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tenants, whatever the type of property you occupy. When we refer to “your
property” we mean that part which you have an exclusive right to occupy.

This handbook gives you an indication of your rights and responsibilities
as a commercial tenant of the Council. It is a reference point only, not a
statement of law, and does not alter any contractual obligations placed on
either the Council (as landlord) or you (as tenant). It cannot in any way be
considered as a substitute for seeking independent professional advice,
should it be necessary. Before signing your lease you were advised that
you should take legal advice, and you should consider this course of action if in doubt over any of the provisions of your lease during the course of
your tenancy.

Compliments, Comments & Complaints
Rutland County Council welcomes any views you may have about it’s services. All the information you will need to put forward your views on our
services is held on our web site: www.rutland.gov.uk
Our complaints procedure is available on our website, or a copy can be
sent to you on request. We have set up a dedicated email address to
receive your compliments, comments and complaints. This is:
letusknow@rutland.gov.uk or call 01572 722577 Fax: 01572 758307
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Contacting us
Rutland County Council Property Services
Catmose
Oakham
Rutland LE15 6HP
Tel: 01572 758393
Email: propertyservicedesk@rutland.gov.uk
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Moving In
There are a number of things you
should be aware of and other things
you must do before you move into
your property. You have a
responsibility to comply with a number
of legal and health and safety requirements.

Things to do straightaway

Insurance
Arrange for the gas, electricity and
water meters to be read on the first
day of your tenancy, even if you are
not moving in until later an notify the
supplier.
The Council will notify the utility companies (water, gas and
electricity), and the assessor for the
local taxation team (non-domestic
rates) about the change of
responsibility.
Find out the position of:





Water stopcock
Mains electricity switch
Fuse box
Gas isolator valve

Under the terms of the Lease it is the Council’s responsibility to insure the
property (the fabric of the building and any common parts) against the main
insured perils.

If there is an incident you must report this to property services. Property
services will assesse if the incident requires an insurance claim and will
advise you accordingly.
Under the terms of the Lease you are responsible for ensuring that you
have adequate insurance cover for the following:


Loss or damage to the property caused by theft or attempted theft
Contents (these are the items brought into the premises by you)



Any improvements you make to the property, e.g. the addition of
internal offices



You are responsible for Public Liability Insurance. Proof should be
provided annually to property services.

You should ensure that you have appropriate insurance cover in place
when you move in to the property

Legionella
Legionnaire’s Disease may occur where Legionella bacteria are allowed
to develop in water systems where the environment is suitable for
growth.
If you have a water supply in your property you are responsible for
ensuring that it is maintained in a safe condition. Please ensure that you
run the water as soon as you move in to the property.
Any tap that is not used within a seven-day period must be flushed
through for two minutes on a weekly basis (avoid splashing to
minimise the release of water droplets / aerosols.
Further independent advice and assistance on water safety and the
control of Legionella bacteria can be obtained by visiting:
www.hse.gov.uk/legionnaires

Property Services 2016
3

Health & Safety
The health & safety of employees and
visitors to your property is also your
responsibility. Further independent
advice and assistance can be found at:
www.hse.gov.uk

Smoking
Legislation prohibits smoking in the
workplace, and compliance with the
anti-smoking legislation is the responsibility of the occupier of a property.

The Equality Act
The Council has fulfilled so far as
practical its obligations to make
the property as accessible as
possible. It will retain responsibility
for compliance in respect of any
internal common parts. It is your
responsibility as occupier to ensure
that you comply with your
responsibilities under the Equality
Act.
Further independent advice can be
found at: www.acas.org.uk

Electrical and Gas Safety
You are responsible for electrical and gas safety in your property.
At the start of your lease we will ensure that the electrical fittings and gas
appliances are safe, and in good working order, but after that maintenance
and compliance with safety issues is your responsibility.
Any alterations proposed by a tenant must comply with current electrical
safety requirements. Alterations will require to be removed at the end of
your tenancy. If your property has electric heating maintenance during the
lease will be your responsibility.
This includes responsibility for all portable electrical equipment. These
items are those, which are connected to the supply via a plug and socket,
and you must make sure that they are tested once a year.
Further independent advice and assistance on electrical safety at work can
be found by logging on to: www.hse/gov.uk/electricity
You are also responsible for ensuring that any gas appliance,
installation, pipe work or flue is maintained in a safe condition.
All gas equipment must be maintained according to the
manufacturer’s instructions, which means that a Gas Safe registered
engineer should service the equipment every year.
You should enter into a service agreement with a Gas Safe registered
engineer, as this is likely to cover minor repairs and maintenance.
You must be able to display a copy of your annual service agreement
when asked by your Property Manager.
Further independent advice and assistance on gas safety can be
obtained by contacting Gas Safe, which maintains a register of consultants and companies that are competent to carry out gas work.
www.gassaferegister.co.uk
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Health & Safety
Safety in your property


Keep all your fire escape routes
clear - don't block them with
furniture, bikes, rubbish, bags or
stock etc.



Don't overload your electric
sockets and wiring.





If you go away for a long period,
or during the winter, turn the
water off and drain the tank to
avoid frozen pipes.
Keep the premises secure

Fire Safety




You are responsible for fire safety
in your property, including carrying
out a Fire Safety Risk Assessment.
You must provide enough fire
extinguishers for the size of the
property, and the nature of your
operations, and ensure that the
extinguishers are regularly
serviced.

Asbestos
At your date of entry the Council will provide you with an Asbestos
Register for the property. It is a legal requirement for a Register to be kept
in every property.
The Register has been compiled after a visual inspection of the property
and will confirm the following:
 Whether or not there is any visible asbestos in the property.
 The location and condition of materials likely to contain asbestos.
 An assessment of the risk of anyone being exposed to fibres from the
materials. Thereafter, as tenant you will be responsible for:
 Taking the necessary steps to put the Register into action.
 Reviewing and monitoring the Register periodically.
 You should advise the Council of any changes you make to the
Register.
You are responsible for providing information on the location and condition
of the materials to anyone who is liable to work on or to disturb them. You
should make sure that the Register is kept where it can be read by anyone
coming to work at the property.
Further independent advice and assistance on asbestos, asbestos
licensed contractors and the safe removal and disposal of asbestos can
be found by logging on to: www.hse.gov.uk/asbestos

Detailed information on your legal
responsibilities under the Regulatory reform (Fire safety) order
2005, including how to carry out a
Fire Safety Risk Assessment, can be
found on the business section of
the www.gov.uk website
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During your Lease

Tenant Responsibilities

Your Lease sets out the full legal
responsibilities that you have accepted
by signing it. The Council as landlord
has also agreed to perform certain
obligations. In this section we have
tried to explain these obligations in
more detail.

Paying the rent & service charges

Repair and redecoration
of the property
You are responsible for ensuring that
the building is kept repaired and
decorated to the standard agreed at
the start of your lease.
If a repair is required which is the
Council’s responsibility for example to
communal areas you should call the
Council on 01572 758 393

No alterations without
permissions
As stated in the Lease you are not
allowed to undertake any alterations
to the unit without first getting all
necessary permissions. These include:


The written consent of the Council
as Landlord
 Planning Permission - for further
information go to
www.rutland.gov.uk

Make sure that your rent is paid, including VAT if applicable, immediately it
becomes due, i.e. monthly in advance on the 1st of each calendar month.
You can pay rent by standing order, or by calling our customer service
team on 01572 722 577 to make a direct payment over the phone.
Failure to pay by the due date may result in recovery action being taken
without further warning, and your Lease could be in jeopardy.
Should you find yourself facing financial difficulties in connection with the
building you occupy, it is in the best interests of both you and the Council
that you discuss the matter as soon as possible with the Property Manager
for your property.
We will do everything we can to help resolve the issue, but we can only
help if we are aware of the problem. Any matter that is discussed will be
treated in confidence.

Paying utility charges
You are responsible for the payment of charges for all water, gas,
electricity, telephone and similar services consumed on the premises,
including any standing charges.

Paying Non Domestic Rates (Business Rates)
Our tenants are responsible for the payment of non-domestic rates.
Your Property Manager will be able to advise you of the rateable value
and the level of rates payable.
Information on the eligibility for rates relief can be found at:
www.rutland.gov.uk
Please remember that if you make alterations to the property may
change the liability for Business Rates, and it is your responsibility to
notify the Assessor

Other responsibilities
You must allow the Council, or its authorised agents, to enter the
premises to carry out repairs at all reasonable times.
Keep all your fire escape routes clear - don’t block them with furniture,
bikes, rubbish, bags or stock etc.
If you go away for a long period, or during the winter, turn the water off
and drain the tank to avoid frozen pipes.
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During your Lease
Council’s Responsibilities
The Council will:


Respect your right to quiet
enjoyment of the property and
give you exclusive possession of
the premises during your Lease.
 Give you reasonable notice if the
Council needs access to the
premises to do repairs (except in
the case of an emergency when
notice may not be possible).
 If you occupy a multi-tenanted
property, the Council will keep the
common parts in good repair.
 If the repairs are not carried out
promptly, please let us know so we
can chase them up for you. Do not
stop paying the rent as this could
give the Council grounds for taking
proceedings against you

Length of Occupancy
A lease is automatically extended for a further period after its date of
expiry if neither party has served the notice required to end it. In these circumstances it is assumed that both parties have agreed to continue the
lease.
If either party wishes to end the Lease they will be required to serve a
Notice to Quit . If neither you nor the Council serve the appropriate Notice
to bring your lease to an end, it will continue for a further 12 months on
exactly the same terms and conditions as contained in the original Lease.
If we do serve Notice ending your tenancy we are normally happy to offer
a new lease, on terms to be agreed as long as you have paid your rent,
and complied with the other terms of your Lease. So your right to occupy
the property will continue, on condition that you comply with the terms of
your Lease and we can agree the terms of a new lease
Alternatively if the lease is contracted out of the security of tenure
provision within the Landlords and Tenants Act 1954 (Part 2), the lease
will expire on termination date within the agreement. Where this applies
you will have signed a ‘statutory declaration’ form as part of your lease
documentation.

Signage
A lease is automatically extended for a further period, after its date of expiry, if neither party has

If you want to put external signs on your property you must seek approval
from the Property Manager. If approval is granted you will be responsible
for the supply, installation and costs incurred and for their removal at the
end of your Lease. Where necessary, you will be responsible for getting
planning consent . For further advice please contact your Property
Manager.

Breaching Your Lease
Any breach of the terms and conditions of your Lease may result in
enforcement action being taken against you.
Should a dispute arise you will normally be invited to discuss any breaches
with the Property Manager . If, however, a satisfactory resolution of the
problem cannot be reached, then we will have no option but to end your
Lease. The Council will, however, make all attempts to resolve the matter
with you.
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Offices & Industrial
Units
Security and Intruder Alarms
The Council does not provide Intruder
Alarms to individual properties, although it is possible that one may have
been left by a previous occupier. The
provision of security measures for your
property is your responsibility, and the
installation and maintenance of any
security systems will be at your expense. This will allow tenants to provide the level of security appropriate
to their business.
In buildings with common accesses we
may provide an intruder alarm covering those parts of the property and
units. The costs relating to the provision of this service will be recovered
under the service charge.

Service charges
Where an office or industrial unit is leased in suites, or separate parts of a
larger property, there are likely to be common areas which will remain the
responsibility of the Council. Costs relating to the common parts of the
property will be recovered through a service charge. This may include but
is not limited to the following:


Repair and maintenance



Electricity, gas & CCTV



Fire alarms and fire extinguishers in common areas security alarm
systems covering common accesses .



Cleaning and hygiene services



Window cleaning; and grounds maintenance

The annual service charge will be payable from the day you move in to
your property, in equal monthly installments. At the start of the Council’s
financial year (1 April) we will provide you with an estimate of the annual
service charge for your property.
As soon as possible after the end of the year we will carry out a reconciliation, to check that you have paid the correct sum. Any overpayment will be
refunded, or we would expect to collect any underpayment as soon as
possible after the reconciliation has taken place.

Parking
If your premises includes a parking space or spaces
you should only park in your allocated space.
If there are no allocated spaces then you must only
park in front of the unit you occupy. You must not
block access to any other units.
For further advice, please contact your Property
Manager
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Ending your Tenancy
If you want to leave
Notice of termination must be given in
writing and served as notice.

Repair, decoration and condition

The rent will need to be paid up to and
including the last day of your Lease.

A lease is automatically extended for a further period, after its date of expiry, if neither party has

The Council will refund any overpayment of rent. Once your final installment of rent has been paid you should
cancel any standing order.

You must give the Council full vacant possession and leave the premises
in good condition and repair. All your goods and fixtures and fittings,
including any tenant's improvements or alterations to the property, must
have been removed from the premises and any damage caused by their
removal must be made good. The decoration requirements under the
Lease must be complied with. Any additions to the electrical fit-out must
also be removed.

The rent deposit will be refunded to
you after you leave as long as you have
complied with all your obligations under the Lease and the property has
been left in a clean and tidy condition.

When you’re leaving
On the date you leave you must:


Read all utility meters; notify the
suppliers, and provide us with the
details.
 Notify the suppliers of your telephone and fire/security alarm connection.
 Provide us with evidence of gas
servicing
 Secure the property and return all
keys to your Property Manager

Before you leave, the Council will arrange to inspect the premises to
ensure that you have met all your responsibilities.

The property must be left clean and tidy and suitable for immediate
occupation. You must also provide a copy of your most recent telephone,
gas and electricity bills. You will also be expected to provide us with copies
of inspection reports from the last routine service of any gas appliances.
We will also need to make arrangements for the necessary electrical and
gas safety inspections so that the property can be ready for the next
occupier.
Dilapidations are those works, which, in the opinion of the Council, are
necessary at the expiry of the Lease, to ensure that the tenant has
complied with their repair and maintenance obligations under the Lease.
These are usually repair and maintenance works necessary to restore and
reinstate the premises to good, substantial and tenantable condition and
repair, fit for use and consistent with condition shown in the photographic
schedule.
The Council will exercise the right to inspect the premises, prior to the
expiry or termination of the Lease, and will if necessary serve notice on
you of those matters which require to be rectified to ensure compliance
with your maintenance obligations.
Usually this notice will be served in the form of a Schedule of
Dilapidations. If you do not undertake the work within a specified time, the
Council reserves the right to arrange for the work to be undertaken and to
recover the costs from you. The Council may also seek to claim loss of
rental income on the grounds of failure to comply with the Lease
obligations.
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CONSULTING
SALES
STAFFING

Rutland County Council has produced this handbook for
tenants of it’s commercial properties. It is not a
substitute for your lease or tenancy agreement, and it
does not alter the Council’s obligations as landlord an
your obligations as tenant.

Leases and tenancy agreements can be full of legal
jargon which can be difficult to understand if you are
not familiar with it.
We hope that the information we have provided in our
handbook will help you to understand our duties as
landlord and your responsibilities as a tenant.
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Rutland County Council
Catmose House
Oakham
Rutland
LE15 6HP
Property Service Desk DD: 01572 758393
Oakham Enterprise Park DD: 01572 720436
Customer Services
DD: 01572 722577
www.rutland.gov.uk
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