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In this guide: 

· “we”, “us” and “our” means West Lothian Council
· “you” means the tenant or joint tenants
· “your home” means the house or flat you rent from us
· “common parts” means shared areas such as stairs, closes, bin areas, paths, gardens, drying areas and shared entrances

What this guide covers:

· paying your rent and charges
· who can live in your home
· looking after your home, garden and shared areas
· pets, rubbish, vehicles and storage
· respecting neighbours and staff
· repairs and access to your home
· when you need our written permission
· how your tenancy can end
· what may happen if a tenant dies
· how to get information, make a complaint or ask for help

1. Your tenancy agreement 

Your tenancy agreement is a legal contract between you and West Lothian Council.
It tells you what you must do as a tenant. It also tells you what we must do as your landlord.

You should keep a copy of your tenancy agreement in a safe place. Ask us if you need another copy or need it in another format.

2. Your home

· You must move into the home and use it as your only or main home.
· You must furnish the home and live there.
· You can have family living with you, as long as the home does not become overcrowded.
· You must tell us when someone moves into or out of your home.

3. Joint tenants 

If more than one person signs the agreement, each person is responsible for all parts of the agreement

This includes paying the rent and making sure the tenancy conditions are followed.

4. Rent and money owed 

· You must pay your rent and charges in advance.
· Rent and charges are paid over 48 weeks each year.
· There are usually 4 weeks each year when no rent and charges are due.
· The dates of the non charge weeks are listed on our website.

Rent increases

· We will consult you before increasing rent or charges.
· We must give you at least 4 weeks’ written notice before a change starts.
· We will not normally change rent or charges more than once every 12 months.

Benefits and rent shortfalls

· If Housing Benefit or Universal Credit housing costs are changed, recovered or overpaid, we will check your rent account.
· If this causes unpaid rent or service charges, this may be treated as rent arrears.
· If you claim Universal Credit or Housing Benefit, it is important that you keep you’re the Department for Work and Pensions up to date. 
· If your rent is increased, we will send you a Notice telling you what your new rent charge is. If you claim Universal Credit you should update your Journal to reflect this. 

5.  Looking after your home

You, people living with you and your visitors must take reasonable care of your home.

· do not damage the home, decoration, fixtures or fittings
· do not damage shared areas or neighbours’ property
· keep your home reasonably clean
· report damage or repairs to us as soon as you can
· tell us if your home will be empty for more than 4 weeks
· You must make reasonable efforts to heat and ventilate your home, using the heating and ventilation provided.
· If you are struggling with heating costs, you should contact us or ask for money advice and support.
· You must not use your home, or allow it to be used, for illegal or immoral purposes.
· This includes drug dealing, stolen goods, illegal gambling or similar activity.

Who can live in your home 

Tell us as soon as someone moves in or moves out. This helps us keep our records correct.

You must tell us who is living in your home. This is important because it can affect:

· subletting
· assignation
· adding a joint tenant
· succession after death

Overcrowding

You must not allow your home to become overcrowded.

If your family grows and your home is too small, you should apply for a transfer. 

We will try to help you find a larger home.

6. When you need written permission

You must get our written permission before you do certain things. You need permission to:

· run a business from your home
· keep a pet, unless it is a guide dog, assistance dog or hearing dog
· take in a lodger
· sublet all or part of your home
· assign the tenancy to someone else
· add another person as a joint tenant
· exchange your home with another tenant
· make alterations, improvements or additions to your home
· store or use dangerous substances such as bottled gas or flammable liquids
· park or keep certain vehicles, trailers, caravans or boats on our land
· leave or store items on our land unless the area is set aside for that purpose

We will not refuse permission unreasonably. We may give permission with conditions. If we refuse permission, we will tell you why.

7. Pets

A pet means any animal kept at your home, even for a short time or for someone else.

Before keeping a pet

· You must ask for our written permission.
· We may ask about the type, size, breed, number and welfare needs of the pet.
· You will not normally be allowed to keep more than 2 dogs.
· You cannot keep a banned or restricted dog, breed, type or animal.

If we give permission

· you must care for the pet properly
· you must keep the pet under control
· you must stop the pet causing noise, smell, fouling, damage or danger
· you must clean up after your pet, including dog mess
· you must pay for any damage caused by your pet
· We may remove, change or add conditions to pet permission if there are concerns about welfare, nuisance, damage, antisocial behaviour or risk.

If there are serious concerns, such as cruelty, neglect or an animal being dangerously out of control, we may require the pet to be removed and may refuse further pet permission.

8. Gardens, rubbish and shared areas 

Your own garden

· Keep it clean, tidy, safe and well maintained.
· Keep it free from rubbish, waste, neglect, damage, nuisance or obstruction.
· Keep it free from overgrowth unless we have agreed in writing to maintain it.
· Do not remove or damage bushes, hedges, shrubs or trees without our written permission, unless you planted them and they are not protected.
· If you do not look after your garden, we may tell you what work must be done and when. If the work is not done, this may be a breach of tenancy. We may take enforcement action, carry out the work and recharge you.

Shared gardens and common parts

· Take your fair turn to keep shared areas clean, tidy and safe.
· Do not store property in common areas unless they are set aside for storage.
· Do not block stairs, closes, paths, bin areas, drying areas or shared entrances.

Rubbish

· Put household rubbish in the right bin or bin store and bag rubbish properly.
· Put bins out only at the correct time.
· Return bins after collection.
· Follow rules for bulky items and large electrical items.
· If rubbish is not disposed of properly, we may remove it and charge you for the cost.

9. Vehicles, storage and dangerous items

Dangerous substances

You must not keep or use bottled gas, LPG, gas cylinders, paraffin, petrol, diesel, flammable liquids, explosive materials or other dangerous substances without our written permission.

Small amounts of normal household products are allowed if they are stored safely and do not create a risk.

Vehicles and parking

You must park vehicles safely and only in places where parking is allowed.

You must ask us for written permission before parking or keeping:

· caravans
· trailers
· boats
· commercial vehicles, like food trucks
· untaxed vehicles
· SORN vehicles
· abandoned vehicles

You must not park in a way that:

· annoys or causes problems for neighbours
· blocks paths, roads, driveways or common areas
· causes damage
· creates a safety risk
· blocks access for disabled people, emergency services, bin lorries, repairs or maintenance workers

Vehicle Repairs

You can only do small, routine work on your own vehicle.

You must not do major repairs, take vehicles apart, spray paint, drain fluids, do business work, or store vehicle parts on our land.

Storage on Our Land

You must not leave, store, dump or abandon items on our land unless:

· the area is meant for storage; or
· we have given you written permission.


10. Respect for other people 

You, people living with you and your visitors must not harass anyone or act in an antisocial way. This includes behaviour towards neighbours, visitors, our staff, agents and contractors.

Antisocial behaviour can include:

· excessive noise
· threatening or abusive behaviour
· harassment or assault
· vandalism or damage
· rubbish being left in the wrong place
· uncontrolled pets
· visitors being noisy or disruptive
· illegal drug use or drug dealing
· using or carrying offensive weapons

If you, someone living with you or your visitors breach these rules, we may take action. This can include legal action where the legal requirements are met.

Complaints about neighbours

If you report nuisance, annoyance or harassment, we will investigate. We may use mediation, support or legal action depending on the situation

11. Repairs and maintenance

What we must do

· keep your home wind and watertight
· keep your home habitable and reasonably fit to live in
· repair the structure and outside of your home
· repair installations we provide for water, gas, electricity, sanitation, heating and hot water
· carry out annual gas safety checks where we provide gas installations
· inspect and repair common parts where needed

Damp and mould

We have a duty to make sure your home is substantially free from rising or penetrating damp.

From 6 October 2026, if you tell us about substantial damp or mould, we will aim to:

· investigate within 10 working days
· give you a written summary within 3 working days after the investigation is finished
· start any required repairs within 5 working days after the investigation is finished

If we cannot meet these timescales for reasons beyond our control, we will tell you the new timescales.

What you must do

· report repairs or damage as soon as you can
· take reasonable care of your home
· keep your home reasonably clean
· carry out minor repairs and internal decoration unless the issue is fair wear and tear
· pay for damage caused by you, people living with you or invited visitors

Right to repair

You have the right to have certain small repairs done within fixed timescales. We will tell you if a repair is covered by this scheme.

You should get legal advice before withholding rent or arranging your own repairs to deduct from rent. Your home may be at risk if you do this wrongly.

12. Access, alterations and improvements

Access to your home

· We may need access to inspect your home or carry out repairs.
· We will normally give at least 24 hours’ written notice.
· We can enter without notice in an emergency.

If you refuse access after reasonable opportunities, we may make forcible entry and charge you for reasonable costs.

Alterations and improvements

You must get our written permission before you alter, improve or add to your home, fittings or fixtures.

This includes things like new kitchens or bathrooms, central heating, double glazing, laminate flooring, external aerials, satellite dishes, sheds, garages, outside decoration, electric vehicle chargers and any new heating appliance.

Electric vehicle chargers will not be permitted where:

· you live in a flat;
· you do not have your own off street parking space;
· you do not already have a dropped kerb and hardstanding;
· the charging cable would need to cross a pavement, road, footpath, common area or any land you are not legally entitled to use;
· the charger would create a trip hazard, obstruction, nuisance or safety risk;
· the charger does not meet the required installation, safety or certification standards; or
· the charger is larger than permitted by our guidance.

Wood burning stoves and similar solid fuel heating appliances will not be permitted.

If you do work without permission, or do not follow our conditions, we may require you to put things right. We may do the work ourselves and charge you.

13.  Changes to your tenancy

Subletting
Subletting means allowing another person to live in all or part of your home while you remain the tenant and are still responsible for the tenancy.

You need our written permission to sublet all or part of your home. Your home must normally have been your only or main home for at least 12 months before you ask.

Assignation
Assignation means passing your tenancy to someone else.

You need our written permission. The person must have lived in your home as their only or main home for at least 12 months before you ask. We must have been told that they were living there.

Joint tenancy
You need our written permission to add someone as a joint tenant. 

The person must have lived in your home as their only or main home for at least 12 months before you ask. We must have been told that they were living there.

If someone becomes a joint tenant, they will have the same tenancy rights as you. This means they have the same right to live in the home and the same responsibilities under the tenancy agreement.

Each joint tenant is responsible for the whole tenancy. This includes paying the rent, looking after the home, following the tenancy conditions, and making sure the tenancy agreement is not broken.

You should think carefully before asking to add someone as a joint tenant. Once someone becomes a joint tenant, they cannot simply be removed because you change your mind or your relationship changes.

Mutual exchange
A Mutual Exchange means that you swap your home with another Scottish Secure Tenant, they do not have to be a West Lothian Council Tenant. 

You need our written permission to exchange homes with another tenant. The other landlord must also agree if they are not West Lothian Council.

We will not refuse permission unreasonably, but there are legal reasons why we may refuse.

14.  Ending the tenancy

Your tenancy can end in different ways. You can end your tenancy by giving us at least 28 days’ written notice. We can also agree with you in writing to end your tenancy.

In some cases, we may ask the court to end your tenancy. This may happen if you have broken your tenancy agreement, such as not paying rent, causing serious antisocial behaviour, damaging the property, or using the home for illegal purposes. 

You will be told if we are taking court action and you have the right to get advice and defend the case.

If we think you have abandoned your home, we will try to contact you and will give you notice. Abandonment means we believe you have left the property and do not intend to return. If we still believe the home has been abandoned after the notice period, we may take steps to repossess the property. You have the right to challenge this.

If you are a joint tenant, one joint tenant can end their own part of the tenancy by giving notice to us and the other joint tenant. This does not end the whole tenancy. If we believe a joint tenant has abandoned the property, we may take steps to end that person’s interest in the tenancy.

A tenancy may also end if the tenant dies and no one qualifies to take over the tenancy.

Before you move out, you must remove your belongings, leave the home clean and tidy, return your keys, give us a forwarding address unless there is a good reason not to, and pay anything you owe. If you leave items behind or leave the property in poor condition, we may carry out work and charge you for it.

15. Domestic Abuse and your tenancy 

Domestic abuse can include physical abuse, threats, controlling behaviour, emotional abuse, financial abuse, harassment or making someone feel frightened or unsafe.

If you are experiencing domestic abuse, please contact us. We will listen to you, treat the information carefully, and talk to you about your housing options and support available.

We will not expect you to leave your home as the first option. Where it is safe and possible, we will look at ways to help you stay in your home.

In some domestic abuse cases, we may ask the court to take action against the person causing harm. This could include asking the court to end that person’s tenancy, or their part of a joint tenancy, where the law allows this.

We will consider safety, the wishes of the person affected, the needs of any children, and advice from partner agencies before taking action.

16. If a tenant dies

If a tenant dies, someone else may be able to take over the tenancy. This is called succession.

Succession means the tenancy passes to another person because they meet the legal rules. The Council can’t decide to give someone else the tenancy if they don’t meet the criteria. 

Who may be able to succeed?

There are different levels of succession. This means there is an order for who may be able to take over the tenancy if the tenant dies.

Level 1 is usually a spouse, civil partner, cohabitee or joint tenant. These people are considered first.

Level 2 is for certain family members aged 16 or over. This may include a child, parent, grandparent, grandchild, brother, sister, aunt, uncle, niece or nephew.

Level 3 is for certain carers aged 16 or over. The carer must have given up their own only or main home before the tenant died and must have provided care for the tenant or a member of the tenant’s family.

If someone qualifies at Level 1, the tenancy will not pass to someone at Level 2 or Level 3. If no one qualifies at Level 1, we will then look at Level 2. If no one qualifies at Level 1 or Level 2, we will then look at Level 3.

The person must meet the legal rules for their level. The Council cannot choose to grant succession to someone who does not qualify.. 

For cohabitees, family members and carers, the person must normally have lived in the home as their only or main home for at least 6 months before the tenant died.

The 6 months only starts from the date we were told they were living there as their only or main home.

If no one qualifies to succeed, the tenancy will end. In some cases, we may give housing advice or look at other housing options, but this would not be succession.

If someone qualifies but does not want the tenancy, they should tell us in writing within 4 weeks and leave the home within 6 months. Rent will only be charged for the time they live in the home.

A tenancy can normally only be inherited twice. 
17. Information, Consultation and Complaints

Information
You can ask us for information about your tenancy, rent and charges, housing applications and allocations, repairs and maintenance, tenant participation and housing management decisions.
You also have rights about the personal information we hold about you.

Consultation
We will consult tenants about important changes that may significantly affect them. This may include changes to rent and charges, housing management policies, repairs and maintenance services, and tenant participation arrangements.
We will give tenants information about the proposed changes and time to share their views before we make a final decision.

Complaints
If you think we have not kept to the tenancy agreement, or you are unhappy with our service, you can use our complaints procedure.
If you are still unhappy after our complaints process has finished, you may be able to complain to the Ombudsman. You can also get independent advice.

18. Key Reminders

Please remember to pay your rent and charges on time, tell us who is living in your home, ask for written permission when needed, and look after your home, garden and shared areas.

You should report repairs, damage, damp or mould as soon as possible. You should also respect neighbours, staff, contractors and visitors, and avoid causing nuisance, damage, danger or antisocial behaviour.

You must keep pets responsibly and only with permission where needed. You must also keep common areas clear and safe, avoid storing items on our land without permission, and get advice if you are unsure about your rights or responsibilities.
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