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Policy 
 
1.0 Introduction 

1.1 Sapphire Independent Housing operates Excluded Licences for its shared 
and supported housing, where assured tenancies (non-shorthold and 
shorthold) are not applicable. 

1.2 There can be occasions when a resident may, or may appear to, vacate a 
premises without notice.  The absence of the resident from the premises 
does not bring the licence to an end and Sapphire Independent must 
undertake an appraisal in order  to assess the possibilities of 
abandonment or implied surrender of licence by the resident.   

1.3 In cases of excluded Licences the association is not required to adhere to the 
1977 Protection from Eviction Act, however steps taken in process of ceasing 
a licence must be reasonable and considered. 

1.4 In all cases the Project Manager must be consulted before possession is 
taken of any premises under these procedures. 

 

2.0 Assessing Abandonment 

2.1 The absent resident may retain occupancy by demonstrating an intention to 
return and some sign of that intention at the premises: e.g. personal 
possessions, furniture, someone "care-taking" the premises for them. .In the 
circumstances the association has to make some judgement as to 
abandonment being surrender of licence incorporating the following criteria: 

i) Written or verbal evidence of the resident's intention 

ii) Physical signs - room cleared of possessions 

iii) Length of time 

iv) Arrears 

v) Employment or benefits claim ceased 

 

2.2 In cases of suspected abandonment the project manager must take all 
reasonable steps to pursue avenues of enquiry that may inform this process 
of assessment. 

2.3 The initial assessment of the possibility of abandonment will arise out of 
some form of information or behaviour that indicates the possibility of 
abandonment. A project manager should write to the resident at the premises 
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and, if appropriate, at an address they have reason to believe that the 
resident may be contacted at, outlining their concerns and the requirement to 
check the resident’s premises and requesting the resident to contact the 
association urgently.  A period of 48 hours notice should be given. 

2.4 The project staff must report to the manager outlining the basis upon which 
they believe the premises has been abandoned.  The Project Manager will 
authorise the staff to proceed with taking possession as detailed in Section 
3.0 of this procedure if they are satisfied that the premises has been 
abandoned. 

2.5 In the case of housing benefit being paid on the premises from the resident's 
claim, the property will not be considered abandoned.  The tenant may 
however lose the right to occupy on the basis of not using the premises as 
their only or principal home (there must be clear evidence that the resident 
has accommodation elsewhere and that they perceive it to be their principal 
home) in which case section 3.0 may be followed. 

 

3.0 Taking Possession of an Abandoned Premises 

3.1 A Notice to Quit (NTQ) must be issued in the agreed format giving notice as 
prescribed in the Excluded Licence Agreement to give up possession of the 
property.  The NTQ should be served on the tenant in person.  This is an 
obvious difficulty in the case of abandonment:   

3.2 Where an NTQ cannot be served on the individual, it should be delivered to 
the premises (under the room/flat door) and also sent to the address of a 
premises that the association has reason to believe the tenant is residing at 
that time.  The project manager must also issue a covering letter with the 
NTQ stating explicitly the reasons why the association believes that the 
tenancy has been surrendered and detailing its intention of taking 
possession.  The project manager will also pursue all other reasonable 
means to make contact with the tenant in order to determine the status of the 
tenancy. 

3.3 There may be cases where surrender of licence is clear and evident but it 
has not been explicitly relayed to the association by the resident.  In such 
circumstances the manager may authorise the following course of action: A 
letter is written to the resident outlining the circumstances of the 
abandonment and explaining why Sapphire Independent Housing is "treating 
the abandonment as a surrender of the licence, hereby giving 7 days’ notice 
of it’s intention to take possession of these premises".  This notice should be 
pinned to the room/flat door in an envelope and a copy under the room/flat 
door.  Sapphire Independent Housing refers to this form of notice as an 
"abandonment notice". 

3.4 Copies of all documentation shall be held on file by the project manager for 
future reference. 

3.5 Should the tenant resume occupation of the premises prior to the expiry of 
the NTQ they may appeal the notice issued.   
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3.6 Upon taking possession of the premises, the project manager must ensure 
that the property is secured and the locks are changed, if necessary. 

3.7 Sapphire Independent Housing may pursue possession on the basis of 
breach of excluded licence through the courts, however this is not 
mandatory. 

3.8 Where an eviction is to be expedited, due formal and appropriately 
authorised process is required to be followed, with adherence to partner 
agencies’ protocols where applicable. 

 

4.0 Resident’s Personal Possessions 

4.1 There may be occasions where, having regained possession of a property, it 
still contains personal possessions of the previous resident.  Sapphire 
Independent Housing will take all reasonable steps to contact the previous 
resident to make arrangements to have them removed.   

4.2 Sapphire Independent Housing retains a duty of care on any goods taken 
into its possession and is therefore accountable to the resident for its actions 
in its handling and disposal of their goods.  All documentation pertaining to a 
former resident’s possessions will be filed. 

4.3 In the case of a resident dying, reference should be made to any authorities 
involved, e.g. coroner or police to ensure that the release of the possessions 
has been authorised. 

4.4 Two members of staff must make an inventory of any possessions remaining 
on the premises.  Where the total value of the goods is considered to be less 
than £50, they should be disposed of immediately.  

4.5 Small valuables or important documents [e.g. passport, credit cards, benefit 
 books] should be, if possible, returned to the appropriate bodies, receipts 
 obtained and filed. 

4.6 Where practicable, the Project Manager should make arrangements for 
possessions to be suitably stored so that the void on the property may be 
minimised.  The former resident will be given reasonable opportunity to 
collect their possessions.   

4.7 Where possible, the Project Manager shall copy the inventory to the former 
resident. The original inventory must be retained on file. 

4.8 The Manager, with reference to Head Office, arrange the disposal  of former 
resident’s goods as appropriate and ensure that, if applicable, Notice of 
Intention to sell Goods under the Torts (Interference with Goods) Act 1977 is 
served on the former resident.   

4.9 If the Project Manager decides to sell the effects, three quotes are on the 
sale value of the goods which they will refer to Head Office.  Any proceeds 
from the sale of the goods will be used to offset rent arrears in the first 
instance and thereafter towards the cost of removal and storage of goods.  
Documentary evidence and receipts shall be retained on file along with 
details of any balance of proceeds remaining 
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Notice Under the Torts (Interference with Goods) Act 1977 

 
 
 
 
To: ______________________________________________ [Name] 
 

______________________________________________ [Current Address 
         if known] 
______________________________________________ 

 
______________________________________________ 

 
 

TAKE NOTICE that  

 

 Sapphire Independent Housing of 1 Holmes Road, London  NW5 3AA  
 
are holding the goods listed in the attached schedule which were left by you in the  
 
premises  _____________________________________________________________ 
 

_____________________________________________________________ 
 
 
The goods are being held at ____________________________________________ 
 
 

____________________________________________ 
 
from where they are available for collection. 
 
 
For the purposes of arranging collection, please contact: 
 
 
 
_______________________________ 
Project Manager, Sapphire Independent Housing  
 
 
_______________________________ 
Telephone 
 
 
 
_______________________________ 
Signed for Sapphire Independent Housing  
 
 
_______________________________ 
Dated   
 

 

 


