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Signing for your tenancy agreement
You will be asked to sign the tenancy agreement for 
your new home.

If you have a joint tenancy then all the joint tenants 
are required to sign the agreement.

You must arrange to make rent payments and 
you will be given a direct debit form if you wish to 
consider paying rent in this way. 

You will receive account details shortly after you 
move into the property. If you are entitled to Housing 
Benefit you will be given a Housing Benefit form (if 
you have not already received one at your viewing) 
and advised to complete this as soon as possible.

If you are a new tenant you will be:

given a ‘Welcome Pack’ when viewing a 
property. This contains important and useful 
information, for example, Tenancy Agreement, 
Tenancy Management Service Standards and a 
Housing Benefit Form

Visited in your home by your Housing Officer 
approximately six weeks following the start 
of the new tenancy. This is to ensure you have 
settled into your new home and to be given any 
advice or help that may be needed

Moving in checklists
When you move into your new home, or when 
you sign your tenancy agreement, there are some 
important and urgent things you need to do. 

Here is a checklist of the agencies you should contact 
if applicable (contact information is in the General 
Information section):-

Electric and gas companies 
Ofgem for local suppliers

Water company 
Ofwat  for local suppliers

Telephone services 
Oftel for local providers

The Council to:-

check you are registered for council tax

apply for Council Tax and Housing Benefit 
(These need to be applied for separately from 
other benefit claims)

alter your address on the electoral register

Cable / satellite TV company where fitted

Television Licence Records Office

Driver & Vehicle Licensing Agency

When you contact any of these companies or 
organisations, where applicable, ask for a:

final bill to be sent to the previous occupiers 

new account to be set up in your name from the 
date that your new tenancy starts

We suggest that you take meter readings for  gas, 
electricity and where installed, water meter readings, 
as soon as you are given the keys to the property, 
otherwise you may find yourself being charged for 
the previous occupier’s gas and electricity usage.

Empty home service standards
If you move into one of our empty homes we will:

Carry out an electrical safety inspection

Arrange for gas appliances owned by the 
council to be checked

Ensure all glazing is repaired

Ensure the property is secure and essential 
repairs are carried out

Inspect the property before you receive the 
keys

If the property requires it and is a sheltered unit, we 
may redecorate.

Rent
You must make payments of rent at the same time 
as you sign the tenancy agreement and accept the 
tenancy. 

Rent can be paid in a number of ways, please refer to 
the booklet/leaflet 3 – Your Rent.  If you are entitled 
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Right To Buy
Deciding to buy your home is likely to be the biggest 
financial commitment you will ever make. It is 
therefore important that you take the time to find 
out everything that is involved before making that 
decision.

The Right to Buy scheme was introduced in 1980 
to enable secure council tenants to purchase their 
properties at the current market value, but subject to 
a discount based on the number of years spent as a 
public sector tenant. 

Most Gravesham Borough Council secure tenants 
have the right to buy their home. If your secure 
tenancy started before 18 January 2005, you are 
required to have been a public sector tenant 
continuously for a minimum of two years.

If you are a new secure tenant since 18 January 2005 
you do not have the Right to Buy until you have been 
a public sector tenant for at least 5 years.

You can count previous public sector tenancies with 
other councils towards the qualifying period and you 
may be able to apply jointly with other members 
of your family, providing they have lived with you 
continuously for the past 12 months or with someone 
who holds a joint tenancy with you.

You will not be able to exercise your Right to Buy if

You do not have a secure tenancy 

You live in a property designated as sheltered 
accommodation 

Your Right to Buy may not be accepted if your 
property is a bungalow or a ground floor flat, if:

If it was first let before 1st January 1990 

If it is particularly suitable for occupation by 
elderly persons, taking account of its location 
and design

If it was let for occupation to a person aged over 
60 

There are special rules that apply if a property 
is subject to a demolition order and the Right 
to Buy may be suspended or revoked in these 
circumstances.

You will not be able to buy your property:

If a court has made a possession order against 
your property requiring you to leave 

If you are an undischarged bankrupt, have a 
bankruptcy petition pending against you or 
have outstanding arrangements with Creditors

If a suspension order has been made by the 
Court in relation to anti-social behaviour or use 
of the premises for unlawful purposes 

You should request a Notice Claiming The Right To 
Buy form or RTB1. Once you have completed this 
you must submit it to the Council. The Council will 
assess your application and send you a notice form 
RTB2 within four weeks of receiving your completed 
application form. This will confirm if you have the 
Right to Buy your home.

There is more information regarding Right To Buy 
on the Council’s website, including a form RTB1 
to download. Alternatively, contact the Leasehold 
Officer on the telephone number given in the 
General Information section of this handbook. 

11



Your TenancyTenants Handbook 2 Your TenancyTenants Handbook 2

to Housing Benefit you need to make a claim within 
seven days of your tenancy start date. For further 
details on Housing Benefit refer to the information in 
booklet General Information.

If you do not pay your rent it will lead to 
repossession of your home.

Property
If the property is secured with metal panels, you need 
to advise us when you are moving in and we will 
arrange their removal.

Insurance
Insurance is a means of protecting yourself and your 
property from any unexpected loss or mishap, and 
it is important that you take out adequate home 
contents insurance. 

If you live in a flat, you may be affected by a leak 
coming from a neighbouring property. Having 
insurance will help repair damage to decorations and 
furnishings. In the case of a break-in or accidental 
damage, insurance will help you to replace 
furnishings and goods.

We offer you the opportunity to purchase a home 
contents insurance policy that allows payments to be 
made at agreed intervals and be receipted on your 
rent statement. This has proved to be a relatively 
cheap and effective way of insuring your valuables. 
For further information on this service or other rent 
issues, please contact the Housing Income Team.

Your Tenancy Explained - Secure 
Tenancies and Introductory 
Tenancies
The type of tenancy you sign will depend on 
whether you:

have not held a council tenancy before and are 
a new tenant

already have a council tenancy and are moving 
to another home

All our new tenants are given an Introductory 
Tenancy for the first twelve months. 

If you are an Introductory Tenant you will have fewer 
legal rights than Secure Tenants. 

If as an Introductory Tenant you keep to the terms 
and conditions of your tenancy you will automatically 
become a Secure Tenant twelve months from the 
date your tenancy started. 

If as an Introductory Tenant you break any of the 
terms and conditions, we may seek to evict you and 
this is easier for us to do than for someone with a 
secure tenancy. 

If you were a Secure Tenant immediately before 
entering into a new tenancy agreement, you will be 
given another secure tenancy. 

As a Secure Tenant you have the right to live in 
your home so long as you keep to the terms and 
conditions of your tenancy. We will not interfere with 
this right unless the court has given us possession of 
the property.
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Either landlord is a charity and the proposed 
assignee’s occupation of the property would 
conflict with the objectives of the charity

Either landlord is a Housing Association or 
Housing Trust which lets dwelling-houses 
only for occupation (alone or with others) 
by persons whose circumstances (other 
than merely financial circumstances) make 
it especially difficult for them to satisfy their 
need for housing and if the assignment were 
made, there would no longer be such a person 
residing in the dwelling-house

The dwelling-house is the subject of a 
management agreement under which the 
manager is a Housing Association, of which at 
least half the members of the association, and 
the proposed assignee is not, and is not willing 
to become a member of the association

(This was added by the Housing and Planning Act 
1986, Schedule five, Paragraph seven).

We keep a register in the Civic Centre reception of 
all those tenants wishing to exchange homes in the 
Borough. Forms are available from the Civic Centre 
or by contacting your Housing Officer if you wish to 
advertise your details or to apply.

In addition, tenants can also advertise their property 
for a mutual exchange by using the online Choice 
Based Lettings system, called Locata. This service is 
free of charge, for assistance, contact the Allocations 
Section.

If permission has been granted, you will be asked 
to sign an agreement to the effect that you are 
willing to accept the accommodation as it stands. 
Tenants should be aware that the property will 
be “exchanged as seen”. The Council will not 
be responsible for works that may be necessary 
following exchange, except where there is a potential 
hazard that could not reasonably have been 
identified prior to the exchange. If you require any 
further information about a Mutual Exchange please 
contact your Housing Officer.



Your TenancyTenants Handbook 2 Your TenancyTenants Handbook 2

Legal Right Tenants Secure 
Tenants

Introductory 
Tenants

Right to Succession 
(Inheriting a Tenancy)

Yes Yes

Right to Repair Yes Yes

Right to carry out 
improvements

Yes No

Right to be consulted on 
Housing Management 
issues

Yes Yes

Right to take in lodgers Yes No

Right to sublet part of 
your home (charging 
someone to live in part 
of your home)

Yes No

Right to exchange Yes No

Right To Buy Yes No but the 
introductory 
period counts 
towards the 
discount

Your Rights 
Your tenancy agreement has a full list of all the rights 
of your tenancy. It explains what you must do and 
also what we must do as your landlord.

As an Introductory Tenant you do not have the same 
rights as Secure Tenants.

The table below explains the differences between the 
rights of Secure Tenants and those of Introductory 
Tenants.
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Your Responsibilities 
You must:

Carry out your responsibilities as set out in your 
tenancy agreement, for example:

pay your rent

keep the property in a clean and tidy 
condition

not cause annoyance to your neighbours

Tell us of any changes in your circumstances 
that may affect your tenancy

Let us know if you will be away from your home 
for a period of longer than 1 month

Obtain our permission in writing if you would 
like to:

Sublet part of your home

Make alterations to your home

Run a business from home

Exchange your home with another tenant

Alter or create access for vehicles (dropped 
kerbs, driveways, double gates etc)

Our Responsibilities
We must:

Carry out all our obligations set out in the 
Tenancy Agreement

Tell you your rights and obligations as a tenant

Keep you informed of issues that affect your 
tenancy

Deal with any request to change your tenancy

Take appropriate action against anyone who 
breaks their tenancy agreement

Joint Tenancies
Joint tenancies are usually granted to married and 
non-married couples. Joint tenants have equal rights 
and are jointly responsible for all the conditions of 
the tenancy agreement. For example, you are each 
responsible for ensuring the rent is paid and for 
any rent arrears that may occur.

If you have a sole tenancy and wish to have a joint 
tenancy with your partner please contact your 
Housing Officer. Your partner will need to meet 
certain conditions before a joint tenancy can be 
granted.

Joint Tenancies and Relationship 
breakdown
Joint tenancies are usually granted to married and 
non-married couples. Joint tenants have equal rights 
and are jointly responsible for all the conditions of 
the tenancy agreement. For example, you are each 
responsible for ensuring the rent is paid and for any 
rent arrears that may occur.

If you have a sole tenancy and wish to have a joint 
tenancy with your partner please contact your 
Housing Officer. Your partner will need to meet 
certain conditions before a joint tenancy can be 
granted.

If your relationship breaks down and you have a joint 
tenancy, then one party can end the tenancy if they 
wish to do so. If this happens to you, then you should 
seek your own legal and housing advice immediately.  
Please contact your Housing Officer who will be able 
to advise you on what you should do.

It may or may not be possible to grant the remaining 
tenant a new tenancy for the property he or she 
occupies. 

Your tenancy can be ended by a Court Order. This 
means that if your relationship with your partner 
has broken down, the court can end the existing 
tenancy and order a new tenancy to be granted. 
If this happens, the Council will follow the Court’s 
instructions.

If you or your partner leave the property and the 
tenancy is not ended, then you both still have 
rights under the tenancy. The absent tenant will still 
have a Secure or Introductory Tenancy and have a 
right to return to the property at any time. Equally, 
each tenant, either separately or jointly, is still 
responsible for ensuring the rent is paid and the 
property is kept in good condition.

Transfer to another Gravesham 
Borough Council Property
If you are currently a Gravesham Borough Council 
tenant, and you need to move, you can apply for 
a transfer to another Gravesham Borough Council 
property. To be considered for a transfer you need 
to complete a Common Housing Register form.  The 
Council’s Allocations Policy gives more details on this.  
The form and the policy can be obtained from the 
Civic Centre or downloaded from our website.

To register for a transfer your rent account must be 
clear, unless there are exceptional circumstances. 

Mutual Exchange
If you are a secure tenant you have the right to 
swap your home (called an “exchange”) with 
another tenant of Gravesham Borough Council, of 
another local council or with a tenant of a Housing 
Association, but you must obtain the Council’s 
agreement in writing first. Introductory Tenants do 
not have the right to carry out a mutual exchange 
and a mutual exchange cannot take place until their 
tenancy converts to a secure tenancy.

We cannot refuse permission for you to carry out a 
mutual exchange, except in certain circumstances 
specified under the Housing Act 1985, as amended. A 
full list of reasons is set out below.

The grounds on which the local authority can 
refuse are:

Your rent account is in arrears

You do not hold a Secure or Fixed Term tenancy 
with the Council

You hold a joint tenancy and the other joint 
tenant(s) is (are) not in agreement with the 
exchange

Either of the homes would be overcrowded 
following the swap

Either of the homes would be substantially 
too large for the tenants moving in (under 
occupying)

The Council or other landlord is taking legal 
action to obtain possession of the home of any 
of the tenants involved

The exchange would mean that a home 
adapted for an older or disabled person would 
have no-one living there who needed the 
adaptation

Either of the homes form part of, or are 
within a building which is held for mainly 
accommodation other than housing, or is 
situated within a cemetery and was let to the 
tenant or predecessor in consequence of their 
employment
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Assignment
An assignment is when a tenant transfers his or her 
tenancy of that property to another person. 

If you no longer wish to remain in your home, in 
some cases you may be able to assign your property 
(i.e. sign over the tenancy) to a family member 
already living with you as shown below as numbers 1 
and 2.

An Assignment of Tenancy can only take place in 
limited circumstances which include:

1. Where a court orders that the tenancy must go  
 from one partner to another as part of a divorce  
 settlement for the well-being of children

2. Where a tenant assigns their tenancy to a potential  
 successor

3. For mutual exchanges when tenants may be able  
 to assign their tenancies to one another

Demoted Tenancies
If you are a Secure Tenant, Demoted Tenancies allow 
us to apply to the courts to reduce your security of 
tenure as an effective means of controlling anti-social 
behaviour for existing tenants.

We can apply to the County Court for your Secure 
Tenancy to be brought to an end by a Demotion 
Order. Upon granting of the order, the tenancy is 
replaced with a less secure form of tenancy.

The Courts may only make the order if you as the 
tenant, another resident of, or visitor to your home 
has behaved or threatened to behave in a way:

which is capable of causing nuisance or 
annoyance 

to use the premises for unlawful purposes. 

In addition the Court must be satisfied that it is 
reasonable to make the order.

The Demotion Order gives a serious warning to you 
as the tenant since if you continue the behaviour 
which warranted the order, swift action can be taken 
to end your tenancy. 

It also removes a number of your tenancy rights and 
so acts as a positive incentive to change behaviour. 

If you stop causing problems, you can regain the 
original higher level of security and rights.

Demoted Tenancies provide a clear linkage between 
the enjoyment of the benefits of rights and security, 
and responsible behaviour.

Garages and Car Parking
We have garages in various locations which both 
tenants and non tenants can apply to rent. A waiting 
list is in operation.

If you wish to apply for a garage you should contact 
the Allocations Team. When your application 
has been registered you will be sent a letter of 
acknowledgement. When a garage is available, the 
Allocations Team will contact the applicant who has 
been on the list the longest. 

We will also take into account the need of an 
applicant for a garage. For example, a Council tenant 
with a disability would have a greater priority for a 
garage on the estate where they live than a non-
council tenant residing in a different area.

If you wish to give up your garage you must give one 
weeks notice and fill in a termination form. This form 
is available at the Civic Centre. 

You must ensure that you clear the garage or you will 
be charged for removal and disposal of possessions 
left behind.

If you stop using your garage or if you stop paying 
rent you will continue to be charged. We will then 
take action to recover the garage and you will be 
charged for any costs incurred

If you would like more information on garage and 
parking space lettings please contact the Allocations 
Section.

Gardens
Tenants are responsible for the maintenance and 
upkeep of their private gardens.

Regular inspections of the estates are carried out 
including the condition of the garden. If your garden 
is found to be badly neglected the Housing Officer 
will follow up to improve the condition of the garden 
or take further action if requests to improve the 
garden are ignored.

When A Tenant Dies
If you are handling the ending of a tenancy because 
of the death of a relative or friend, we appreciate it 
is a time of great sadness and the tenancy will not 
feel like your biggest concern.  This section has been 
included to help you if you are responsible for their 
final arrangements and lists what information we will 
need from you. 

You will need to supply us with the following 
details:

The tenant’s name

The address of the property

The date the resident died

A copy of the death certificate

Your name, address and telephone number.If 
you are the executor or personal representative 
of the tenant, you will need to complete an 
end of tenancy notice and give four weeks 
notice ending on a Monday.  We will consider 
shortening this notice if next of kin are able to 
return the property to us sooner.  However, you 
will need to seek agreement to do this from 
Gravesham Housing Services.

Succession 

Succession is the right to inherit the Introductory or 
Secure tenancy of a property when you as the tenant 
die.

On the death of one of the joint tenants, the surviving 
tenant is deemed to be the successor. So this counts 
as the first instance of succession.

After that, only family members living with the tenant 
at the time of their death are entitled to succeed to a 
property.

A member of your family may be entitled to succeed 
if they have been living with you as their principal  or 
only home for at least the year prior to your death.

If upon the event of the death of the tenant, the 
property becomes under-occupied, for example 
where the property is too large for the needs of 
the succeeding family member, they may be asked 
to move to more suitable accommodation. The 
successor may also be asked to move if the property 
has been adapted to suit a specific need (i.e. for the 
disabled) where the successor does not have such a 
need.

Where a tenant dies and there is no statutory right 
of succession, we will consider granting a tenancy 
to another household member if the applicant has:

Been living with the tenant for the year prior to 
their death as his or her principle or only home 
or

Been providing care for the tenant whilst living 
in the accommodation as his or her principal or 
only home or

Accepted responsibility for the tenant’s 
dependants and needs to live with them in 
order to do so
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Refuse Collection and Recycling 
Service
We provide a regular refuse and recycling collection 
service. Rubbish is collected in two different coloured 
sacks by different vehicles, but on the same day.

You have to put your black and clear sacks out for 
collection at the front edge of your property by 7am 
on the morning of collection, but no earlier than 
4.30pm the previous day. If you are not sure which 
day your refuse is normally collected, you can check 
this on our website. 

Waste Management Unit offer the following 
services for which there may be a charge:-

Bulky Rubbish collection

Metal collection

Fridge/Freezer collection

Alternatively these items can be taken to the 
Household Waste Recycling Site in Northfleet, details 
of which can be found on our website.

If you live in a flat you must ensure that you do not 
leave rubbish on the stairs or hallways, as this can be 
a safety hazard. You should not leave any items of 
furniture in the hallways or on landings as these can 
be a hazard in the event of an emergency.

Abandoned vehicles
We have very strict rules regarding abandoned 
vehicles.  Any untaxed vehicle (or a vehicle which 
looks un-roadworthy) that appears to have been 
abandoned on council property, will be given 14 days 
notice of removal.  The vehicle may then be removed 
and disposed of.  The owner may be liable to pay the 
cost of removal.

Repairs to vehicles
Repairs to vehicles outside your home or in the 
neighbourhood are not permitted.  We make an 
exception in the case of ‘reasonable minor repairs’ to 
your own private vehicle.

If you see a vehicle that has been abandoned, 
please report it, contact details are in the general 
information section.

The Council’s Abandoned Vehicles Officer will 
normally place a notice on the vehicle confirming 
that it will be removed unless claimed or moved 
within the period stated on the notice. This period is 
7 days if the vehicle is on the Highway and 15 days 
if it is on private land. After the period of notice has 
elapsed, the vehicle will be removed as quickly as 
possible.

Pest Control
The Council provides a pest control service in respect 
of mice within the home and rats within the home 
and immediate garden.  There will be a charge for 
this service.  Please contact Environmental Health 
Services for further information, their contact details 
are in the general information section. 

Keeping Pets
If you wish to keep a pet, please check the terms of 
your Tenancy Agreement or speak to your Housing 
Officer before you get one.  If you own a dog, you 
must sign a Responsible Dog Owner’s Agreement.  
It is important that pets do not cause a nuisance or 
annoyance to neighbours.  If this happens, you will 
have to find another home for your pet.

There is more information on the Council’s website.

How to end your tenancy
This information is intended to help you deal with the 
ending of your tenancy in the right way. If you are in 
doubt, or need further advice, please contact your 
Housing Officer.

To inform us that you wish to end your tenancy you 
should contact your Housing Officer or housing 
staff at the Civic Centre and complete a Tenancy 
Termination form.

The Tenancy Agreement you signed when you were 
given the keys to the property is a legal contract 
and in order to end the tenancy you must make 
sure you do the following:

Complete a Tenancy Termination form which 
can be obtained from your Housing Officer or 
from one of the Housing Services offices

Give us four weeks notice in writing which must 
end on a Monday, to the address given on your 
Tenancy Agreement (or any subsequent address 
of the landlord for the purposes of Section 48 of 
the Landlord & Tenant Act 1987)

Give us a forwarding address 

Allow us access to your property to check 
the condition of your home and to ensure no 
unauthorised work or damage has been done. 
Your Housing Officer will contact you to arrange 
a suitable time to carry out the inspection

Carry out any works that are identified at the 
inspection which are your responsibility. If you 
fail to do this you will be re-charged for our 
costs in making good

Remove all your possessions and any unwanted 
items from the home (including your loft space), 
garden and garage. If you fail to do this you will 
be re-charged for our costs incurred in clearing 
your property and garden

Leave no-one in occupation

Leave internal decoration in good condition

Leave the premises clean and tidy.  If you leave 
anything at the property you will be charged

Notify water, gas and electricity companies

Return all keys to us

Reinstate any Council fixtures and fittings, and 
make good any damage

Clear the rent account. If there are any rent 
arrears you will still be responsible for payment 
and we will take action to recover these

Inform the Council Tax office that you are 
leaving and give them your new address

Notify Housing Benefits section that you have 
moved, if you are in receipt of Housing Benefit

Moving Out
Ensure your property is safely locked up and secured 
and left in good condition as detailed above.

You need to ensure that keys are returned to Housing 
Services staff at the Civic Centre by 12 noon on the 
termination date. If you return the keys later than this, 
you will be charged an additional week’s rent.  If you 
fail to give us four weeks notice and vacate earlier, 
you will still be charged rent for the full four week 
period.

If you are a joint tenant, one party can end the 
tenancy if they wish to do so. If this happens and it 
is not you, then you should seek your own legal and 
housing advice immediately.

If you live in Sheltered Housing your key can be left 
with the Scheme Manager if you are unable to get to 
the Civic Centre.


