
abcdeLondon Borough of Waltham Forest 

HOUSES IN MULTIPLE
OCCUPATION (HMO) LICENSING SCHEME
APPLICATION GUIDANCE NOTES

IMPORTANT NOTE TO APPLICANT: REQUIREMENT FOR APPLICANT 
TO NOTIFY OTHER PERSONS OF THE LICENCE APPLICATION.

You (the applicant) must let certain persons know in writing that you have made this application or give them a
copy of it. You can do this by completing the attached licence form. The persons who need to know about it are:

• Any mortgagee of the property

• Any owner of the property to which the application relates (if that is not you) i.e. the freeholder and head
lessees who are known to you.

• Any other person who is a tenant or long leaseholder of the property or any part of it (including any flat) who is
known to you other than a statutory tenant or other tenant whose lease or tenancy is for less than three years
(including  periodic tenancy).

• The proposed licence holder (if that is not you).

• The proposed managing agent (if any) (if that is not you).

• Any person who has agreed that he will be bond by any condition or conditions in a licence if it is granted.

You must tell each of these persons:

• Your name, address, telephone number and e mail address.
• The name, address, telephone number and e-mail address of the proposed licence holder (if it will not be you).
• The address of the property to which the application relates.
• The name and address of the local housing authority (i.e. the Council) to which the application will be made.
• The date the application will be submitted.

The following notes refer to sections in the application form, please read these carefully
before you complete the application.

NOTE 1. SECTION 1: APPLICANT DETAILS
SECTION 2: PROPOSED LICENCE HOLDER DETAILS

• Generally, the most appropriate person to apply for a licence will be the person in control of the premises. 
This could be the freeholder or any other owner or lessee who receives rent (whether directly or through an
agent or trustee) from tenants or lodgers in the premises. The Council will be particularly looking for the licence
holder to be the person who has the authority to ensure compliance with the licence conditions.

• The person completing the form i.e. the applicant, will normally be the proposed licence holder, but in some
cases the applicant may have arranged for another person to be the licence holder, with their agreement.

• You are required to give details of all those persons involved with the property, including freeholders,
leaseholders, managers, rent collectors and so on.
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NOTE 2. SECTION 3: MANAGER DETAILS

• Details should be given of the person responsible for the management of the house/letting.

NOTE 3. SECTION 4: OWNERSHIP DETAILS OF THE HOUSE TO BE LICENSED

• You are required to give details of the property owner along with mortgage details. 

NOTE 4. SECTION 5: FIT AND PROPER PERSON 

• When deciding whether a licence applicant is a ‘fit and proper person’ the local authority must have regard,
among other things, to evidence which shows that the applicant or any person associated or formally
associated with him/her, whether personally or on a work basis is a fit and proper person.

• To do this we must have regard to matters laid down in legislation (Housing Act 2004 section 66). These
questions are asked in order to enable us to satisfy this legal requirement.

• In making a decision on whether or not to grant a licence on the basis of information given in this section, each
case will be considered on its merits. That is, minor infringements that happened a long time ago will not
necessarily mean that a licence will be refused. Conversely recent serious infringements relating directly to the
business of running and managing an HMO may well imply to the Council that an applicant or manager is not a
fit and proper person. There are of course appeal provisions if you are aggrieved by the Council’s
determination.

In addition please note:

1. The questions should be answered in the name of the individual or company who has applied for the licence.

2. In the case of a limited company or partnership, offences attributed to both the company and directors or
partners must be included.

3. In answering questions concerning previous convictions, etc., details should be given in respect of all
properties owned or managed by the applicant, whether in Waltham Forest or in other Local Authority areas.

4. The Council will treat all responses received in the strictest confidence.

For information on the London Landlord Accreditation Scheme refer to 
http://www.londonlandlords.org.uk

To be an accredited landlord you must have attended a training course organised by the scheme, be a fit and
proper person as defined in the scheme and adhere to the schemes code of conduct. 

Please note: 

It is a criminal offence to knowingly supply information, which is false or misleading for the purposes of obtaining a
licence. Evidence of any statements made in this application with regard to the property concerned may be required
at a later date. If we subsequently discover something which is relevant and which you should have disclosed, or
which has been incorrectly stated or described, your licence may be cancelled or other action taken.

NOTE 5. SECTION 6: PROPERTY INFORMATION

In the following section details are required of the property with regards to its age, structure and that it meets
standards for a house in multiple occupation.

• Any planning approval to use the property as a house in multiple occupation, please provide a copy of the
approval and dates that this took affect to be clearly stated.

• If any structural changes, additions have been made to the property or electrical works have been carried out.
Please submit a copy of the completion certificate and answer questions.
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Please give details of what precautions are in place for the safety of the residents, items available to them, 
as this is to determine it meets the prescribed standards.

• Fire precautions
• Heating and insulation
• Electrical appliances and furniture
• Property management
• Tenancy management

NOTE 6. SECTION 7: INFORMATION ABOUT OCCUPANCY AND FACILITIES

A House in multiple occupation is a house or flat that is occupied, as a main residence, by more than one
household, where occupiers share facilities such as kitchens, bathrooms and WCs. This would include for
example, houses containing bedsits, a combination of bedsits and self contained flats where the bedsits share
facilities, shared houses and hostels.

A household is defined as members of the same family i.e:

1. married or living together  ( whether as single sex relationship or otherwise)

2. related – parent, grandparent, child, grandchild, brother, sister, uncle, aunt, nephew, niece or cousin or

3. related to one member of a couple and

4. includes foster children or domestic employees (nannies, maid’s etc).

Storeys include basements and rooms within attics.
Where a premises consists of both residential and commercial uses, e.g. a shop on the ground floor and 2
residential floors above, this represents a 3 storey building.

Habitable rooms include bedrooms and living rooms,
but NOT separate kitchens and bathrooms, and separate WCs. Count the number of living rooms and bedrooms.
Do not include kitchens or bathrooms.

Description of shared facilities:

Shared kitchens/Kitchen facilities - must include an oven and grill and at least 4 hobs ( 2 hobs for a single
person is acceptable ), a sink/drainer, worktop, food storage, including fridge, and adequate electrical sockets. 

Shared WCs are only permitted where it is impracticable to provide a WC within each letting. Any WC must not
be more than 1 floor distance from any user. Shared toilets must not be accessed via another room.

Shared bathrooms/shower rooms are only permitted where it is impracticable to provide a shower or bathroom
within each letting. Each bathroom or shower room must not be more than 1 floor distance from any user.

Facilities within the room – count a bath or shower, which is in its own compartment, whether or not the
compartment contains a WC or wash hand basin. Kitchen facilities must include an oven and grill and at least 4
hobs (2 hobs for a single person is acceptable), a sink/drainer, worktop, food storage, including fridge, and
adequate electrical sockets. 

Please complete the following summary table to indicate the location of all bedrooms, living rooms, bathrooms,
shower rooms, WC’s kitchens etc. Please indicate where a particular room has sole use of a kitchen/bathroom

When enclosing a drawing of each floor, this does not have to be to scale, but should state room sizes

• When measuring a room, measure in centimetres and metres, only measure areas providing practical living
space, e.g. areas taken up by built in wardrobes should not be included and measure around chimney breasts.
Half the area provided by bay windows can be included in the calculation.
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