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Policy Statement
We aim to encourage tenants to keep their homes in a good state of repair and to take responsibility for any criminal damage or theft. We want to ensure that the repairs budget is spent wherever possible on repairs caused by genuine wear and tear. We want to ensure that resources are allocated fairly, and that so far as is reasonably practicable, the costs of putting right disrepair arising by reason of neglect does not fall upon the majority of tenants that look after their homes. This contributes to St Basils ‘Efficiency’ and ‘Value for Money’ agendas

St Basils wants to prepare tenants for the responsibilities they will have when they move on to another property in the private or social sectors at the end of their tenancies We aim to ensure that, as far as is possible, all monies due in respect of any work or repairs deemed as rechargeable and payable by the tenant are collected within agreed timescales and that tenants are offered an appropriate method of paying the charges due. When levying a recharge, St Basil’s staff will act in a psychologically informed way; considering any unique circumstances or vulnerabilities which may have impacted a tenant’s behaviour or their ongoing ability to pay and will apply the exemptions procedure detailed in the policy below as appropriate. Tenants may also appeal any charge they consider to be inappropriate using the appeals procedure set out in the document below.

St Basils will adopt a caring but firm approach in recovering the amount owed; the tenant will be told of their obligations to pay these recharges and will be kept informed on a regular basis about the amount they are required to pay. Where not carrying out rechargeable works would cause a risk to tenant or staff safety, compromise the security of the property or result in further damage being caused; the required works will be carried out immediately with a rechargeable amount and payment plan to be agreed with the tenant as soon as is practicable post works completion.

Scope of Policy
This policy applies to all St Basils tenants and licensees, both current and former. It also applies to all employees in all departments and services. For the purposes of this policy the term ‘employee’ will include all employees (whether full time or part time), volunteers, casual workers and contracted workers. 

Definitions
Rechargeable works are those works arising from damage, neglect, abuse or misuse of landlord’s property, fixtures and fittings by a tenant, member of the tenant’s household or visitors to the tenant’s property. They do not include repairs that arise as a result of normal wear and tear during a tenancy. Where these repairs cannot be attributed to normal wear and tear or component failure, we expect tenants to pay for these repairs in full. 

From time-to-time tenants may ask St Basils to undertake work which is their responsibility.  In these circumstances the tenant will be informed that the work would be rechargeable and that payment is required in advance (or agreement to a schedule of repayment) before the work will be carried out.  In emergencies, (e.g. gaining entry when the tenant has lost their keys), the requirement for payment in advance may be waived provided that the tenant agrees that they will meet the cost of the work.  

Tenant(s) are those individuals occupying properties owned, leased or managed by St Basil’s on Assured Shorthold Tenancies, Excluded Licences, Protected Licences and any other form of tenancy or licence agreement. 


Legislation and Guidance
Housing Act 1985, 2004
Anti-social Behaviour, Crime and Policing Act 2014  
Health and Safety at Work, etc Act 1974 
Equality Act 2010
Data Protection Act 2018
Regulatory Framework for Social Housing in England as adopted by Homes England
Homes (Fit for Human Habitation) Act 2018


General Principles
To recharge tenants for work carried out that is not St Basils responsibility, or which is required following tenant damage and as far is reasonably practicable recover the costs.

If St Basils agrees to carry out work that is beyond the requirements of the Tenancy Agreement or current policy a recharge will usually only be made if the tenant has agreed to the recharge. 

No recharge will be made to the incoming tenant for works as a result of preparing a property for re-letting except for exceptional works requested by an incoming tenant beyond the St Basils standard, listed in the Lettable Standards – please refer to the Lettable Standard Leaflet v2.0.

A tenant may be recharged for any of the following work for which St Basils is not responsible, including but not limited to:

· Replacement of electric plugs and fuses and re-setting of Miniature Circuit Breakers (MCB).
· Replacement and fitting of light bulbs.
· Replacement plugs and chains on sinks, baths and basins.
· Replacement of toilet seats, pulls and chains.
· Fitting of blinds, curtain tracks, coat rails and shelving.
· Decoration of inside of the home including the filling of small cracks in walls and ceilings.  
· Replacement of lost keys.
· Changing locks and repairing associated damage after a person has locked themselves out.
· Adjusting internal doors so they open and close over fitted carpets.
· Lifting and relaying of wooden or laminate floors or carpets in order to carry out repairs.  
· Unblocking sinks, basins and baths.
· Replacing door handles, latches, letter boxes and door knockers.
· Repair of damage caused by a tenant, family member or guest.  
· Excessive and incorrect use of the emergency service, amounting to abuse.   

Circumstances in which works give rise to a recharge also include;

· Where the health and safety of tenants or others is at risk. 
· A property has been vacated and left in poor condition
· The Landlord’s fixtures and fittings in a property have been changed or modified by the tenant and costs are incurred to remove and restore the original fittings. 
· Situations where the repair is necessary to avoid further damage to the property or other properties.


St Basils will apply recharges to tenants for damage caused by themselves, members of their household, or visitors to their property in the following circumstances; 
· Where there is deliberate, negligent or accidental damage caused to St Basils fixtures and fittings in its properties, communal areas and land where it has a management responsibility. 
· Where St Basils incurs costs for clearing and ensuring proper functioning of all aspects of drainage that are associated with the property, if this is found to be the cause of misuse or neglect Where St Basils incurs costs for replacing damaged or stolen furniture which forms part of a furnished tenancy package, or in communal parts of buildings 
· Where St Basils incurs costs for removing and storing items left at properties, surrounding grounds and outbuildings after the tenancy is terminated 
· Where St Basils incurs costs for removing and disposing of items left at properties, surrounding grounds and outbuildings where this causes a negative impact to the environmental appearance and/or there is a threat to health and safety (including actions to tackle infestation) 
· Where St Basils incurs costs for removing and/or replacing unauthorised alterations or damages to its properties when a tenancy is terminated, or such works are identified during routine inspections and tenancy audits by St Basils staff and/or contractors on its behalf 
· Where St Basils incurs costs for replacement items including entrance fobs, replacement keys and lock changes, where the replacement is due to a tenant’s loss 
· Where St Basils incurs costs for securing and making good properties where the Police force entry and make an arrest (that leads to a subsequent conviction), whether it is the occupier or a visitor to the property
·  Where St Basils incurs costs that are associated with gaining reasonable access to properties to carry out emergency repairs or for cyclical safety testing 
· Where St Basils incurs costs associated with no access for out of hours emergency repairs 
· St Basils may re-charge tenants where false information has been provided to obtain an emergency call-out

The above list of rechargeable items is not exhaustive, and St Basils reserves the right to issue recharges for all works that are the responsibility of the current or former tenant to carry out. Where a tenant raises a non-emergency or urgent repair that is deemed to be rechargeable works, St Basils will normally seek payment in full before works are issued. This will involve completing a form to identify how payment will be made and raising an invoice. Unless there is: 
· A risk to health and safety, 
· A risk to the security of the property 
· The repair is likely to cause further damage to the property if left unresolved 
· The repair is to part of the structure and exterior of the property that St Basils has a duty to maintain 

In these instances, St Basils may issue the repair and will seek to recover payment from the tenant retrospectively. St Basils will inform the tenant of the estimated amount they will be expected to pay when the works are issued and will discuss repayment options. 

Where a tenant refuses to pay in full or fail to abide by suitable arrangement to pay recharges over a reasonable period of time, St Basils will continue to attempt to contact the tenant with a view to arranging payment. If the debt is not recovered, St Basils will review its recovery options and may instigate legal action to recover the outstanding amount, up to and including eviction & subsequent civil action and or criminal action.

Arrangements to pay rechargeable debts by instalments will be considered on a case-by-case basis and St Basils will come to agreements based on the level of monies owed and the financial circumstances of the tenant concerned. 

Where St Basils discovers rechargeable works that have not been reported as repairs, St Basils will take action to recover costs for any remedial works required from the tenant and may take photographic evidence to support legal actions. This will include damage or remedial works that are discovered when tenancies are relinquished. 

St Basils will not pursue recharges against tenants who can prove that rechargeable works are caused by circumstances outside of their control, for example where they are victims of domestic violence or harassment. Where appropriate St Basils will look to bring criminal charges against the perpetrators and pursue reimbursement through the courts. 

St Basils reserves the right to suspend or class as ineligible applications for housing from former tenants that owe debts to St Basils (or any of the other scheme landlords) for rechargeable works until debts are cleared in full or appropriate arrangements to pay are established. 

St Basils will actively pursue all rechargeable works debts in accordance with the St Basils Recharge Procedure. Where contact is lost with debtors or the debt is uneconomical to pursue, St Basils may make provisions to write off the debt in accordance with the Financial Regulations Policy. 

Roles and Responsibilities
Where St Basil’s owns a property, we are responsible for maintaining the structural integrity. This includes the exterior of properties and communal areas. St Basils will maintain all installations within the home such as the supply of water, electricity and gas and carry out all repairs within the requirements of current legislation and those defined in the Licence/Tenancy Agreement. We will endeavour to carry out repairs within stated timescales to a high standard. Where St Basil’s leases or manages a property, responsibility for structural repairs will be dictated by the legal agreement between St Basil’s and the freeholder or superior landlord. St Basil’s is responsible for ensuring that freeholders and superior landlords discharge their responsibilities for repair and maintenance promptly.

St Basils tenants have responsibility for the property they occupy. This includes using all the fixtures and fittings in the correct manner and ensuring that St Basils are informed of all defects to the property and are given reasonable access to carry out essential maintenance as laid out in the Licence/Tenancy Agreement.

Training Requirements
St Basils will give the required training to ensure the necessary employees understand and correctly pursue this policy.

Communication
This policy will be communicated effectively to all employees via a range of different media and can be produced in other formats where needed. 

Policy Responsibility
The Responsive & Voids Manager is responsible for ensuring that this policy is implemented and monitored.

Continuous Renewal Clause 
This policy will be reviewed every 3 years to ensure it is in accordance with good practice guidance, prevailing legislation and statutory frameworks. However, this policy may be assessed before that time as necessary – such as: 
· if it becomes ineffective
· to reflect substantial changes in practice
· following inspection, as recommended by auditors
· or changes required by law

Disclaimer
This document can only be considered valid when viewed on the St Basils Workplace/Shared: Drive. If this document has been printed or saved to another location, you must check that the version number on your copy matches that of the document online. Hard copies of this document are considered uncontrolled - please refer to the St Basils Workplace/Shared: Drive for latest version.





TENANT RECHARGE PROCEDURE
1.    About the Procedure
1.1	The objective of the procedure is to contribute to the efficient and effective maintenance of St Basils housing stock and ensure that expenditure is managed effectively. 
1.2	This procedure describes the activities and responsibilities involved in carrying out repairs in circumstances where the repair is the responsibility of the tenant.
1.3	St Basils will ensure that no individual is discriminated against on grounds of sex or marital status, on racial grounds, or on grounds of disability, age, gender, language or social origin, or other personal attributes, including beliefs or opinions, such as religious beliefs or political opinions. 
1.4	All employees will ensure that all customer enquiries and advice provided is recorded on the QL system

2.    Definition of a rechargeable repair
2.1	A rechargeable repair is defined as a repair or clearance work that is necessary because of one of the following: 
· Wilful damage, neglect, misuse or abuse by the tenant, their family or visitors to the property
· Wilful damage or neglect due to actions of the former tenant 
· To bring the property up to an acceptable standard after a tenant has moved out
· Any item that does not become defective due to fair wear and tear 
· The actions of a contractor employed by the tenant 
· Action not taken by the tenant 
· Any court costs incurred as a result of a breach of tenancy conditions – for example as a result of incidents of antisocial behaviour or in gaining access to properties to carry out a gas service  
· The repair is considered minor and the responsibility of the tenant. 
· Removal of items left in communal areas. 
· Clearing properties at any time during a tenancy or at the point the tenancy ends. 
· Clearing gardens at any time during a tenancy or at the point the tenancy ends. 
· Abuse of the emergency call out service e.g. when the repair required is not really an emergency but has been reported as such. 
· Making good any alterations carried out by the tenant where approval has not been authorised to carry out such works or has resulted in damage to the property or neighbouring property
· Administrative and abortive costs incurred through a tenant’s failure to provide reasonable access for repair work, servicing, maintenance or statutory testing

2.2	If a tenant has their keys stolen, or damage caused, is by persons unknown, such as vandalism, break in etc, they must report the incident to the police and obtain a crime reference number. If a crime reference number is not received, the tenant may be charged for the full cost of the work. 

3.    Chargeable Repairs 
3.1	The items set out below do not constitute a definitive list but are examples of items/repairs that the tenant may be expected to pay to have carried out. 
· Boarding up broken windows 
· Re-glazing windows 
· Internal doors (Damaged) 
· Adapting doors to accommodate carpets or flooring 
· Forced entry because of lost keys 
· Replacement locks because of lost keys 
· Supplying/fitting or repairing additional locks 
· Repair due to unauthorised DIY e.g. wall removal 

3.2	If the repair is deemed to be an emergency (A repair that if not attended to, would cause danger to life or property) the repair will be carried out in accordance with the repairs and maintenance processes for emergency repairs. 
3.3	If the repair is as a result of neglect, damage or falls within the above definition of a chargeable repair, tenants should be advised they will be charged the cost of the repair.
3.4	Unless it is deemed to be an emergency the repair should not be carried out until the Rechargeable Repairs Request form is signed. If the customer refuses to sign the form, the reason for refusal must be added to the form. These recharges will also be identified via a monthly report, which should be checked to ensure no duplication of charges.
3.5 	If an employee or contractor carries out a routine inspection and notices any damage to the property caused by the tenant or any persons visiting the property, details including photographic evidence if necessary, should be obtained. This must then be passed onto the Housing Management Officer who will liaise with the Progression Coach and the tenant about cost and payment to be made in order for repairs to be carried out.
3.6	The Housing Management Officer will then advise the Maintenance Team of the repairs required and advise the Finance Team of the works to be carried out and the cost of such works so that an invoice can be raised. 
3.7	In instances where the police gain entry to a property to carry out a search of the premises, the customer will be invoiced for the cost of any damage caused. However should the customer dispute the charge, they should be advised to contact the police to request compensation.

4.    Tenant Move On
4.1	A pre-termination inspection should be undertaken prior to the end of every tenancy to identify any rechargeable repairs. The tenant will be advised that they must carry out the identified rechargeable repairs before leaving the property or they will incur charges. 
4.2	The tenant will be advised that, the property should be left in a clean and tidy condition and this includes garden areas. 
4.3	Examples of items for which there will be a charge are: 
· Damage to fixture and fittings other than usual wear and tear 
· Missing items – doors, kitchen units etc 
· Removal of rubbish that has been left in either the property or garden. 
· Removal of graffiti 
· Alterations that have not had approval and have to be replaced /repaired because they are unsafe. 
4.4	The responsibility for repairs may be disputed; it is therefore necessary to be able to prove beyond reasonable doubt that the damage was caused by the outgoing tenant their visitors or members of their household. 
4.5	If a pre-termination inspection is not carried out, the empty home inspection should be undertaken as soon as is reasonably practicable following the tenant leaving the property. 
4.6	Photographs should be taken of any repairs identified as rechargeable; showing the date the photograph was taken. 
4.7	The Housing Management Officer should then send a letter to the former tenant advising them that they will soon receive an invoice for the work required. (Appendix 2) 
4.8	In most circumstances they should be asked to clear the debt in full immediately; however, the Youth Service Manager has the discretion to spread the payments over a period of time. 
· A debt of up to £100 must be paid off within a maximum of 6 months 
· A debt up to £250 must be paid within 12 months 
· Repayments of sums in excess of £250 must be paid in full within 2 years where possible 
(The Rents & Service Charge Manager has the discretion to agree an alternative payment plan). 
4.9	Failure to pay may result in cases outstanding being forward to a Debt Recovery Service.
4.10	If the former tenant makes contact with reference to a payment agreement, they should be referred to the Rent Collection Team. They will be advised to clear the debt in full or negotiate an agreement. The Rent Collection Team must record this on the QL System, confirming the agreement in writing to the customer.

5.    Former Tenant Address Unknown 
5.1	If the former tenant has moved without leaving a forwarding address the debt will be recovered as per collection of unpaid rent. Please refer to the Rent & Service Charge Arrears Policy

6.     Payment
6.1	Once a repair has been identified as rechargeable the tenant should be made aware that it is chargeable and advised of the amount that may be charged depending on the actual repairs required 
6.2	In all cases where a chargeable repair is identified whether it has been requested by a tenant or found during an inspection of the property, a Rechargeable Repairs Request form should be completed (Appendix 1). 
6.3	Payment in full should be requested at the first instance. If, due to financial circumstances the tenant is unable to meet the full cost immediately, a minimum deposit of £10 should be sought, before any works are started (unless there is imminent danger – see 2.2) and agreement made to clear the balance within a specified timescale.
6.4	The form must then be sent to the Finance Team via their collective inbox finance@stbasils.org.uk 
6.5	The repair will then be carried out.  
6.6	The Finance Team will raise an invoice to be sent to the tenant with the full details of cost and payments expected. 

7.    Costs
7.1	To ensure consistency as to the amount tenants are to be charged, standardised costs will be identified for each repair, which exclude VAT at the current rate. However, the cost may vary from service to service. Where this is the case, a standard cost has been identified for each development. The list of costs will be revised on an annual basis. Charges for repairs outside of normal working hours will be significantly higher. (See charging sheet – see appendix 3)

8.    Exemptions to the Rechargeable Repairs Policy 
8.1	As an organisation, we have a duty to assess the tenant for vulnerability and ability to pay, ensuring that undue hardship is not suffered. Using these guidelines any charges due to be applied will undergo an assessment before being enforced or method of collection agreed. Should a person’s vulnerability affect their ability to pay a Rechargeable Repair, or if someone disputes a charge for reasons of vulnerability or exceptional circumstances, they may request an exemption from the charge. 
8.2	This application is completed by the tenant, with the assistance of a Progression Coach. In some circumstances it may be necessary to obtain additional supporting evidence. The exemption form (Appendix 4) and supporting evidence will then be passed for assessment and authorisation to the Youth Services Manager. All information considered will be documented and a written response sent to the applicant within 15 days of receipt of the last document of supporting information.

9.    Appeals Process
9.1	Any tenant wishing to appeal any aspect of the recharge process can lodge a formal complaint in accordance with St Basils Comments, Complaints & Compliments Policy.
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                              Rechargeable Repairs Form

	Name of Tenant
	


	Contact Telephone Number
	

	Property Address
	



	Date repair identified/ requested
	

	Was this repair identified and requested by tenant? If NO how was the repair identified?
i.e., Contractor visit, property check, pre-termination visit etc
	Yes
                               
No                      ________________________________________ 
                            
                               

	Details of repair required
	



	Minimum cost of repair
	
£


	Payment Options
(Complete as applicable)


	
Paid in full £________   (Receipt number _________________)

Payment by instalments

Deposit £___________  (Receipt number _________________)

Followed by payments of £_______ per week/month (delete as necessary)

	Reason if deposit not paid
	


	Declaration - An invoice will be sent to you when the works have been completed.

I accept that the repairs listed above are my responsibility. I agree that St Basils can carry out the repair(s) on my behalf. I will pay for the works as agreed and understand non-payment could result in St Basils taking legal action to recover any monies owed.

Tenant - (Print Name)____________________   (Signature) ____________________  (Date)_____________

St Basils 
Representative - (Print Name)____________________   (Signature) ____________________  (Date)_____________

Designation__________________________________


	For Office Use Only
Reference Number__________________________________


	Job/Works ref: Number
	


	Date works completed

	

	Actual cost of work

	

	Date invoice raised
	


	Invoice ref No:

	


Please send this form to finance@stabsils.org.uk 

Appendix 2




Name and Address





Date

Our ref:

Your ref:




Dear

Following the termination of your tenancy at (address), an inspection of the property was carried out on (date).

The terms of your former tenancy included a clause stating that you were responsible for keeping your home in good repair and are responsible for paying for or rectifying any damage caused other than normal wear and tear.

During the inspection the following repair(s) were identified that are considered your responsibility.

They are listed below together with the estimated costs.

1.											£

2.											£

3.											£
Total Cost of Repairs _________
											£
											_________




When the work has been completed you will receive an invoice for the total cost of the works. Payment can be made…………………………………………..

If you wish to discuss the contents of this letter, please contact me on (Tel: No.)

Yours sincerely





Appendix 3
Tenant Rechargeable Costs

Below is a list of our most common rechargeable repairs and an estimated price guide.

	Repair (These costs are for repairs within normal working hours)
	Cost (Excluding VAT)

	Doors and Windows
	

	Replace external composite/PVCu door 
	£666.59

	Repair external door 
	£60

	Replace lost entry door fob 
	£20

	Re-glaze window (up to 3 panes) 
	£231

	Replace internal door 
	£125

	Repair internal door 
	£60

	Gain entry 
	£70 

	Lock change (including garage locks) 
	£70

	Plumbing and Drainage
	

	Blocked drain/soil stacks/toilet 
	£60

	Blocked hand basin, kitchen sink, bath waste or drains 
	£60

	Replace broken toilet pan  
	£120

	Replace bath panel 
	£60

	Blocked toilet 
	£60

	Replace broken hand wash basin 
	£120

	Electrical
	

	Bare wires, broken bulb fittings, broken plug sockets or light switches 
	£68

	Replace broken smoke alarm 
	£144

	Kitchen
	

	Repair kitchen unit 
	£60

	Replace kitchen unit fitting 
	£120

	Void Clearance
This is the removal of items left in your property/garden/outhouse/communal area when you move house. Clearance charges are based on the amount of items left - but can be costly! Typical void clearance charges are:

	Property Clearance (Clear out exceptionally dirty dwelling, remove all contents to tip, initial wash and scrub with disinfectant all surfaces, dry with de-humidifier (order skip separately if required).)
	£281

	Loft clearance 
	£60

	Garden - (average charge)
	£354

	Cost of skip 
	£120.00

	Property Clean 
	£95.00 

	Renew an internal door 
	£125.55

	Decorating door after replacement                                                                        
	£70.48




Please note – this list is not conclusive/definitive and we reserve the right to recharge any additional damages should the tenant be deemed accountable.
	Repairs outside working hours
	Cost (Excluding VAT)

	If a repair has to be completed out of hours it will incur a starting cost of £120.00 
	£120.00 starting cost
Plus cost of repair as above






Appendix 4
Tenant Recharge Exemption Form
	Name of Tenant
	


	Property Address
	




	Contact Telephone Number
	


	Type of Repair
	


	Recharge Reference Number

	                               

	Please give reasons for claiming exemption of payment for the repair stated above.

(Please state whether there is any additional supporting evidence attached and what this consists of)











	

	For Office Use Only

Reference Number ____________________________________


	Job/Works ref: Number

	

	Date works completed

	

	Actual cost of work

	

	Has exemption claim been accepted

	
Yes
                               
No                       


	If NO please give reasons why
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