.   
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(The meeting ended at 10.43 am) 
 
(End of minutes) 
 
 
These minutes are published on Friday 30 October 2020  In accordance with the 
Council’s Constitution the DECISIONS detailed above will, unless otherwise stated, 
come into force and may then be implemented on Monday 9 November 2020 (i.e. 
after the expiry of 5 working days from the date of publication of these minutes), 
unless during that period a notice which is signed by either a Ward Representative (in 
relation to a matter in their ward) or two members of the Performance Monitoring 
Panel or any three members, and complies with the requirements of the Council’s 
Constitution is served on the Executive Manager Governance requesting that the 
decision be called-in and the Executive Manager Governance approves the request 
for call-in.  Where a decision is called-in it will firstly be considered by the 
Performance Monitoring Panel on a date to be fixed. 
 
Any FINAL DECISIONS and any URGENT DECISIONS take effect immediately. 
 
Any RECOMMENDATIONS TO COUNCIL detailed above will be submitted for 
consideration to the meeting of the full Council on Wednesday 25 November 2020. 
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SOUTH HOLLAND DISTRICT COUNCIL 

 

Report of:  Councillor Nick Worth, Deputy Leader of the Council  

 

To: Cabinet – Tuesday, 15 December 2020 

 

Authors: Matthew Hogan, Executive Manager for Growth 

 

Subject Q2 Performance Report 20/21 

 

Purpose: To provide an update on how the Council is performing for the period            

1st July 2020 to 30th September 2020 

 

 
Recommendation(s):  
 
1) That Cabinet note the contents of the report  

 
 

 

1.0 BACKGROUND 

 

1.1 The report seeks to provide an overview of a number of key performance indicators for the 

council. The report concerns the period of Quarter 2 2020-21 (July 2020 until September 

2020). 

 

1.2 Members will note a revised Performance Monitoring Summary. The Quarter 2 2020-21 

Performance Report detailed in Appendix A aims to provide Members, businesses and 

residents with an overview of how the Council is performing against a number of key 

strategic indicators in an ongoing COVID-19 pandemic. The reported indicators will provide 

an indication of performance and business intelligence as compared to the previous year to 

highlight how key services have performed whilst the organisation has continued to 

respond to the challenges and pressures that the pandemic has presented to both the 

organisation and the district as a whole.   

 

1.3 Members will note that the report does not contain a suite of performance indicators to the 

same scale and breadth as presented to members in previous years. This is because, in 

many cases, the focus of many council services and their attendant resources has shifted 

away from pre-March 2020 ‘business as usual activity’, and are instead now focused on a 

different range of areas directly aligned to supporting the council with its pandemic 

response.  

 

1.4 An example of this would be Public Protection, where since March the primary area of 

focus for the team has been to work with the Police and Trading Standards on compliance 

and enforcement since the start of the 20/21 financial year. There remit has since further 

expanded during the ongoing pandemic working with Public Health England and LCC 

Public Health providing advice to food factories and processors on outbreak management 

and prevention issues. Their duties are continuously evolving as central government advice 

and legislation changes with an ever increasing demand to support businesses to meet 

Health and Safety and Licensing Requirements. This can be best evidenced in relation to 

there being a new requirement for Council’s to enforce self-isolation legislation. 
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1.5 A further example is the Communities team, where since March resources have been 

directed away from delivery of leisure and culture, and instead has focused on supporting 

the work around shielding, supporting the vulnerable, and overseeing the process of 

administering self-isolation support payments. Furthermore, resources from the 

communities team have been redeployed into roles supporting the delivery of grant support 

to businesses.  

 

1.6 Consequently, the report seeks to provide a summary of performance in key areas which 

reflect the current performance of the council in a number of critical areas, whilst the 

organisation remains focused on supporting its communities, residents and local business 

in extra-ordinary times. The narrative within the report seeks to provide supplementary 

commentary to support the data.  

 

2.0 KEY PERFORMANCE AND BUSINESS INTELLIGENCE INDICATORS 

 

2.1 The Council has had to adapt to how it has delivered its services since the start of the 

Covid-19 Pandemic both in terms of moving towards a more agile and remote based way of 

working, as well as responding to those most in need whether it be vulnerability or local 

businesses within the economy. Key council assets such as the Leisure Centre and the 

South Holland Centre have been impacted due to Government Guidance at the start of the 

Pandemic and as such indicators relating to those areas have been removed from this 

performance report. 

 

2.2 Our business partners PSPS (Public Sector Partnership Services Ltd.) have also had to 

adapt to the sudden impact on service provision to the council with the removal of an office 

based service to one being provided by the teams from home. However, there has been no 

noticeable deterioration in performance as provided by PSPS. They have been able to 

provide stability and timely response to changing business needs and requirements from 

the Council have arisen, and this is noted and welcomed. 

 

2.3 Despite the challenges faced across both organisations, the drive has been to maintain the 

provision of a seamless service to the council’s customer base. In terms of customer 

contact, a number of emerging trends are observed within the data. The volume of calls 

received by the council has reduced compared with the same time period compared to last 

year. However, the average wait time for call handling has marginally increased, whilst the 

number of calls answered within the agreed KPI has decreased. Whilst volumes have 

decreased, the feedback from the customer contact centre is that calls have become more 

complex by nature since the start of the pandemic, requiring more time to be spent 

answering queries. 

 

Name Q2 
19/20 

Q2 
20/21 

Change Service 

% of calls answered 93.03% 90.37% -2.6% Customer/Digital 

Number of calls received 9,421 8,358 -1,063 Customer/Digital 

Average wait time (seconds) 85 101.667 +17 
seconds 

Customer/Digital 

2.4 Whereas the number of calls into the council has fallen over the reporting period, it is worth 

noting that the council has observed a shift towards use of the council’s website by 

residents as a means of accessing the services and information. This shift towards web-
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based traffic amounts to an additional extra 56,000 visits in the reporting period compared 

with the same quarter in the previous year. It is assumed that primarily due to the council 

offices being closed to the public, with the exception to those at greatest risk and 

vulnerability such as someone presenting themselves as homeless, however it shows that 

as a whole accessibility was possible.  

 

2.5 Likewise, there has been a fundamental shift towards the use of social media as a means 

of communication and engagement, which is demonstrated in analytics data for 

engagements with our social media content. During Q2 2020/21, a total of 1,005,495 social 

media ‘impressions’ occurred, representing an increase of 613,178 hits compared with the 

same quarter in the previous year.  

 

2.6 An example where a service has adapted its service provision in line with ongoing social 

distancing and workplace guidance is evidenced by the performance related to waste 

collections. The service has changed its rota from a 4-day week to a 5-day week to ensure 

the safety of the crews as much as possible, creating crew ‘bubbles’ to ensure the 

continuity of the service, and putting in place mitigation should any of the crew developed 

Covid symptoms. By taking proactive action the collection service has managed to maintain 

its service performance compared with the comparable quarter from the previous year. 

 

Name Q2 19/20 Q2 20/21 Change Service 

Number of missed waste 

collections 

46 49 +3 Environmental services 

% of successful collections 

within the district 

99.86% 99.85% -0.01% Environmental services 

2.7 Fly tipping has seen a dramatic upsurge compared to the previous year, with an increase of 

109 incidents as highlighted in Appendix A. Supporting commentary in the appendix details 

the number of days it took to clear the reported fly tips, which ranged from 1 day to 23 days 

in the case of a complex incident that required specialist retrieval. Currently there is no data 

set available that identifies the total number of service requests received in terms of those 

fly tips reported on private land as the reporting only relates to public areas. However, 

moving forward we may be able to look to see if it is possible to disseminate fly tipping that 

is reported on private compared to public land as part of our work on improving the fly 

tipping reporting process. 

 

2.8 In terms of economy and employment, at the end of the Q2 there were 10,400 furloughed 

employees within the district, with 7,165 people claiming Universal Credit, an increase of 

4,425 compared to the previous year. Our council’s understanding is that this increase is 

the result of a combination of self-employed individuals accessing UC due to changes in 

working patterns due to both earlier lockdown restrictions, households claiming UC 

alongside being furloughed, and an increase in redundancies. The council’s Economic 

Development team continues to monitor this closely, and has recently undertaken initiatives 

such as the council’s first online ‘jobs fair’ to promote vacancies within the district to those 

seeking employment.  

 

2.9 Linked to the latter, in addition to supporting the employment market, there has been a 

need for services within the council to also focus on supporting local businesses. Through 

the combined work of the Inward Investment, Revenue and Benefits, Customer Services, 
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Digital, Web Development and Communication teams, a total of £18,4666,000 of 

businesses grants was processed and awarded across the Q1 and Q2 period. This 

highlights how the services within the council have adapted quickly, working collaboratively 

and at speed to support business within the local economy who were eligible to receive 

financial support through the awarding of appropriate grants from central government. 

 

2.10 The attached Appendix, includes further data around housing, housing development and 

community related indicators with supporting supplementary commentary alongside.  

 

2.11 In summary it is acknowledged that this report is different in content in format. The intention 

is to provide a summary of the current status of the council’s performance in key areas, 

whilst sharing intelligence that shows how the council has had to re purpose and refocus 

resources within some of its services whilst working in a Covid pandemic.   

 

3.0 REASONS FOR RECOMMENDATION(S) 

 

3.1 That the contents of this report be noted 

 

4.0 EXPECTED BENEFITS 

 

4.1 That the council’s performance is properly scrutinised 

 

5.0 IMPLICATIONS 

 

In preparing this report, the report author has considered the likely implications of the 

decision - particularly in terms of Carbon Footprint / Environmental Issues;  

Constitutional & Legal; Contracts; Corporate Priorities; Crime & Disorder; Data Protection; 

Equality & Diversity/Human Rights; Financial; Health & Wellbeing; Reputation; Risk 

Management; Safeguarding; Staffing; Stakeholders/Consultation/Timescales; 

Transformation Programme; Other. Where the report author considers that there may be 

implications under one or more of these headings, these are identified below. 

 

5.1 Constitutional & Legal 

 

5.1.1    The report has been considered by the Performance Monitoring Panel at its meeting of 
November 10th 2020 

 

5.2       Crime and Disorder 

 

5.2.1    The report contains indicators which does convey some information relating to crime and 

disorder. 

 

5.3 Financial 

 

5.3.1    The report contains information on Council’s performance which does convey some 

information relating to financial matters. 

 

5.4 Health & Wellbeing 
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5.4.1    The report contains information on Council’s performance which does convey some 

information relating to health and wellbeing. 

 

5.5 Reputation 

 

5.5.1    Performance issues can cause some reputational consequence. It is the purpose of this 

report to highlight performance issues at an early stage. 

 
5.6 Risk Management 

 

5.6.1    Performance issues may be subject to risk management measures to protect      

Council interests. 

 

5.7 Staffing 

 

5.7.1    The report contains information on Council’s performance which does convey some 

information relating to staffing. 

 

5.8 Corporate Priorities 
 

5.8.1    The report presents progress monitoring of key performance indicators from the corporate 
priorities which highlight the areas of focus in the new BAU Covid era. 
 

6.0 WARDS/COMMUNITIES AFFECTED 

 

6.1 No Wards or Communities are affected. 

 

7.0 ACRONYMS 

 

7.1 PSPS – Public Sector Partnerships Ltd 

LCC – Lincolnshire County Council 

CTS – Council Tax Support 

ICO – Information Commissioner’s Office 

LGO - Local Government & Social Care Ombudsman 

 

Background papers:-  

 

Lead Contact Officer 

Name and Post: Matthew Hogan – Executive Director Growth and Commercial  

Telephone Number                01775 764524  

Email: Matthew.hogan@Breckland-Sholland.gov.uk  

 

Appendices attached to this report:  

 

Appendix A Q2 20/21 Performance and Business Intelligence Data   
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Appendix A 

SHDC Q2 Performance and Business Intelligence 
Report- 20/21 

 

Customer/Digital 
 Q2 19/20 Q2 20/21 Change Comments 

% of calls answered 93.03% 90.37% -2.6% During Q2 2020/21, the council saw a 
drop in calls received by 11%. During 
the same period, the council also saw a 
rise in the number of residents 
engaging with the council via social 
media or through its website. This 
suggests that behaviours around how 
residents engage with the council are 
changing based on the recorded period. 
However, during this period, the 
average wait time has increased. The 
paradox of this data indicates that 
whilst volume may have decreased, the 
calls have become more complex by 
nature, needing to longer time being 
spent answering queries. 
 
The majority of demand this year has 
been completely different to what has 
been predicted and patterns this year 
have been different for a number of 
reasons, people being at home and 
patterns of contact changing, 100% 
increase in external email and admin 
that have needed to be delivered 
against, CTS support grant, Business 
rate reliefs and grants, a number of ad 
hoc and large volumes initiatives in 

Number of calls received 9,421 8,358 -1,063 

Average wait time (seconds) 85 101.667 +17 seconds 
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direct response to COVID. 
 
Despite the pandemic, Customer 
Satisfaction surveys have significantly 
increased in volume and we remain at 
99% satisfaction, additionally we have 
had no formal complaints for the 
service. 

Number of social media engagements (impressions) 392,317 
 

1,005,495 +613,178 
impressions 

Comparison between Q2 19/20 and Q2 
20/21 shows there has been a 
fundamental shift towards the use of 
social media as a means of 
communication and engagement, which 
has become evident by the increasing 
rise of social media engagement up to 
1,005,495 impressions at the end of Q2, 
a rise of 613,178 hits year on year. 

Number of unique website visitors 85,225 141,398 +56,173 

% of FOI’s responded to in time 96% 70% -26% Across Q1 and Q2 there was no change 
to legislation or statutory time frames 
for Freedom of Information requests 
(FOIs). The council’s FOI Officer 
received confirmation from the 
Information Commissioners Office (ICO) 
that FOIs would still need to be logged 
and responded whilst councils 
responded to the Covid-19 pandemic, 
but that the ICO would not seek 
penalise or investigate a late response 
during this period given the exceptional 
circumstances.  
 

Number of FOI responses  91 78 -13 
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The Council has sought to act within the 
guidance of the ICO, supported by the 
council’s FOI Officer who continued to 
respond to information requests on 
behalf of services where it was possible 
to do so.   
 
 
Peter Fuller advised customers of the 
course of action for their complaint/ 
FOI, as it was considered best practice 
to keep customer informed and 
communication open i.e. passed details 
to relevant department to pick up as 
service request/ Council not 
investigating during this time/ received 
but there may be a delay etc. 

% of complaints responded to in time 97.44% 80% -17% During Q1 and Q2, activity to 
proactively deal with and response to 
complaints to the council was scaled-
back, whilst the organisation continued 
to focus on the Covid-19 response. The 
window during which the Council 
temporarily scaled back work on 
handling complaints was taken in line 
with the position of the Local 
Government and Social Care 
Ombudsman (LGO), which also ceased 
activity during the same period. Any 
LGO investigations open against the 
Council were also suspended during this 

Number of complaints responds due 39 26 -13 
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time. 
 
A contingency plan to triage complaints 
enabled a lot of issues to be resolved as 
service request. This was recommended 
as best practice by the Local 
Government and Social Care 
Ombudsman. 
 
The ICO have not yet published further 
guidance on responding to FOIs during 
the second lockdown. 

Environmental services 
Name Q2 19/20 Q2 20/21 Change Comments 

Number of missed waste collections 46 49 +3 In response to the ongoing situation 
around COVID 19, the service changed 
its rota from a 4-day week to a 5-day 
week. This was to ensure the safety of 
the crews as much as possible, creating 
crew ‘bubbles’ to ensure the continuity 
of the service, putting in place 
mitigation should any of the crew 
developed Covid symptoms. By taking 
proactive action the collection service 
managed to maintain its service 
performance compared with the same 
quarter from the previous year. 

% of successful collections within the district 99.86% 99.85% -0.01% 

Number of working days to deal with fly tipping 5.3 days 3.5 days -1.8 days In Q2, the service received 273 fly 
tipping reports, on average it took less Number of fly tips 164 273 +109 

P
age 20



Appendix A 

SHDC Q2 Performance and Business Intelligence 
Report- 20/21 

 

Fly tips breakdown (monthly) July- 40 
August- 58 
September- 66 

July- 87 
August- 123 
September- 63 

July- 47+ 
August- 65+ 
September-   -3 

than 4 days to clear with the longest 
clearance taking 23 days. This was a fly 
tip in a waterway, which required 
reporting to the appropriate drainage 
board before clearance could be 
undertaken. The shortest period for 
removal was 1 day, which was achieved 
for a number of clearances.   

Housing 
Name Q2 19/20 Q2 20/21 Change Comments 

Total void properties 61 79 +18 The average number of days void is 30 
for all properties, but this figure 
because of a hard to let property in 
Nene Court. If we remove this property, 
the average number of days key to key 
would be 24. 

Number of void days 1,237 2,375 +1,138 

Time taken to process DFG (Disabled Facilities Grant) 
applications 

193 321 +128 There has been an increase in the 
amount of time taken to process DFGs 
in Q2. Whilst there is an increase 
compared to Q2, no DFG work was able 
to be completed during Q1 20/21, with 
works restarting from July. October 
2020 has already seen the time taken to 
process fall significantly and is now 
more in line with pre COVID timescales   

Revenues and Benefits 
Name Q2 19/20 Q2 20/21 Change Comments 

Business rate collection rate (%) 57.01% 53.21% -3.8% This KPI will be significantly affected by 
COVID19. Whilst a large number of 
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businesses (450) within the Retail, 
Hospitality and Leisure Discount 
scheme will receive 100% (£8.1m) relief 
in 2020/21, a number of businesses fall 
outside that scheme and a significant 
number of these will still have been 
adversely affected by the implications 
of COVID19 restrictions on businesses. 
We continue to support and signpost 
ratepayer to support available and 
where necessary make appropriate 
payment arrangements to best meet 
their business rates liabilities for 
2020/21. In addition a ratepayer of a 
large assessment, Sutton Bridge Power 
Station, entered in to Administration in 
August this has had a significant impact 
on reported performance as their 
August payment was outstanding (claim 
submitted as part of the administration) 
and a revised bill for on-going liability 
(24 August - 31 March) has been issued 
to the administrator providing 
instalments payable between October 
to February. This KPI will need to be 
monitored over the forthcoming 
months to help fully understand the 
implications COVID19 has had on 
businesses in the district. 

Council tax collection rate (%) 57.6% 56.74% -0.8% This KPI has the potential to be 
significantly affected by COVID19 going 
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forward, given the potential impact 
upon the economy and employment. 
The council continues to support and 
signpost tax payers to support available 
and where necessary make appropriate 
payment arrangements to best meet 
their council tax liabilities for 2020/21. 
This KPI will need to be monitored over 
the forthcoming months to help fully 
understand the implications COVID19 
has had on tax payers in the district. 

HR 

Name Q2 19/20 Q2 20/21 Change Comments 

Staff Turnover (%) 1.06% 0.67% -0.39% In Quarter 2 there were 5 leavers in 
comparison to 6 in Quarter 1 and 8 in 
Q2 this time last year. 

Working days lost to sickness per FTE ( per month) July- 0.49 
August- 0.48 
September- 
0.63 

July- 0.63 
August- 0.80 
September- 
0.75 

+0.5 Absences for CV-19 are not recorded as 
traditional sickness in the HR system, 
instead they are recorded as a separate 
sickness category for CV-19, this way 
data can be pulled more efficiently and 
separated from traditional cold/flu etc. 
During the quarter, 18 days were lost 
due to either being unable to work due 
to their own CV19 symptoms or 
needing to self-isolate when they could 
not work from home.  
   

Number of working days lost to sickness  372 500 +128 
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Out of 500 days lost, 28.1 were due to 
stress, anxiety or depression. This is 
4.96% of the total days lost. When 
looked at as instances (9%) were due to 
stress. The council has developed a staff 
action plan to ensure that staff receive 
appropriate personal support, so as to 
ensure their wellbeing and productivity.  
 
 

Communities  
Name Q2 19/20 Q2 20/21 Change Comments 

Number of actions taken against anti-social behaviour 
and environmental crimes 

533 533 0 This total figures is made up of all 

actions, including informal warnings, 

Statutory Notices, Financial Penalties, 

Injunctive actions, prosecutions and 

verbal warnings. 

 

The main variances are outlined below: 

 

283 Warning letters sent in Q2 19/20 

and 458 in 20/21.  

 

The increase in warning letters is a 

result of letters being sent rather than 

face to face door knocking/visits due to 

Covid restrictions. 

 

75 Fixed Penalty Noticed were issued in 
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Q2 19/20 and 36 were issued in 20/21 

 

The number of verbal warnings given by 

Community Wardens in 19/20 was 171 

and in 20/21 was 35.  

 

The reduction in number of verbal 
warnings and fixed penalty notices can 
be explained due to the impact of Covid 
and lockdown, with fewer residents and 
officers in public spaces.  
 

Inward Investment 
Name Q2 19/20 Q2 20/21 Change Comments 

Number of people on Universal Credit 2,740 7,165 +4,425 The rise in UC (Universal Credit) 
claimants can be attributed to a 
combination of an increase in uptake 
from self-employed households 
following the March – May lockdown, 
an increase in furloughed employees 
claiming UC alongside furlough support, 
and a reduction in headcount at some 
businesses.  
 

Grants4growth delivery 16 15 -1 Grants4growth has continued to see 
between 5/6 applications per month as 
businesses began to look more at grant 
funding such as G4G and Bounceback 
loans etc to fund much needed 
expansion. 
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Planning 
Name Q2 19/20 Q2 20/21 Change Comments 

% of Major applications determined within 13 weeks or 
agreed extension 

93.33% 92.86% -0.47% The performance of this KPI reflects 
that on major applications, the majority 
of developers were willing to work 
cooperatively and agree extensions of 
time where required during this period. 
 
We are above national targets for both 
major and minor applications (60% for 
major and 70% for minor) 

% of Minor applications determined within 8 weeks or 
agreed extension 

94.57% 92% -2.57% 

 
 
 

Business Intelligence Q2 2020 
 

Name Q2 20/21 Comment 

Evictions (presenting as homeless reason) 

0 Supplied by Housing. During the 
reporting period there was a national 
restriction of evictions from social and 
private accommodation, which accounts 
for the figure.  

Digital audience views (public meetings) 12,464 Supplied by Democratic Services 

No of Crimes reported – Rolling 12 month period 
12 months to Sept 2020: 5842 
12 months to sept 2019 6472  

Increases in the following: 
 
Arson – by 7 offences 
Drug Possession – by 6 offences 
Possession of weapons offences – by 19 

% of students physically attending school 40% (up until summer holiday) Supplied by CIP (based on national 
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figures) 

No of Furloughed Employees 10,400 Supplied by GOV.uk 

No of major applications granted 11 Supplied by Planning 

Number of right to buy replacements 0 In March 2020, a number of housing 
development sites closed as a result of 
the restrictions imposed nationally.  
However, gradually sites reopened and 
construction has continued.  Developers 
have had to introduce covid-safe working 
environments which is adding additional 
time onto programmes.  Additionally, we 
are aware that there are still glitches in 
the supply chain meaning that 
developers cannot always get the 
materials they need which is causing 
additional delays.  However, the housing 
market seems to be relatively buoyant, 
helped in part by the stamp duty 
‘holiday’.  The number of new affordable 
homes which commenced construction 
during July and August is high which is 
likely to create a good supply of units into 
2021.   The number of affordable homes 
expected to complete during 2020/21 is 
for the most part, in accordance with our 
projections at the start of the year. 

Number of starts (affordable housing dwellings) 86 

Number of completions  (affordable housing dwellings) 46 

Number of affordable homes (under construction) 241 

Fluctuations in House prices based on land value 

£206,500 

Number of extremely vulnerable South Holland residents  
 

3670 
 

Shielding paused on 1st August, meaning 
this number did not increase in 
September. 

Number of grants approved under main business grants 
scheme 

1503 
 

Grant schemes closed in September 

P
age 27



Appendix A 

SHDC Q2 Performance and Business Intelligence 
Report- 20/21 

 

 

Total value of grants paid under main business grants 
scheme 
 

£17,475,000 
 

Number of grants approved under Discretionary Grant 
Scheme 
 

151 
 

Total value of grants paid under Discretionary Grant 
Scheme 
 

£991,000 
 

Total businesses supported with a grant 1654 
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SOUTH HOLLAND DISTRICT COUNCIL 

 

Report of: Portfolio Holder for Finance and Executive Director - Commercialisation 

(S151) 

  

To: Cabinet Tuesday, 15 December 2020  

South Holland District Council – 20 January 2021 

 

(Author: Sharon Hammond Head of Revenues & Benefits) 

 

Subject Local Council Tax Support Scheme 2021/22 

 

Purpose: For each financial year a billing authority must consider whether to revise its 

Local Council Tax Support scheme, or replace it with another scheme. This 

report seeks Cabinet decision on the final proposals for the 2021/22 scheme, 

to be presented to Council for approval on 20 January 2021. 

 

 
Recommendations:  
 
1) That Cabinet approves, and recommends to Council: - 

 
a) Continuation of the current Local Council Tax Support scheme, including uprating in line 

with DWP’s annual update of allowances and premiums for housing benefit for 2021/22;  
 
b) Extend the backdating period for working age claimants from one month to three months; 

and 
 
c) Delegation to Executive Director, Commercialisation (S151) in consultation with the 

Portfolio Holder for Finance to approve the final scheme in line with this report, and any 
administrative and minor changes. 

 

 

1.0 BACKGROUND 

 

1.1 The Local Council Tax Support (CTS) scheme replaced the former national Council Tax 

Benefit (CTB) scheme from April 2013.  

 

1.2 Each year the Council is required to consider whether to review its Local CTS scheme. The 

Local Government Finance Act 2012 sets out the process by which Councils must approve 

a scheme. Regulations include protection for pensioners but allow Councils to make 

changes in the way that support is calculated for working age claimants.  

 

1.3 Where Councils seek to amend their scheme it is necessary to consult major preceptors 

and stakeholders to inform a final scheme design.  

 

1.4 The current South Holland scheme provides a maximum amount of 70% support for 

working age claimants. It protects War Pensioners, and from 2019/20 introduced a new 

class for Care Leavers aged 18-21.  
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1.5 A number of significant changes were introduced in financial year 2017/18, and these are 

summarised below for information: -  

 

 Second Adult Rebate removed from 2019/20. (This affected households where the 

claimant’s own income is too high to receive CTS, but there were other adult(s) living in 

the household whose combined income is low).  

 A minimum level of CTS at £5 per week was introduced. (Where the amount of CTS 

each week would be less than £5, no CTS is now awarded).  

 An increase in non-dependent deductions by 10% was implemented. (A nondependent 

is an adult living with a claimant but who is not dependent upon them, for example an 

adult son or daughter. Non-dependents are now expected to contribute more towards 

the household’s Council Tax bill).  

 Restricted CTS to Band D. (This means claimants living in dwellings that are banded E, 

F, G or H have their entitlement to CTS calculated at the level of Council Tax Band D).  

 Reduced the Capital Limit to £8,000. (This means claimants with more than £8,000 in 

capital are no longer entitled to any CTS).  

 Reduced the lower capital threshold to £3,000. (This lowered the amount that is 

disregarded in the calculation of CTS).  

 Limited backdating to 1 month. (This change was in line with the changes made by 

DWP for Housing Benefit).  

 Removed family premium for new claims. (This change was in line with changes made 

by DWP for Housing Benefit). 

 

2.0 CURRENT SCHEME REVIEW 

 

2.1 At July 2020 the forecasted amount of CTS discount for 2020/21 was £4,310,244, with a 

total caseload of 5,193 of which 2,380 (46%) are working age, compared to 2,813 (54%) 

pensioners. The working age claimant element costs are approximately £1,677,865, with 

£171,142 (10.2%) borne by this council. 

 

2.2 This is higher than expected as a result of the COVID-19 impact which has increased CTS 

take-up. With the COVID-19 position being unprecedented it is not possible to forecast with 

any degree of certainty, but it would be reasonable to anticipate further increase in CTS 

caseload and expenditure through the remainder of this financial year. 

 

2.3 The following table shows 2020/21 forecast expenditure and indicates the potential cost to 

South Holland District Council, and the other major precepting authorities. 

 

 2020/21 forecast 

CTS Expenditure £4,310,244 

Cost to South Holland District Council (approx. 10.2%) £439,645 

Cost to Lincolnshire County Council (approx. 75.6%) £3,258,544 

Cost to Police and Crime Commissioner (approx. 14.2%) £612,055 

 

2.4  The Council Tax in-year collection rate as a percentage in 2019/20 was marginally lower 

than previous year, however over £3.2million more Council Tax was collected in 2019/20. 

Factors that affect in-year collection include the reduced level of CTS awarded following 

changes introduced in the 2017/18 scheme and people’s ability to pay, the roll out of 

Universal Credit (UC) and now the impacts and effects on households due to the COVID-19 

pandemic. 
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2.5  The Local Government Finance Act 2012 and subsequent regulations granted billing 

authorities greater discretion over discounts and exemptions for certain categories of empty 

dwelling from 1st April 2013.  

 

2.6 Changes, decided by Council in January 2013, were introduced from 1 April 2013 to 

increase the council tax base and potential revenue to help fill the funding gap arising from 

the cut to grant in respect of CTS. Following a resolution by Council, from 1 April 2019, the 

premium Council Tax on dwellings which are empty, unoccupied and unfurnished for more 

than 2 years increased from 50% to 100%, increasing Council Tax payable to 200%. From 

1 April 2020, for dwellings empty more than 5 years, the premium increased to 200%, 

increasing Council Tax payable to 300%.  From 1 April 2021, for dwellings empty more than 

10 years the premium will increase to 300%, taking Council Tax payable to 400%. 

 

Additional COVID-19 support for 2020/21  

2.7  As part of its response to COVID-19, the government announced in the budget on 11 

March 2020 that it would provide local authorities with £500million of new grant funding to 

support economically vulnerable residents in 2020/21. South Holland’s share of this 

2020/21 grant funding is £461,387. The Government expectation is for local authorities to 

use their discretionary powers under Section 13 A (1) (c) of the Local Government Finance 

Act 1992 to provide all recipients of working age Council tax Support with a further 

reduction of up to £150 in 2020/21.  

 

2.8 2,961 eligible council tax accounts have been updated with the additional hardship support, 

and revised bills issued. Current expenditure stands at £432k, being almost 94% of the total 

fund. It is predicted this fund will be fully spent on the Government’s stated expectation, 

however in the event of any remaining fund balance, this can be used to increase financial 

assistance through other local support mechanisms. 

 

3.0 ESTABLISHING A COUNCIL TAX SUPPORT SCHEME FOR 2021/22 

 

3.1 The proposals considered, and approved for consultation, by Cabinet on 15 September 

2020 are detailed below. 

 

Continuation of the current Council Tax Support scheme, including uprating in line 

with DWP’s annual update of allowances and premiums for housing benefit for 

2021/22 

 

The current unprecedented position as a result of COVID-19 presents financial impacts on 

both the council and its residents. The current Council Tax Support scheme is familiar to 

our customers and is relatively stable. It is considered that this is not the right time to make 

fundamental changes, and indeed maintaining the current scheme for 2021/22 would help 

those working age claimants maintain consistency at a time when they may be facing other 

personal and financial changes and challenges. 

 

Extend the backdating period for working age claimants from one month to three 

months. 

 

The timescale in which a new CTS application can be backdated was reduced from three 

months to one month from 1 April 2017 in line with changes to housing benefit for working 

age customers. To support customers that can demonstrate good cause for not applying for 

CTS sooner, reversing this decision would provide an extended period of backdated 

Page 31



support in appropriate cases, thereby supporting the most vulnerable who would otherwise 

be left with an amount of Council Tax to pay in that period. The cost to South Holland would 

be 10.2% of the amount of backdated CTS, but the overriding benefit would be provision of 

support that might prevent debt and would support households in most need. This would 

realign the time period for backdating CTS claims with the prescribed scheme for 

pensioners which already provides for backdating of up to three months. 

 

 

4.0  CONSULTATION 

 

4.1 On 15 September 2020, Cabinet approved consultation on the proposals set out above.  

The consultation exercise ran between 24 September and 20 November 2020. 

 

4.2 Major precepting authorities have been consulted on the proposals. Lincolnshire County 

Council has responded confirming it has no comments or objections to the proposals.  The 

Police and Crime Commissioner makes no comment in respect of the proposals included in 

the consultation, but does make a proposal to introduce a discount for members of the 

Special Constabulary.   

 

4.3 The letter and details of the proposal from the Police and Crime Commissioner are 

provided in Appendix B to this report.  This proposal will be presented to Cabinet as a 

separate report for consideration under the legislative provisions for discretionary Council 

Tax reduction in Section 13A (1) (c) of the Local Government Finance Act 1992 rather than 

the provisions for the Council Tax Support scheme.   

 

4.4 The wider public consultation on the scheme proposals agreed by Cabinet in September 

included publicity through local media, website and social media. A total of 25 responses 

have been received.  This is lower than last year.  With such a low response rate it has to 

be recognised that the results cannot be relied upon as being wholly representative or 

statistically significant.    

 

4.5 High level findings from the 25 consultation responses are summarised below:  

 

 56% agreed that the council should retain the main characteristics of the current 
Council Tax Scheme. 

 40% felt that the current scheme is fair and provides support to those most vulnerable.  

 56% agreed we should increase the scheme in line with DWP provisions for 2021/22 
and future years.  

 72% agreed that the council should extend the backdating period for working age 
claimants.  
 

4.6  The full consultation results are shown at Appendix A. 

 

5.0 OPTIONS 

 

5.1  Option 1 – recommended. 

 

 Continuation of the current Council Tax Support scheme, including uprating in line with 

DWP’s annual update of allowances and premiums for housing benefit for 2021/2, and 

 Extend the backdating period for working age claimants from one month to three 

months. 
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5.2 Option 2 

Continuation of the current scheme into 2021/22, uprated in line with DWP updating of 

allowances and premiums for housing benefit, but do not extend the backdating period for 

working age claimants. 

 

5.3  No alternative options are proposed.  Any other changes to the scheme would require 

consultation.   

 

 

6.0 EXPECTED BENEFITS 

 

6.1  Continuation of the current scheme for 2021/22 will provide continuity for Council Tax 

Support recipients, and more certainty and stability in respect of the liability for Council Tax. 

Increasing backdating in appropriate circumstances to three month would provide additional 

support to households and may help to prevent debt. 

 

 

7.0 IMPLICATIONS 

 

In preparing this report, the report author has considered the likely implications of the 

decision - particularly in terms of Carbon Footprint / Environmental Issues;  

Constitutional & Legal; Contracts; Corporate Priorities; Crime & Disorder; Data Protection; 

Equality & Diversity/Human Rights; Financial; Health & Wellbeing; Reputation; Risk 

Management; Safeguarding; Staffing; Stakeholders/Consultation/Timescales; 

Transformation Programme; Other. Where the report author considers that there may be 

implications under one or more of these headings, these are identified below. 

 

7.1 Constitutional & Legal 

7.1.1 The Local Government Finance Act 2012 introduced the framework for localism of Council 

Tax Support. The Local CTS scheme for 2021/22 must be approved by Full Council by 11th 

March 2021. Any change to CTS schemes must be subject to proper process, including 

consultation in order to protect the scheme from judicial review. 

 

7.2 Equality & Diversity/Human Rights 

7.2.1 The existing Local CTS scheme continues the DWP’s previous Council Tax Benefit scheme 

conventions established over many years, regarding protections for vulnerable groups, 

including children, the disabled and war pensioners.  

 

7.2.2  An Equality Impact Assessment is not required 

 

7.3  Financial 

7.3.1  It is difficult to forecast the Council Tax Support scheme costs in 2020/21 with any degree 

of certainty due to the current COVID-19 impacts, and the likelihood of further CTS take-up 

anticipated through the rest of this year due to the uncertain economic climate. 

 

7.3.2  Council Tax Support scheme costs in 2020/21 are forecast to be approximately £4,310,244, 

of which £1,677,865 relates to working age costs, with £171,142 (10.2%) borne by this 

Council.  
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7.3.3  The additional cost of extending the backdating of working age claims in appropriate cases, 

is not considered to be material, and will be shared as part of the collection fund with all 

major preceptors.  For example, at Band A, excluding parish charge, the cost of backdating 

for two additional months, assuming entitlement to the maximum 70% amount of CTS, 

would be around £137.  The cost to SHDC would be £14, (10.2%). The number of eligible 

applications is expected to be low as there will need to be a demonstration of good cause 

for not applying sooner.   

 

7.4  Stakeholders / Constitution / Timescales 

7.4.1  Legislation requires consultation to be carried out with major precepting authorities and the 

public where changes to the scheme are proposed.  Consultation has been carried out. 

 

7.4.2 The final scheme must be decided by 11th March preceding the year to which the scheme 

relates. 

 

8 WARDS/COMMUNITIES AFFECTED 

 

8.1  All. 

 

 

9 ACRONYMS 

 

COVID – Coronovirus Disease  

CTB – Council Tax Benefit 

CTS – Council Tax Support 

DWP – Department for Work and Pensions 

UC – Universal Credit 

UCDS – Universal Credit Data Share 

 

 

 

 

Background papers:- None 

 

Lead Contact Officer 

Name and Post: Sharon Hammond Head of Revenues & Benefits 

Telephone Number  

Email: Sharon.Hammond@pspsl.co.uk 

 

Key Decision: N  

 

Exempt Decision: N  

 

This report refers to a Mandatory Service  

 

Appendices attached to this report:  

Appendix A Consultation Results 

Appendix B Letter and Proposal from Lincolnshire Police and Crime 

Commissioner 
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SOUTH HOLLAND DISTRICT COUNCIL 

 

Report of: Portfolio Holder for HRA and Private Sector Housing and Executive Director - 

Commercialisation (S151) 

  

To: Cabinet, 15 December 2020  

 

(Author: Vikki Cherry Housing Services Manager) 

 

Subject Tenancy Management Policy 

 

Purpose: To seek approval of the Tenancy Management Policy  

 

 
Recommendation(s):  
 

1) That Members adopt the Housing Tenancy Management Policy  
 

2) That amendments to the appendices of the Policy and minor operational 
amendments are delegated to the Housing Landlord Services Manager in 
consultation with the Portfolio Holder for HRA and Private Sector Housing.   

 

 

1.0 BACKGROUND 

 

1.1 South Holland District Council’s Housing Services Team manages approximately 4000 

properties. The Tenancy Management Policy sets out how we manage Introductory and 

Secure tenancies including: 

 Succession, assignment and mutual exchange 

 Right to buy 

 Joint tenancies 

 Relationship breakdown 

 Running a business from home 

 Sub-letting and lodgers 

 Gardens 

 Infestations 

 Keeping animals and pets 

 Anti-Social Behaviour    

 Access 

 Abandonment 

 Disabled aids and adaptations 

 Termination of tenancies  

 Rent and use and occupation accounts 

 Other breaches of tenancy 

 Decanting to alternative accommodation 

 Management of introductory tenancies 

 Monitoring tenancies and the condition of our properties 

 Safeguarding 

 Personal property and insurance 

 Tenancy fraud 
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1.2 The introduction of a Tenancy Management Policy and supporting procedures will ensure a 

consistent and transparent approach is delivered, and will be a point of reference for 

Officers to base decisions on.  Many items in the policy relate to items prescribed by 

housing legislation.  

 

1.3 In 2017, the council undertook a fundamental review of a number of Place based services. 

This included all teams within the Housing Service. The focus on the review was to 

 meet identified savings targets;  
 re-design services to address long-standing cultural and performance issues;  
 future proof the services so that they are well placed to meet service demands 
 ensure best value and high performance in the delivery of frontline services. 

 

A phased approach to these objectives has been delivered with the teams now able to 
move to further process, procedurally redesign and implement technological improvements.  

1.4 We have reviewed our approach to tenancy management to ensure that our procedures 
support our vulnerable tenants and take appropriate action against tenants who wilfully 
fail to manage their tenancy appropriately as per their tenancy terms and conditions.      

 

1.5 The Policy seeks to bring together the Council’s established working methods with 
current best practice and legislation.  
 

2.0 OPTIONS 

 

2.1 To adopt the Housing Tenancy Management Policy.  To delegate amendments to the 
appendices of the Policy and minor operational amendments to the Housing Landlord 
Services Manager in consultation with the Portfolio Holder for HRA and Private Sector 
Housing.   

2.2 That we do nothing and continue to operate without policies in place. 
 

3.0 REASONS FOR RECOMMENDATION(S) 

 

3.1 To provide a policy on tenancy management to ensure consistency across the district and 

Housing Department.   

 

3.2 To set out the Council’s approach to tenancy management and provide a document that 

Officers and Members can refer to. 

 

4.0 EXPECTED BENEFITS 

 

4.1 The introduction of this policy will ensure Officers have a policy to refer to, ensuring 

consistency across the district.  This provides reputational benefits whereby we take a 

firmer approach with tenants that have the ability to manage their tenancy successfully but 

choose not to.   

 

5.0 IMPLICATIONS 

 

In preparing this report, the report author has considered the likely implications of the 

decision - particularly in terms of Carbon Footprint / Environmental Issues;  

Constitutional & Legal; Contracts; Corporate Priorities; Crime & Disorder; Data Protection; 

Equality & Diversity/Human Rights; Financial; Health & Wellbeing; Reputation; Risk 
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Management; Safeguarding; Staffing; Stakeholders/Consultation/Timescales; 

Transformation Programme; Other. Where the report author considers that there may be 

implications under one or more of these headings, these are identified below. 

 

5.1 Constitutional & Legal 

 

5.1.1 Housing matters, including this policy, are executive functions and are therefore a matter 

for the Cabinet to determine. This policy has been reviewed by Housing solicitors, 

Capsticks. Many items in this policy are set by housing law, namely the Housing Act 1985, 

Housing Act 1996 and the Localism Act 2011.  

 

5.2 Corporate Priorities 

 

5.2.1 This policy supports the following corporate priorities: 

 Your home – mitigating and preventing homelessness by managing tenancies 
effectively, being a landlord of choice and supporting elderly people to stay in 
their home   

 Your place – managing estates within communities to ensure they are attractive 
places to visit, live and work  

 Your health and wellbeing – assessing vulnerable tenants regularly and referring 
to partner agencies to influence and lead early intervention activities to support, 
reduce and prevent complex needs. Delivering sustainable tenancies.  

 Our Council – ensuring that Officers report and manage concerns regarding 
safeguarding and modern day, making us a landlord of choice.  

 

5.3 Crime and Disorder 

 

5.3.1 This policy sets out the Council’s approach as a landlord to Anti-Social Behaviour and other 

tenancy breaches.    

 

5.3.2 We will support the police and other statutory agencies to take action against tenants 

where they have sufficient evidence to do so.  Upon criminal convictions being granted, we 

will consider additional enforcement action against the tenancy.    

 

5.3.3 The policy sets out our approach to tenancy fraud.   

 

5.4 Equality and Diversity / Human Rights 

 

5.4.1 Any action taken by the Council under the policy will be subject to all fundamental human 

rights obligations. An equality impact assessment will be completed to identify any potential 

Public Sector Equality Duty issues.   

 

5.4.2 Where we identify (or a customer advises us of) a vulnerability we will look to make 

reasonable adjustments to our services accordingly to meet the needs of those individuals. 

This may include altering the way we communicate with a customer to adjusting the service 

that we offer to that person. Each case will be judged on its individual merits to avoid a one 

size fits all approach.  

 

5.4.3 Tenants whose first language is not English may require additional support to ensure they 
fully understand the terms of their tenancy agreement. Copies of the letters will be 
translated upon request.  Officers have access to Language Line telephone translation 
when visiting tenants in their homes, and in the office.  
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5.4.4 The Council is committed to providing a high quality aids and adaptations service to enable 

disabled tenants to live safely and more independently within their homes, through efficient 

management of resources and funding.    

 

5.4.5 A tenant remains responsible for their garden regardless of their personal circumstances 

and is therefore expected to make suitable arrangements for the continued maintenance 

and upkeep. Officers will signpost tenants to agencies such as Citizens Advice for support 

in claiming disability benefits where they are not physically able to maintain their garden 

due to a disability and do not have a support network to assist. Tenants will also be offered 

a move to a property with a smaller garden.   

 

5.5 Consultation  

 

5.5.1 Housing Officers, the Portfolio Holder for HRA & Private Sector Housing, and Policy 

Development Panel have been consulted with. An allowance for discretionary successions 

has been included in the policy as a result of feedback from Policy Development Panel. It is 

proposed that delegation to approve these successions is awarded to the Housing Landlord 

Services Manager.  

 

5.6 Health & Wellbeing 

 

5.6.1 Sustainable tenancies will support the health and wellbeing of residents of South Holland.  

 

5.6.2 Aids and adaptations to homes will enable disabled people to continue to live in their home. 

 

5.6.3 Where a tenant is hoarding, the Council will take a non-judgemental approach which 

balances the needs of the individual against the severity of the impact that their hoarding 

has on them, the property and neighbouring residents. We will work with partner agencies 

including Adult Services, the Mental Health Team and Fire Services to support tenants that 

hoard.   

 

5.6.4 The policy sets out our approach to infestations.  

 

5.7 Safeguarding 

 

5.7.1 Vulnerable households will be assessed regularly and referrals made to agencies for 

support. Safeguarding needs are regularly considered for tenants. Our approach will 

continue to be to support tenants to rectify tenancy breaches.   

 

5.7.2 We will continue to involve partner agencies and challenge them where we feel vulnerable 

households are not receiving the support they require.  We will support victims of Domestic 

Abuse and involve agencies to protect them.  We will also conduct risk assessments for 

tenancy enforcement and ASB cases to ensure reasonable adjustments are completed. We 

will work with partner agencies including Adult Services, the Mental Health Team and Fire 

Services to support tenants that hoard.   

 

6.0 WARDS/COMMUNITIES AFFECTED 

 

6.1 All wards are affected.  
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7.0 ACRONYMS 

 

7.1 ASB – anti social behaviour  

 

Background papers:- None  

 

Lead Contact Officer 

Name and Post: Vikki Cherry Housing Services Manager 

Telephone Number 01775 764707 

Email: vcherry@sholland.gov.uk  

 

Key Decision: N  

 

Exempt Decision: N  

 

This report refers to a Discretionary Service 

 

Appendices attached to this report:  

Appendix A - Tenancy Management Policy  
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Housing Tenancy Management Policy 
 
Introduction 
The purpose of this document is to set out the Council’s overall approach to tenancy 
management.  The policy and underlying procedures will allow the Council to provide a 
service which reflects our statutory responsibilities and good practice.  The policy will also 
ensure tenancies are managed consistently across the district.   
 
The Council aims to deliver an efficient and effective housing management service and 
supports tenants to sustain their tenancies.  We acknowledge that some households will 
face difficulty in managing their responsibility for tenancy conduct and will assist vulnerable 
tenants to receive the support they need to sustain their tenancies. 

 SHDC manages a range of different tenures: 

 Introductory tenancies 

 Secure tenancies 

 Licenses (interim and temporary accommodation)  

 Shared Ownership leases  

 Garage licenses   

 Assured tenancies.  
 
Please note: reference to tenants relates to tenants and licensees.  Some aspects of this 
policy only relate to secure tenants – this will be highlighted in the relevant sections.   
 
The statutory framework for management of tenancies is set out in the following Acts: 

 The Housing Act 1985 - secure tenancies 

 The Housing Act 1988 - which provide legal grounds for seeking possession assured 
tenancies and shared ownership properties 

 The Housing Act 1996 - introductory tenancies, demoted tenancies and temporary 
accommodation. 

 
The Council must also pay regard to related legislation including the Protection from Eviction 
Act 1977, the Anti-social Behaviour, Crime and Policing Act 2014, Matrimonial Causes Act 
1973, Matrimonial and Family Proceedings Act 1984, Civil Partnership Act 2004, Prevention 
of Social Housing Fraud Act 2013, the Law of Property Act 1925, the General Data 
Protection Act 2018, GDPR, 2018, Freedom of Information Act 2000, Human Rights Act 
1998 and Equality Act 2010.  The County Court Civil Procedure Rules set out the 
requirements for making applications for possession.  
 
For the purposes of clarity, there may be some instances where the Council is duty bound to 
follow the law. In other instances, the Council may define its approach in policy. Examples 
may include but are not limited to, anti-social behaviour and the responsibility for trees and 
fencing.  
 
This policy should be read in conjunction with the Housing Income Management Policy and 
the Housing Repairs Policy.   
 
The overall strategic aim is to apply a firm but fair approach to managing tenancies, which 
takes account of individual tenant circumstances, and is sensitive to equality considerations 
including vulnerability, language spoken, age and literacy. 
 
The Council will provide advice and assistance or signpost tenants to partner agencies. We 
will engage with tenants to identify vulnerabilities at the earliest opportunity and will assist in 
identifying and securing appropriate support in order for tenants to sustain their tenancy.   
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Management of introductory tenancies 
The Council operates an introductory tenancy scheme. Introductory tenancies are granted 
by the Council to all new tenants let properties through the Housing Register.  This is a trial 
period to ensure that the tenants are capable of complying with the terms of a tenancy for 
the introductory tenancy period. The period is normally 12 months although the Council can 
extend it by a further 6 months if tenancy breaches occur. A tenant can appeal any decision 
to extend.  
 
It is easier to evict an introductory tenant if they breach their tenancy. Introductory tenants do 
not have as many rights as secure tenants.  They cannot: 

 Make any improvements/alterations to the property  

 Have a lodger  

 Buy the property  

 Mutual exchange/swap the property.   
 
After the first 4 weeks, a Council housing officer will visit the property to complete a new 
tenant check.  Further checks are carried out at approximately 3 months and 8 months after 
the grant of the tenancy.  Failure to comply with tenancy checks will amount to a breach of 
tenancy. 
 
Where an introductory tenant is in breach of their tenancy, the Council may take action 
against the tenant. The Council can decide what action to take, but it could include:  

 sending the tenant a warning letter;  

 extending the introductory period;  

 serving a notice to end the introductory tenancy and/or a notice to quit 

 issuing possession proceedings. 
 
Succession, assignment and mutual exchange 
 
Succession 
Sometimes, on the death of the tenant, another person may be able to succeed to and take 
on the tenancy.  This can only occur when the tenancy allows for a succession. There are 
different rules for introductory and secure tenancies.  
 
Unless there are rare and extreme circumstances, there can only be one succession to a 
tenancy.  The Housing Landlord Services Manager will approve discretionary successions.   
 
In Housing law, a joint tenant will always succeed to the tenancy on the death of the other 
joint tenant, even if they are no longer occupying the property. In which case, the Council will 
serve the absent tenant a notice to quit as they have ceased to occupy the property as their 
only or main home. This will terminate the tenancy and the Council may issue possession 
proceedings. 
 
In accordance with the Localism Act 2011, where a tenancy was granted on or after 1st April 
2012, a spouse, partner or cohabiting partner will be able to succeed to a tenancy if they 
occupied the property as their only or main home with the sole tenant (who was not 
themselves a successor) and at the time of their death.  
 
If the tenancy was granted before 1st April 2012 or is an introductory tenancy, a partner who 
is neither a spouse or a civil partner, will also have to show that they resided with the tenant 
as their only or main home for 12 months prior to their death. If the tenant was absent from 
the property because they were in hospital or a nursing home, or if they were not ‘partners’ 
for the duration of the 12 months, they will not be able to succeed. 
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No other person will be entitled to succeed to a secure tenancy unless the tenancy 
agreement permits it. In the case of introductory tenancies, another family member (as 
defined by s140 of the Housing Act 1996) may be able to succeed to the introductory 
tenancy, provided that they resided at the property with the deceased as their only or main 
home for the 12 month’s preceding and at the time of the tenant’s death. If the 
accommodation is more extensive that is reasonably required by the family member, the 
Council may ask the successor to move to more suitable alternative property and, if 
necessary, take possession proceedings to enforce a move. Suitability of the 
accommodation will be considered in line with the Council’s Allocations and Lettings Policy.  
 
Applications to succeed to a tenancy shall be made to the Council on the succession form 
which can be provided on request. 
 
Where persons were occupying the property prior to death and cannot succeed, the Council  
may issue possession proceedings to regain possession and evict the occupiers.  The 
Council may require the occupiers to pay use and occupation charges equivalent to rent 
from the date of the expiry of the notice to quit until possession is given up.  Please see the 
‘Use and Occupation’ section for further information.  
 
Assignment 
Sometimes, tenancies can be transferred to another person. The Council will only permit 
assignments to: 

 Someone who is entitled under statute to succeed to the tenancy; 

 Where it has been ordered by the court in family or matrimonial proceedings; or 

 Where there is a mutual exchange (for secure tenancies only). 

 Where the tenancy agreement allows assignments.   

 Assignment is not possible under any other circumstances. 
 
It is not legally possible for one joint tenant to assign their tenancy to the remaining joint 
tenant (to create a sole tenancy).     
 
Mutual exchange 
Where the tenancy agreement allows, tenants are able to mutually exchange their tenancy 
with another tenant of a social housing property such as a Council or a housing association. 
A mutual exchange can only proceed with the consent of the Council and exchange 
partner’s landlord. There are two types of mutual exchange and which applies will depend on 
the types of tenancy held by the parties and when they were granted. 
 
The Council can only refuse to agree to a mutual exchange on specified grounds in the 
legislation that governs mutual exchanges (either the Housing Act 1985 or the Localism Act 
2011).  We will give or refuse consent within 42 days of the application to exchange being 
received.  
 
Conditional consent can be given in cases where there are breaches of tenancy, such as 
rent arrears or poor condition/damage to of the property.  The exchange cannot proceed 
until the breach of tenancy has been remedied.  Where appropriate, we will have regard to 
household members that have a disability as defined by the Equality Act 2010 - properties 
that have been adapted for medical reasons will not be let to households that do not require 
the adaptations.  
 
The original rights granted in tenancy agreements can be lost during mutual exchange, for 
example there may be different rules about succession, rent levels (higher or lower) and 
assignment, so tenants are advised to read tenancy agreements properly and take their own 
legal advice from a solicitor, Citizen’s Advice or legal advice centre before agreeing to an 
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exchange. 
 
Depending on the type of tenancies held by the parties mutually exchanging, sometimes the 
properties are swapped but the tenancy continues and stays with the property being 
assigned to the new occupier. In other cases, a mutual exchange takes effect as a surrender 
of the existing tenancies, which brings them to an end and the tenants are granted 
comparable but new tenancies of the new property. 
 
Right to buy 
Secure tenants have the right to buy their home. A tenant can apply to buy their Council 
home if: 

 It is their main residence 

 It is self-contained 

 They have held a public sector tenancy (e.g. Landlord is a Council, housing 
association or NHS trust) for three years - it does not have to be three years in a row. 

 
Some properties are excluded from the Right to Buy, including: 

 Property designated for people over 60 years of age (as per Right to Buy legislation);  

 Property designated for people who have special needs or who are physically 
disabled 

 Properties within rural exception sites.   
 
The Council’s Legal Team processes Right to Buy applications.  The government has 
an official government right to buy website which tenants can check to see if they are eligible 
– www.righttobuy.gov.uk   
 
Joint tenancies 
A joint tenancy is a tenancy held by two or more persons and all joint tenants have all of the 
rights and must comply with all of the obligations of a tenancy agreement. For example, both 
joint tenants owe all of the rent, not 50% each, and are responsible for meeting that rent for 
as long as they remain a joint tenant, even if they have vacated the property. 
 
A breach of tenancy by one is the responsibility of all the tenants.  
 
Legally, a joint tenant can usually serve a notice to end a joint tenancy even without the 
knowledge or consent the other joint tenant. The tenancy will come to an end and both 
tenants will have to move out or the Council may issue possession proceedings to evict. 
 
The Council may grant a joint tenancy to spouses, civil partners and cohabiting partners. 
 
Inter-generational joint tenancies (e.g. parent and child, grandparent and child) will not be 
granted.   
 
Sole to Joint tenancy 
It is not legally possible for a sole tenant to ‘add’ a joint tenant to their tenancy. The Council 
may agree to a surrender of an existing sole tenancy where there has been no succession 
and a re-grant to the original tenant and a new joint tenant, but it is not obliged to do so.   
 
The Council can refuse to consent to a surrender and re-grant from sole to joint tenancy. 
Reasons for refusal include (but are not limited to) if: 

 There has been a previous succession to the tenancy or an assignment to a potential 
successor 

 There are outstanding rent arrears; 

 There is legal action being taken against the property including but not limited to a 
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notice seeking possession has been served, an injunction is in force, a possession 
claim has been issued; a suspended possession order is in force; 

 The house would become overcrowded or under occupied; 

 The applicant is under 18 years old, unless it can be shown the joint tenancy is 
necessary for the minor; 

 The applicant would not qualify for an allocation of social housing; or 

 There is a history of relationship breakdown between the sole tenant and the 
applicant. 

 The Council have previously taken enforcement action against the proposed joint 
tenancy, or they are known to be anti-social or have engaged in criminal conduct. 

 
The Housing Services Manager will determine whether a new tenancy is granted.  
 
Joint to sole tenancy 
The Council cannot legally remove a joint tenant from a joint tenancy and it is not possible 
for a joint tenant to assign their tenancy to the other joint tenant.  
 
A joint tenant may terminate the tenancy by serving a valid notice to quit which will have the 
effect of ending the tenancy for both. The Council can either take possession proceedings 
against anyone continuing to occupy the property or offer a new sole tenancy to the 
remaining occupier although it is not obliged to do so.  
 
Alternatively, the Council may agree to a surrender of the joint tenancy and a re-grant of a 
new tenancy to a sole tenant.  
 
The Council can refuse to consent to a new sole tenancy. Reasons for refusal include (but 
are not limited to) if: 

 There has been a previous succession to the tenancy or an assignment to a potential 
successor   

 There are outstanding rent arrears; 

 There is legal action being taken against the property including but not limited to a 
notice seeking possession has been served, an injunction is in force, a possession 
claim has been issued; a suspended possession order is in force; 

 The house would become overcrowded or under occupied; 

 The applicant is under 18 years old, unless it can be shown the joint tenancy is 
necessary for the minor; 

 The applicant would not qualify for an allocation of social housing; or 

 There is a history of relationship breakdown between the sole tenant and the 
applicant. 

 The Council have previously taken enforcement action against the proposed joint 
tenancy, or they are known to be anti-social or have engaged in criminal conduct. 

 
Discretion to grant a new sole tenancy lies with the Housing Services Manager in 
accordance with the Allocations and Lettings Policy.    
 
Relationship breakdown 
It is possible for a non-tenant occupier to obtain a court order in family or matrimonial 
proceedings to have a sole tenancy transferred into their name. It is also possible for a court 
to order that a joint tenancy should be transferred into a sole name. This can be under 

matrimonial or family law, or under the Children Act 1989.  Where the court orders this, the 
Council will transfer the tenancy as ordered, unless the tenancy has already been brought to 
an end or will be brought to an end by a notice to terminate which was served before the 
court order. 
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It may be possible, prior to breakdown, for a sole tenant to request an assignment of the 
tenancy to someone who could be a successor.  (The tenancy would remain a sole tenancy).   
 
Where a joint tenant or occupier is a victim of domestic abuse, the Council will ensure 
referrals to partner agencies are made including (where appropriate) a MARAC referral.  The 
Council will also consider use of its Sanctuary Scheme to complete minor works such as 
installation of security lighting upon recommendation from the Police.  
 
Where a joint tenant or occupier is convicted by the Courts of a domestic abuse related 
offence, the Council will interview the perpetrator and consider whether to take action to 
evict the perpetrator. A perpetrator is someone who uses or threaten to use violence or 
abuse (including physical, psychological, sexual, emotional abuse, or restricting financial 
control), or intimidates any person (including children) living with them.  
 
Running a business from home 
Tenants must not run a business from their properties without obtaining prior written 
permission from the Council.  Permission is discretionary, and may be conditional.  
 
Permission can be revoked at any time and for any reason, but reasons for refusing 
permission or revoking permission can include: 

 The business not being suitable for a residential area; 

 Where the business activity is likely to amount to or lead to a breach of other terms of 
the tenancy; 

 Where the business causes or is likely to cause a nuisance or annoyance to anyone 
living, working or visiting the neighbourhood of the property. 

 Where the business causes or is likely to cause excess wear and tear or damage to 
the property or its fixtures and fittings 

 Issues with tenancy conduct. 
 
If permission is granted, the tenant will still need to check with the Council’s planning 
department to see if any additional consents are needed, and permission by the Council as 
landlord does not amount to permission on behalf of any other department of the Council nor 
imply that such permission will be forthcoming. 
 
The Council will not give permission for the property to be used as a B & B, Airbbnb or 
holiday let. Such instances will be treated as tenancy fraud.   
 
Where a business is run from a property without consent, the Council may take steps to stop 
such activity, for example seeking an order from the court to prevent the business activities 
or taking steps to end the tenancy. 
  
Sub-letting and lodgers 
A lodger is someone who lives with the tenant as part of their household and pays a small 
amount for board and lodging. 
 
Subletting is the act of allowing someone else to live in your property in return for rent. The 
sub-tenant has exclusive use of part of the property. 
 
Whether a tenant is allowed to have a lodger or sub-let part of the property will be set out in 
the tenancy agreement. Introductory tenancies do not allow for lodgers or sub-letting. If a 
tenant sub-lets or has a lodger, the tenant must continue to live in the property as their only 
or main home, or they will lose security of tenure. This means the Council can serve notice 
to quit and the tenant can be evicted. 
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Consent is required from the Council to sub-let part of a property or have a lodger, and the 
tenant must tell the Council the names and details of the proposed sub-tenants or lodgers. 
The Council can refuse to give consent, for any reason, including (but not limited to):  

 The presence of the lodger or sub-tenant will make the property overcrowded; 

 The lodger or sub-tenant is known to the Council and not considered to be a suitable 
occupier; and 

 The property is not suitable for a lodger or sub-tenant. 
 
The Council may also tell a tenant to make a lodger or sub-tenant leave if they put the tenant 
in breach of their tenancy, including by engaging in anti-social behaviour. 
 
It is a criminal offence to sub-let the whole of a property to someone else and a tenant can 
be prosecuted for this. In addition, any security of tenure will be lost and cannot be regained. 
This means the Council can serve a notice to quit to end the non-secure periodic tenancy 
and then will take steps to evict the tenant. In addition the Council can ask the court for an 
unlawful profit order which will force the tenant to pay to the Council the profits of their 
unlawful sub-letting. 
 
Gardens  
Some properties are let with individual gardens and others have use of communal gardens 
and spaces. 
 
Tenants are not permitted to make any alterations to communal gardens and are expected 
to act respectfully in them, refraining from behaviour which causes or is likely to cause a 
nuisance or annoyance to neighbours, visitors and others working in the neighbourhood.   
 
A tenant remains responsible for their garden regardless of their personal circumstances and 
is therefore expected to make suitable arrangements for the continued maintenance and 
upkeep.  
 
Dogs must be kept on leads and under control in communal areas and faeces immediately 
cleared up. 
 
Where the property has its own garden, the tenant is responsible for keeping it in a tidy and 
acceptable condition as per the terms of their tenancy agreement.   The garden area must 
be tidy and free from rubbish, pests, and animal waste or faeces.  Trees are tenants 
responsibility, however they must not cut down or remove any trees without getting prior 
permission (unless they have planted it themselves). Tenants are responsible for fences.  
 
Tenants must have the Council’s written permission before they: 

 Install decking or a conservatory, greenhouse, fence, wall, garage, drive shed, patio, 
aviary, pigeon loft, fishpond, pool or other structure in their garden – please see 
Repairs Policy for further information  

 Remove, damage or destroy any trees 

 Remove, alter or replace any fencing or boundary 

 Plant trees. 
 
We recognise that untidy gardens can affect the neighbourhood and not just those 
immediately adjacent to the property.  The Council will take enforcement action if:  

 the material in an untidy garden is liable to decay, for example foodstuffs, faeces, 
nappies, dead animals; and  

o it is causing a nuisance to neighbours (as per the Anti-Social Behaviour, 
Crime and Policing Act 2014); or  

o there is evidence that it is attracting rats or mice, 
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 there is harbourage for vermin such as rats or mice. 

 there is evidence of inert materials which are unsightly but are unlikely to be causing 
a statutory nuisance. 

 there is an accumulation of material that can make access to a premises difficult and 
that may present a physical or fire risk to the occupants or those of adjoining 
properties.  It should be noted that this does not include premises which are merely 
unsightly, untidy or in a bad state of repair. 

 
In the scenarios above, the Council will ask a tenant to complete work to the garden within a 
reasonable timeframe. Consideration regarding vulnerabilities will be taken into account 
regarding timescales set for work.  The Council will seek to explore legal remedies to 
encourage a tenant to bring their garden up to an acceptable standard including (but not 
limited to) Community Protection Warning/Notice, injunctions or possession proceedings.  
 
In circumstances where the garden is below the threshold for enforcement action, the 
complainant will be encouraged to speak to their neighbour direct.  The Council will facilitate 
mediation if both parties are happy to accept.   
 
Infestations 
Tenants are required to ensure that they do not do anything in the property which causes or 
encourages infestations of bed bugs, cockroaches or other insects or rodents. Excess food 
must not be thrown out of windows, balconies, into gardens, or communal areas for birds or 
other animals, and food waste must be properly disposed of in rubbish bins and not left open 
in the property.  
 
The Council will treat the following infestations:   

 Rats and mice within the property or communal areas    

 Wasps nests attached to the property or inside the property 

 Fleas, bedbugs or cockroaches reported within the first four weeks of the tenancy  
 

Tenants are responsible for the following infestations: 

 Ants, beetles, spiders, woodlice in their home  

 Bees – the British Bee Keepers association will advise on a bee keeper that can 
collect them - www.bbka.org.uk  

 Flea, bedbugs or cockroaches reported after the first four weeks of the tenancy.  
 

Keeping animals and pets 
Tenants may keep up to 2 small caged birds, 1 small fish tank or 1 small caged rodent.  
Permission to keep any other pets (including cats and dogs), must be requested in writing 
from the Council.  Permission will depend on the type of property, when the tenancy 
agreement started and the conduct of the tenancy.  Permission must be requested each time 
the tenant moves house.  
 
Permission to keep dogs will not be given to tenants living in flats or bedsits with a 
communal entrance, unless the animal is recognised as an official support companion.  
Permission will not be given to store cockerels.   
 
Permission will not be granted to anyone that has convictions for abandonment, cruelty, 
neglect of mistreatment of animals or have been disqualified from keeping animals due to a 
conviction.   
 
Tenants must not: 

 breed animals at the property 

 keep any breed of dangerous dog as per section 1(1) of the Dangerous Dogs Act 
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1991, or keep any illegal breed of animal as per Dangerous Wild Animals Act 1976 or 
similar  

 tether any livestock on any Council land  

 allow any animal to cause a nuisance, annoyance or disturbance to neighbours or 
others lawfully in the locality of your home, 

 allow any animal to behave in an intimidating, aggressive or dangerous manner 

 carry out acts of cruelty to animals - cases will be reported to the RSPCA and/or the 
police  

 build any animal enclosures without our permission.    
 
Where the Council is satisfied that pets are causing a nuisance to neighbours or damaging 
the property, the Council has the right to withdraw at any time any permission implied by the 
tenancy agreement or expressly given. Permission can be withdrawn for any reason and the 
Council may enforce its decision by taking appropriate legal action.  
 
Anti-Social Behaviour  
Anti-social behaviour (ASB) is the broad term used to describe a range of nuisances, 
disorder and crime that is repeated, persistent and affects people's daily lives (as per the 
Anti-Social Behaviour, Crime and Policing Act 2014).  
 
There is no single definition of anti-social behaviour but it can include conduct such as: 

 Excessive/unreasonable noise  

 Domestic violence and abuse 

 Physical violence 

 Hate-related incidents (e.g. based on race, sexual orientation, gender, disability or 
belief) 

 Verbal abuse, harassment, intimidation or threatening behaviour 

 Vandalism and damage to properties 

 Prostitution, sexual acts or kerb crawling 

 Criminal behaviour. 
 
The Council accepts that neighbours will naturally have different values or opinions and 
sometimes this can cause problems. We expect our tenants to show consideration to their 
neighbours as well as understanding that we all have a right to live our lives.  
 
Not all reports relating to behaviour that impacts on an individual will be considered to be 
ASB.  It is important to show tolerance and be respectful of differing lifestyles and 
circumstances.  For the purpose of this policy, we do not consider the following to be anti-
social behaviour: 

 Noise or disturbance from children when they’re playing at reasonable hours  

 Family disputes at reasonable levels and hours  

 Children crying 

 Smells from cooking including BBQs 

 Sounds of normal living that we can hear such as opening and closing of doors, 
going up and down stairs, hoovering, washing machines,  

 One-off parties such as BBQs, birthday or Christmas parties providing they don’t 
cause an unacceptable disturbance  

 Clashes of lifestyle, including cultural differences 

 Smoking cigarettes  

 Minor personal differences such as ‘dirty looks’ or fall outs between children 

 Putting rubbish out on the wrong day.   
 

In these scenarios, the Council will offer mediation to help neighbours find their own 
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solutions.  If this is refused, the case will be closed.  (Vulnerabilities will be taken into 
consideration as part of this).   
 
We are committed to taking effective action against ASB and using the powers available to 
us, where we consider they can provide effective remedy.  The Council has a range of tools 
available to address ASB. The Housing and Community Safety Team will work together on 
any enforcement in conjunction with the Council’s Enforcement Policy.   
 
Where ASB is the result of criminal activity, such as drug dealing or harassment, we will 
expect residents to report criminal behaviour to the police.  We will support the police and 
other statutory agencies to take action where they have sufficient evidence to do so.  Where 
a tenant, a member of their household or visitor is convicted in a criminal court, we will  
consider whether additional enforcement action against the tenancy is required.  The steps 
taken will depend on the circumstances of each case, including the severity of the behaviour, 
the nature of the conduct, whether it is persistent, evidence available and the vulnerability of 
any complainant or perpetrator.  
 
The Council may make use of the following enforcement tools depending upon what is 
proportionate: 

 Meet with the tenant to discuss concerns; 

 Write to the tenant and warn them not to behave anti-socially; 

 Arrange mediation between the complainant and perpetrator.  

 Signpost or refer the perpetrator to relevant third party agencies who may be able to 
assist and prevent a repetition of the behaviour 

 Apply for an injunction to restrain behaviour and/or exclude the tenant or someone 
else from the property and the locality. 

 Apply for a closure order to shut the property for a period of time to prevent further 
ASB 

 Issue Community Protection Notices and Fixed Penalty Notices  

 Extend an introductory tenancy; 

 Serve any relevant notices, and/or take possession proceedings to evict.  A 
successful outcome through the courts is heavily reliant on the quality of 
evidence and witnesses. 

 
Access 
The Council has a number of duties in respect of property maintenance and compliance. 
Tenants also have a duty to provide access to the Council, its staff, agents and contractors. 
Tenants must allow Council employees, their contractors, agents or other statutory bodies to 
enter the property (at reasonable hours) if they have    been given reasonable written notice 
(usually 24 hours).  Examples include (but are not limited to): 

 Carrying out maintenance, repairs or other works  

 Carrying out gas safety checks or electrical safety checks,  

 Inspecting the condition of the property.   
 
Tenants must make sure the property is safe for anyone accessing it for any lawful reason, 
including gaining access to roofs and loft spaces.  Animals must be kept under control at all 
times when visited by the claimant’s employees, contractors or agents.  An adult (aged 18 
and over) must be present for the appointment.  
 
Where a property has a gas supply, the Council must carry out a gas check every year to 

make sure the gas installations are safe (Regulation 36 of the Gas Safety (Installation and 
Use) Regulations 1998).  The Council and/or its contractors will write to tenants to notify 
them when the check will be carried out.  We will ensure tenants are provided information 

highlighting the risks of not having the annual gas safety inspection.  If access is refused, 
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the Council may take action in the county court to force a tenant to provide access, or allow 
the Council to enter the property to carry out the same. In addition the gas may be capped at 
its source to remove any potential danger to property and people.  
 
Where a property does not have a gas supply, the Council must service alternate source 
including solid fuel systems and air source heat pumps.  The Council and/or its contractors 
will write to tenants to notify them when the check will be carried out.  We will ensure tenants 

are provided information highlighting the risks of not having the service completed.  If 
access is refused, the Council may take action in the county court to force a tenant to 
provide access, or allow the Council to enter the property to carry out the same.  
 
The Council must also carry out 5 yearly electrical checks. The Council will write to tenants 
to notify them when the check will be carried out. If access is refused, the Council may take 
action in the county court to force a tenant to provide access, or allow the Council to enter 
the property to carry out the same. 
 
When the Council requests access for any maintenance, repairs, checks or inspections but it 
is refused by the tenant, the Council may take action to gain access to the properties or seek 
to evict tenants. 
 
In an emergency, the Council is permitted to force access without notice being given.  An 
emergency includes (but is not limited to) situations where: 

 There is an imminent risk of physical harm to any person, or 

 There is significant damage to the property on any other property in the locality, or 

 The property is unoccupied and inadequately secured against unauthorised entry or 
vandalism. 

 
Where an emergency has led to forced access, the Council will make good any damage 
caused when entering the property. The Council will secure the property against 
unauthorised entry. However, the tenant may be liable for any costs incurred when access 
has been unreasonably refused or if the emergency is caused from the tenant’s neglect of 
the property. 
 
Abandonment 
We recognise that tenants may be away from their homes for an extended period for a 
number of reasons. A tenant must live in their property as their only or main home and must 
notify the Council of if they are going to be away from their property for more than 28 days 
including the dates of their absence and the name and contact details of a nominated key 
holder (in case of emergencies).  The tenant must ask our permission to appoint a caretaker 
- permission will not unreasonably be withheld. In extenuating circumstances, a tenant may 
be away from their property for up to 12 months and it not be considered to be abandoned – 
this includes situation such as a victim fleeing domestic abuse and a tenant going into a care 
home whilst determining their long term needs.   
 
Where we believe that the tenant may have abandoned the property (including anonymous 
notification) we will take appropriate action, in accordance with the legislative requirements 
and our abandonment procedure. 
 
If a tenant no longer wishes to hold the tenancy, they can serve on the Council a notice to 
terminate the tenancy, which should normally be in writing and give at least 28 days notice. 
The Council may at its sole discretion accept shorter notice. 
 
If a tenant has not served a notice to terminate, but has abandoned the property, they will 
lose security of tenure which means the Council can serve on the tenant a notice to quit 
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which will end the non-secure tenancy. 
 
The Council may then take back the property or issue possession proceedings and enforce 
possession order by a bailiff’s warrant to get possession back. In such cases the Council will 
ask the court to order that the absent tenant pay the Council’s legal costs.    
 
A tenant will also have to pay the Council rent or damages for use and occupation until the 
Council gets possession of the property so it is always in a tenant’s best interest to give up a 
tenancy if they have no intention to return. This will also allow the Council to re-let the 
property to someone who needs it. 
 
Disabled aids and adaptations  
This section should be read in conjunction with the Housing Assistance Policy.  
 
Under the Equality Act 2010 (Section 36(1)(a), Paragraph 2, Schedule 4, and Section 190) A 
controller of let premises (e.g. landlord) may have to make reasonable adjustments in 
response to a request from a disabled tenant or occupier of those premises (and paragraph 
2, Schedule 4, Equality Act 2010).  
 
Reasonable adjustments include changing how things are done and providing an auxiliary 
aid, and these are subject to exclusions. The Council cannot be compelled to make changes 
which results in the removal or alteration of a physical feature of the premises. However, 
disabled tenants of residential properties can apply for their landlord's consent to make their 
own alterations and improvements to the premises at their own expense (Section 190). 
 
The Council is committed to providing a high quality aids and adaptations service to enable 
disabled tenants to live safely and more independently within their homes, through efficient 
management of resources and funding. 
 
All aids and adaptations work undertaken by the Council will only be carried out as a result 
of an assessment by an Occupational Therapist (OT) to determine eligibility and both 
short/long term medical needs. If the resident does not have an OT, they will be advised to 
contact Lincolnshire County Council, as an assessment of their disability is required. The 
OT’s assessment will determine the urgency of the adaptation work required. Whilst guided 
by this, the Council will also work to ensure a balance between both priority need and time 
spent on the waiting list.   
 
The financing of adaptations is set out in the Housing Assistance Policy.      
 
Feasibility of adaptations 
The Housing Department will undertake a feasibility assessment in exceptional cases, for 
example, when the resident’s circumstances are of a complex nature and/or the proposed 
adaptations may have a very significant impact on the property itself. Upon receipt of the OT 
referral, the feasibility assessment will be carried out in consultation with the OT along with 
our Private Sector Housing Team and/or Building Control. The feasibility assessment will 
seek to establish: 

 If there is a possibility for the tenant to be moved to more suitable accommodation. 

 The implications of the adaptation work when the property becomes available to re-
let, in particular the impact on future allocations and under occupancy issues.  

 If the adaptation works are suitable for the tenant.  

 The feasibility of the adaptation in relation to the layout and structure of the property 

 Whether the estimated cost of the adaptation work is likely to exceed the Local 
Authority’s maximum grant provision. 
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Adaptations will not be carried out to a property where it is under-occupied. We will look to 
transfer tenants to a more suitable property. Couples who need separate bedrooms for 
medical reasons will not be adversely affected by this rule and we will seek advice from 
medical professionals in such cases. It may be decided that the resident’s needs are best 
met through a managed move. This decision would be made by the Housing Services 
Manager and Housing Options Manager in consultation with the tenant. A priority transfer 
within the Council’s stock would be approved under the Council’s Allocations Policy and/or a 
priority move to another property may be arranged. The OT will be consulted on the 
suitability of a proposed property.   
 
In general, the Council does not purchase adapted properties or properties suitable for 
adaptations on the open market. Where it has been identified that a move to a more suitable 
property is both reasonable and practicable, the Council reserves the right to refuse approval 
for the adaptations requested for the original home. The Housing Landlord Services 
Manager will make this decision and such decisions will be final. The OT will be consulted on 
the suitability of the proposed alternative home.  
 
Termination of tenancies  
Tenancies can be terminated in a number of ways: by the Council, normally through the 
courts granting and enforcing a possession order; by the tenant; or by consent of the Council 
and the tenant. 
 
By the Council 
Most Council tenancies have security of tenure and are protected by the Protection from 
Eviction Act 1977, which means that, unless the tenant agrees to leave, the Council cannot 
regain possession without an order of the court. In such cases, the Council may first serve 
any relevant notices on the tenant, which will state the reasons why possession is being 
sought, unless it has asked the court to dispense with a notice. The Council may then issue 
a claim for possession which will be determined by the court. In some cases the court has a 
discretion as to whether to evict the tenant. 
 
Where a tenant has lost security of tenure, for example by ceasing to reside in the property 
as their only or main home, or subletting or parting with possession of the whole of the 
property, the Council can serve a notice to quit on the tenant. Notices to quit normally give 
the tenant 28 days to give the property back to the Council. If a tenant fails to do this, the 
Council may then issue possession proceedings. Normally these proceedings result in a 
possession order as the court has little discretion to refuse. 
 
By the tenant  
A tenant can surrender their tenancy back to the Council. Normally the Council will require a 
notice to terminate tenancy form to be completed giving the Council 4 week’s notice and the 
return of the keys.  If a tenant has been offered a Council property through the Council’s 
Allocation Policy, a minimum of one week’s notice would be accepted.  A joint tenant can 
usually serve a notice to end a joint tenancy even without the knowledge or consent the 
other joint tenant. Once served, a tenant’s notice cannot be revoked and the tenancy will 
come to an end. If the tenant does not vacate or give the property back with vacant 
possession, the Council may issue possession proceedings in the court to evict. 
 
Death of tenant 
Where a tenant dies and there is no-one who can succeed to the tenancy, the tenancy will 
cease to have security of tenure and the Council will end the periodic non-secure tenancy by 
serving a notice to quit on the personal representatives/executors of the deceased and the 
Public Trustee, unless the personal representatives/executors serve the Council with a 
notice to terminate and clear the property, surrendering or giving up the tenancy. 
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Rent remains payable by the estate of the deceased during the notice period, and thereafter 
use and occupation charges equivalent to the rent are payable by the estate until the 
property is cleared and given back to the Council or a court possession order is enforced 
(whichever is the latter).  Further information around charges during the notice period is 
available in the Housing Income Management Policy.   
 
Where persons are left in occupation of the property and they do not have a right to 
succeed, once the notice to quit served on the deceased’s estate has expired, the Council 
may issue possession proceedings to regain possession and evict the occupiers.  The 
Council may require the occupiers to pay use and occupation charges equivalent to rent 
from the date of the expiry of the notice to quit until possession is given up.  Please see the 
‘Use and Occupation’ section for further information.  
 
Mutual exchange  
Tenancies can also be terminated where tenants exchange their homes with another social 
housing tenant. See the Mutual Exchange section on page 3 for further information.   
 
Belongings left in a property after tenancy terminated 
When a tenant ends their tenancy, or a tenant has been evicted, they are required to give 
the property back to the Council empty of all rubbish, furniture and other belongings.  
 
Where a tenant ends their tenancy, the Council will dispose of any items left in the property 
and re-charge the tenant.   
 
In all other instances, the Council will   

 Dispose of any rubbish or damaged goods 

 Remove any animals and place them with the RSPCA, animal shelter or rehome; 

 Store any other items left in the property.   
 
The Council will serve a notice under the provisions of section 41 of the Local Government 
(Miscellaneous Provisions) Act 1982, telling the tenant when they must collect their 
possessions.  
 
The Council will give the tenant at least one month to do this and will send the notice to the 
tenant’s last known address or any forwarding address they have given to the Council, or in 
the absence of such an address, may affix it to the property. If the items are not collected, 
the Council will dispose of them and is entitled to charge the tenant its reasonable costs of 
disposal and storage.  The Council may choose to store the items away from the property 
during this period.  
 
Rent and use & occupation accounts 
The Council charges tenants a weekly rent and, where applicable service charge, for 
occupying a Council property. Rent levels are set by the Council following guidelines set by 
statute and the Social Housing Regulator.  Rents are often changed on or around 1st April 
each year. 
 
There may be circumstances where an occupier occupies a property as a trespasser or a 
licensee (a personal licence to occupy a property). In both cases the occupiers are not 
tenants and have no or limited security of tenure, making it easier for the Council to evict. 
 
In such circumstances, the occupier does not pay rent but is liable to pay the Council a sum 
for use and occupation of the property which is normally equivalent to the rent that the 
Council would charge under a tenancy. 
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The payment of such sums does not give the occupier any greater right to occupy, nor does 
it create a tenancy or prevent the Council from taking action to evict the occupiers. 
 
Use and occupation charge accounts are set up in a number of cases, including: 

 If the tenant has died, a notice to quit to end the tenancy has expired and the 
occupier has no right to succeed to the tenancy or the property has not been cleared 
by the personal representatives or executors of the deceased tenant; 

 The occupier occupies a property when the tenant has served a notice to quit or 
otherwise surrendered the property; 

 For squatters;  

 Where a joint tenant has ended the tenancy leaving the other joint tenant in 
occupation. 

 
An occupier who is not a tenant may be able to obtain housing benefit or the housing 
element of universal credit even if they do not have a right to legally occupy the property. 
 
The Council can ask the court to order that an occupier pays the Council any arrears of use 
of occupation charge which remains unpaid 
 
The Council’s Housing Options Team will advise and support the occupier on how to secure 
alternative accommodation including access to the Housing Register. If an offer is made 
from the Housing Register, it will be let in accordance with the Allocations and Lettings 
Policy.  The case will be reviewed frequently by the Housing Options Team as part of the 
occupiers Personalised Housing Plan.   
 
Timescales regarding submitting possession proceedings applications to court will be made 
by the Housing Services Manager on a case by case basis with the case reviewed quarterly.      
 
Other breaches of tenancy 
Where a tenant fails to comply with their tenancy agreement, the Council have a number of 
enforcement tools available to them. What action the Council takes will depend on a number 
of matters, including (but limited to) the type and number of breaches, whether they are 
serious or persistent, and whether they can be remedied by the tenant. 
 
The Council may: 

 Write or meet with a tenant to explain the breaches and how they can be remedied if 
that is possible; 

 Issue Community Protection Warnings and Notices followed by Fixed Penalty 
Notices 

 Involve third party agencies and bodies if it is considered they may be able to assist; 

 Remedy the breach itself, and then recharge the costs to the tenant; 

 Obtain a court order to force the tenant to remedy the breach or to prevent further 
breaches; 

 Take steps to evict the tenant. 
 
A tenant is also responsible for the behaviour of their household and visitors. The Council 
may take action against non-tenants for their behaviour if it is considered appropriate. 
 
Where the Council has to take legal action, the court will be asked to make the tenant or 
defendant pay the Council’s costs. 
 
Decanting to alternative accommodation  
 
Temporary decanting 
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There may be occasions when a tenant and their household have to vacate their property 
temporarily and move into temporary alternative accommodation.  
 
The Council may need to have full access to a tenanted property, in the absence of the 
tenant, for example, in order to carry out extensive or dangerous repairs or improvements. 
 
Where a tenant and their household are required to decant, the Council will explain the 
nature of the works and the likely timeframe. 
 
The Council may decant a tenant and their household into another dwelling, B and B or 
hotel.  Rent will continue to be due on the tenanted property and no charge will be made to 
the tenant for the temporary dwelling. Where the Council decants the tenant and their 
household into B and B or hotel type accommodation, the Council will directly pay the 
provider for that accommodation. 
 
The Council will require the tenant to sign a license to occupy the temporary dwelling and 
will request that the tenant does not return to their home until the Council confirms the works 
are completed and/or the property is safe. In the majority of cases, the locks will be changed 
temporarily until the tenant can return to their home.   
 
If the tenant does not return to the tenanted property when asked to do so, the Council can 
serve a notice to end the non-secure licence of the decant property and if necessary take 
possession proceedings to force a return. 
 
Where a tenant and their household have been placed in temporary accommodation such as 
a hotel, we will meet the following expenses: 

 Accommodation costs (paid directly by SHDC).  

 An allowance of £10 per adult and £5 per child per day for meals.  This will be 
reimbursed upon production of receipts  

 the cost of using a launderette where no laundry facilities are available and the 
decant exceeds 7 days.  This will be reimbursed upon production of receipts  

 Short term cost of kennels/boarding for pets where landlord permission has 
previously been granted to the tenant for pets, and the pets cannot be looked after by 
family/friends.  

 We will not pay for bar bills, phone calls, room service, etc.   
 
All Home-loss payments must be authorised by the Housing Landlord Services Manager.    
 

Permanent decanting and home loss payments 
In some cases, it may not be possible for the tenant to return to their home.  In this scenario, they 
will qualify to join the Housing Register and will be let a property in accordance with the Allocations 
Policy.   
 
Home loss is a statutory payment made to a person to compensate them for the permanent loss of 
their home. It can be paid to a tenant provided that they have lived there for 12 months before the 
date of moving and are being permanently displaced as a result of redevelopment of land or 
improvement to any dwelling. Where the tenant has been resident for less than 12 months, they 
may still be entitled to a payment as any period of occupation by a predecessor will count where 
the applicant succeeded to the tenancy. This compensation is paid as a flat rate as set by the 
Government from time-to-time.   Any outstanding payments due by the tenant or owner to us e.g. 
arrears and recharges will be offset against any Home Loss Payment offered. 
 
A statutory Home Loss payment is only payable where displacement occurs as a result of the 
compulsory purchase of the home or a possession order is granted to facilitate redevelopment of 
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the land or where a move is inevitably required.  It is not payable where a tenant agrees to move 
voluntarily. 
 
Please note that any outstanding debt to the Council including arrears and rechargeable repairs 
will be deducted from the amount of home loss and disturbance payments the tenant is eligible for. 
 
The amount of payment for Home loss is fixed by law, and is reviewed annually.   
 
Tenants need to make a claim for Home Loss payments. 
 
The Council may, at its sole discretion, make a discretionary home loss payment to a tenant, who 
has agreed to move voluntarily where if they had not done so, and a compulsory purchase or a 
possession order were made, they would have been entitled to a statutory home loss payment. 
 
All Home Loss payments must be authorised by the Housing Landlord Services Manager.  
 
Disturbance allowance  
In very limited circumstances, prescribed by the Land Compensation Act 1973, the Council 
must pay statutory compensation for the costs incurred in permanently moving homes. There 
is non-qualifying period (as with Home Loss) however the tenant must be in lawful occupation 
at the time of moving. The payment allowances are intended to reimburse the resident for 
actual and reasonable expenses incurred in moving and setting up home, or allow a notional 
sum in appropriate circumstances.  The effect of the payments will be that the resident will be 
in no worse or no better a position than they would have if had they not needed to move. There 
is a maximum payment allowable and it will cover such things as removal of contents and 
furniture, disconnection and reconnection of cookers and washing machines, disconnection 
and reconnection of aerials or satellite dishes, telephone and broadband, and the redirection of 
mail. 
 
Home loss payments and disturbance payments are not payable for temporary decants. 
 
All Home-loss payments must be authorised by the Housing Landlord Services Manager.  
 
Monitoring tenancies and the condition of our properties 
Effective management is necessary to ensure our tenants can live comfortably in their 
homes. We expect that tenants will maintain their properties in a reasonable condition at all 
times in accordance with their tenancy agreement. We will monitor that all our tenants keep 
to the terms of their tenancy agreement and take appropriate action to resolve any breaches 
effectively. Where a tenant requires it, we will provide support or sign-post them to external 
support agencies. We will carry out and promote regular tenancy visits and estate 
inspections to focus on the quality of the neighbourhoods. 
 
Particular attention will be paid to:  

 How many people appear to be living in the property, and where relevant, whether 
the Council has been given prior notice or consented to them; 

 Whether the property and any gardens and outdoor space is in repair, and in a clean 
and tidy condition; 

 Whether any there have been any alterations, improvements or changes without 
consent; 

 Whether any other tenancy condition appears to have been breached. 

 Where a tenant refuses to engage with tenancy inspection, the Council will request 
access to inspect the property, and if access is refused the Council will follow its 
policy and procedures on access, which may result in court action against the tenant 
compelling them to give access or an eviction order. 
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Safeguarding 
The Council is committed to safeguarding its community so it is a safe place for all to live in. 
The aim is to prevent abuse and neglect wherever possible, whilst promoting an approach 
that focuses on improving life for all concerned. 
 
It's not always obvious to tell when someone is being abused or neglected. There may be 
specific signs or instinct may tell you something is wrong, however abuse is never 
acceptable in any circumstance, and everyone has the right to be safe. Safeguarding is 
everyone’s business. 
 
The Council works in partnership with others and aims to make sure that those using its 
services are listened to and protected from abuse and neglect. Officers have regular training 
on Safeguarding. Modern Day Slavery and Domestic Abuse and report all incidents or 
concerns they have relating to the wellbeing of an individual.  The Housing Officers follow 
the Council’s corporate policy and procedure on safeguarding.  Officers attend and refer into 
multi-agency meetings including but not limited to the following:  

 Team Around the Child meetings  

 Child Protection meetings.   

 Vulnerable Adult Panel  

 Anti-Social Behaviour Risk Assessment Conference  

 Multi Agency Rask Assessment Conference (for Domestic Abuse Cases).   
 
Hoarding 
Hoarding behaviour can cause issues with property condition and/or create hazards in and 
around the home that may cause a health and safety risks to the occupants, visitors to the 
property, surrounding residents or the fabric and condition of the property. Consequently, it 
is likely to breach conditions of the tenancy.  

Hoarding is commonly defined as:  

 The acquisition of, and failure to discard, a large number of possessions that appear 
to be useless or of limited value  

 Living conditions sufficiently cluttered so as to prevent activities for which those 
spaces were designed. 

 
Hoarding is often recognised as the symptom of a mental health disorder. Compulsive 
hoarding behaviour is often the manifestation of complex issues or conditions that a tenant 
may be experiencing.   

Compulsive hoarding is highly complex and requires a collaborative and integrated 
approach. We adopt a co-ordinated multi agency approach as per the Lincolnshire Multi 
Agency Hoarding Protocol to effectively deal with people who hoard, reducing duplication for 
both agencies and customers. The Council will take a non-judgemental approach which 
balances the needs of the individual against the severity of the impact that their hoarding has 
on them, the property and neighbouring residents.   
 
When seeking to engage with cases of hoarding, we take into consideration safeguarding 
guidance (Care Act 2014), which sets out the duties for local authorities and outlines how 
partner organisations, should work in partnership to help protect vulnerable people from 
abuse or neglect.  A safeguarding referral to Children Services will be made where a child 
lives in a hoarded property. A safeguarding referral to Adult Services will be made where an 
adult lives in a hoard property, and there is risk of harm concerns around capacity or 
vulnerability.   
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We will always try to work with tenants where hoarding occurs, however we will take 
immediate action where there is a fire or health and safety risk to the home or shared areas.  
The Council can take injunction and possession proceedings if a tenant’s action is 
considered detrimental to the condition of the property, or a Health and Safety risk. However 
we will endeavour to work with people and keep them in their homes.  
 
Personal property and insurance 
The Council is obliged to obtain buildings insurance for its tenanted properties, but does not 
obtain insurance which covers the tenant’s contents of properties. This means that tenants 
should obtain insurance covering all their personal belongings and the decorations of the 
property.  
 
The Council will not be responsible for loss or damage of any personal property unless the 
damage or loss is caused by the Council’s own negligence, so the Council will not be 
responsible for any damage or loss is caused by the tenant, their household or visitors or a 
neighbouring tenant. 
  
Tenancy fraud 
Social housing is a scarce resource with need exceeding demand. The Council aims to 
ensure that social housing will be available for those in housing need at the time they need 
it. The Council will tackle fraudulent applications, unlawful subletting and tenancy misuse 
promptly and effectively, to ensure its housing stock is used by those with a legitimate 
housing need. 
 
Housing fraud can lead to increased waiting times for prospective and existing tenants in 
unsuitable housing, increased disrepair, property damage and lack of health and safety 
checks due to occupiers being unwilling to report issues in case the fraud is discovered. It is 
also a drain on the Council’s resources as it will have to expend money on investigation and 
legal enforcement action. 
 
There are a number of different types of housing fraud. The Council will take action where: 
A tenant has fraudulently obtained a social housing tenancy by misrepresentation of identity 
or circumstances; 

 Engaged in unauthorised subletting, whether subletting the whole of the property to a 
single household or multiple sublets; 

 Where the tenant has ceased to occupy as their only or main home 

 Where the tenant has engaged in an unauthorised assignment of the tenancy – 
mutual exchange or unauthorised transfer of tenancy 

 Where the tenant has engaged in ‘key selling’ – where the tenant leaves the property 
and passes on the keys in return for a one off lump sum payment or favour 

 A successor has falsely claimed succession – retention of a tenancy following the 
death or vacation of the tenant 

 Where a tenant has fraudulently claimed a right to buy.   
 
Where possible, the Council will aim to prevent fraud. However, where this has not been 
possible, the Council  will consider a range of tools to tackle fraud including seeking 
possession of properties acquired by fraud, seeking unlawful profit orders against those who 
have profited from social housing fraud and prosecuting (under criminal statutes) those who 
have committed fraud. 
 

Last reviewed Deccember 2020  
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SOUTH HOLLAND DISTRICT COUNCIL 

 

Report of: Portfolio Holder for Public Protection and Executive Director - 

Commercialisation (S151) 

  

To: Cabinet, Tuesday 15th December 2020 

 

(Author: Nick Kendrick Health and Safety Advisor) 

 

Subject Corporate Health & Safety Policy 2020 

 

Purpose: To propose a revised Health and Safety Policy and to recommend its formal 

adoption and implementation 

 

 
Recommendation(s):  
 
1) That Cabinet approve the Health and Safety Policy 2020 for adoption. 

 

 

1.0 BACKGROUND 

 

1.1 The Health and Safety at Work etc Act 1974 imposes duties on South Holland Council, as 

an employer. These include: 

 

1. Adoption and review of a written Health and Safety Policy Statement; 

2. Ensuring, so far as is reasonably practicable, the health, safety and welfare at 

work of its employees; 

3. Ensuring, so far as is reasonably practicable, the health and safety of others 

visiting South Holland DC’s premises or using its services. 

 

1.2 The existing Health and Safety Policy has been in force since 2017 and is now due for 

review. This revised policy has been amended to take account of the changes in the 

Corporate Structure. The Policy is still applicable to both SHDC and BDC Councils and 

provides commonality. It has also been reviewed to ensure it remains up to date, is 

effective and relevant. 

 

1.3 The Head of Paid Service has overall responsibility for the implementation of the Policy. 

 

2.0 OPTIONS 

 

2.1 Agree the adoption of the revised Health and Safety Policy. 

 

2.2 Agree the adoption of the revised Health and Safety Policy with amendments. 

 

2.3 Do nothing. 
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3.0 REASONS FOR RECOMMENDATION(S) 

 

3.1 To ensure South Holland is in compliance with its statutory duties. 

 

3.2 To protect the health and safety and welfare of employees and the health and safety of 

visitors to South Holland’s premises or where services are provided by the Council. 

 

4.0 EXPECTED BENEFITS 

 

4.1 To ensure compliance with the Health and Safety at Work etc Act 1974 and assist with 

consistent application of the policy across the Council. 

 

4.2 Better and more effective standards of Health and Safety Management. This will lead to 

better health and safety of the workplace. Less sickness, better morale and productivity. 

 

4.3 If the Council should face injury/compensation claims or legal enforcement action then the 

existence of an up-to-date Health and Safety Policy (which lays out the Council’s Health 

and Safety Management arrangements) is likely to reduce substantially the risk of 

successful claims. 

 

5.0 IMPLICATIONS 

 

In preparing this report, the report author has considered the likely implications of the 

decision - particularly in terms of Carbon Footprint / Environmental Issues;  

Constitutional & Legal; Contracts; Corporate Priorities; Crime & Disorder; Data Protection; 

Equality & Diversity/Human Rights; Financial; Health & Wellbeing; Reputation; Risk 

Management; Safeguarding; Staffing; Stakeholders/Consultation/Timescales; 

Transformation Programme; Other. Where the report author considers that there may be 

implications under one or more of these headings, these are identified below. 

 

5.1 Constitutional & Legal 

 

5.1.1 It is a requirement of the Health and Safety at Work etc Act 1974 that employers with five or 

more employees produce and revise a written health and safety policy. 

 

5.1.2 The failure to have a Health and Safety Policy Statement is an offence and the Council 

could be liable for prosecution and also civil claims. 

 

5.2 Contracts 

 

5.2.1 It is the opinion of the Report Author that there are no implications. However the 

management of contractors is captured by Health and Safety Law and the revised policy 

will assist this process. 

 

5.3 Corporate Priorities 

 

5.3.1 This proposal supports the corporate priority of “Our Council” as it recognises the 

 investment in and protection and safety of our workforce and others who may be affected 

 by our actions. 
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5.4 Equality and Diversity / Human Rights 

5.4.1 Equal opportunities. South Holland has a duty to protect the health and safety of all staff, 

 members and visitors. 

 

5.5 Financial 

5.5.1 There are no direct financial implications of approving the policy. 

 

5.6  Health & Wellbeing 

 

5.6.1 This policy is fundamental in protecting the health and wellbeing of employees, and the 

protection of any other persons who could be affected by the Council’s undertakings. 

 

5.7 Reputation 

 

5.7.1 Compliance with Health and Safety legislation will safeguard the Council’s reputation. 

 

5.8 Risk Management 

 

5.8.1 The proposed policy is fundamental in laying down the framework for managing 

 occupational health and safety at work and reducing risk levels for employees and work 

 activities. 

 

5.9 Staffing 

 

5.9.1 There are no staffing implications by approving the policy. All staff will receive suitable and 

relevant training on their role and duties in ensuring the implementation of this policy. 

 

5.10 Stakeholders / Constitution / Timescales 

 

5.10.1 No further consultation is required. The Policy has already been to the relevant Health and 

Safety Groups and the relevant parties and stakeholders. At the present time Unison have 

no comments to make. 

 

6.0  WARDS/COMMUNITIES AFFECTED 

 

6.1 All 

 

7.0  ACRONYMS 

 

7.1  No acronyms used 

 

Background papers:- None. 

 

Lead Contact Officer 

Name and Post: Nick Kendrick Health and Safety Manager 

Telephone Number 01775 764634 

Email: nick.kendrick@pspsl.co.uk 

 

Page 73



Key Decision: No 

 

Exempt Decision: No 

 

This report refers to a Mandatory Service  

 

Appendices attached to this report:  

Appendix A SHDC Health & Safety Policy 2020 
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Health & Safety Policy – General Statement of Intent 
South Holland District Council (SHDC) is committed to the health, safety and welfare of our employees and others 
who may be affected by our activities.  
 
We will make provisions for health, safety and wellbeing according to the Health & Safety at Work etc. Act 1974 and 
subsequent regulations made under the Act.  As an organisation we will comply with our legislative requirements. 
 
We will provide, according to the Health & Safety at Work etc. Act 1974, so far as is reasonably practicable:  

 Safe plant and machinery; 

 Safe systems of work; 

 Safe handling, storage and use of substances; 

 Information, instruction, training and supervision so that employees are competent in their job; 

 Control and maintenance of the workplace; 

 Safe access and egress; 

 A safe working environment. 
 
SHDC recognises that employees are a vital asset, and is committed to the prevention of injury and ill health, and to 
the health, safety and welfare of non-employees, who may be affected by the Council’s work activities.   
 
We have developed various audit/inspection tools as our mechanism for achieving this.  In doing so, we will strive for 
continual improvement in our management of health and safety. 
  
SHDC will: 

 Recognise that safety is of paramount importance and an integral part of all its activities; 

 Be committed to the systematic identification of hazards, control of risk and compliance with applicable legal 
requirements and other requirements to which it subscribes; 

 Communicate and consult with employees on matters relating to the health and safety, policies, procedures 
guidance and performance monitoring; 

 Establish and maintain an effective health and safety management structure with individual posts having 
clearly defined safety responsibilities and competencies; 

 Provide adequate financial, human and physical resources to provide a working environment that protects 
the health and safety of our employees and those using our facilities. 

 
However, successful implementation will rely heavily on the co-operation of those who actually carry out the work 
and take the risks, to act responsibly and to do everything they can to prevent personal injury to themselves, other 
employees and those affected by our activities. 
 
The Head of Paid Services, Executive Management Team, Senior Managers, Line Managers and Supervisors have 
defined responsibilities for the management of health and safety, as detailed in the Arrangements under 
“Responsibilities”.  Their performance and that of SHDC as a whole will be regularly monitored. Details of the 
management structure and the arrangements for implementing the Policy are contained within this document. 
 
The overall responsibility for this Policy rests with the Leader of the Council and the Head of Paid Services.  They will 
be assisted by the Executive Management Team and PSPS’ Health & Safety Team in ensuring that the Health & 
Safety Policy is implemented, developed, monitored and reviewed. 
 
 
Signed: ______________________________________ (Leader of the Council)     Dated: _______________________ 
   
 
 
Signed: ______________________________________ (Head of Paid Services) Dated: _______________________ 
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 SHDC’s Health & Safety Management 
 

 
  

POLICY 

“General Statement of Intent” 
regarding Health & Safety 

Signed by the Leader of the 
Council & Head of Paid Services 

Organisation Health & Safety 
Policy 

A written statement of SHDC’s 
Policy and organisational 

arrangements – Signed by the 
Leader of the Council & Head 

of Paid Services 

Corporate Health & Safety 
Procedures  

providing detail on specific 
subjects 

RESPONSIBILITIES 

Head of Paid Services 

Responsible for compliance with 
health and safety Legislation 

Executive Management Team 
and Senior Managers 

Responsible for ensuring 
compliance with legislation, 

policies and procedures within 
their services 

Line Managers & Supervisors 

Responsible for ensuring 
compliance with legislation, 

policies and procedures within 
their area of control 

Designated Employees 

Carry out additional specified 
health & safety related duties 

Organisation Employees 

Responsible for their own health 
& safety and that of others who 
may be affected by their work 

SUPPORT & 
ADVICE 

Champion of Health & Safety 
Shared Public Protection 

Manager on Health & Safety 
issues with ability to feed into  
Executive Management Team 

level 

PSPS' Health & Safety Team 
Provides advice, support, 

guidance and training, 
undertakes audits and 

inspection, and maintains the 
Health & Safety Management 

system. 

Trade Union appointments and 
Safety Representatives who 

represent employees on health 
& safety issues, and carry out 
health & safety Inspections. 

Senior Management Team 
Review health & safety 

performance and related issues.  

Trade Union Liaison  
Discuss new and emerging 
health, safety and related 

issues. 

Health & Safety Training 
Provided or supported by PSPS' 

Health & Safety Team and 
external organisations 

VERIFIERS 

PSPS' Health & Safety Team / 
Joint Emergency Planning, 

strategic H & S Group / SHDC's 
Health & Safety Working 

Group / Internal / External 
Audit 

Verification through audits, 
inspections and reports 

Organisation Insurers / Trade 
Union Reps 

External verification of 
compliance  
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Policy Governance 
 

The following table identifies who is accountable, responsible, informed or consulted with in regard to this 
procedure. 

 Responsible – the person(s) responsible for developing the procedure; 

 Accountable – the person(s) who has ultimate accountability and authority for the procedure; 

 Consulted – the person(s) or groups to be consulted prior to final procedure implementation or 
amendment; 

 Informed – the person(s) or groups to be informed after procedure implementation or amendment. 
 

 
Responsible 
 

 
Executive Director for Place and PSPS’ Health & Safety Manager 

 
Accountable 
 

 
Head of Paid Services 

 
Consulted 
 

 
Joint Emergency Planning, Strategic H & S Group & SHDC’s Health & Safety Working Group 
Members (including representation from unions recognised by SHDC). 
 

 
Informed 
 

 
ALL employees of SHDC 

 

Health & Safety Policy – Arrangements 
 

1. Responsibilities 
 
Whilst SHDC, as the employer, has overall responsibility for ensuring the health, safety and welfare of all its 
employees, and those not in their employ, various aspects of the Health & Safety Policy have been delegated as 
shown below: 
 
The Leader of the Council & Elected Members have significant influence and responsibility for health and safety in 
terms of providing leadership, direction, strategy and appropriate budget setting allowing for the safe management 
of health and safety.  They are not responsible for day-to-day management of health and safety.   

 
The Head of Paid Services shall have overall responsibility for health and safety across SHDC, and lead in setting 
corporate Policy and direction. 
 
Executive and Senior Management Teams are responsible for: 

 Supporting the Head of Paid Services in meeting their health and safety responsibilities for SHDC. 

 Ensuring that that robust health and safety management systems exist within SHDC and that all Service 
Areas demonstrate compliance. 
 

Champion of Health & Safety (Shared Public Protection Manager) leads on health and safety issues at the senior 
management team level, including: 

 Providing overall support and direction to PSPS’ Health & Safety Team; 

 Chairing SHDC’s Health & Safety Working Group on behalf of the Executive Director for Place.  
 
Joint Emergency Planning, Strategic H & S Group sits between both Breckland and South Holland Council’s, and 
exists to formally sign-off Health and Safety Policies and Procedures, reports and guidance. It will also monitor 
performance and hold managers to account for non-compliance in their respective areas. These meetings will be 
chaired by the Executive Director for Place, who sits on the Executive Management Team (EMT). 
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Health & Safety Working Group is responsible for ensuring effective communication, and consultation in matters 
involving the health, safety and welfare of all those affected by the work of SHDC.   
 
Service Managers are accountable to the Head of Paid Services and Executive and Senior Management Teams for 
ensuring that SHDC’s Health & Safety Policy and procedures are complied with within their Service Areas.  Duties 
may be delegated (but not responsibility) to their Managers, and other delegated employees as necessary, but they 
remain responsible for: 

 Being familiar with SHDC’s Health & Safety Policy and procedures, and any relevant risk assessments and 
safe systems of work; 

 Providing leadership on occupational health and safety; 

 Ensuring the availability of resources essential to establish, implement, maintain and improve the health and 
safety management system; 

 Defining roles, allocating responsibilities and accountabilities, and delegating authorities, to facilitate 
effective health and safety management; 

 Ensuring by means of job descriptions or by other means such as annual reviews that Managers, and others 
in supervisory roles, are made aware of the areas and extent to their specific health and safety 
responsibilities; 

 Ensuring that such measures necessary (including disciplinary action, training, etc.) are taken to prevent, so 
far as is reasonably practicable, any breach of health and safety procedures or legislation; 

 Co-operating with trade union health and safety representatives in accordance with agreed processes; 

 Ensuring adequate inspections and monitoring of health and safety procedures are undertaken; 

 Ensuring the systematic assessment of hazards and the effective implementation of risk management 
systems; 

 Ensuring the maintenance of statutory and other testing and examination of equipment and the keeping of 
registers and records where necessary is undertaken; 

 Ensuring the necessary information, instruction, training and supervision is provided to their employees; 

 Keeping themselves informed of incidents or accidents within their area of control, and ensure that action is 
taken in order to prevent recurrence; 

 Ensuring the effective safety management of contractors carrying out works within their area of 
responsibility; 

 Providing adequate time and facilities for safety representatives; 

 Ensuring that the necessary resources are available to employees to fulfil their health and safety obligations; 

 Appointing suitable trained and qualified “designated employees” to carry out specified health and safety 
duties within their Service Areas; 

 
Line Managers and Supervisors are accountable for the effective implementation of the Health & Safety Policy and 
procedures within their area of control.  Whilst some duties may be specifically designated, those having a 
management or supervisory responsibility will be responsible for: 

 Ensuring they are familiar with SHDC’s Health & Safety Policy and procedures and any relevant risk 
assessments and safe systems of work; 

 Ensuring they are aware of health and safety requirements and provide information, instruction, training and 
supervision to new and existing employees under their control to ensure, as far as reasonably practicable, 
their health and safety and that of others affected by their activity; 

 Carrying out a first day induction for all new employees, agency workers and contractors; 

 Ensuring that employees under their control are adequately trained and fully aware of the hazards involved 
in the work undertaken; 

 Communicating the key findings of risk assessments related to the work undertaken by employees under 
their control; 

 Developing safe systems of work and, by information, instruction, training and supervision, particularly in 
the case of young and inexperienced workers, ensure maximum safety for all employees; 

 Ensuring that any information, instruction and training is understood and recorded; 

 Reporting and investigating all accidents, incidents, near misses and violent and aggressive incidents with a 
view to taking such measures to prevent recurrence; 
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 Undertaking inspections and monitoring to ensure that safety measures are being maintained and that all 
employees are following safety instructions and safe practices; 

 Ensuring that Team Meetings regularly occur and always include Health & Safety as a standing item, 
providing opportunities for employees to be consulted on matters which affect their health, safety and 
wellbeing; 

 Co-operating with trade union health and safety representatives in accordance with agreed processes; 

 Arranging for the provision of safety equipment and protective clothing, where necessary; 

 Ensuring all training is completed in a timely manner to ensure compliance; 

 Ensuring, where employees work away from their normal office location, that their health and safety is 
suitably managed e.g. Home working 

 
Designated Employees – Management may designate specific employees to carry out specified health and safety 
duties in addition to their normal duties and responsibilities.  This may include for example: 

 Champion of Health & Safety; 

 Health & Safety Working Group Members; 

 Fire Wardens; 

 First Aiders / Appointed Persons. 
 
ALL Employees: 

 Must familiarise them with, and conform to, SHDC’s Health & Safety Policy, procedures and/or guidance; 

 Must work with due regard to the health and safety of themselves and that of others who may be affected 
by their work/activities; 

 Must co-operate with SHDC, including complying with all safety instructions given by their line management, 
to ensure that its obligations with regards to health and safety are complied with; 

 Must notify their Line Manager/Supervisor immediately of any health and safety issues or concerns that they 
have, are not able to put right or are outside their control; 

 Must report all accidents, incidents and near misses to their Line Manager/Supervisor; 

 Must not interfere with, or misuse, anything provided by SHDC in the interest of health and safety;  

 Must ensure that all tools and equipment provided by SHDC are properly used in accordance with the 
manufacturer’s, supplier’s and/or installer’s instructions and report any defects to their Line 
Manager/Supervisor immediately;  

 Are required to complete any relevant health and safety training assigned to them by SHDC; 

 When working away from their normal office environment, must ensure they consider their own health and 
safety and that of others who may be affected by their work e.g. Home working... 

 When working in a different building, they also have a duty to make themselves aware of the local rules and 
procedures for that building, and adhere to these. 

 
PSPS’ Health & Safety Team (Competent Persons) oversees the implementation of the Health & Safety Policy and 
procedures on behalf of SHDC, ensuring they comply with current legislation.  In particular, PSPS’ Health & Safety 
Team has a responsibility to: 

 Provide advice, guidance and support to SHDC on all health, safety and welfare, including on:  
o New legislation and its impact on SHDC 
o Risk assessments, where appropriate; 
o Safe systems of work  for operations undertaken by SHDC and review and report on safety 

recommendations issued; 
o The management of contractors; 

 Develop and review the corporate Health & Safety Policy, procedures and guidance which provide detail on 
specific health and safety requirements; 

 Manage and maintain SHDC’s health and safety management framework; 

 Audit and inspect as necessary SHDC’s operations and advise appropriate Directors, Service Managers, Line 
Managers and Supervisors of any actions necessary to ensure compliance with the Policy and procedures, 
recording/monitoring high-risk actions; 

 Maintain an overview of fire safety within SHDC, including within premises occupied by SHDC’s employees; 
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 Provide quarterly health and safety performance reports to the Joint Emergency Planning, Strategic H & S 
Group and the Health & Safety Working Group and an annual health and safety performance report to the 
Head of Paid Services and Executive Management Team. 

 Attend Health & Safety Working Group meetings to highlight/report on health and safety matters; 

 Advise on and, as necessary, facilitate the provision of training courses in accordance with the corporate 
training programme, including induction training and e-learning, and ensuring compliance; 

 Investigate, as necessary, accidents, incidents and near misses and recommend corrective action; 

 Disseminate new information on health and safety matters as appropriate; 

 Take immediate direct action in cases of imminent danger, where that action cannot be taken by Managers 
or Supervisors; 

 Record and review details of accidents, incidents or near misses at work and provide advice on ways in which 
recurrence could be minimised. 

 Liaise, where required, with the Health & Safety Executive (HSE) and other enforcement authorities and 
external bodies on health and safety issues. 

 
Human Resources Team are responsible for: 
Ensuring that the employee information provided to PSPS’ Health & Safety Team is accurate and up to date. 
 
Contractors and Business Tenants must: 

 Effectively and efficiently co-operate and communicate with SHDC on all relevant health and safety matters 
before and during their tenure with SHDC. 

 Meet the health and safety standards required of them in the performance of the work activities undertaken 
with or on behalf of SHDC. 

 
Safety Representatives, both Trade Union and employees, are able to exercise their rights to: 

 Get involved in investigations for reportable accidents/incidents; 

 Represent the views of the employees to Manager and to HSE Inspectors. 

 Undertake inspections of the workplace and formally report back to Management and PSPS’ Health & Safety 
Team. 

 Be consulted on any changes to corporate and local documentation. 
 
Clients, Service Users and Members of the Public are requested to co-operate with the health and safety 
arrangements put in place by SHDC to protect them and the people who are providing a service to them. 

 

2. Joint Emergency Planning, Strategic H & S Group 
The Group oversees the Health and Safety Compliance for both Breckland and South Holland District Council’s.  

This group is critical to ensuring the Joint Management Team for both Council’s are informed on their current 

standing in respect of Health and Safety. 

The Joint Group will meet: 

 Once every four months; 

 To receive, review and question the Quarterly reports provided by the PSPS H & S Team; 

 To formally sign-off Health and Safety Policies and Procedures, reports and guidance; 

 To monitor both Councils’ H & S performance and hold managers to account for non-compliance in their 
respective areas; 

 To consider any safety audit and inspection reports of SHDC’s work places and/or activities and contribute to 
any improvement plan; 

 
The membership of the Joint Group shall be as follows: 

 Executive Manager for Place (Chair) 

 Representative(s) from PSPS’ Health & Safety Team 

 Representative(s) from Emergency Planning Teams 
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 Representative(s) from SHDC Human Resources and PSPS Human Resources (Representing SHDC) 

 Place Managers from both South Holland and Breckland Council’s 
 

3. Health & Safety Working Group 
 
SHDC’s Health & Safety Working Group exists to ensure effective communication, monitoring of performance and 
consultation in matters involving the health, safety and welfare of all those affected by the work of SHDC.   
 
The Working Group will meet: 

 Once every six months; 

 To review SHDC’s Policy and procedures for health, safety and welfare, both statutory and otherwise and 
monitor their effectiveness; 

 To act as a consultation mechanism for employees of SHDC; 

 To review forthcoming legislation, assess its implications and where appropriate make recommended 
changes to existing policies/practices or contribute to the development of new ones;   

 Consider and take action as appropriate on reports from Trade Union appointed Safety Representatives; 

 To receive safety data relating to reportable (and non-reportable) accidents, incidents and near misses to 
consider the effectiveness of any remedial action taken to prevent future similar incidents; 

 To consider reports and factual information provided by inspectors of the HSE under the Health & Safety at 
Work etc. Act 1974, or any other relevant enforcement authority and to establish and maintain effective 
links with such persons; 

 To consider relevant health, safety and welfare matters raised by members of the Working Group that 
remain unresolved after management intervention; and 

 To note the appointment and consider the activities of Trade Union Safety Representatives as required by 
the relevant legislation. 

 
The membership of the Working Group shall be as follows: 

 Shared Public Protection Manager (Chair) 

 Representative(s) from PSPS’ Health & Safety Team 

 Representative(s) from recognised Trade Unions 

 Representative(s) from each Service Area 
 

4. Trade Unions 
 
SHDC is committed to working with the recognised trade unions with regards to the appointment of safety 
representatives, co-operation on inspections and fulfilling ‘safety committee’ requirements of Regulation 9 of the 
Safety Representatives and Safety Committees Regulations 1977. 

 
5. Health & Safety in Partnership Working & Contracted Out Work 
 
The responsibilities for health and safety in partnership working and contracted out work will be determined by the 
nature of the contract between SHDC and the partner/contractor.   
 
Construction contracts will be governed by The Construction (Design and Management) Regulations 2015 (CDM 
2015), other contracts will be subject to SHDC’s procurement rules and the Contractor Management procedure 
which is available on the intranet.  
 
Contracting out work or services does not exclude SHDC from its health and safety responsibilities or risk from 
prosecution. 
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6. Enforcements & Penalties 
 
Enforcement and penalties for breaches of health and safety law fall under the Health & Safety Executive in 
conjunction with the “fee for intervention” and “sentencing” structure.   
 
The HSE can issue a notification of contravention, an improvement or prohibition notice, or a prosecution where 
they believe there has been a “material  breach” of health and safety legislation. 
 

7. Policies, Procedures & Guidance 
 
SHDC’s Health & Safety Policy and procedures have been developed on specific hazards encountered within SHDC.  
These are available in the Health & Safety section on SHDC’s Intranet. 
 

8. Health & Safety Training/Competence 
 
The health and safety training requirements for all employees will be identified on recruitment and at the 
individual’s annual appraisal.  Key corporate health and safety training is documented in SHDC’s Health & Safety 
Training Matrix on the intranet.   
 
Advice on specialist courses is available from PSPS’ Health & Safety Team. 
 

9. Monitoring 
 
The monitoring of this Policy will be carried out by PSPS’ Health & Safety Team, actively through health and safety 
auditing and inspections and reactively by the investigation of accident, incidents, near miss, violent incidents and ill 
health statistics produced and reported on a regular basis.  
 
All monitoring activity will be reported to the Joint Emergency Planning, Strategic, H & S Group and if necessary 
escalated to the Executive Management Team.  
 
An annual Health & Safety Performance Report will, as a minimum, be provided to SHDC by PSPS’ Health & Safety 
Team. 
 

10. Review 
 
This procedure will be subject to a review every three years by PSPS’ Health & Safety Team or sooner should there 
be changes to health and safety legislation and guidance to/within SHDC, or a change of circumstances that dictate a 
review.   
 
Details of the review and any recommendation will be provided to the Joint Emergency Planning and H & S Group. 

 

11. References 
 

 HSE’s Website – Health & Safety at Work etc. Act 1974 

 HSE’s Website – Managing for Health & Safety  

 Management of Health & Safety at Work Regulations, 1999 
 

12. Related Documents 
 

 Health & Safety Training Matrix 

 Contractor Management Procedure 
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13.  Document Control 
 
Version & Approval Control 

Issue Number Author/Approver Issue Date Reason for Issue 

0.1 PSPS Health & Safety Team 25/03/2020 Redevelopment of previous Policy – Issued only to 
Sarah Shipley 

0.2 SHDC SMT 15/09/2020 Revisions after consultation with SMT 

0.3 PSPS Health & Safety Team 22/10/2020 Minor revisions after consultation with SHDC H & 
S Group 
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