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This booklet contains guidance about your responsiblities at the end of your
tenancy, in particular what you must do when you move out and the condition in
which the property must be left.

By following the advice in this guide you could claim a financial
reward and avoid paying any unexpected charges.

If you don’t, you could find yourself faced with a large bill to pay and a poor
reference for other landlords in the future.
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To end your tenancy successfully and claim your reward you need to:

Give 4 weeks’ notice in writing

Ensure the property is empty of all your belongings, removing all furniture, personal
possessions and rubbish, and that no-one is left there when you leave

Give vacant possession of the property at the end of the tenancy

Leave the property, including fixture and fittings, in good lettable condition and repair
Settle any outstanding rent and/or other charges

Hand in a full set of keys on the required date

Send us a completed ‘Moving Out Reward Claim Form’

A copy of the Void Reward scheme can be obtained from your Area Office, we will automatically
send a copy upon receipt of your Notice to Vacate.




Your tenancy agreement states that to end
your tenancy you must give the Association at
least 4 weeks’ notice in writing

If you leave your home without giving the full
4 weeks’ notice we are entitled to charge rent
until the end of the required notice period,
even if you have handed over your keys.

We have supplied a notice to end your
tenancy form with this booklet which can be
filled in and returned to us when you wish to
end your tenancy. If you need help completing
your notice please contact your area office.

If you need to extend your notice period past
4 weeks, for example if the home you are
moving to is not ready on time, you need to
contact us as soon as possible and we will try
to allow you some extra time.

Once you have given us notice of your
intention to end your tenancy we will arrange
for your home to be inspected by one of our
Maintenance Officers.

The Maintenance Officer will be checking for
damages and breakages to the property,
fixture & fittings as well as the decorative
condition and cleanliness of the property.

If necessary, the Maintenance Officer will
provide you with a list of jobs that need to be
carried out for your property to be considered
in a satisfactory condition. The condition of
the property when it was let to you will be
taken into account.

If you do not carry out this work before you
leave we will have to ask a contractor to do it
for us before we are able to let the property to
a new tenant. The cost of this work will be
charged to you. As it is much more expensive
for our contractors to carry out this work than
it would be for you to do it yourself, you could
end up financially much worse off. If you carry
out the work but it is not to satisfactory
standard we may also ask a contractor to carry
out the work and charge you the costs.

You will notified of the inspection by letter
providing you with the time and date. For this
reason it is very important that you are
available for this property inspection; if the
first appointment suggested is not convenient
you must contact the Maintenance Officer to
let them know you need to rearrange the
appointment The inspection needs to take
place before your tenancy comes to an end.



Your tenancy agreement states you must give
the Association vacant possession of the
property at the end of the tenancy. This
means that you will be responsible for paying
for the occupation of the property if anyone is
still living in the property at the end of the
tenancy and legal action will be taken against
you. You will still have all the rights,
responsibilities and obligations of your
tenancy, including paying the rent, until
everyone has moved out and the Association
is able to have vacant possession.

Your tenancy agreement states you must
return the keys to the premises at the end of
the tenancy. Please make sure you return all
your keys including: doors, sheds, windows
and meter cupboards. If you do not hand in all
your keys and we have to change locks as a
result you will be charged for the cost of this.

The most reliable way to return your keys is to
hand your keys in personally to one of our
offices. If you are unable to do this please
send them by a postal method that gives you
proof of posting. Remember to allow enough
time for them to get to us by the due date.




Your tenancy agreement states that at the end
of the tenancy you must remove all furniture,
personal possessions and rubbish and leave
the property and the Association’s fixtures and
fittings in good lettable condition and repair.

One of our Maintenance Officers will have
advised you of the works necessary to make
sure your property is in an acceptable
condition when you leave. In addition to these
you must make sure that you leave your home
clean and clear of furniture, belongings and
rubbish.

If you don’t then we will have to employ
contractors to clean and clear the property and
pass this cost onto you. All furniture,
belongings and rubbish will be disposed of
and you will be unable to recover these items
once they have been removed from the
property. We take no responsibility for your
belongings once they are disposed of. It is
much cheaper for you to do this work
yourself.

You are required to settle any outstanding rent
or other costs before you vacate your home.

If you receive housing benefit your
entitlement will usually come to an end when
you no longer live in the property. You may
however; in certain circumstances, be entitled
to housing benefit for this property for up to 4
weeks after you have moved out. Your
Housing Officer will be able to give you
further advice about this.

If you end your tenancy with debts
outstanding your case will be referred to
specialist members of staff who are employed
specifically to trace and recover monies owed
to the Association. These members of staff
have a variety of resources to trace former
tenants anywhere in the United Kingdom and
use a number of legal sanctions to make sure
debts owed to the Association are repaid. If
legal action has to be taken to recover the
debt the costs of this are usually the liability of
the debtor. If you owe money to us it may
affect your credit rating preventing you from
getting a loan or a mobile phone in the future.

We reward our tenants who satisfy the
specified conditions when ending their
tenancy. The claim form asks you to complete
some simple information including your
reason for leaving. We use this to monitor
why people leave our properties and review
our services accordingly.

We ask that provide us with a forwarding
address so that we can contact you, should
we need to, after you have left your home.



If you have any queries, comments or need any further information please contact us.

If your query is about your end of tenancy inspection or maintenance works, please contact our
maintenance team:

Maintenance Team
Taff’'s Well Office

93 Cardiff Road

Taff’s Well

Cardiff

CF15 7PL

Tel 029 2081 5600
Hafod Website: www.hafod.org.uk
Email: enquiries@hafod.org.uk

For anything else please contact your area office:

Central Team
Taff's Well Office
93 Cardiff Road

West Team
Bridgend Office
14-18 Queen Street

I:aff(;s_,ﬁWell Bridgend
ardi CF31 1HX
CF15 7PL

Tel 01656 655045
Hafod Website: www.hafod.org.uk
Email: enquiries@hafod.org.uk

Tel 029 2081 5230
Hafod Website: www.hafod.org.uk
Email: enquiries@hafod.org.uk

East Team

St Mellons Office
76 Heol Maes Eirwg
St Mellons

Cardiff

CF3 03z

Tel 029 2077 9841
Hafod Website: www.hafod.org.uk
Email: enquiries@hafod.org.uk
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