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What is a Leaseholder? 

Anyone who has bought a Council flat or maisonette, either directly 
through the ‘Right to Buy’ scheme or from a previous owner, is a Council 
leaseholder.  As a long leaseholder you have bought the right to live 
in your property for a fixed number of years (usually 125 years).  The 
property will revert to the landlord when the lease runs out, unless you 
purchase the freehold (enfranchisement), the lease is extended, or you opt 
to stay in the property as a renting tenant.

Your lease states that you must contribute towards the costs of managing 
and maintaining your block, estate and grounds.  These costs are called 
service charges and an explanation is given, later in this guide.  

As a leaseholder you are responsible for looking after your home by 
keeping it in good repair and condition and maintaining any garden area 
that is included in your lease.  Your boundary plan will show the extent of 
garden land, if any, which is included.  

This booklet contains information about being a Council leaseholder, 
taking into account the changes in the law brought about by the 
Commonhold & Leasehold Reform Act 2002.  This act introduced several 
leasehold reforms, including those on buying the freehold, consultation 
on major works and contracts and accounting for your money.  Leasehold 
management is a complicated area, with everything governed by the 
terms of the leases, by the law or by regulation.  This handbook aims 
to explain the rights and responsibilities of both the homeowner and 
the Council as leasehold manager but it is not meant to give a full 
interpretation of the lease or the law.  If you need specific information 
about your particular situation, we recommend that you seek independent 
legal advice.

What are the terms of the lease?

Your lease is important and you should make sure you have a copy.  It 
is a private contract between you and your landlord and sets out who 
is responsible for looking after different parts of the building and who 
is responsible for insuring it.  It also gives details of any restrictions as 
to how the property may be used. The lease requires the leaseholder to 
pay ground rent and to contribute towards the costs of managing and 
maintaining your block, estate and grounds.  These costs are called 
service charges.

Chapter 1

Your Lease 
- Rights and
Responsibilities
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What is a Service Charge?

After a flat is sold under the Right to Buy Scheme, Cannock Chase 
Council is still responsible for the upkeep of the structure, exterior and 
communal parts of the block and for providing services, whether you 
purchased from the Council or you bought privately on the open market.  
As a leaseholder, you pay a share towards the cost of these services, 
called a Service Charge.  Your lease will say what share of the overall 
charge for the block you will need to pay and when.  You may be liable 
to contribute towards services even if you choose not to take advantage of 
them, eg. washing areas, communal footpaths.  

We do appreciate that a part of the money we spend has to be re-
charged to leaseholders and that in some instances leaseholders may 
wish we did not have to spend any money at all.  However, if we did 
not spend money on maintenance we would be failing in our duty as a 
landlord and the environment in which you live would suffer and your 
investment in your home could also suffer.

If you have any queries about your liability to pay the charge, please talk 
to your conveyancers.

What is the difference between Service Charges and
Council Tax?

Every household must pay Council Tax to cover the cost of providing 
community facilities such as parks and street lighting and for local services 
such as the police.  Service Charges are housing-related costs for the 
block/estate where you live.  They are not the same and you must pay 
both.

How we work out your charges

Service charges are made up of the following costs:

Repairs to your property

Depending on the block and estate, services may include:

• Repairs to individual properties
• Grounds maintenance
• Installation of PVCu windows
• Communal repairs
• Lighting charges

your lease is 
important and you 
should make sure 
you have a copy. It 
is a private contract 
between you and 
your landlord 
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Other charges

• Buildings Insurance
• Management of your Account
• Administration charge relating to repairs

Ground rent

As your property is leasehold you have to pay a Ground Rent.  This is 
a nominal figure you pay the Landlord who retains ownership of the 
freehold.  All leaseholders pay £10 per year which is due in advance on 1 
April each year.

5

Relationship 
RELATE (help people with relationship problems)

Cannock 10 am - 1 pm 01543 577281
               1 pm - 4 pm   01543 257760

Samaritans
Rugeley 01889 567878

Helpline 0845 790 9090
e-mail: jo@samaritans.org.uk

Sexual Abuse/Health
Sexual Abuse Support Service (Emerge) 01543 576174

South Staffs MESMAN Project 01543 411413
(HIV and Sexual Health Information and advice for
gay and bisexual men in South Staffordshire)

Staffordshire Social Services Headquarters 01785 223121
Mon - Thurs 8.30 am - 5.00 pm
Fri 8.30 am - 4.30 pm

Cannock Area Office 01543 510300
Cannock.socialservices@staffordshire.gov.uk

Rugeley Area Office 01889 256016
Rugeley.socialservices@staffordshire.gov.uk

Victim Support 01902 847387
(For victims of crime)
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What are your responsibilities as a leaseholder?

Although the Council owns the structure of the building in which you live, 
you own, and are responsible for, the interior of the property, including 
the maintenance and repair of the following:

• Individual heating systems and appliances wholly within your
flat or maisonette

• Internal doors and interior of window frames (including door
handles, window catches etc.)

• Sanitary fittings (toilets, baths and showers)

• Plumbing and pipework within the flat or maisonette

• Internal fixtures, fittings and equipment (such as kitchen units
and sinks)

• Internal decorations including the plaster or other surface
materials on the walls and ceilings

• Floor coverings, including floor tiles and screeds (the layer on
top of the concrete floor, under the tiles)

• Non-structural walls (non load-bearing, internal walls)

• Ceilings, including ceiling battens

• Gas, water and electricity installations wholly within your flat or
maisonette

• Glass in windows

• Boundary walls and/or fences marked with a ‘T’ on the property
plan.

Telephone cables not belonging to British Telecom or another supplier 
are also your responsibility.

You will be held responsible for any damage to other parts of the building 
through a failure to repair or maintain.  For instance, you will be held 
responsible for water damage caused by burst or leaking pipework in your 
flat or maisonette.  Most household insurance policies cover you for this 
eventuality but you should check the terms of your policy to confirm this.  
Please remember that contents insurance is your responsibility and is not 
included in the insurance your landlord arranges which solely relates to 
the building.

You are responsible for window glass but in the event of breakage the 
Council reserves the right to carry out repairs, without your agreement, for 
safety reasons.  We will then bill you for the repair.

Chapter 2

Repairs and 
improvements

...please remember 
that contents 
insurance is your 
responsibility and 
is not included in 
the insurance your 
landlord arranges
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Hospitals
Cannock Chase Hospital 01543 572757

Cannock Hospital Pharmacy Advice 01543 576461

Staffordshire General Hospital, Stafford 01785 257731

Manor Hospital, Walsall 01922 721172

PALS (Patient Advice & Liaison Service) 01543 465106
(Provide confidential, on the spot advice and support,
Helping sort out concerns you may have about the
Care the NHS provide)

Housing and Homelessness
Cannock Chase District Council, Housing Dept 01543 462621

The Move-on Project - Rethink 01543 466604
www.rethink.org
e-mail: avalonhouse@rethink.org

Stafford Hospitals and Community Friends 01785 257888
(Provide supported housing for patients who have been
In hospital)

Housing Options Team 
General Housing Advice, Prevention of Homelessness 01543 464535 

Churches Housing Coalition (Rent Advance Scheme) 01543 464500

Library Services
Staffordshire Library Information Services 01785 278350

MIND Cannock 01543 462907
(Information and support for people who are in emotional
distress or dealing with mental health issues. Counselling
service/support groups/advice shop )

MIND Information Line 0845 7660 163

Police
Cannock 01543 574545

Rugeley 01889 583131

Racial Equality
Racial Equality Council (REC) Stafford 01785 246471
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You are also responsible for the behaviour of your children, other 
members of your household and any visitors.  You must make sure that 
neither you nor anyone else causes any form of nuisance or harassment 
to your neighbours or others on your estate.  If you sub-let your property 
you are also responsible for the behaviour of your tenant(s).

We also recommend that you carry out a system of regular maintenance 
tasks to keep the property in good repair.

Who is responsible for pipes and wiring?

The Council owns and will maintain the following:

• The pipes supplying the mains water, from the water company’s 
stopcock outside the block, up to and including, the main 
stopcock in individual flats; or, where there is a communal water 
storage tank for the whole building, the gate valve in the flat 

• Gas pipes within the block, up to but not including, the gas 
meter in flats

• Electricity cables within the block, up to but not including, the 
electricity meters in flats

Do I need the Council’s permission to carry out alterations?

You can redecorate the inside of your flat and replace fittings within 
your property but you must not carry out any structural alterations, for 
example building extensions, removing walls, replacing the windows or 
external doors, without getting the Council’s written permission first.  This 
is because as a landlord we have a duty to protect other residents in the 
block.  

7

Repairs and 
Improvements

Task How often

Boiler/gas appliance servicing Every year

Checking pipe insulation Every year

Testing the electrical installation Every 10 years

Eating Disorders
Eating Disorders (Abacus), Uttoxeter 01889 568078

Eating Disorder Association

National Adult Helpline (over 18 yrs of age) 01603 621414

National Youthline (up to and incl 18 yrs of age) 01603 765050
(Provides information/advice/support for people with
Eating disorders)
Website: www.edauk.com

Family Support
Anti Bullying Campaign 020 7378 1446
(Advice/understanding/support)

Childline 0800 1111
(Confidential telephone, care offered for any child
With any problem) www.childline.org.uk

Family Focus

Cannock 01543 570273

Rugeley 01889 579836

Parentline Plus 0808 800 2222
(For parents of children having difficulties)

Health and Community Care Liaison Project 01543 303029

Parent Information Service 0800 018 2138

Rugeley Young Adult Team 01889 578954
(Provide help and support for young adults
16-25 years of age)

Rugeley Youth and Community Team 01889 256180

South Staffs Family Mediation Service 01543 572600
(Working with families to cut the emotional and financial
costs of separation and divorce)
e-mail: ssfmscannock@hotmail.com

Young Minds 0800 018 2138
(A National Charity committed to improving the mental 
health of all children)
www.youngminds.org.uk
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To get the Council’s permission, write to the Housing Property Services 
Manager giving as many details as possible about the work you would 
like to carry out.  In most cases, the Council will not refuse permission 
unless the work is likely to affect the safety of the building or cause a 
nuisance to neighbours.  If the alteration is one that changes the plan with 
your lease, then a Deed of Rectification may be required for which you 
would need to pay a fee.

In the case of replacement windows you should include with your 
application, the details of the work you want to do, plans and/or 
specifications.  

If you carry out any works without prior consent, you are breaking the 
conditions of your lease and we have the right to ask you to reinstate the 
property.  If it becomes necessary for the Council to reinstate the property 
we will charge you the relevant costs for doing so.

Please note that even if you get our written consent you may still need 
Planning Permission,  Building Regulations approval and/or any other 
approval required before you begin the work.  Further information can be 
provided by our Planning Section on 01543 462621.

In addition, the terms of your lease state you MUST NOT:

• Fix or erect TV and radio aerials or satellite dishes to the exterior 
of the flat or block (without getting the Council’s permission first)

• Carry on a trade or business from your maisonette or flat and 
must use it only as a single private residential dwelling

• Display a ‘For Sale’, ‘To Let’  or any other sort of notice in the 
window of your flat, or on any communal ground or gardens 
owned by the Council, when selling your property.

What happens if I don’t repair and maintain my home?

You must allow Council employees and contractors working for the 
Council, to enter your home at any reasonable time to inspect the 
condition of your home and carry out repairs to make good defects.  
However, you must be given reasonable notice in advance of when they 
want to come in.

If any repairs are needed which are your responsibility, the Council must 
tell you in writing what you have to put right.  You will be given up to 
three months to do the work.  If you do not have the work done to a 
satisfactory standard within three months and the Council needs to carry 
out repairs for which you are responsible, you will then be recharged, with 
administration costs added.
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Department for Work and Pensions
www.dwp.gov.uk

The Pension Service 0845 6060265

Depression
Fellowship of Depressives Anonymous
PO Box FDA, Self-Help Nottingham
Ormiston House, 32-36 Pelham Street
Nottingham NG1 2EG
Tel: 01702 433838
Fax: 01702 433843
Email: fdainfo@aol.com

Association for Post Natal Illness 020 7386 0868

Manic Depression Fellowship 020 7793 2600

Domestic Violence
Chase Pairs - Domestic Violence Forum 01543 468880
(Preventing abuse in relationships and tackling domestic
Abuse within the Chase area. Mon - Fri 9am - 5 pm)
e-mail: theproject@btconnect.com

Domestic Violence Helpline 0800 2000 247

Domestic Violence - Pathway Project 01543 676800
(A female refuge for both women and children fleeing domestic 
violence. Provide support both in the refuge and the community 
with issues relating to domestic violence.)  
e-mail: info@pathway-project.co.uk
website www.pathway-project.co.uk

The Project 01543 500324

Domestic Abuse Helpline 01543 676800
(Support for victims of domestic abuse)
e-mail: theproject@btconnect.com

Drugs & Solvents
Cannock Drugline 01543 467235

ADFAM (Advice to families/friends of drug users 020 7928 8900

Drugline 01889 575601

Mask Family Support Group for Chase families 01543 506843

Tackling drugs
National Drugs Helpline 0800 77 66 00

Narcotics Anonymous 020 7730 0009

Release (24 hr) 020 7729 9904

ReSolv - solvents Helpline 0808 800 2345
More Useful
Contacts
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Gas servicing

In signing your lease, you have agreed to keep the fixtures and fittings in 
your home in good condition.  We strongly recommend that you have the 
gas appliances in your home serviced annually for your own safety and 
that of your fellow residents.  The gas engineer you use must be Gas 
Safe registered.  For a list of registered contractors in the area, please 
contact Gas Safe direct on 0800 408 5500 or visit their website www.
gassaferegister.co.uk.  

To help our leaseholders Cannock Chase Council offers a free annual 
gas safety check and report on your gas installation with our gas 
maintenance contractor.  

The Council has also negotiated an annual service package for its 
leaseholders with various levels of cover at a discounted rate.  

When you have had your appliances serviced, please send a copy of the 
certificate to:

RTB & Leasehold Services Officer
Housing Property Services
Cannock Chase Council
Civic Centre  PO Box 28
Beecroft Road
Cannock
Staffordshire  WS11 1BG

If you sub-let your property for a term of less than seven years, you have 
the legal obligations of a landlord.

9

Repairs and 
Improvements

Alcohol
ADSIS
Cannock Office
Park House
12 Park Road
Cannock
WS11 1JN
Tel: 01543 570246
Fax: 01543 462457

Alcoholics Ananymous National Helpline 0845 7697555

Bereavement
Bereavement & Loss Support Services 01785 211734

Bereavement & Loss (CRUSE) 01543 433479

Carers
Careline (Confidential crisis telephone, care offered  0845 122 8622
to Children, young people and adults)

Carers Association Southern Staffordshire
The Carers Centre
Austin Friars
Stafford
ST17 4AP
Tel: 01785 662821 (Outreach Worker)
Tel: 01785 606675 (Young Carers Worker)
Fax:  01785 220665
Email: info@carersinformation.org.uk
Outreach worker for Cannock and Rugeley 01785 228222

Young Carers 01785 222477
(Advice, information and emotional support for carers)
www.carersinformation.org.uk

Cannock Carers Group 01543 276371

Citizens Advice Bureau
Cannock CAB
48 Allport Road
Cannock 
Staffordshire
WS11 1DY
Tel: 01543 502236
www.cannockcab.org.uk

Rugeley & District CAB
7 Brook Square
Rugeley
Staffordshire
WS15 2DU
Tel: 01889 577042
Fax: 01889 586126

More Useful 
Contacts
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If you use a managing agent, you need to make sure that the 
management contract clearly specifies who is responsible for meeting 
maintenance and safety check obligations and keeping records.

Full details of your responsibilities as a leaseholder can be found in the 
‘Annual Gas Servicing - a reminder for Cannock Chase Leaseholders’ 
booklet, a copy of which can be requested from a member of the Right 
to Buy and Leasehold Services Team or downloaded from the Council’s 
website.

Our right to enter your home

We have the right to enter your flat to carry out work (or someone working 
on our behalf such as a contractor) as long as reasonable notice is given 
to you.  The type of work we will need to carry out is: inspection, renewal, 
replacement or maintenance work to pipes, cables, wiring and communal 
heating and hot water systems.  Also work to any internal structural walls.  
We will be responsible for making good any damage.

Our staff, contractors or agents have identification - please ask to see this 
before letting anyone into your home.  If you are at all uncertain about 
the identity of a workman claiming to be from the Council ask them to 
wait outside, then telephone 01543 462621.

What is the Council responsible for?

Cannock Chase Council owns the structure of the building and must 
upkeep the following:

• Foundations

• Main drains and sewers (ie. those serving the whole block)

• Roofs, chimney stacks and gutters

• Joists, beams and lintels

• External fixtures, fittings and equipment

• Internal/External structural walls

• Window frames and external painting

• External doors (including balcony doors) and front doors to flats.
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Communities and Local Government
Eland House
Bressenden Place
London  SW1E 5DU

Tel: 020 7944 4400 (8.30 - 17.30 Mon - Fri)
E-mail: contactus@communities.gov.uk
www.communities.gov.uk

The Leasehold Advisory Service (LEASE)
70-74 City Road
London EC1Y 2BJ

Tel: 020 7490 9580 (Lo-call: 0845 345 1993)
Fax: 020 7253 2043
E-mail: info@lease-advice.org
Website: www.lease-advice.org

Residential Property Tribunal Service
Birmingham - Midlands Rent Assessment Panel
2nd Floor, East Wing
Ladywood House
45/46 Stephenson Street
Birmingham B2 4DH

Tel: 0845 100 2615 or 0121 643 8336
Fax: 0121 643 7605
E-mail: midlandrap@communities.gsi.gov.uk
Website: www.rpts.gov.uk

Local Government Ombudsman
Jerry White
The Oaks, No 2 Westwood Way
Westwood Business Park
Coventry CV4 8JB

Tel: 024 7682 0000
Fax: 024 7682 0001
E-mail: enquiries@lgo.org.uk
Website: www.lgo.org.uk

Age Concern
Age Concern South Staffordshire
28 Salter Street
Stafford
Staffordshire
ST16 2JU

Tel: 01785 600603/5 (office) 
01785 600610 (information)
Fax: 0185 600607
Email: infor@acsouthstaffs.org.uk
Website: www.ac-communities.org.uk/southstaffs

Useful Contacts
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What about communal areas?

The Council owns and maintains the common parts of the block, which 
can include the following:

• Communal doors

• External entrance doors

• Communal grounds, gardens and paths

• Communal stairs, walkways, passages and landings

• Waste pipes and soil pipes

• Communal lighting

• Internal structural walls, load bearing walls, and walls dividing 
the flat or maisonette from other common parts of the building 
and adjacent properties and structural floor joists and ceilings

• Loft space.
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Repairs and 
Improvements

you can request 
repairs that are 
our responsibility 
by calling the 
Contact Centre on 
01543 462621

Please contact for all general enquiries with regard to 
leaseholder issues:

The Right to Buy & Leasehold Services Team
Cannock Chase Council
PO Box 28
Beecroft Road
Cannock
Staffordshire  WS11 1BG

Tel: 01543 462621
Fax: 01543 506575
E-mail: jackiebaker@cannockchasedc.gov.uk

Please call for all enquiries with regard to payment of service 
charges:

Accounts Receivable Team
Cannock Chase Council
PO Box 28
Beecroft Road
Cannock
Staffordshire  WS11 1BG

Tel: 01543 462621
Fax: 01543 462317
E-mail: wendyvickers@cannockchasedc.gov.uk

Estate Management Team
Cannock Chase Council
PO Box 28
Beecroft Road
Cannock
Staffordshire  WS11 1BG

Tel: 01543 462621
E-mail: belindawildey@cannockchasedc.gov.uk

Internet
Our website www.cannockchasedc.gov.uk provides a range of online 
services and also a form you can use to ask questions about any of our 
services.

Communities and Local Government
Eland House
Bressenden Place
London  SW1E 5DU

Tel: 020 7944 4400 (8.30 - 17.30 Mon - Fri)
E-mail: contactus@communities.gov.uk
www.communities.gov.uk

Chapter 10
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Outside these hours, for emergency repairs only, call 01543 456816.  
(Please do not use this service for reporting non-essential repairs as, if we 
are called out to a non-essential repair you will have to pay for the cost of 
the call out as well as the cost of the repair).

Individual gardens
Some gardens, particularly those associated with ground floor flats and 
maisonettes are included in the lease and the leaseholder is therefore 
responsible for their upkeep.  Your boundary plan will show the extent of 
garden land, if any, included in your lease.

Fences, boundary walls and garden gates
If gardens are included in the lease, the responsibility for the 
maintenance, repair and renewal of fences, walls and gates marked with 
an inward facing ‘T’ on the lease plan is that of the leaseholder.  If it 
becomes necessary for the Council to maintain, repair or renew these on 
your behalf, you will be recharged, with administration costs added.

Responsibility for communal grounds and gardens in larger blocks, 
stays with the Council.  The cost of maintenance, re-planting and 
reconstruction can be passed on to leaseholders through the Service 
Charge.

Major Works/Planned Maintenance

What is planned maintenance?

The sort of work covered may include:

• Painting the outside of your home

• Repairing the outside of the property, often including roof 
repairs, brickwork pointing and repairing front and back shared 
doors

• Replacement of windows

• Roof renewals

• Repairing gutters and pipework

• Environmental improvements such as fencing works.

We aim to visit your property regularly (about every seven years) and we 
will always consult you before we do any work.
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How to make comments/suggestions on ways to improve
the service

We welcome all feedback and you can give us your views:

• At our offices

• Through surveys

• By speaking to a member of staff

• By filling in a ‘How to make a complaint, compliment or 

comment’ leaflet

• By filling in an online comments, compliments and complaints 

form

• By email at customerservices@cannockchasedc.gov.uk

Equality, diversity and racial harassment
We believe that everyone has the right to be treated with respect and have 
equal access to opportunities. We are determined to promote equality 
and diversity in the provision of services and employment.

• We will make sure that customers receive equal access to 

services, no matter what their age, race, sex, disability, religion 

or sexuality.

• We will make sure all staff are trained on equality and diversity 

issues, and make sure they are able to deal with customers’ 

special needs.

• We will offer an interpreting service or British Sign Language to 

all our customers who have difficulty communicating in English, 

or who have a disability.

• We will make leaflets and information available in large print, 

on audio tape, in Braille or in different languages, when 

necessary.

Disputes, Disagreements, 
Compliments and 
Complaints
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Emergency Repairs Service
If an emergency occurs and you need to call outside of normal office 
hours, please ring 01543 456816 - this number applies to all areas.

PLEASE DO NOT USE E-MAIL FOR EMERGENCY/URGENT REPAIRS

Repairs Service
There are several ways to report a repair, in all cases please check that the 
repair is a valid repair and that you have as much information about the 
fault as you can.

Personal visit - you can report your repair to your local Council office during 
office hours, which are Monday to Friday 9am to 5pm.

Letter - you can send written details of your problem to the Housing 
Maintenance Manager.

Telephone - you should always telephone 01543 456816 for emergency 
or urgent repairs.  Routine repairs can be reported between 9am and 5pm 
Monday to Friday.

Online - you can report a repair to the Council by email.  Please ensure 
that you include your unique property reference, along with the address 
at which the repair is required, access arrangements and your telephone 
number.  Please note that failure to provide all of the details will result in 
your repair being delayed.  The email address is: 
housingrepairs@cannockchasedc.gov.uk.

Housing Staff - you can report the repair to any Housing Officer if they call 
at your home.

PLEASE DO NOT REPORT REPAIRS DIRECTLY TO THE COUNCIL’S 
TRADE OPERATIVES

What we need to know:
It is vital that you give us as much information as possible about what 
is in need of repair and the address where the repair is needed.  Please 
leave your telephone number, so that we can contact you and let us 
know details of access arrangements.  (For your convenience the Council 
offers an appointment service – please ask for an appointment if you are 
not offered one).  Finally, if you have any special requirements or needs, 
please mention these to the person you report the repair to as it will help 
us to provide a better service.

Repairs and 
Improvements

If your dispute covers several service areas, the Right to Buy & Leasehold 
Services Team will co-ordinate a response from the different teams.  If this 
cannot be done in 10 working days, you will be sent a letter telling you 
why.

Stage 2
If you do not agree with the answer you get, you should write to the Head 
of Housing, who will decide whether your dispute is valid and whether 
further investigation is needed.

If more investigation is needed, a Senior Manager will carry this out.  
This may include meeting with you at the property to talk about your 
complaint.  A reply will be sent to you within 10 working days.  If a reply 
cannot be sent in that time, we will send you a letter telling you why, and 
when a reply can be expected.

If your dispute is not upheld you will be expected to pay your Service 
Charge.  However, you will be told that you have the right to apply for 
a determination to the LVT.  For this, you should think seriously about 
getting your own legal advice.

A complaint received today might be a service improvement 
tomorrow! We welcome all customer feedback to help us to 
put right problems and improve the services we deliver.
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What we will tell you:
Following your report we will advise you of the repair standard your 
repair will fall into and the timescale for completion.  If your repair or 
inspection is to be undertaken by appointment you will be advised of the 
appointment slots available.  We will give you a job reference number 
and we will remind you of your agreed appointment by text message one 
working day prior to the event to a mobile or BT landline of your choice.  
For your security, we offer a password scheme if you require, which can 
be set up with our customer service advisor handling your repair.

A full list of the repairs categories can be found in the Housing Services 
Repairs Handbook or on the Council’s website.

Consultation
Under the Commonhold and Leasehold Reform Act 2002, the Council 
has a duty to consult you before it begins any major repairs, maintenance 
or improvements for which you will have to contribute, costing over £250 
per flat or £1,000 per block or any figure as set in the future by statute.  
You must also be consulted on certain long-term agreements, or contracts 
lasting more than 12 months, which the Council intends to enter into, and 
will cost you more than £100 per year. 

How you will be consulted
As your landlord we believe in full and open consultation before major 
works and improvements are carried out.  You will initially be sent a letter 
telling you about the proposed works and you will be invited to make 
written observations (within 30 days) if you so choose.  We will also set up 
meetings to give you more detailed information of issues that will affect 
you.
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for emergency 
repairs only, call 
01543 456816

Complaints
We are always keen to improve our services to reduce the need for 
complaints.  We also welcome suggestions from you on how we can 
achieve this.  However, we know there will be times when there are things 
you are not happy about that you will want to raise with us.

If you dispute or disagree with some aspect of your Service Charge and 
are thinking of withholding payments while the Council is resolving the 
matter - do not withhold the parts of the charge you do not dispute.

Stage 1
If you think your service charge is wrong, or do not believe the cost to be 
reasonable, or the service satisfactory, you should write to the Right to Buy 
& Leasehold team with your complaint.  

If you would like advice or help in setting out your complaint in writing - a 
Right to Buy & Leasehold Services Officer will be able to assist you with this.

If the team can deal with the matter themselves, they will send you a reply 
within 10 working days.  If a reply cannot be sent in that time, you will be 
sent a letter telling you why, and when a reply may be expected.

If the dispute is about repairs, or major works, or estate management, it 
will be given to one of those teams.  You will be told who is dealing with 
it.  You will get a written reply within 10 working days or a letter saying 
why this is not possible and when a reply will be sent.
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There are different ways to consult for different kinds of work.

Consultation on major works needing estimates
If the Council needs to choose a contractor by asking different firms to 
return estimates of their costs, leaseholders must first be sent a ‘notice of 
intention’.

The notice will describe the proposed works, or say where a description 
of them may be looked at.  It will set down the reasons why the works are 
needed, and allow 30 days for written comments.  If you wish, you can 
name a contractor who you think should be asked to provide an estimate.

The Council must have regard to any comments, and must try to get 
an estimate from one or, in some cases, two contractors suggested by 
leaseholders.

A second written notice, called a Section 20 Notice, will then be sent to 
you setting out the estimated cost from at least two of the estimates.  This 
letter will include a summary of comments received and the Council’s 
responses to them.  All the estimates will be available for inspection.  You 
will be invited to send in written observations on the estimates within 30 
days.

The Council must have regard to these written comments.
We will then award the contract.  Within 21 days we will write to you 
again to let you know who will be doing the work and why they have 
been selected.  We will also let you know about any comments we have 
received and what our reply to them is.  However, we do not have to 
write to you again if the chosen contractor has been suggested by a 
leaseholder, or has sent in the lowest estimate.
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Repairs and 
Improvements

Nuisance

Nuisance and harassment
The Council wants all residents to enjoy their home in peace and comfort, 
free from nuisance and harassment.

Council tenants and leaseholders all have obligations not to cause 
annoyance or upset to their neighbours.  This obligation also extends to 
your family or visitors.

Examples of nuisance are:

• Loud music

• Noisy parties

• Dumping rubbish

• Racial, homophobic or disability harassment of others.

If a problem arises you may be able to solve it by discussing the matter 
with the other residents in the block. If you cannot, you can contact your 
Estate Management Officer who will offer advice or put you in touch with 
other agencies who may be able to help you.  

In extreme cases, we may consider legal action against a party who is 
continually causing a nuisance.  However, this can prove costly and we 
will try to resolve the matter before this happens.

Chapter 9
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All leaseholders, and any recognised tenants’ associations, will be sent a 
‘notice of intention’.

The notice will describe the works or services to be provided, or say where 
a description of them may be looked at.  It will set down the reasons 
why it is felt the agreement is needed, and will allow 30 days for written 
comments.  If you wish, you will be able to name anyone you think we 
should ask to provide an estimate.

The Council must have regard to any comments, and must try to get 
an estimate from one or, in some cases, two contractors suggested by 
leaseholders.

Once the Council has drawn up its proposals to place the contract, a 
notice of the proposals will be sent to each leaseholder asking for your 
written comments within 30 days.

The Council must have regard to these written comments.

We will then award the contract.  Within 21 days we will write to you 
again to let you know who will be doing the work, and why they have 
been selected.  We will also let you know about any comments we 
have received, and what our reply to them is.  However, we do not 
have to write to you again if the chosen contractor has been suggested 
by a leaseholder, or has sent in the lowest estimate.  If there is a lot of 
information to send out, we may let you know where you can look at this 
information instead.

Consultation on major works under long-term agreements
If the Council needs to carry out works under a long-term agreement it 
has entered into with a contractor, you must be consulted in a different 
way to that where estimates must be considered.

A long-term agreement is a contract lasting for more than 12 months 
where a contractor has signed up to carry out, for instance, all the 
Council’s responsive repairs work, or the servicing and maintenance of 
fire safety equipment.

If the cost of the work is to be more than £250 to any one leaseholder in 
your building, all leaseholders must first be sent a ‘notice of intention’.
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As your landlord we 
believe in full and 
open consultation 
before major works 
and improvements 
are carried out. 

Comments, compliments and complaints

We welcome your comments and suggestions on how to improve 
our services.

If you have any comments, please contact the Service Improvement  
Section or the Right to Buy and Leasehold Section team on:

Telephone: 01543 462621

or email: serviceimprovements@cannockchasedc.gov.uk

Website: www.cannockchasedc.gov.uk

Alternatively, please refer to our leaflet ‘How to make a comment, 
compliment or complaint about Council services’
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The notice will describe the works, or let you know where a description of 
them may be looked at.  It will set down the reasons why the works are 
needed and give an estimate of the total cost.

The Council must have regard to any written comments received and a 
reply will be sent to anyone who writes in.

Nominated contractors

Local authorities are subject to a number of rules when selecting 
contractors.  When letting works contracts, contractors must be on an 
approved list of contractors, or qualify for placing on such a list.

European Union procurement rules

Some large contracts require public notice to be given in the Official 
Journal of the European Union.  While we will ask for and consider 
the opinions and views of leaseholders, you will not have the right to 
nominate a contractor for these contracts.

Emergency/Urgent works

Emergency or urgent work, for example, where a roof or chimney 
collapses, can be carried out without any consultation and the costs can 
still be charged to you.  The Leasehold Valuation Tribunal can allow 
works to go ahead without consultation ‘if satisfied that it is reasonable to 
dispense with the requirements’.  This may apply in cases of very urgent 
works on grounds of health and safety, or for which it is difficult to get 
more than one estimate.
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Repairs and 
Improvements

We are committed to delivering the best services we can.  To help us 
achieve this, we have written a set of service standards which are listed 
below.  They can also be found on the Council’s website.  We have done 
this so that every leaseholder is clear about the level of service they can 
expect to receive from us.  

We aim to meet our standards and, where possible exceed them.  We will 
monitor our performance against the standards and regularly publish a 
summary of the results.

If you feel we do not keep to our standards, please let us know.  And, 
if we do better than you expect, please let us know that too.  You can 
do this by contacting the Right to Buy and Leasehold Services Team on 
01543 456868 or visiting our website cannockchasedc.gov.uk.

When you have bought your flat we will:

• Offer you the chance to come in for a face to face interview with 
a Right to Buy and Leasehold Services Officer.  

•  Explain your rights and responsibilities as a leaseholder and give 
you an opportunity to ask any questions.

• Keep the structure and outside of your building insured against 
fire, flood, lightning, explosion and any other reasonable risks.  
You will continue to be responsible for insuring your home 
contents.

• Continue to maintain the structure and outside of your building 
in good condition to protect both the Council’s investment and 
your own.

• Ensure full consultation takes place for all major repair works 
and improvements.

• Send your estimated annual service charge bills for each 
financial year at the beginning of April and your annual 
statement of actual service charge costs for the previous 
financial year by the end of September.

• Ensure all invoices are accompanied by statements showing a 
detailed breakdown of the costs.

• Offer you a range of ways to pay your service charges.

• Ask for your views on the services we offer and how we can 
improve them through an annual survey and let you know the 
results.

Chapter 8
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Payment for major works

The Council recognises that many of our leaseholders may have difficulty 
in paying for major works.  However, for the benefit of all, we have to 
consider the maintenance of our buildings.  If we do not undertake major 
works when they are needed, we are failing in our duty to you.

You will not be asked to pay your share of the cost of major works until 
they have been completed and accepted by the Council as being of an 
acceptable standard.  If you are unhappy with any aspect of the work 
carried out to your property, please contact the Housing Property Services 
Department on 01543 462621 as soon as possible after the work has 
been carried out.  If you wait until you receive your bill for the work, it may 
be too late to get the contractors back to put right any faults.  The cost of 
major works will be included on your settlement statement for the year in 
which they are completed.  

With major works and improvements, extended payment terms will 
normally be arranged.  

If charges are very high, you may be entitled to a Council loan to help 
pay for repairs during the first ten years of your lease.  We will tell you 
if a loan is available.  The loan would be subject to interest and an 
administration fee.

If you have difficulty in paying your service charge bill, please get in touch 
with our Accounts Receivable Section on 01543 462621 straight away.  
If you contact us quickly, we will try our best to help you plan the 
payments.  See section headed ‘What if I have problems paying my bill?’ 
on page 22.

If you have difficulty 
in paying your 
service charge bill, 
please get in touch 
with our Accounts 
Receivable Section 
on 01543 462621
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Leases under the Right to Buy last for 125 years in all cases where the 
Council is the freeholder.  At the end of the lease term your flat would 
return to the ownership of the freeholder.

As the number of years left on the lease runs down this may affect the 
value of your home but this is unlikely to affect you as most leases have 
many years left.

Leaseholders can extend their lease if they have owned their property for 
at least two years.  After two years you have the right to buy a new lease 
for a term of 90 years on top of the number of years left on your existing 
lease.  A valuer would have to decide on the price you would pay and you 
would be charged for the valuation as well as paying for the lease.

Chapter 7
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Cannock Chase Council holds the freehold of your block of flats, so we 
arrange for the whole structure to be insured with a reputable insurance 
company.  This is a blanket policy that covers all leasehold properties.  
Your home is insured on a full reinstatement basis.  This means that 
if your home is destroyed the insurance will cover the fees and costs 
of rebuilding. If you would like to see the insurance schedule, a copy 
is available from our Insurance Section.  The cost of the insurance is 
included in your service charge.  

As the ‘bricks and mortar’ part of your flat is insured, you do not need to 
take out separate insurance for this.  However, some lenders (such as a 
bank or building society) may ask you to take out buildings insurance to 
cover your property when you apply for a mortgage.  You may want to 
show them the terms of your lease as proof that this is not necessary and 
that Cannock Chase Council is responsible for building insurance.

If you need to make a claim you should contact the Insurance 
Department on 01543 462621.
 
Subletting

Under the conditions of the building insurance policy we must tell the 
insurers if you let the property.  If you do not declare that you have let 
a property it will put any claims you make on the policy at risk.  Please 
let us know by completing our change of details form and post it to us.  
Forms may be obtained from the RTB & Leasehold Services Team on 
01543 456868 or downloaded from the Council’s website.

Empty properties

The following risks will not be insured for properties that are empty for 
more than 30 days in a row.

Water damage - from burst, leaking or overflowing pipes, tanks or any 
other water apparatus.  If a property is to be empty for more than 30 
days, shut off the water inside and drain down the system if possible.  In 
severe cold weather, you may leave the central heating on to prevent 
pipes and tanks freezing.

Attempted theft and theft - you should take measures to make sure that 
the property is adequately secured.  

Inspections - you must make sure empty properties are inspected every 
14 days.

Your contents and personal belongings are NOT INSURED under our 
buildings insurance policy and you must arrange these independently.

Chapter 3

Insurance
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The Leasehold Reform Act 1993 (as amended) provides the right for 
leaseholders via a collective enfranchisement, to purchase the freehold of 
the block they live in from the Landlord.  To have the right to take part in 
the enfranchisement process you and the building must qualify.  

How do leaseholders qualify?

To have the right to enfranchise, you must be what is called a “qualifying 
tenant”.  This means you must be a long leaseholder with a lease of more 
than 21 years.

How does the building qualify?

• There must be at least two flats in the building

• At least two thirds of all the flats must be sold to long 
leaseholders

• Not more than 25% of the internal floor area may be in non-
residential use or intended for non-residential use (eg. as a 
shop)

• The number of leaseholders participating must be at least half 
the number of flats in the block.  For example, in a block of 12 
flats at least 8 must be sold and at least 6 long leaseholders 
would need to take part in the enfranchisement process.

When you enfranchise you buy the freehold of your building.  You may 
also have the right to buy property and areas that your leases allow you to 
use at the time that you enfranchise, eg. gardens and parking spaces.  

The freehold is owned by a “nominee purchaser” who you must name 
when you start the enfranchisement process, so it is important to decide 
how you want your building to be owned and run in the future.  No 
more than four people can be the joint owners of one freehold, so in a 
building with more than four long leaseholders it may be better to set up 
a company to own the freehold, or choose a third party with no financial 
interest in the building.

Enfranchisement is a complex process and it is essential you get legal 
advice if you and the other leaseholders wish to apply to buy the freehold 
of your building.  

Cannock Chase Council would no longer be your landlord and as such 
you would all be responsible for the management, maintenance and 
insurance costs for your block.  Furthermore, the Council would not 
become involved in any neighbour disputes which might arise.

Chapter 6 
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Every year, at the beginning of April you will receive an invoice for the 
next 12 months, which starts on 1 April.  The amount of service charge 
you pay can vary from year to year depending on the level of services you 
receive and the estimated cost of repair and maintenance needed to the 
building.  When we close our accounts at the end of March the following 
year, we can then work out how much we have actually spent.  Towards 
the end of August/beginning of September, you will be sent a statement 
giving these figures.

Your statement is in two parts. One is repairs to your property, which 
covers repairs, maintenance and improvements to your individual 
property, eg. grounds maintenance, installation of PVCu windows, 
proportion of communal repairs, proportion of lighting charge, etc.  
The other relates to other charges such as buildings insurance and 
management of your account.  You also pay ground rent which is fixed at 
£10 a year for the duration of the lease.

As the estimate is usually different from the actual amount spent, you will 
either be sent another invoice, in the event of more having been spent on 
the property than we had anticipated or, a refund, if less has been spent 
on the property than we had expected.

What about charges during the initial period of my lease?

The initial period starts on the date that your flat was purchased from the 
Council until the fifth anniversary.  So, if you buy your flat from someone 
who bought it from the Council, the initial period could still be in effect.

When you buy directly from the Council you receive a Right to Buy offer 
notice.  This will show an estimate for repairs and maintenance.  We 
can only charge a leaseholder for major repairs or improvements that 
have been shown on the Section 125 notice.  We limit the charge to the 
estimated costs as shown in the notice plus an allowance for inflation.  
The costs for minor repairs is also limited to the amount shown on the 
Section 125 notice plus an allowance for inflation.  The restriction does 
not apply to grounds maintenance, lighting and so forth as these are 
based on actual costs that we have to pay.

Chapter 4

Service
Charge Cycle
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Letting your flat

The Council has no objection to you letting out your flat and becoming a 
landlord, as long as:

• We are told about any changes in your contact address and any 
managing agent’s address (if your contact details change or 
you let your property out, please let us know by completing our 
change of details form and posting it to us).  We need 

 up-to-date information for all leaseholders so that we can send 
you your bill for service charges on time and contact you if any 
problems arise.  

• You make sure your tenants keep to the terms contained within 
the lease as you are responsible for their actions.

Before you agree to sublet your property, you are advised to investigate 
the implications thoroughly.  Ask the Citizens Advice Bureau or your legal 
representative what you should do to make sure you are legally protected 
because we will not get involved or be held responsible for any difficulties 
you may have with your tenant.

Letting out your flat may affect the buildings insurance premium and can 
affect the risks covered.

If your flat is left empty for more than 30 days in a row, you are no longer 
insured against malicious damage to the property, theft or attempted theft 
and escape of water from any fixed tank, pipe or appliance.

By law, as a landlord, you are responsible for making sure that gas fires 
and boilers are kept in good order and checked for safety at least every 
12 months.  You must keep a record of these checks which must be 
carried out by a Gas Safe registered contractor. Once you have had your 
appliances serviced please send a copy of the certificate to: 

Jackie Baker, 
RTB & Leasehold Services Officer, Housing Property Services, 
Cannock Chase Council, PO Box 28, Beecroft Road, 
Cannock, Staffs WS11 1BG

before you agree 
to sublet your 
property, you 
are advised to 
investigate the 
implications 
thoroughly
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By phone
You can make payments over the phone if you have a debit or credit 
card. We will post a receipt to you. You will need your service charge 
reference number and debit or credit card with you. Please phone our 
Finance team on 01543 462621.  Payments can also be made using 
an automated telephone payments system 24 hours a day, seven days a 
week, by calling 0845 2340080 and following the prompts.

By standing order
You can also arrange for a standing order to be paid from you bank or 
building society.  You must have the money in your account, otherwise the 
order will not be paid. You can get forms from us by calling a member of 
our Finance team on 01543 462621.

Online
Visit our website at www.cannockchasedc.gov.uk and click on Online 
Payments.  Follow the link and select ‘Sundry Debtors’ from the list of 
services.  (It will be useful if you have your invoice to hand as you will be 
asked to input your account number).

All on-line card payments are protected by Secure Socket Layer (SSL) 
and an encryption key length of 128 bits, which is the highest level 
commercially available.  Your payment card details are directly processed 
by the Payment Management Division of Capita Software Services, a 
leading provider of secure online payments services to local government, 
and are not collected nor accessible by the Council.

Capita Software Services’ online payment management solutions are 
independently and rigorously security assessed, and are certified by Visa 
and Mastercard as a Payment Card Industry Data Security Standard (PCI 
DSS) Level 1 payment processor.  Further information about this payment 
card security standard can be found at https://www.pcisecuritystandards.
org./security_standards/pci_dss.shtml.

The online payments system needs web browser Internet Explorer 6 or 
above, or equivalent, in order to work correctly.

By post
You can pay your service charges by post. We accept cheques or postal 
orders, which should be made payable to ‘Cannock Chase Council’. 
Please include your service charge reference and address with your 
payment. We will send you a receipt for your payment.  You should post 
your payments to:

The Accounts Receivable Section
Cannock Chase Council, Civic Centre, PO Box 28, Beecroft Road
Cannock, Staffordshire WS11 1BG

DO NOT SEND CASH THROUGH THE POST
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If you prefer to 
pay by standing 
order, this can 
be arranged 
by contacting 
our Accounts 
Receivable Section 
on 01543 464335

you would face hardship by having to repay discount and your 
circumstances justify it, the Council (landlord) can decide not to ask you 
to pay some or all of what you owe.

From 18 January 2005, if in advance of your purchase, or within the 
‘discount repayment period’ you enter into an agreement to transfer your 
property to a third party in the future, then this will trigger repayment 
of your discount.  Discount repayment is triggered from the date that 
you enter into the agreement.  So, for example, if you enter into such 
an agreement before you have bought the property or during the first 
year after buying, you will have to repay the full amount of discount you 
received.

Right of first refusal

If you purchase your home under the Right to Buy scheme on or after 
18 January 2005, and you wish to resell or dispose of it within 10 years, 
you will be required to offer it to either the Council or to another social 
landlord in your area at full market value.  The market value must be 
agreed between the parties or, if they are unable to agree, will be decided 
by the District Valuer.  (The Office of the Deputy Prime Minister will pay 
the costs of employing a District Valuer).  If your offer has not been 
accepted within 8 weeks, you will be free to sell the property on the open 
market.
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What if I have problems paying my bill?

If you have any difficulty paying your service charge bill, please get in 
touch with our Accounts Receivable Section on 01543 462621 straight 
away.  If you contact us quickly, we will try our best to help you plan the 
payments.  

If you are receiving or qualify to receive Income Support or income-based 
Jobseeker’s Allowance, you may be able to get help with the interest on 
a loan secured against the property for repairs or improvements.  You 
may also be entitled to help if you are aged over 60.  The regulations 
are complicated and you should contact the Department for Work and 
Pensions for more information.  

Failure/Refusal to pay

Your lease is a legally binding document and by signing your lease you 
have agreed to pay charges that the Landlord incurs in managing and 
maintaining your property.  By refusing to pay, you are breaking the terms 
of your lease. 

The Council is unable to waive charges which are lawfully due.  Please 
do not ignore any invoice as failure to act may result in final demands 
and even legal action.  If we do go to court, this will incur legal costs 
increasing your financial problems.  It is therefore very important that you 
work with us to sort out any problems before they escalate.  Being taken 
to Court may put your home at risk.  If you are experiencing financial 
difficulties you can seek independent advice from the Citizens Advice 
Bureau.
 
What if you do not agree with the charges?

We always try to work out charges fairly and correctly but if you think 
we have made a mistake, please contact our Right to Buy & Leasehold 
Management Team who will investigate and respond to your query or 
complaint.

You also have the right to apply to an independent Leasehold Valuation 
Tribunal and both parties will abide by their decision.  However, the 
tribunal can make a charge to hear your case.

For further information on the Leasehold Valuation Tribunal (part of the 
Residential Property Tribunal Service) please contact the Right to Buy 
& Leasehold Management Team.  Alternatively, you can contact them 
direct.  Their address and telephone number is listed in Chapter 10 of this 
booklet.
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If you applied for the Right to Buy before 18 January 2005 
and sell within 3 years of buying your home

If you sell within the first year after your purchase, the whole of the 
discount will have to be repaid.  Two thirds must be repaid if you sell in 
the second year and one third in the third year.  After 3 years, you can 
sell without repaying any discount.  The discount is the sum you actually 
received when you purchased your home.

If you apply for the Right to Buy from 18 January 2005 
onwards and sell within 5 years of buying your home

If you sell within the first year of purchase, the whole discount will have 
to be repaid.  Four fifths must be repaid if you sell in the second year, 
three fifths in the third year, two fifths in the fourth year and one fifth in 
the fifth year.  After 5 years, you can sell without repaying any discount.  
In addition, the amount of discount to be repaid if you sell within 5 years 
of purchase will be a percentage of the resale value of the property, 
disregarding the value of any improvements.

For example, if

Your home was valued at £100,000 at the time you bought it and you 
received a discount of £20,000, that means that your discount was 20%

If your home is valued at £150,000 when you wish to sell it and you 
want to sell within the second year of purchase, you will have to repay 
£150,000 x 20% discount x 4/5 ie. £24,000.

Certain sales or transfers are exempt from the requirement to repay 
discount, eg. transfers between certain family members.  In addition, if 

Selling or Letting 
Your Flat
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What happens if I sell my flat?

You do not need the Council’s permission to sell your flat.  However it is 
a requirement of your lease that we are notified of the sale within 28 days 
of the completion taking place.  This needs to be done by way of a formal 
Notice of Assignment served by the purchaser’s solicitors.  The Notice of 
Assignment is needed in order to update our records.  If no notices are 
received you may still be liable for any charges against the property.

Additionally, if you bought your home from us under the Right to Buy and 
you wish to sell within three or five years (depending on when you bought 
your home), you may have to pay some money back.  Details of this will 
be set out in your lease and in the paragraph headed ‘Discount’ later in 
this booklet.  

Apportionments

When you sell the lease, you normally have to make arrangements with 
the buyer over any outstanding service charge or any refund that might 
be due to you.  This often involves a fairly complicated calculation that 
your conveyancers should do for you.  It may mean that when you sell 
you will have to accept a small reduction in the amount you receive if it is 
plain that the buyer may have to pay extra service charges in the future.  It 
might mean that the buyer will have to pay you an additional amount if it 
is clear that the charges already paid will relate to the time after you sell 
the flat.  These adjustments are called apportionments.

Let’s look at an example:

Alan agrees to sell his flat to Bill.  The sale is due to complete on 1 
October.  On 1 April, Alan paid £500 to the Council for the coming 
year’s Service Charge, including his ground rent of £10.  Alan is due to 
move out half way through the financial year, so normally Bill will pay to 
Alan, on top of the purchase price, £250 which is half of what Alan has 
paid for the whole of the year.

But, the Council have warned Alan’s conveyancers that there was a lot of 
extra work done on the block during the last year and each leaseholder in 
the block will receive an invoice for that.  Each leaseholder is expected to 
have to pay around £100 extra.  If Alan moves out before the invoice is 
delivered or paid, Bill will be responsible for paying the invoice.  When Bill 
takes over the lease he buys it with all the current liabilities, he takes on all 
that Alan had to do.  In these circumstances, Bill would normally pay Alan 
£100 less than he would otherwise have paid him because Bill will have 
to pay the invoice for the underpaid Service Charge for the previous year.
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The situation is often a lot more complex than this, especially if you are 
paying the service charge by standing order and you are well advised to 
leave these calculations to your conveyancers.

Whatever the financial situation, the Council will only deal with the 
person who is the leaseholder at the current time.  We will not, ‘chase’ 
previous leaseholders.  This means that if you sell your flat whilst there is 
a service charge owing on it, the Council will ask the new leaseholder to 
pay those charges.  If, after you sell, the Council works out that there is 
a refund due, then it will be paid to the current leaseholder, not to you.  
Apportionments are part of the private deal for the sale and purchase of 
a flat.  The Council will not calculate how much should be apportioned to 
each party and will not collect arrears or pay refunds to people who are 
not leaseholders at the time of the collection/refund.

Your conveyancers should be familiar with this and will contact the 
Council before the sale completes to make sure that they are fully aware 
of your account on the completion date so that they can work out what 
the apportionment should be.  Once those calculations have been done 
it is for the conveyancers for the seller and buyer to work out between 
themselves which party is to pay and how much.  The Council will not 
become involved in these negotiations and it cannot enforce the terms 
of the private deal.  You should seek your conveyancers’ advice on all 
aspects of service charge and apportionments before you sell your flat.

Council Tax

Your Council Tax is not part of the service charge and is treated 
differently.  Normally, the Council will require you to pay all the Council 
Tax up to the day you move out.  You will receive a refund if you have 
overpaid.  The buyer will then be charged from the date he/she moves in.  

Discount

Although this is really nothing to do with service charges, it is as well to 
remind you here of the effect of the discount given when the Council first 
sold the flat.  If you bought your flat from the Council under the Right to 
Buy scheme and you sell within the ‘discount repayment period’ specified 
below you will usually have to repay some or all of the discount.  The 
amount you repay will depend on when you made your application to 
buy.
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