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When you signed your tenancy
agreement you completed a lot of
forms and you were given a lot of
information about your new home.
We know that there is a lot to
remember and sort out when you
move in, so we wanted to give you
a few reminders.

The next few pages will help you
understand your rent, tell you what
to do before you move in and help
you settle into your new home.

Moving into your new home
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Rent and other money matters

When should I move in?

You should move in on the day your
tenancy starts, or as soon as possible
after that date. This is because you
will be charged rent from the day
your tenancy starts, not the day you
move in.

If you get housing benefit, the
Revenue and Benefits Service will only
pay your rent once you have moved
in. Any rent charged before you move
in will have to be paid by you.

When do I have to

pay my rent?

The weekly charge for living in your
home and the services we provide is

called rent. Your rent payment is due
in advance every Monday.

Your Rent Officer can help you
answer questions about your rent
and any benefit entitlements.

They can help you to make an
income and spending plan that will
help you look after your money.
They can also help you to complete
forms about your rent or benefits.

We also have a Welfare Rights
Officer and Debt Advisor, who can
give you free specialist advice on
money issues.

(See ‘Money matters’ leaflet for
further information)

What happens if I don’t
pay my rent?

If you don’t pay your rent we will
take steps to recover the money you
owe us. The money you owe us for
your rent is called rent arrears. We
will try to set up a realistic payment
plan with you, but, if the rent arrears
continue to increase we will be
forced to start legal action. This
could result in you losing your home.

@ Customer Services Team: 0800 633 5500
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Council Tax and If your circumstances change

Housing Benefits you should do the assessment
calculation again and tell the people

handling your claim. This could be
the Housing Benefit Section at

If you have a low income,
Manchester City Council may give
you financial help towards your rent Manchester City Council or the

and Council Tax. If you already get Inland Revenue if you claim
benefits, you will need to tell the Tax Credits

Manchester Benefits Service that

you have moved into your new
home. Do this as soon as you move 3

You can pay your
in, otherwise you may be paid too payy

much benefit and have to pay some Co.un cil Tax at an¥
money back later. WI”OW Park HOUSIng
Trust office.
We charge you rent from the date
You can also make a
your tenancy starts. The Revenue
and Benefits Service will only pay payment over the phone

by calling our Customer
Services Team.

your rent from the date you move in.
So, any delay in moving in will mean
you have to pay the rent yourself for
the time between the tenancy start
date and the date you move in.

We also have a 24 hour
automated payment
facility, just phone

0761 946 9595 to use it.
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To see if you are entitled to Housing
Benefit you can complete a benefits
calculation form on the Revenue
and Benefits Service website
www.manchester.gov.uk/tracker.
You can also phone the Revenue and
Benefit Service on 0161 219 6100
for advice, or, contact your Rent
Officer who can fill in an assessment
calculation. You will need all your
income details to fill in the assessment.
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Should I contact
Job Centre Plus?

When you move into your new
home you may need to get in touch
with Job Centre Plus. You should do
this if:
e You are already
receiving benefits
e You want to apply for a Social
Fund Grant or Loan

e You want to apply for a
Community Care Grant

e You want to apply for a
Budgeting Loan

e You want to apply for a
Crisis Loan

Budgeting

When you move in there are many
things you need to pay for. You will
need enough money to pay your
rent, council tax, electricity, gas,
phone, travel, TV licence, food and
drink, clothes and shoes, toiletries,
credit cards and loans. As soon as
you move in you should work out
what you spend on these things
each week so you know how much
money you will have left over.

Planning how you spend your
money each week will help. A simple
plan of how and where you spend
your money is called a budget. If you
need help with making a budget, or
with other money matters, your Rent
Officer will be happy to help you.

(See ‘Money matters’ leaflet for
further information)

Moving costs

We cannot help you with the cost of
moving. You may be able to get help
from the Department of Works and
Pensions’ Social Fund, you can
phone them on 0845 608 8510.

Home contents insurance

Willow Park Housing Trust insures the
structure of your home. We do not
insure its contents, which are your
possessions. If your possessions are
stolen or damaged we will not
replace them or pay you any money.
We strongly recommend that you
insure your possessions against fire,
theft, vandalism and water damage.
You can take out an insurance policy
to cover your possessions with the
Manchester Tenants’ Insurance
Scheme. Information about this
scheme is available in any of our
offices or on our website.

@ Customer Services Team: 0800 633 5500
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Repairs/improvements

Reporting a repair
Willow Park Housing Trust has a

Property Services Division that
repairs and maintains your home.

If you need a repair just phone

the Customer Services Team or visit
your local Willow Park Housing Trust
office. For non-emergencies you can
ask for a repair on our website.

All our staff and contractors carry
identification, but if you are not sure
about their identity please call us to
check. You can also set up a
password which any visitor to your
property will need to tell you before
you let themin.

(See ‘Repairs & improvements’
leaflet for further information)

Handyperson Service

We have a Handyperson Service to
help tenants with small jobs. Thereis a
charge for this service but they can:

e Put up shelves

e Fit curtain rails and battens

e Install light fittings
(tenants own)

e Fit blinds
e Fit bathroom accessories

e Install door accessories (where
they are not our responsibility)

e Re-align doors

e Install cookers, washers,
driers etc.

e Change strip lights, bulbs,
fuses and plugs

e Assemble furniture

e Touch up small areas
of paintwork

All you have to do is supply the
materials or products. There is an
hourly rate, and a minimum charge
of half an hour. We will give you an
estimate of how long a job should
take so you will know roughly how
much it will cost.

For more information phone the
Customer Services Team.

www.willow-park.co.uk ¢2¢



Home improvements

If you want to make improvements,
such as fitting new wardrobes,
putting up a satellite dish etc. you
must get our formal approval before
doing anything. You need to tell us
what you want to do and give us full
details in writing. If your plans
involve altering the structure of the
building a Technical Officer will need
to visit you.

(See “Your tenancy’ leaflet for further
information)

Decorating

You are responsible for the internal
decoration in your home. If the
internal decoration is of a poor
standard when you start your
tenancy, you may be offered free
decorating materials. Your Housing
Officer will talk to you about this
and, if you are eligible, will arrange
for decorating materials to be
delivered to your new home.

If you cannot do the decorating
yourself because of a disability or
poor health, you can apply to have
the interior decorating carried out
free of charge. Even if you are
eligible for free decorating, only one
large room or two small rooms can

be done in a 2 year period. For more
information please contact the
Customer Services Team.

Emergency equipment,
safety checks and repairs

When you move in to your new
home it’s a good idea to get to know
how your heating and hot water
system operate. It’s also important
that you know where your fuse box is
and how to switch off your water
and gas supply. In an emergency it
will really help if you have completed
the table opposite. Ask your Housing
Officer where these things are.

When you move in there are gas
and/or electric safety checks that
need to be done. These checks
cannot be done until you have
moved in and switched on the supply.

Your Housing Officer will tell

you about any outstanding
checks/repairs at your letting
interview, but you may discover
other repairs are needed once you
move in. Please report these to the
Customer Services Team.

(See ‘Repairs & improvements’
leaflet for further information)

@ Customer Services Team: 0800 633 5500
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Boiler (plus operating
instructions)

Water tank (only for
properties that do not
have a combi-boiler)
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If you need help in completing the information above, please see your Housing Officer.
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We don'’t fit connections )
for washing machines or
gas ovens. This is your
responsibility and you must
arrange it yourself. However,
you may want to consider
using our Handyperson
Service for these jobs.

.
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.............................0 Insta"ing gas COOkerS in ﬂats

If you move into a flat and want a gas
cooker fitted, you must ensure that
the cooker has a flame failure device,
otherwise it cannot be installed. This
became law on 1st June 2008.

This device means that if a flame goes
out then the gas will automatically be
cut off. For further information please
contact the Customer Services Team.
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Other things to consider

Notifying a change
of address

Don’t forget, when you move to a
new home you need to tell people
your new address. Remember to tell:

e Your doctor or hospital
o Your child’s school(s)

e Driver Vehicle Licensing Agency
(the people who gave you your
driving licence)

The Post Office will redirect your
mail to your new home for a small
charge. Before you move you need
to make sure that all your bills are
paid. This includes your rent if you
are moving between Willow Park
Housing Trust properties. If you have
credit on your rent account your
Housing Officer can arrange to
transfer this to your new address.

Utilities - your gas and
electricity suppliers

Before you move in we will have
repaired your new home in line
with our Empty Homes Standard
and had it inspected by a Willow
Park Housing Trust surveyor.

This means the property is ready
for you to move into, subject to gas
and electric safety tests.

It is very important for your safety
that we carry out these tests. Before
we can do the tests you will have to
phone the gas and electricity
suppliers to switch on your supply.
You should call the following
numbers to find out who your
energy suppliers are:

Gas
Transco on 0870 608 1524

Electricity
Consumer Direct 08454 04 05 06

When you phone your supplier you
will be asked for a meter reading and
the type of meter in your property.
The meters will be either credit
meters, where your supplier sends
you a bill for the fuel after you have
used it, or prepayment meters,
where you have to pay in advance
for your fuel by putting credit on
your payment card.

If you are not at the property when
the gas engineer visits, you may
have to wait 4 days before they can
come back. You won’t be able to
move in until the safety checks have
been done, but you will still be
charged rent.

If you have a key or card meter and
you do not want to pay in this way, you
can arrange for the gas or electricity
supplier to change the meter.

@ Customer Services Team: 0800 633 5500



TV licensing

If you are watching television
without the correct license you risk
prosecution and a fine of up to
£1,000. You can pay for a TV License
in lots of different ways. You can
also find out more on their website
www.tvlicensing.co.uk or phone
them on 0844 800 6728.

TV Licensing offer a translation
service over the phone.

Moving into your new home

Going away

If you are going to be away from
home, either on holiday, with work
or just visiting friends you need to
do a few things before you leave:

e Make sure you have home
contents insurance for your
possessions

e Don’t leave valuables, car keys
or easy to carry things like
televisions, where they can be
seen from the window

Switch off all electric sockets
except for the fridge and freezer

Unplug all electrical gadgets

Close and lock all your windows
and doors
Use timer switches in different

rooms which will switch lights
on and off at different times

Cancel any newspaper and
milk deliveries

Tell a friend that you are going
away and ask them to keep an
eye on your home

If you are going to 0
be away from your
home for more than 28
days you need to let your

Housing Officer know.
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Willow Park Housing Trust

www.willow-park.co.uk
Freephone: 0800 633 5500
Email: enquiries@willow-park.co.uk

A company Limited by Guarantee

Registered in England and Wales No. 3710937
Registered with the Housing Corporation No. L4219
Registered Charity No. 1074481

ﬂ; business for neighbourhoods

Real lives. Wythenshawe

Wythenshawe is the kind of place where you can put
down roots. Family homes with gardens, easy access to
both city centre and countryside, plus a huge investment
in new schools and some of Manchester's best performing
primary schools make Wythenshawe a good place to live.
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