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[bookmark: _Toc525732188]About this guide
This guide was created to assist with applications for property licenses in the Gedling Borough Council district using the online application from. The online application form is provided by an external company and was not designed by Gedling Borough Council. 
We have worked closely with the developer to make the form as user friendly as possible. The form is a generic template used by a number of councils across the country. We have modified it as much as possible however there are some parts which couldn’t be changed. It is therefore highly recommended that you use this guide as a point of reference when filling out your application.
The route through the online application is dependent on the data entered by the user. Therefore it may be that when completing your application form this user guide does not follow the exact same path as what is on your screen. Each section of this report has headers taken from the online application so if you need guidance on a specific part of the online application use the table of contents at the start of this guide to navigate to the relevant section. 
[bookmark: _Toc525732189]Meaning of the terms ‘Manager’ and ‘Person having control’. 
The definition of ‘Manager’ and ‘Person having control’ is defined within Section 263 of the Housing Act 2004:
[bookmark: _Toc525732190]Person having/in control
The person having control means the person who receives the rack rent of the premises (whether on his own account or as an agent or trustee of another person), or who would receive it if the premises were let at a rack rent.
[bookmark: _Toc525732191]Person Managing
“Person managing” means, in relation to premises, the person who, being an owner or lessee of the premises; 
1. Receives (whether directly or through an agent or trustee) rents or other payments from;
· In the case of a house in multiple occupation, persons who are in occupation as tenants or licensees of parts of the premises; and 
· In the case of selective licensing, persons who are in occupation as tenants or licensees of parts of the premises, or of the whole of the premises; or 
2. Would so receive those rents or other payments but for having entered into an arrangement (whether in pursuance of a court order or otherwise) with another person who is not an owner or lessee of the premises by virtue of which that other person receives the rents or other payments; 
and includes, where those rents or other payments are received through another person as agent or trustee, that other person.
[bookmark: _Toc525732192]Explained in simple terms
The licence holder must be the most appropriate person which generally means that they must be the one in control and the one who receives the rent. The licence holder will be bound by the licence conditions and should be competent.  Generally speaking this is the owner of the property however in some cases properties are fully run and managed by a managing agent and the landlord takes a back seat and leaves all management to the agent. If an agent is in full control of the property (receives the rent, provides the day to day management and is fully authorised to carry out repairs) then they would be the ‘person having control’ and as such they would be the most appropriate ‘person’ to hold the licence. 
Where an individual owns a property but has an agent in place that carries out the day to day management on their behalf it might be that the landlord is still the person in control and the agent is more the manager. The manager can be an agent/employee of the person having control of the property. If the landlord is still involved in decision making i.e. all repair requests go through the landlord and he/she received the rent either directly or via the agent etc. then it could be that the landlord is still the person having control and as such the landlord would be the Licence Holder and the Agent would be on the licence as the Manager. 
If the licence holder does not live locally to the property then we would expect that a locally based manager would be involved to assist with the day to day management of the property. 










1. [bookmark: _Toc525732193]Before you commence your online application
1.1. [bookmark: _Toc525732194]Things you need in order to complete the application
In order to complete the online application you will need the following:
· Scanned copies of all essential documentation: 

Selective Application - A valid Gas Safety certificate (if the property has a gas supply), a fixed electrical installation test certificate (i.e. EICR) completed within the last five years, Fit and Proper Persons Form (downloadable from our website) filled out and signed by relevant parties 
HMO Application - A valid Gas Safety certificate (if the property has a gas supply), Fit and Proper Persons Form (downloadable from our website) filled out and signed by relevant parties, Property floor plans.

and any additional information you wish to attach to your application which isn’t required but you feel would be relevant (Energy Performance Certificate Emergency Performance Certificate, Fire Alarm Testing Certificate, Portable Appliance Testing Certificates etc.)

· A Debit Card or Credit Card 

· Read the ‘About this guide’ section above. 
1.2. [bookmark: _Toc525732195]Information for applicants applying for multiple properties
If you are applying for multiple properties an application needs to be made for each property. This process can be expedited by setting your web browser to auto populate fields within the form. Once you have entered the information on the form once, when you come to apply for your second property the information previously typed will automatically populate. 
For Google Chrome, this setting is turned on as default however if you need to enable it again do the following:
1. Click on the Chrome menu icon (Three lines at top right of screen)
2. Click on Settings
3. At the bottom of the page click “Show advanced Settings”
4. In the ‘Passwords and forms’ section ensure that ‘Enable Autofill to fill out forms in a single click’ is enabled. 

For Windows Edge you can save addresses so that they automatically populate in the form. To activate this you may need to do the following:
1. Click on the three dots in the top right of the browser window
2. Select Settings > Profiles > Addresses and more
3. Select the Save and Fill addresses toggle to turn it on
4. Choose Add address. Enter a new address and Save
5. To change or delete saved information select either edit or delete
Certain fields such as the question which asks whether the applicant has any other licensable properties is an open text box which allows up to 500 characters. To speed up the process when making multiple applications it is recommended that you record this information in a separate word document and either copy and paste it into the text box for each application or add the word document as an attachment on the file upload page. 
1.3. [bookmark: _Toc525732196]Registering for an account to facilitate ‘Save and Exit’
The form has a ‘Save and Exit’ facility which allows you to save information you have already added and come back to it at a later date. In order for this to work you must register an account with Idox who provide the application software.  


To register for an account click the “Log in to save” button at the top of the page
You will then be asked either to log in or register for an account. Click to register an account and enter the information requested. You will then receive an email with a verifcation link which you need to click to complete registration. 
Once you have set up your account and verified it via your email address you should be logged in on the application portal. You can tell that you are logged in when the ‘Log in to save” is replaced with “saved as draft”. If your page is still displaying ‘Log in to save’ at the top then click it and enter your log in details. 


Note: Any saved applications will only be held by iDOX for 30 days so you must return to, and complete you application within that time. After 30 days saved applications will be deleted. 
If you have registered with iDOX and saved an application you will receive and email in 30 days to say your application has been deleted even if you have already paid the fee and submitted the application. Please rest assured that iDOX removing stored saved applications does not affect your submitted application in anyway. 


1.4. [bookmark: _Toc525732197]Using the ‘Save and Exit’ function
At any point during the application where the ‘save and exit’ button is displayed you can click the button to save all progress and exit the application. All data you have entered will then be saved so that you can continue the application at a later date. To access your saved applications you need to use the following link:
 Login : Idox Digital Platform (idoxgroup.com)Note: Please be mindful that your session may timeout if you leave the application form open and inactive for a long period of time. It is recommended that you save the application periodically as you progress through.
Only one browser window can be used at a time when applying for a licence. If you try and open a second browser whilst still having the existing application open the new window will not allow you onto the application portal. To rectify this issue ensure all existing windows are closed prior to opening a new application window on the browser.  


2. [bookmark: _Toc525732198]Making an application

To start a new application for either a HMO Licence or Selective Licence, either follow this link: New Residential Licence (idoxds.com) or navigate to our website using this link: Selective Licensing - Gedling Borough Council and click the green button entitled “Apply now”. 
[bookmark: _Toc525732199]2.1. Address Search
The first page you will be met with asks for the address of the property you are making the application for. The address field is confined to addresses within the Gedling Borough Council area.
If you are applying for a Selective Licence, ensure that you have verified that the property falls within one of the Selective Licensing Areas using the interactive map found here: Selective Licensing Areas (arcgis.com) All Selective licensing areas are highlighted in blue on the map and you can use the search bar to search for the property in question using postcode: 
· Search for your address using postcode and click search.
· Select the property from the list and click next.
[bookmark: _Toc525732200]2.2. Type of Application
Here you need to indicate whether you are applying for a Selective Licence or Mandatory Licence. 
· Selective Licencing applies to the ward of Netherfield and certain prescribed areas of Carlton Hill, Newstead, Daybrook and Colwick. It covers all private rented properties within the prescribed areas that otherwise do no fall under Mandatory Licensing (see below). Use this interactive map so see if a property falls within one of the five areas within the Borough covered by selective licensing ArcGIS Web Application

· Mandatory Licensing applies to shared houses with 5 or more individuals living as two or more separate households. Note: this isn’t determined on the number of bedrooms; it is purely based on number of occupiers. If a three bed house has a couple living in each of the bedrooms it would need licensing under the Mandatory Scheme. 

If your property meets this description but falls within the Selective Licensing area you will still be required to apply for a Mandatory Licence, not a Selective Licence. 

[bookmark: _Toc525732201]2.3. Local Authority visit or intervention. 
Gedling Borough Council will undertake proactive work to establish whether there are properties being rented out which are unlicensed 
(The term unlicensed is in reference to a licensable property where no application has been made and/or no licence in place). If your application is as a result of Gedling Borough Council chasing you for an application then you need to select ‘Yes’ for the question below. [image: ]
[bookmark: _Toc525732202]2.4 Applicant Details (Details of Person filling out this Form)
[image: ]In this section the applicant (person filling out the form) needs to provide their details. Select the options which most accurately reflect your status as the applicant. 
[bookmark: _Toc525732203]If the applicant is not the Proposed Licence Holder
If you are making the application on behalf of someone else i.e you are a Managing Agent completing the form on behalf of the landlord and it is the landlord who is to be the Licence Holder select the top option. 
[bookmark: _Toc525732204]If the applicant is the Proposed Licence Holder and will manage the property
If you are making the application and you wish to be the Licence Holder and you carry out all management related activities select: ‘I am the Proposed Licence Holder – The Sole Applicant, who collects the rent and has sole responsibility for managing the property’
[bookmark: _Toc525732205]If the applicant is the Proposed Licence Holder but there are other people involved in the management of the property
If you are making the application and you wish to be the Licence Holder but there is someone else who manages the property, collects the rent to then be passed on to you etc. then select the bottom option: ‘I am the Proposed Licence Holder – There are other people involved in the management of the property’.  
Note: It is not foreseen that the second option – ‘This is a Joint Application, I am one of the applicants’ will be needed as the above three scenarios cover the majority of circumstances. See FAQs “I have read the online application guide and am confused by the applicant details section” question for further information.  


The next screen you encounter will depend on what option you have selected above. 
· If you have indicated that you are ‘Completing the form on behalf of the Proposed Licence Holder(s)’ you will progress onto a page asking for your details as the Applicant. Section 2.5 of this guide. 

· If you have indicated that you are the ‘Proposed Licence Holder – The Sole Applicant, who collects the rent and has sole responsibility for managing the property’ you will progress onto a page asking for the details of the Proposed Licence holder. Section 2.6 of this guide.

· If you have indicated that you are the ‘Proposed Licence Holder – There are other people involved in the management of the property’ you will progress into the section of the form requiring details of the Proposed Licence Holder and Property Manager. Section 2.6 of this guide.

[bookmark: _Toc525732206]2.5. Details of Person filling out this Form
You will be directed to this page if the person applying for the licence is different to the Proposed Licence Holder. We need the applicant’s details so that we can send the licence documentation to them. 
The first screen you encounter will ask the following:
 [image: ]
Select the option which most accurately applies. You will then progress onto a page requiring you to provide your details as the applicant. 
Note: If you select the option “Individual” there will be a box on the next page asking for a ‘Trading Name’. This is not a mandatory field so if this does not apply to you please leave this field blank. 
When entering date of birth information you can type the date manually in the following format Day/Month/Year **/**/**** or alternatively use the calendar drop down and select the date using the mouse. 


[bookmark: _Toc525732207]2.6. Details of person(s) to be named on the licence (Proposed Licence Holder)
The format of data entry here is the same as in Section 2.5 above. You may have bypassed the stage as detailed in Section 2.5 because you have declared you are to be the Proposed Licence holder and the applicant.  
Enter the information of the person who will be the Licence Holder. The Licence Holder must be the person having control and have the means both in terms of finances and permission to carry out repair. Usually this is also the person who collects the rack rent. The rent doesn’t necessarily need to go direct to the Proposed Licence holder from the tenants; it can go via an Agent.  
It is permitted to have more than one licence holder on the licence if there is more than one person/company having control. In order to be a licence holder that person or company must be in control. See FAQs for further information.
Note: All licence holders are jointly responsible and liable for compliance with the licence conditions. If there is a breach of a licence condition and enforcement action is taken, the council will consider all licence holders jointly liable. 
In order to add a secondary licence holder select the tick box at the bottom of the screen. Note: If you select the option “Individual” there will be a box on the next page asking for a ‘Trading Name’. This is not a mandatory field so if this does not apply to you please leave this field blank. 
When entering date of birth information you can type the date manually in the following format Day/Month/Year **/**/**** or alternatively use the calendar drop down and select the date using the mouse. 


[bookmark: _Toc525732208]2.7. Other Licensed Properties
If you answered ‘Yes’ include details in the box provided. The box allows 500 characters. If you need additional space provide the information on an additional sheet and attach it to your application using the file uploader later on in the application. Tip: If you are applying for numerous licenses write out this information into a separate word document then copy and paste into the text box when completing each application.


[bookmark: _Toc525732209]2.8. Fit and Proper Persons
If you selected ‘Proposed Licence Holder – The Sole Applicant, who collects the rent and has sole responsibility for managing the property’ at the start of the application process, you will now be directed to the Fit and Proper Persons section of the application. Here you will be asked a series of questions relating to past offences.  
Each question is mandatory and must be answered with either ‘Yes’ or ‘No’ using the check boxes. If the answer is ‘Yes’ to any of the questions further details will be required using the boxes provided.  It is not necessary to disclose convictions which are spent under the Rehabilitation of Offenders Act 1974.
Note: You will only be directed to the Fit and Proper Persons part of the form if you selected ‘Proposed Licence Holder – The Sole Applicant, who collects the rent and has sole responsibility for managing the property’ from the initial set of options. If you selected a different option you will be required to complete the fit and proper assessment using the Fit and Proper Persons Form which can be downloaded from our website (See Section 2.16 of this guide for further information.) 


[bookmark: _Toc525732210]2.9. Details of the Person Receiving the Rent
As mentioned previously the person receiving the rent should be the Proposed Licence holder. This can be via someone else like an Agent. However if the rent is received by another person/party we need to know. 


[bookmark: _Toc525732211]2.10. Details of Property Manager
If there is a Property Manager or Agent who manages the property you need to provide the details. Select the most appropriate option and fill in the details. If the Property Manager is either the Applicant and/or the Proposed Licence holder you will not need to enter the details again. 

[bookmark: _Toc525732212]2.11. Accreditation Schemes
The application form lists a number of Accreditation schemes that Gedling Borough Council accepts. Please select ‘Yes’ or ‘No’ and you will be taken onto the next screen where you need to enter your membership number. 
There is also a free entry text box at the bottom of the page if you are accredited and your accreditation body is not listed. Please provide as much information as possible including membership number etc. within this text box. On the next page where you are required to select which membership body you are accredited with select the top option to continue onto the next stage of the application. Note: All accreditation information will be checked and verified with the accreditation body. 


[bookmark: _Toc525732213]2.12. Ownership details
We need to be aware of all parties having an interest in the property. The form asks for the name and address of the owner of the property. If there is more than one owner then use the tick box at the bottom of the page (shown below) to add additional entries. 
[bookmark: _GoBack]

[bookmark: _Toc525732214]2.13 Details of Freeholders and Leaseholders
After entering the ownership details, the form will ask about the Freeholder and Leaseholder information. 
Ownership of property is generally split into freehold and leasehold. When a property is purchased it will be clear whether the purchase is for the freehold and/or the leasehold. Not all properties have a leasehold. If you are unsure consult Land Registry, your mortgage provider or documentation from when you purchased the property.  If the freehold or leasehold is different to the ownership details entered previously you will be required to provide further information on the freeholders/leaseholders. 
[image: ]
[bookmark: _Toc525732215]2.14. Mortgage
If there is a mortgage provider then that would make them a party who have an interest in the property. Select whether you have a mortgage or not using the ‘Yes’ or ‘No’ check boxes. If you select ‘Yes’ you will be required to enter the details of the mortgage provider. 
When processing the licence, a land registry search will be carried out. The search will show whether there is a mortgage on the property. If you haven’t entered this information on your form accurately it could result in a delay in processing your application. 
If there is more than one mortgage on the property use the tick box at the bottom of the ‘Mortgage Details (1)’ page to add additional information. 
[bookmark: _Toc525732216]2.15 Details of Charges
For more information on Legal Charges please see the Land Registry website Practice guide 29: registration of legal charges and deeds of variation of charge - GOV.UK (www.gov.uk). It is not unusual for properties to have more than one legal charge. Provide as much detail as you can in relation to any charges on the property. To provide details or multiple charges use the tick box at the bottom of the page (shown below).


 
[bookmark: _Toc525732217]2.16. Fit and Proper Declarations
As part of the licensing process the Authority is legally bound to determine whether the proposed licence holder and the proposed manager are ‘fit and proper’. See the fit and proper policy document on our website for more information. 
The fit and proper declaration page is essentially a double check and confirmation that all required fit and proper information has been submitted with the application. A declaration is needed for each person/company who is/are the Proposed Licence Holder and/or involved in the management of the property. 
The online application form will only allow for the fit and proper questions to be answered online for the Proposed Licence Holder if the applicant for the licence is also the Proposed Licence Holder and Manager (with no other involvement from anyone else) – see Section 2.8 of this guide for further information. If your application is of this nature, you have filled in the fit and proper questions on the online form and no one else is involved in the management of the property then all you need to do on this section is enter your information and make the declaration that you have provided all information required and that it is accurate to the best of your knowledge. 
For all scenarios where the applicant isn’t both the Proposed Licence Holder and Manager (where there is no other involvement in the management from any other party) you will need to download the Fit and Proper Persons Form from our website. This document needs to be completed by the Proposed Licence Holder and Manager (if applicable), signed on page 4 by all persons and then attached to your application via the file upload page (See Section 2.19). The Fit and Proper Persons Form can be completed and signed electronically or printed off, filled in by hand and scanned back in.  A declaration needs to be made on the online form for each person who has then completed the fit and proper information. To add additional people use the tick box at the bottom of the form shown in the image below.


[bookmark: _Toc525732218]2.17. Property Management
This part of the application aims at gathering further information on management arrangements for the property. As part of the licensing process the authority is required to assess whether the management arrangements are satisfactory. The questions in this section are fairly self-explanatory. Depending on how these questions are answered further information may be required as you progress. 
Note: Some questions in this section only apply to HMO (Houses in Multiple Occupation) licence applications. These questions are clearly marked. If you are making a Selective Licence application the answers submitted for these questions will not be used when processing your application. There is one text box which requires a text entry before progression is possible. If you are applying for a Selective Licence type ‘n/a’ into the text box. 

[bookmark: _Toc525732219]2.18. Details of the Property
We are legally required to ask certain questions about the property on the application form. As with the Property Management part of the form, some of the questions are only applicable to HMO applications (See Section 2.17 of this guide).
One question asks whether the property has a gas supply. Even if you enter ‘No’ to this question you will progress onto a page asking you if you have completed a Gas Safety Certificate in the last 12 months and then further onto a page asking for the date of the certificate. Unfortunately this is an issue with the form that we have been unable to resolve with the developer. If the property does not have a gas supply select ‘No’ to the question about the Gas Safety Certificate and then when you are asked for the date of the certificate simply click ‘Next’ without entering a date. The same applies to the Electrical Safety Certificate questions. 
You will then progress onto a page entitled ‘Further Details of the Property’. It states on this page that this section only applies to HMO licence applications however a number of these questions are relevant to Selective Licence applications. Answer all questions in this section accurately for both HMO and Selective applications. 

[bookmark: _Toc525732220]2.19. File upload page

This is how you upload your supporting information to your application form. There is a list on this page of what documents are essential (these must be submitted with your application either via this upload facility or via post within 5 working days from the date you submit your application for your application to be considered valid). The desirable documents would be helpful for us when processing your application and would help to demonstrate high levels of management however not submitting these will not affect your application. To upload documents click on the ‘browse’ button and select the document from the location you have it stored on your computer. Once you have selected the file click ‘open’. Repeat this process until all documents you wish to attach have been uploaded.
[image: ]
[bookmark: _Toc525732221]
2.20. Supporting Documentation
This page is a final checklist for the applicant to ensure that no supporting documentation has been omitted. Once on this page if you realise you have forgotten to attach any of the required documents you can return to the file upload page by using the ‘previous’ button. 
If you do not have a document in the list i.e. you do not have a Gas Safety Certificate because the property doesn’t have a gas supply select N/A. 
[bookmark: _Toc525732222]2.21. Notification Requirements and Notification Declaration
There is a duty on the applicant to inform certain persons in writing that the application has been made to the local authority. This can be done by writing to each party or by providing copies of your licence application in full. The persons who need to be notified are as follows:
· Any mortgagee of the property to be licensed
· Any person who has had a registered charge on the property
· Any owner of the property to which the application relates (if that is not you) i.e. the freeholder and any head lessors who are known to you
· Any other person who is a tenant or long leaseholder of the property or any part of it (including any flat) who is known to you other than a statutory tenant or other tenant whose lease or tenancy is for less than three years (including a periodic tenancy)
· The proposed licence holder (if that is not you)
· The proposed managing agent (if any) (if that is not you)
· Any person who has agreed that he will be bound by any conditions in a licence if it is granted.
You will be navigated to a page entitled Person and Address Declaration (1). Here the details of all people who have been notified/are to be notified need to be entered. This includes a description of the person’s interest in the property. Additional entries can be made using the tick box at the bottom of the page shown to the right.
The box entitled ‘Date of Service’ is the date on which the person was notified. This can be a future date as it is accepted that notification may happen after the date of application.

Once all notified persons’ details have been entered the person filling out the form will then be required to make a declaration that all have been duly notified on the form shown below. 
[image: ]
[bookmark: _Toc525732223] 2.22. Declarations (Final Declaration)
At the top of this page the applicant will be asked whether they are willing to receive licence documentation via email. If you select ‘yes’, the email addresses previously entered in the application will be used to deliver documentation. 
A final declaration is needed using tick boxes, finished with the name and capacity of the person making the declaration. 
[bookmark: _Toc525732224]2.23. Email confirmation
[bookmark: _Toc525732225]It is very important that the information entered on this page is correct to ensure that you receive the email confirmation of your application being submitted and the application reference number. Ensure that you keep your email confirmation safe as it is your proof of submission and you will need the reference number when paying the second part of the fee prior to your licence documents being sent out. 
2.24. Fee Breakdown
At this stage of the application you will be given a fee summary. This is Part 1 of the licensing fee which must be paid to submit your application. Part 2 will be payable once your application has been processed and the draft documents are ready to be sent out. The fee on this page is automatically calculated based on the information you have entered in the application form and will reflect any accreditation discount. The fee cannot be changed. 
[bookmark: _Toc525732226]2.25. Application Review
The final page before being redirected to Gedling Borough Council’s payment system is an application review page. Here you are provided with your unique reference number and a link to your application in PDF format for your records (accessed by clicking ‘Preview’). It is recommended that you save a copy of the PDF for your records.
[bookmark: _Toc525732227]2.26. Payment Screen
When you select ‘Submit and pay’ on the application review page you will be redirected to the Gedling Borough Council Payment screen. Once you have completed the payment you will be provided with a payment reference. Please take a note of this reference number and keep it in a safe place. 
After submission you will receive a confirmation email from Idox with your application reference number and a PDF version of the application form for your records. You will also receive a separate email from Capita with details of the card payment. 
Please note that the application form will not be submitted to us until you have entered you card details and progress through the payment process.
[image: strapline strip]
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1. Before you commencey.

1. Before you commencey.

1.1, Things you need i ‘Borough Council 1.1, Things you need i

12 Information or ap. Direct Line: (0115)901 3825 12 Information or ap. 13.  Registering for an account to facilitate ‘Save and Exit
_ Mark Vase, Switchboard: (0115) 901 3901 Before you begin _ The form has a *Save and Exit' facility which allows you to save information you have
Yy Fax (0115) 901 3758 already added and come back to it at a later date. In order for this to work you must
gsldg"r:‘l;ﬁgzzgs Manager rglrlr?;ﬁom S rfé‘gg;ﬁ%‘g%%%i Register for an account to allow the form to be saved as you progress. Creating an account is free and enables you to retum to the form at a later time to complete the submission. register an accountwith Idox who provide the application software.
\g:;?n;ane our Ret 5523 Tiford Roadt You do not need to create an account to submit the application but you will not be able to save your progress and retum to the form at a later time. To register for an account cick the “Log in fo Save” button atthe top of the page
Nottingham previous |

NG4 4AD

29" November 2016

Dear Mr Vasey

Housing Act 2004, Part 1: Housing Health and Safety Rating System
Re: 23 Tilford Road, Newstead, Nottinghamshire, NG15 0BU

I have recently had cause to visit the above property in order to cary out a Housing
Health and Safety Rating System (HHSRS) inspection under the Housing Act 2004.
The inspection revealed deficiencies within the property which contribute to three
category 1 hazards and four category 2 hazards. These defects are listed below.

Al directions are given assuming you are viewing the property whilst stood on
Tilford Road facing the front door.

1. Fire

a. The only means of escape from the bedrooms upstairs is down the stairs
and through a high risk room (kitchen).

b. Thereis a section of ceiling in the kitchen roughly 2 meters square in area
where the plaster board is missing and the joists and floor boards of the
floor above are visible.

. The door to the first floor rear left bedroom is damaged on the side facing
the room itself

. The bedrooms and the lounge only had one double electrical socket.

. There was insufficient heating within the property resulting in the fire > - 3
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Health and Safety Rating System (HHSRS) inspection under the Housing Act 2004.
The inspection revealed deficiencies within the property which contribute to three
category 1 hazards and four category 2 hazards. These defects are listed below.

Al directions are given assuming you are viewing the property whilst stood on
Tilford Road facing the front door.

1. Fire

a. The only means of escape from the bedrooms upstairs is down the stairs
and through a high risk room (kitchen).

b. Thereis a section of ceiling in the kitchen roughly 2 meters square in area
where the plaster board is missing and the joists and floor boards of the
floor above are visible.

. The door to the first floor rear left bedroom is damaged on the side facing
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29" November 2016

Dear Mr Vasey

Housing Act 2004, Part 1: Housing Health and Safety Rating System
Re: 23 Tilford Road, Newstead, Nottinghamshire, NG15 0BU

I have recently had cause to visit the above property in order to cary out a Housing
Health and Safety Rating System (HHSRS) inspection under the Housing Act 2004.
The inspection revealed deficiencies within the property which contribute to three
category 1 hazards and four category 2 hazards. These defects are listed below.

Al directions are given assuming you are viewing the property whilst stood on
Tilford Road facing the front door.

1. Fire

a. The only means of escape from the bedrooms upstairs is down the stairs
and through a high risk room (kitchen).

b. Thereis a section of ceiling in the kitchen roughly 2 meters square in area
where the plaster board is missing and the joists and floor boards of the
floor above are visible.

. The door to the first floor rear left bedroom is damaged on the side facing
the room itself

. The bedrooms and the lounge only had one double electrical socket.

. There was insufficient heating within the property resulting in the fire
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click search

If the property you are wanfingtolicence does not come up inthe list it mightbe that
it falls within a neighbouring Authority area and you would need to contact that Local
Authority.
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Select the property from the list and click next

1.5b. Type of Application
Here you needto indicate whether you are applying fora Selective Licence or
Mandatory Licence.
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- Selective Licencing applies to the ward of Netherfield and covers all private
rented properties within this ward that otherwise do no fall under Mandatory
Licensing (see below)

- Mandatory Licensing applies to shared houses with 5 or more individuals
living as two or more separate households. Note: this isn't determined on the
number of bedrooms; itis purely based on number of occupiers. If a three bed
house has a couple livingin each of the bedrooms it would need licensing
underthe Mandatory Scheme.

If your property meets this description but falls within the Selective Licensing
area you willstill be required to apply for a Mandatory Licence, nota Selective
Licence
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Tom Sautham

Arrange By: Flag: Due Date.

Thanks Sam.
Scott Fraser s the allocated Idox technical resource to complete this work tomorrow.
He will be starting the work in the afternoon

The renewal form changes have not been applied, however | am chasing this internally and will confirm when applied.

Thanks

Chis Ryan
Project Manager
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) 1am the Proposed Licence Holder — There are other people involved in the management of the property
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2.4 Applicant Details (Details of Person filling out this Form)

In this section the applicant (person filling outthe form) needsto provide their details.
Select the options which most accurately reflect your status as the applicant

The next screen you encounter will depend on what you have selected in Section
24,

- Ifyou haveindicated thatyou are ‘Completingthe form on behalf ofthe
Proposed Licence Holder(s) or that ‘Thisis a Joint Application, | am one of
the applicants’ you will progress onto a section requiring you to provide details
of the Proposed Licence Holder and Manager. See Section 2.5.

If you have indicatedthat you are the “Proposed Licence Holder — The Sole
Applicant, who collects the rent and has sole responsibility formanagingthe
property’ you will progress onto a page asking you about other properties for
which you have Licenses.

If you have indicatedthatyou are the ‘Proposed Licence Holder — There are
other people involved in the management of the property’ you will progress
onto a page asking you to provide details of the Property Manager.
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2.12. Ownership details

‘We need to be aware of all parties having an interestin the property. The form asks
for the name and address of the owner of the property. If there is more than one
owner then use the tick box at the bottom of the page (shown below) to add
additional entries.

2.12. Fit and Proper Declarations

As part of the licensing process the Authority is legally bound to determine whether
the proposed licence holder and the proposed manager are ‘fit and proper'. See the
fit and proper policy document on our website for more information.

The fit and proper declaration page is essentially a double check and confirmation
that all required fit and proper information has been submitted with the application. A
declaration is needed for each person/company who is/are the Proposed Licence

Holder and/or involved in the management of the property.

The online application form will only allow for the fit and proper questions to be
answered online for the Proposed Licence Holder if the applicant for the licence is
also the Proposed Licence Holder and Manager (with no other involvement from
anyone else) — see Section 2.8 of this guide for further information. If your
application is of this nature, you have filled in the fit and proper questions on the
online form and no one else is involved in the management of the property then all
you need to do on this section is enter your information and make the declaration
that you have provided all information required and that it is accurate to the best of

110

B =N




image9.png
Fie Edit View Favorites Tools Help

) ()] hitps. et saging idods.com s form launch £ - 0] & NewResidenti Licence

# ok 1

% ) Phone book G Google ¥ Google Maps [11] newsnow [I] Footbal - Ltest News, Tr.. @9 Historical Maps (55 ArcGIS Web Application 43 ClassDajo for Parents % HM Land Registry We gu.. ) Prvate Housing

Gedling

Ownership (1)
* Indicates a mandatory field

Name of Owner *

Address

Street address

Town/City

County

Postcode

[ Enter another "Ownership"

Tick the above checkbox o enter another set of this data.

Save &Exit | Previous

New Residential Licence - Form

J—
<9 IETTEXCE

Organize v (W] Open v Print  Newfolder
) Recent Places
& Tom

i SelectiveLicensing
3 Housing cases

3 Guidance

i Photographs

0 Lettertemplates

i HMO Licences

i Hvo

i HOUSING

i HMO - Applcation Master

Ui Food Health & Safety - Shortcut

3 Housing Standard Clauses

3 Land Registry & Council Tax

3 Land registry and Council axsearches

)i NOTICES - HAZ004

)i MONTHLY POOL SAMPLING RESULTS SHEETS
i HHSRS Rating

i Notice Templates

b Logos

i Noices

0 SelectveLicensing @)

ibraries
) Documents
& Music
= Pictures
H Videos

8 Computer
& Windows 05 (C:)
@ System Reserved (09
8 Group (&)
S Info )
2 ibsapp (\sv0094) ()
2 Public (emporary) (%)

5] Online Application Guide  Title: Add a itle
Microsoft Word Document Authors: Add an author

Name ’

&) Oniine Appiication Guide

Size: 370MB.
Date modified: 14/09/2018 14:09

Licensing » Online Application » Guidance Notes

Date modified Type

14/09/20181409  Microsoft Word .

Tags: Addatag
Categories: Add a category

Size

3794 KB

Content status: Add text
Content type: Addtext

Subject: Specify the subject
Comments: Add comments

Date created: 26/07/2018 1127

DOX

rie | [IETQ0 et Pagelajout  References  Mailings  Review  View  Developer

¥ cut - - 5 8 ina -

i e vl iz A& x| A | |84 ] AaBbCc AaBbCc AaBbCc| AaBbC( AaBbccl o e

PO omatpainter | B £ U T abe x, x| - WA . | &0~ No Spaci...|| Heading1  Heading2 || Heading3 | Heading 4 Hw [ispecz
5 Font 5 . e e

2.12. Ownership details

‘We need to be aware of all parties having an interestin the property. The form asks
for the name and address of the owner of the property. If there is more than one
owner then use the tick box at the bottom of the page (shown below) to add
additional entries.

2.12. Fit and Proper Declarations

As part of the licensing process the Authority is legally bound to determine whether
the proposed licence holder and the proposed manager are ‘fit and proper'. See the
fit and proper policy document on our website for more information.

The fit and proper declaration page is essentially a double check and confirmation
that all required fit and proper information has been submitted with the application. A
declaration is needed for each person/company who is/are the Proposed Licence

Holder and/or involved in the management of the property.

The online application form will only allow for the fit and proper questions to be
answered online for the Proposed Licence Holder if the applicant for the licence is
also the Proposed Licence Holder and Manager (with no other involvement from
anyone else) — see Section 2.8 of this guide for further information. If your
application is of this nature, you have filled in the fit and proper questions on the
online form and no one else is involved in the management of the property then all
you need to do on this section is enter your information and make the declaration
that you have provided all information required and that it is accurate to the best of

110
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‘We need to be aware of all parties having an interestin the property. The form asks
for the name and address of the owner of the property. If there is more than one
owner then use the tick box at the bottom of the page (shown below) to add
additional entries.

* Indicates a mandatory field Online Application Guide 14/09/20181409  Microsoft Word D. 3794K8

[ Enter another "Ownership"
Tick the above checkbox

Save &Exit | Previous
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As part of the licensing process the Authority is legally bound to determine whether
the proposed licence holder and the proposed manager are ‘fit and proper'. See the
fit and proper policy document on our website for more information.

5] Online Application Guide  Title: Add a title Size: 370MB. Tags: Addatag Content status: Add text Subject: Specify the subject Date created: 26/07/2018 1127
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Details of Charges (1)

Indicates a mandatory field

Please provide details of Charges

[] Enter another "Details of Charges”
Tick the above checkbox o enter another set of this data.

Save &Exit  Previous
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From: Panos Chrysanthou <Panos.Chrysanthou@nottinghamcity.gov. k>
To: Tom Southam
=
Subject: _RE: Fantasy Football
Alright mate
Sorry for the late reply, it's been hectic this week. Hope you had a good honeymoon. How was America?
‘The wedding was a good crack. Nice and chilled. The pizza was a nice touch. | had some jalapenos last night and they are doing the conga in my colon this morning.

Shock and Awe was Steve Cotterill. He said it was too much bother picking a team every week so he was just going to do it with his lads. | think he was frightened of coming last.

Yeah | need to send another reminder as not everyone has paid yet.

Ithink we are basically going to draw people out of a hat 5o that there is a head to head and the person with the highest score for that week goes through. Otherwise, it will be too complicated.

Az

Sent: Thu13/09/2015 09338

Mate im going to have to skip Tuesday. Im skint until | get paid. Lydia has been buying the kids expensive clothes from Joules when normal clothes from Morrisons would have been okay. Im up for the next one on the 3" against Napoli.

Regards

Panos Chrysanthou

Neighbourhood Enforcement Officer
Safer Housing

Community Protection

Loxley House

Station Street

Nottingham

NG2 3NG

(this address is for correspondence only)

0115 876 1576/07506 733637

www protectnottingham co.uk
www nottinghamcity gov uk

2.14. Mortgage

If there is a mortgage provider then that would make them a party who have an
interest in the property. Select whether you have a mortgage or not usingthe ‘Yes' or
"No' check boxes. If you select *Yes' you will be requiredto enter the details of the
mortgage provider.

When processing the licence a land registry search will be carried out. The search
will show whetherthere is a mortgage on the property. If you haven'tenteredthis
information on your form accurately it could resultin a delay in processing your
application

If there is more than one mortgage on the property use the tick box at the bottom of
the Mortgage Details (1)’ page to add additional information.

2.15 Charges

For more information on Legal Charges please see the Land Registry website
Itis not unusual for properties to have more than one legal charge. To provide
details or multiple charges use the tick box at the bottom of the page (shown below).

2.12. Fit and Proper Declarations

As part of the licensing process the Authority is legally bound to determine whether
the proposed licence holder andthe proposed manager are ‘fit and proper’. See the
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From: Panos Chrysanthou <Panos.Chrysanthou@nottinghamcity.gov. k>
To: Tom Southam
=
Subject: _RE: Fantasy Football
Alright mate
Sorry for the late reply, it's been hectic this week. Hope you had a good honeymoon. How was America?
‘The wedding was a good crack. Nice and chilled. The pizza was a nice touch. | had some jalapenos last night and they are doing the conga in my colon this morning.

Shock and Awe was Steve Cotterill. He said it was too much bother picking a team every week so he was just going to do it with his lads. | think he was frightened of coming last.

Yeah | need to send another reminder as not everyone has paid yet.

Ithink we are basically going to draw people out of a hat 5o that there is a head to head and the person with the highest score for that week goes through. Otherwise, it will be too complicated.

Az

Sent: Thu13/09/2015 09338

Mate im going to have to skip Tuesday. Im skint until | get paid. Lydia has been buying the kids expensive clothes from Joules when normal clothes from Morrisons would have been okay. Im up for the next one on the 3" against Napoli.

Regards

Panos Chrysanthou

Neighbourhood Enforcement Officer
Safer Housing

Community Protection

Loxley House

Station Street

Nottingham

NG2 3NG

(this address is for correspondence only)

0115 876 1576/07506 733637

www protectnottingham co.uk
www nottinghamcity gov uk

2.14. Mortgage

If there is a mortgage provider then that would make them a party who have an
interest in the property. Select whether you have a mortgage or not usingthe ‘Yes' or
"No' check boxes. If you select *Yes' you will be requiredto enter the details of the
mortgage provider.

When processing the licence a land registry search will be carried out. The search
will show whetherthere is a mortgage on the property. If you haven'tenteredthis
information on your form accurately it could resultin a delay in processing your
application

If there is more than one mortgage on the property use the tick box at the bottom of
the Mortgage Details (1)’ page to add additional information.

2.15 Charges

For more information on Legal Charges please see the Land Registry website
Itis not unusual for properties to have more than one legal charge. To provide
details or multiple charges use the tick box at the bottom of the page (shown below).

2.12. Fit and Proper Declarations

As part of the licensing process the Authority is legally bound to determine whether
the proposed licence holder andthe proposed manager are ‘fit and proper’. See the
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questions on the online form and no one else is involved in the managementof the
property then all you need to do on this section is enter your information and make
the declaration that you have provided all information required and that it is accurate
to the best of your knowledge.

- Document Language:
Applicant: Email: Date: English (US) Change

(print name)

® Proposed licence holder
Person receiving the rent

Proposed Manager

O Other Signature
For all scenarios where the applicant isn’t both the Proposed Licence Holder and id
sttt IR IO s e Manager (with no other involvement from anyone else) you will need to download the Proposed licence Holder: Email: Date:
Fit and Proper Persons Form from our website. This document needs to be (print name) Create PDF v
completed by the Proposed Licence Holder and Manager (if applicable), signed on Signature
page 4 by all persons and then attached to your application via the document upload Edit PDF v
page. A declaration needs to be made on the online form for each person who
has then completed the fit and proper information. Manager/Agent: Email Date: Comment

[ 1 declare that the Fit and Proper Persons Questionnaire and Fit and Proper Person
Declaration have been completed and signed by the person above and will be submitted
with this application.

(print name)

A, Fill&sign

xfu Send for Signature

Signature

[] Enter another *Fit and Proper Persons Declarations” -+ Send & Track .

Page: 4

Tick the above checkbox o enter another set of this data.

D Mara Tanle

Store and share files in the
Document Cloud

Previous | NG

Lear More

.

Terms and Conditions  GDPR Consent IDOXDS service desk R 08447 254 333 B servicedesk@idoxgroup.com
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2.18. Details of the Property

We are legally required to ask certain questions about the property on the application
form. As with the Property Management part of the form, some ofthe questions are
only applicableto HMO applications (See Section 2.17 of this guide).

One question asks whetherthe property has a gas supply. Even if you enter ‘No' to
this question you will progress onto a page asking you ifyou have completed a Gas
Safety Certificate in the last 12 months and then further onto a page asking for the
date ofthe certificate. Unfortunately this is an issue with the form that we have been
unable to resolve with the developer. If the property does nothave a gas supply
select ‘No' to the question aboutthe Gas Safety Certificate andthen when you are
asked for the date of the certificate simply click ‘Next' without entering a date. The

same applies to the Electrical Safety Certificate questions.

You will then progress onto a page entitied Further Details of the Property’. It states
onthis page that this section only appliedto HMO licence applications howevera
number of these questions are relevantto Selective Licence applications. Answer all
questions in this section accurately for both HMO and Selective applications.

2.19. File upload page
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If you do not have a documentin the listi.e. you do nothave a Gas Safety Certificate
because the property doesn'thave a gas supply select /A

2.21. Notification Requirements and Notification Declaration

There is a duty on the applicantto inform certain persons in wiitingthat the
application has been made to the local authority. This can be done usingthe
Notification Requirements Template on our website or by providing copies of your
licence application in full. The persons who needto be notified are as follows:

- Anymortgagee of the property to be licensed

- Anyperson whohas had a registered charge on the property

- Anyownerofthe property to which the application relates (ifthat is not you)
i.e. the freeholder and any head lessors who are known to you

- Anyother person whois a tenantor long leaseholder of the property or any
part of it (including any flat) who is known to you other than a statutory tenant
or other tenantwhose lease or tenancy is for less than three years (including
a periodic tenancy)

- The proposed licence holder (ifthat is not you)

- The proposed managing agent (if any) (if that is not you)

- Anyperson who has agreed that he will be bound by any conditionsina
licence fitis granted.

You will be navigatedto a page entitied Person and Address Declaration (1). Here
the details of all people who have been notified/are to be notified needto be entered
Additional entries can be made usingthe tick box at the bottom of the page shown

below.
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