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 This guide explains to new residents how the Introductory Tenancy 

scheme may affect them, if their Waltham Forest tenancy agreement 

is breached. 
92  •  May 2009 
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Introduction 
 
Waltham Forest Council wants to make the borough a safer place to live 
and improve the general quality of life for residents. 
 
It is important that new tenants adhere to the tenancy conditions.  
Introductory Tenancies will help the Council get this message across 
and take swift action to end tenancies, when tenancy conditions are 
broken.  Following a full tenants’ consultation and the approval of the 
Council’s Cabinet decision, Waltham Forest Council operates the 
Introductory Tenancy Scheme, which came into effect on 4 May 2009. 
 
This guide has been produced to answer some of the questions tenants 
may have about Introductory Tenancies. 
 
What is an Introductory Tenancy? 
 
An Introductory Tenancy is a probationary period for all new tenants.  
After this probationary period (initially for 12 months but can be 
extended by the Council to a maximum of 18 months in total), if the 
tenancy is deemed to have been conducted satisfactorily, the tenancy 
will automatically become a secure tenancy.  However, if the Council 
believes that the conduct of a tenancy has been unsatisfactory, it may 
be terminated by an administrative decision by the Council or its 
nominated agents, subsequently confirmed by the Court, if the process 
has been followed correctly. 
 
What are the differences between Introductory Tenants and Secure 
Tenants? 
 
Introductory Tenants have fewer legal tenancy rights then Secure 
Tenants.  The table below summarises the main differences. 
 
Please note that many of the rights listed are not absolute rights. 
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Legal Rights Introductory 
Tenant 

Secure 
Tenant 

Right to take in lodgers X  
Right to sub-let part of their home X  
Right to structurally change or improve X  
Right to compensation for 
improvements 

X  

Right to join the transfer list X  
Right to transfer (or apply to transfer) to 
another council home (except in 
emergency situations i.e. fleeing 
violence or where a high medical 
priority has been given) 

X  

Right to mutual exchange with another 
tenant 

X  

Right To Buy the home X  
 
What will happen during the 12-month tenancy? 
 
The tenancy will be monitored and Council’s Officers and nominated 
agents will carry out random spot checks, ensuring that the tenant is 
complying with the tenancy agreement.  If there are any breaches of the 
tenancy agreement, the Council will let the tenant know, so that they 
can put them right.  Breaches of tenancy conditions will be investigated 
carefully and if proven and not resolved, the Council will take action to 
end the tenancy.  However, if in the opinion of the Council the breach is 
very serious (for example drug taking, drug dealing, or prostitution, 
assault etc.), the Council may decide to end the Introductory Tenancy 
without allowing the tenant the opportunity to try and put things right. 
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What are breaches of tenancy conditions’? 
 

The Council may decide to end the tenancy if any tenancy conditions 
are breached, for example, [but not limited to]: 
 

 damage to the property 
 not maintaining gardens 
 anti-social behaviour in communal areas 
 failure to pay the weekly rent 
 causing any type of harassment 
 using the property for illegal purposes, for example drug dealing, 

prostitution 
 if the tenancy was obtained by giving false information 
 committing domestic violence 
 committing behaviour which causes distress or annoyance to 

neighbours 
 not occupying the property as their only or principal home 
 throwing things from the property or 
 breach of any other tenancy condition 

 

The full tenancy conditions can be found online at 
www.aschamhomes.org.uk or at London Borough of Waltham Forest 
website www.walthamforest.gov.uk  
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It is important to keep to the terms 
of the tenancy agreement 
nt is not causing the breach 
t is not only responsible for their own behaviour, but will also 
ponsible for breaches caused in the property and locality by: 

partner 
own children 
rs to their home 
bers of their family or 
nimal kept at the property 

 

http://www.aschamhomes.org.uk/
http://www.walthamforest.gov.uk/


Extending Introductory Tenancies 
 
The Council has the right to extend an Introductory Tenancy by a further 
six months [to a maximum of 18 months], if they are investigating a 
breach of tenancy or they have started Court action to end the tenancy.  
To do this, they must serve the tenant with a legal document called a 
Notice of Extension, before they take action to extend the tenancy. 
 
The Notice of Extension will explain the reason(s) why the Council has 
decided to extend the Introductory Tenancy.  The Notice of Extension 
will also explain the tenant’s right to request a Review of the Council’s 
decision to extend the tenancy. 
 
Ending an Introductory Tenancy 
 
The Council has a duty to ensure that they are being fair and equitable 
when dealing with an alleged breach of tenancy.  If the Council decides 
to end an Introductory Tenancy, they will serve the tenant a Notice of 
Proceedings for Possession. 
 
The Notice of Proceedings for Possession will explain the reason(s) 
why the Council is seeking to end the tenancy.  It will also give a date 
(which must not be less than 28 days from the date the Notice was 
served), after which the Council intends to apply to the County Court for 
a Possession Order.  The Notice of Proceedings for Possession will 
also explain the tenant’s right to request a Review of the Council’s 
decision to end the tenancy, advise the tenant that if they need help or 
advice about the Notice and what to do about it (i.e. to take it 
immediately to a Citizens’ Advice Bureau, a housing aid centre, a law 
centre or a solicitor). 
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Notice of Proceedings for Possession 
 
If the tenant receives a Notice of Proceedings for Possession from the 
Council, it means that after a certain date [which is set out within the 
Notice], the Council intends to apply to the Court to obtain a Possession 
Order.  If this happens, the tenant will have the right to request a 
Review of the decision to evict the tenant.  A Review Request Form will 
be attached to the Notice. 
 
Reviewing a decision to end or extend an Introductory Tenancy 
 
If the Council serves a Notice of Extension or Notice of Proceedings for 
Possession, an introductory tenant has the right to ask for a Review of 
the Council’s decision.  However, a tenant only has the right to a 
Review hearing if they tell the Council that they want a Review.  To do 
this, the tenant must return the Review Request Form and it is received 
by the Council’s nominated agents (Ascham Homes) within 14 days of 
the date the Notice of Proceedings for Possession or Notice of 
Extension was served. 
 
If the tenant’s Request for a Review is not received by the Council’s 
nominated agents within 14 days of the date of service of the Notice of 
Proceedings for Possession or Notice of Extension, they will lose their 
right to a Review and cannot ask for another one. 
 
If a Review Request is received within the 14 day time limit, the Council 
will then arrange a Review hearing and inform the tenant of the time 
and place, within 7 days. 
 
What does a Review involve? 
 
The Review will be dealt with at a Review hearing.  Review hearings 
are held by a panel of independent and experienced senior housing 
officers. 
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The Review will be carried out by officers, who: 
 

 were not involved in the original decision to end or extend the 
tenancy, 

 do not have any interest in the outcome of the hearing and 
 have not had any prior contact with the tenant or presenting 

officers on the case 
 

The tenant will have the right to attend the Review hearing, take 
someone with them, send someone to represent them and speak or ask 
questions at the Review hearing.  They could also make a written 
representation if the tenant does not want to or can’t attend. 
 
The Review Panel will consider the tenant’s case, based on the 
statement in the Review Request Form and the evidence provided by 
both the tenant (or by the person the tenant has nominated to send to 
the Review hearing), any further written representations submitted by 
the tenant, the Tenancy Services Officer / Rent Income Officer or any 
other witnesses. 
 
AFTER THE REVIEW PANEL’S DECISION 
 
Extension 
 
If the Review Panel finds in the tenant’s favour, the Notice of Extension 
will be withdrawn.  The Introductory Tenancy will continue un-extended 
and will convert to a secure tenancy on the first anniversary date, 
unless a further a Notice of Extension or Notice of Proceedings for 
Possession is served.  However, if the Review Panel finds in favour of 
the Council, the Introductory Tenancy will be extended for a period of 6 
months from the first anniversary date of the tenancy. 
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Termination 
 
If the Review Panel finds in the tenant’s favour, the Notice of Proceedings 
will be withdrawn. The Introductory Tenancy will continue un-extended 
and will convert to a Secure Tenancy on the first anniversary, unless a 
further Notice of Extension or Notice of Proceedings for Possession has 
been served.  However if the Review Panel finds in favour of the Council, 
the Council may then request the Court to evict the tenant, unless 
arrangements are made and kept to the Council’s satisfaction.  Any 
arrangements made are within the Council’s sole discretion. 
 
Court Action 
 
If the Council applies to the Court to obtain a Possession Order against 
an Introductory Tenant, providing the Court is satisfied that the Council 
has properly followed procedures and the tenant has been served with 
a valid Notice of Proceedings for Possession, the Council will be 
granted a Possession Order of the tenant’s home. This would be 
without adjournment, delay or stay of warrant and the tenant will have to 
vacate the property within no less than 14 days and no more then 6 
weeks. 
 
Obtaining information and advice on the tenancy 
 
Any tenant who would like further information about their rights and 
obligations as an Introductory Tenant or if they are having any issues 
with their tenancy, are advised to contact their Tenancy Services Officer 
/ Rent Income Officer. 
 
The officer will give the tenant information and advice about their 
Introductory Tenancy and can tell them about or refer them to support 
agencies that may offer further assistance. 
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Below are a few advice sources that a tenant may contact: 
 
 London Borough of Waltham Forest Supporting People Team 
Silver Birch House, Uplands Business Park, Blackhorse Road, 

Walthamstow, London, E17 4GG 

Telephone: 0208 496 3000 

Email: supporting.people@walthamforest.gov.uk
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 Local Citizens' Advice Bureau 
Website: www.citizensadvice.org.uk

167 Hoe Street, Walthamstow, London, E17 3AL 

and 

547-551 High Road, Leytonstone, London, E11 4PB 
 

 Local councillor 
Telephone: 0208 496 3000 

Website: www.walthamforest.gov.uk  

 

 Local law centre 
Telephone: 0207 833 2931 

Website: www.lawcentres.org.uk

 

 Local solicitor 
Telephone: 0207 242 1222 

Website: www.lawsociety.org.uk  

 

mailto:supporting.people@walthamforest.gov.uk
http://www.citizensadvice.org.uk/
http://www.walthamforest.gov.uk/
http://www.lawcentres.org.uk/
http://www.lawsociety.org.uk/


Glossary of terms 
 
Adjournment The act of putting off, to suspend proceedings to another 

time or another day. 
Court Order An Order issued by a Court that requires a person to do 

or not to do a specific acts or acts. 
Extending 
Introductory 
Tenancies 

The duration of an Introductory Tenancy may be 
increased by six months in cases where there are 
continuing doubts about the conduct of a tenant; or in 
cases of anti-social or nuisance behaviour. 

First 
Anniversary 
Date  

The date which is 12 calendar months from the start 
date of the Introductory Tenancy. 

Introductory 
Tenancies 

A type of probationary tenancy offered to all new 
tenants by local authorities operating this scheme.  This 
trial period usually lasts for twelve months, before the 
tenant becomes secure. 

Introductory 
Tenants 

A new tenant who has been granted a tenancy by a 
local authority, who operates an Introductory Tenancy 
scheme. 

Nominated 
Agent 

The organisation nominated by the Council [i.e. Ascham 
Homes Limited] to monitor Introductory Tenancies and if 
necessary, take steps on the Council’s behalf to end or 
extend Introductory Tenancies. 

Notice of 
Extension 

A Notice that allows the Council to extend an 
Introductory Tenancy by a further six months. 

Notice of 
Proceedings 
for 
Possession 

A Notice served by the Council to end an introductory 
Tenancy.  The Notice states how the Council alleges the 
tenant has failed to comply with the terms of their 
tenancy and will give a date before, which Court action 
will not be started.  The Notice lasts a year from when it 
is served, and Court action can be started at any time 
within that year. 
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Possession 
Order 

A legal document from Court, informing the tenant that 
the Introductory Tenant must leave their home on a 
specific date. 

Rent 
Income 
Officer 

An officer who is responsible for all rent accounts income 
and recovery of debts. 

Review 
Panel 

A group of independent and experienced senior housing 
officers, who will carry out a Review of the Council’s 
decision to end or extend an Introductory Tenancy.  The 
Panel Members would have not been originally involved 
in the decision to evict the tenant. 

Review 
Request 
Form 

A form which the tenant has the right to Request a 
Review of the Council’s decision to end or extend their 
Introductory Tenancy. 

Reviewing 
a 
decision 

The group of senior housing officers will consider the 
tenants’ case, any representations and the evidence 
provided by Officers of the Council. 

Secure 
Tenant 

A tenant who has been granted a secure tenancy by the 
Local Authorities. 

Tenancy 
Agreement 

A legal signed housing contract, explaining what the 
Council expects from the tenant and what the tenant can 
expect from the Council, as a landlord. 

Tenancy 
conditions 

The Conditions of Tenancy is a set rules that all tenants 
in Council homes agree to live by and follow and set out 
the obligations of the Council. 

Tenancy 
Services 
Officer 

An officer who provides housing management services 
to residents.  Ensuring that the tenancy agreement is 
adhered to and managing anti-social behaviour. 
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This is our first guide for this scheme.  We 

welcome comments about how helpful this guide 

has been in explaining this scheme to residents. 

 



For more information 
Visit: You can visit us at Ascham Homes, Customer Services, 869 

Forest Road, Walthamstow, London, E17 4UH – open hours Monday 

to Friday from 9.00 am to 5.00 pm or 

Ascham Homes, 16 Morris Avenue, Billericay, Essex, CM11 2JR – 

open hours Tuesdays and Thursdays from 9.00 am to 11.00 am 
 

Write: You may write to us at Ascham Homes, Policy and Development 

Team, 869 Forest Road, Walthamstow, London, E17 4UH 
 

Website: Visit our website at: www.aschamhomes.org.uk  
 

Email: Email us on: feedback@aschamhomes.org.uk  
 

Telephone: Phone Ascham Direct on 0208 496 4197 – Lines are open 

Monday to Friday from 8.00 am to 8.00 pm.  Minicom: 0208 527 1750 

and quote AH 192. 

 

    
   Wheelchair accessible   Induction loop provided 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

The contents of this guide are for general 
information only.  If you have any concerns 

about your personal situation, you are 
recommended to seek independent legal advice 
from a solicitor, Citizen’s Advice Bureau or other 

qualified legal advisers. 

  
 

14 



 
 

  

 

14 

 

15 


