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Letting Agent Application Form For Membership

The Good Landlord & Agent Scheme,
Housing & Development Control:Town Hall, Manchester Road, Burnley.  BB11 9SA

T: 01282 425011 
E: glas@burnley.gov.uk


PART 1. Agent Details

	Name of Applicant: 
(Name/Company to be accredited) 
	

	Name of Person :
( Responsible for management of the properties)
	

	Registered Address:


Postcode: 
	

	Telephone number: 
	

	Mobile number:
	

	Email address:
	

	Fax number: 
	

	Correspondence address:
( if different from above)

Postcode:
	

	How long has your Company / Firm been trading:
Years
Months
	





PART 2 – Management Arrangements

The questions below are asked by the Council to assist in determine whether the person managing the property has management arrangements in place that meet the accreditation code.


 2.1   Dealing with Emergencies & Repairs

  A tenant should have the ability to contact landlords/managers 24 hours a day, 7 days a week.
     
  2.1a  In the event of an emergency, which of the following arrangements do you have in place to ensure    
  tenants and/or neighbours can contact the licence holder/manager?
 
  Please tick all that apply:

	
I provide details of:

	
To the Tenant
	
To the neighbour

	Name/address of owner/ managing agent
	
	

	Daytime telephone number of the owner/ managing agent
	
	

	Emergency contact telephone number of the owner/managing agent
	
	

	Other:

	
	




 2.1b  Are the above details written down and displayed in the property?        YES / NO 


 2.1c  In the event of an emergency, please provide details of who the tenant would contact:


	Name:
	

	Address:


	

	Postcode:
	

	Tel No: 
	

	Mobile:
	

	E-Mail: 
	




  2.1d  After the tenant has reported a repair that you are responsible for, how long would the tenant be 
   expected to wait until the repair is completed?   
   
	Urgent Repair:



	

	Non Urgent Repair: 



	

	Emergency:



	



        
  
 2.1e  As a manager,  in the event of an emergency (i.e. Boiler breakdown), have you ensured that the  
 Landlord has sufficient funds and contingency plans in place to cover the cost of the necessary  
 work?                                                                                                                          YES / NO    

  PART 3 – Management Standards	 


 3.1   Are Gas safe certificates supplied to the tenant?                                               YES / NO       	
                
           How often are Gas safe tests carried out?    ________________________________________     


 3.1a   Do you organise EPC`s for the properties in your management?                               YES / NO  
       
 Are the electrical conditions reports undertaken at the properties you manage?        YES / NO     
       
 Are smoke alarms provided on every level of accommodation in the properties you manage? 
                                                                                                                                        YES / NO
 
 3.1b  How often do you review the general condition of the interior and exterior of the property,
 including garden forecourt, yard and boundary walls, to ensure it is maintained and is in a safe/good 
 condition?               
                              _____________________________________________________________________________
               
                 ______________________________________________________________________________
   
                 ______________________________________________________________________________

       
  3.2  Tenant Referencing

 Please read information on how Burnley Borough Council can help with Tenant Referencing     
 enclosed within your application pack.      
       

 Before you carry out tenant referencing, you will need to have the tenant`s explicit written
 consent .       
 
  3.2a   What references/checks are requested before commencement of a tenancy?
            (Please tick all those that apply)
        
	Use Burnley Borough Council referencing checklist – see application pack
	

	Use a tenancy reference service
	

	Request at least 3 months bank statements
	

	Request 2 references from reputable sources. i.e. current employer
	

	Request previous housing history and 2 Landlord References, one current, one previous
	

	Request formal identification
	

	Carryout home visit
	

	Other:


	





  3.3    Dealing with Anti-social behaviour (ASB)

  “Anti-social behaviour” (ASB) is acting in a way that causes, or is likely to cause alarm or distress to 
  one or more people in another household.  For it to be anti-social behaviour, the behaviour must be 
  persistent.

  3.3a   Tackling ASB is an integral part of tenancy management, therefore licence holders, 
  and managers must be competent in this respect.   
                                                
  3.3b   How are tenants made aware of the kind of behaviour expected from them during the tenancy?

	In a written agreement
	

	Verbally
	

	Other
	


       
  3.3c   What arrangements do you have in place to monitor the tenant/property?

                                                                                                                                                                            
     	
  3.3d   How would you discover any problems with the tenant/property?      
                                                                                                                                                                            

                                                                                                                                                                            
  	     
  3.3e   If a tenant and/or their visitors/children causes anti-social behaviour, how would you deal with it?
            Please Tick all that apply.                  

  Would you: 

	Visit them
	

	Write to them 
	

	Other
	Please State:


  3.4    Tenancy Deposit

  3.4a   What monies are required before commencement of a tenancy, Please Tick all that apply.

	Rent advance
	

	Administration Fee
	

	Other

	Please state:

	
	



  Deposit:  Please give details of which tenancy Deposit Scheme you use if you take refundable monies:

  Deposit ID number:                                                                 
 
  3.4b   How do you provide information to your tenant confirming rent received and outstanding rent /rent         
            arrears?  Please Tick all that apply:

	Rent Book
	

	Monthly Rent Statement
	

	Quarterly Rent Statement
	

	Annual Rent Statement
	

	Written Receipt
	

	Housing Benefit Mandate
	

	Other

	Please State:





                     
  3.5     Inventories

  3.5a   Have you completed an inventory for each property                                                            YES / NO
 
  3.5b   Have you given a copy of the inventory to the tenant?                                                        YES / NO

  3.6     Tenancy Agreement 

  3.6a   Has the tenant been provided with a true copy of their tenancy agreement?                      YES / NO   
            (Please submit a copy of the standard tenancy agreement used)

          
  PART 4 – Professional Organisations/Terms of Business

  4.1     Professional Organisations

  4.1a   What Government approved Redress Scheme are you a member of ? 

            Scheme Name:                                                                                                              

  4.1b To be an accredited managing agent you need to be a member of NALS 
  National Approved Letting Scheme) or ARLA (Association of Residential Letting Agents)
of ARMA (Association of Residential Managing Agents) RICS (Royal Institute of  Chartered    Surveyors) or a professional body that is governed by a code of conduct, enforced   by the professional body or hold a National Federation of Property Professional Technical   
  Award in Residential Letting and Property Management.

  What professional body are you a member of? (NALS / ARLA / ARMA / RICS)
             
  Professional body Membership Number:                                                                     

 4.1c   You are required to have Professional Indemnity Insurance (PII) with a minimum limit indemnity 
            of £100,000.00 per claim.  Please provide a copy of the Policy for professional indemnity. 
    
 4.1d   You are required to have a written Terms of Business/Engagement, which meet the accreditation Code of  
           Practice.  Please submit a copy with your application.     
  
 4.1e   You are required to have adequate accounts and records to show that money has been paid into a  
           dedicated client account, which is authorised by the Financial Conduct Authority (FCA).  Please 
           submit a copy of a certificate to show membership of a client’s money protection scheme. 

 5        Fees

 5.1     You are required to clearly define details of your fees and expenses which may become payable.  
           They should be prominently displayed on your website. 
           Please provide details of where these fees are displayed:                                                              

 6        Inspections

 6.1     You are required to inspect a landlord`s property before taking over the management.  Giving 
         Truthful and accurate advice as to what work is necessary, to ensure the property(s) meets the
          required conditional standard.     

         Who within your business undertakes these inspections and how do you inform the landlords of the   
         Required repairs? 

                                                                                                                                                                   
                  

DECLARATIONCommunications and Graphics, © Burnley Council 2011. [t] 01282 425011. Job_8360. creative-council.net


I declare that I have read and understood the Burnley Borough Council Code of Practice for membership to the Good Landlord and Agent Scheme. I further declare that my conduct will be in accordance with the provisions of the Code of Practice and will recognise the Head of Housing Development Control and in the administration of the Code. I acknowledge Burnley Borough Council’s rights over the use of the Scheme logo and the Council’s logo and for my part acknowledge and authorise the public disclosure of details relating to my membership of the Code.
The information contained in this application may also be shared with other Council departments for the purposes of operating this scheme.
I declare that I have no criminal convictions or criminal charges pending which are relevant to the Code or ownership or management of private rented properties.
I declare that I am a member of a registered body as specified in the Code, and that I will inform Burnley Borough Council if I am removed from its membership at any point.
I declare that I have read and understood the information provided to me for Data Protection, and I understand that it is my responsibility that I comply with the Data Protection legislation.
I confirm that I will ensure that all properties that I manage meet or are working towards meeting the Code of Practice.
I declare that to the best of my knowledge and belief the information in this application is correct.
I agree to a Housing Officer visiting the business premises to undertake a mini audit to check the management procedures/practices do meet the code. 

Signed:                                                                                       Date:                                                      
Signed:                                                                                       Date:                                                  


Documents that are required to be included with your application
Check List
1.  Application Form (ensure this is signed & dated)
2. Written Terms of Business/ Engagement
3. Standard Tenancy Agreement
4. A copy of the Professional Indemnity Policy
5. A copy of the Money Protection Scheme Certificate 
6. The Redress Scheme Membership Certificate
7. The Professional body Membership Certificate
8. A list of the properties in Burnley under the organisations management




[image: ] 	[image: ]


6

5

image3.png




image4.png




image5.png




image6.png




image7.png




image8.png
@D 35,1 AN i
Other formats available on request
Translation « Large Print » Audio * Brai

Phone/textphone 01282477115




image1.png




image2.png




