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1.0 SUBLET AND TAKING IN A LODGER POLICY 
 

1.1  Introduction 
 
All tenants have the right to sublet their property or take in a lodger provided they 
have received written permission from Link. If we do not respond to a written request 
within 28 days permission is granted by default. 
 

1.2  Withholding Consent 
 
We may withhold consent if there are reasonable grounds to do so:· 
 

• If the tenant has an arrear of more than one month’s rent and a repayment 
arrangement has not been in place for at least 13 weeks  

• If it would result in overcrowding or underoccupancy of the property 

• If a Notice of Proceedings for possession has been issued on conduct 
           grounds 

• If there is an order for recovery of possession of the property 
 

This list is not exhaustive and any cases where other grounds may be considered 
should be discussed with the Senior Housing Officer or Housing Services 
Coordinator.   
 

1.3  Rent Liability 
 
During the agreed period, the tenant remains responsible for the payment of rent and 
adherence to the tenancy agreement. Any housing management issues arising must 
therefore be referred to the tenant as with any other tenancy. We may however seek 
an ASBO or other legal remedy against the sub tenant where appropriate if there was 
serous anti-social behaviour. 
 
Before granting permission, we must be satisfied that the payments for the 
accommodation are reasonable and that the amount to be paid will not lead to the 
tenant making unreasonable profit on the transaction. 
 

1.4  Changes to Approved Sublet or Lodger 
 
The property must not become overcrowded (according to Link’s standards) and 
must only be occupied by the person(s) named in the subletting or lodging 
agreement. 
 
Any change in the tenant, sub tenant or lodgers’ circumstances must be reported to 
Link immediately. 
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1.5  Link’s involvement with the Sub-tenant  
 
The contractual obligations remain between Link and the primary tenant. The 
relationship between tenant and sub-tenant does not extend to Link. The tenancy will  
be an occupancy agreement between the tenant and the sub-tenancy, drawn up by 
the tenant. This agreement should be approved by Link.   The tenant should be 
advised to seek advice from a solicitor if they require advice or help with this. 
 
Link does have a right to be informed when the tenant seeks to increase the rent 
payable by sub-tenant. Section 32(6) of the 2001 Act states that the tenant who has 
been granted permission to sub-let their property must notify Link where there is rent 
increase proposal.  If Link object to the rent increase payable by sub-tenant to the 
tenant, the tenant must not increase it.   
 
If there are any concerns regarding rental payments, anti-social behaviour, the 
condition of the property etc., Link can pursue only the tenant for breach of the 
Scottish Secure Tenancy and not the sub-tenant for breach of the Occupancy 
Agreement.  However, should any action for eviction against the tenant be required, 
that action will seek to eject any sub-tenants of the tenant also. 
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2.0 SUBLETTING PROCEDURE 
 
1.  All requests regarding subletting will initially be received by CSC, and then 

immediately directed to the relevant Housing Officer via workflow with a 5 day 
response time. The CSC must advise the tenant that their request must be 
made in writing.  

 
2.  Once the application has been received the Housing Officer will check the 

following : 
 

• If the tenant has an arrear of more than one months rent and an repayment 
arrangement has not been in place for at least 13 weeks 

• If the request would result in overcrowding or underoccupancy of the 
property. At this time the Housing Officer should discuss this with the Senior 
Housing Officer. 

• If a Notice of Proceedings for possession has been issued on conduct 
grounds 

• If there is an order for recovery of possession of the property 
 
3.  If the request is not to proceed, the HO will issue a letter (appendix 1) giving 

details of why the request has been refused. 
 
4.  If restrictions don’t apply and the request is to be progressed, the Housing 

Officer will issue a letter arranging to visit the tenant (appendix 2). 
 

5.  The following information much be gathered at the house visit:  
 

• Reason why they wish to sublet and details of the person they wish to sublet 
to (name, previous address, date of birth) 

• A note of the tenants forwarding address  

• Dates of the subletting period (for a minimum of six months and not to 
exceed 12 months); 

• The amount of rent to be charged and any other charges to be made (for 
example, deposit, furnishing charge); 

• Confirmation that the tenant is aware that an occupancy agreement requires 
to be drawn up and approved  

 
6.  A letter should be sent to the tenant confirming the arrangement and requesting 

formal acceptance of the conditions. (Appendix 3) 
 
7. On receipt of the formal acceptance and copy of the occupancy agreement a 

letter should be sent giving permission. ( Appendix 4) 
 
8.  A text alert must be put on the system stating the subletting tenants’ details 

and the tenants forwarding contact details. 
 
9.  A workflow reminder must be created as a prompt to contact the tenant two 

weeks prior to the restricted period end. 
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3.0 Request to take in a lodger  
 
1.  All requests regarding taking in a lodger will initially be received by CSC and 

then immediately directed to the relevant Housing Officer via workflow with a 
5 day response time. The CSC must advise the tenant that the request is to 
be made in writing. 

 
2.  Once notified of the request, the Housing Officer will check the following: 
 

• If the request would result in overcrowding of the property 

• If a Notice of Proceedings for possession has been issued on conduct 
grounds 

• If there is an order for recovery of possession of the property 
 

3.  If the request is not to proceed, the HO will issue a letter (appendix 5) giving 
details of why this has been refused. 

 
4.  If restrictions don’t apply, the Housing Officer will issue a letter arranging to 

visit the tenant (appendix 6). 
 
5.  We will require in writing from the tenant: 

• Details of lodger or lodgers (name, previous address, date of birth); 

• Dates of the lodging period (for a minimum of six months and not to 
exceed 12 months); 

• The amount of rent to be charged and any other charges to be made (for 
example, deposit, furnishing charge); 

• A copy of the agreement to be made between the tenant and lodger. 
 
6. A letter should be sent to the tenant confirming the arrangement and 

requesting formal acceptance of the conditions (Appendix 7) 
 

7.   On receipt of the formal acceptance and copy of the occupancy agreement a 
letter should be sent giving permission (appendix 8). This letter must be sent 
within 28 days of the request. 

 
8.  A text alert must be put on the system stating the lodgers details 
 
9. A workflow reminder must be created as a prompt to contact the tenant two 

weeks prior to the restricted period end. 
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Appendix 1 
 
 
 
Your Ref: Tenancy Reference Number 
Our Ref: Sublet Refusal 
 
Date 
 
 
Name and Address 
 
 
 
Dear Tenant Name 

Request to sublet your property 
 
I refer to the above.  There are certain criteria that must be met before permission will 
be given to sublet your property and unfortunately, on this occasion, permission will 
not be given due to the following: 
 
ADD REASON FOR REFUSAL 
 
 
 
DEPENDING OF THE REASON YOU MAY WISH TO INSERT WHAT ACTION 
NEEDS TO BE TAKEN 
 
Please do not hesitate to contact me if you would like to discuss this further. 
 
Yours sincerely 
 
 
 
 
 
 
Housing Officer 
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Appendix 2 
 
 
 
 
 
Your Ref: Tenancy Reference Number 
Our Ref: Sublet Visit 
 
Date 
 
 
Name and Address 
 
 
 
Dear Tenant Name 

Request to sublet your tenancy 
 
I refer to your request to sublet your tenancy and would like to visit you to discuss 
this in more details as there are certain criteria and restrictions that apply to 
subletting your property that you need to be aware off. 
 
I will visit you on xxx at xxxx.  It would be helpful, and speed up the process if you 
have the following information to hand: 
 

• Details of sublet (name, current address, date of birth); 

• Dates of the sublet period (for a minimum of six months and not to exceed 12 
months); 

• The amount of rent to be charged and any other charges to be made (for 
example, deposit, furnishing charge); 

• A copy of the occupancy agreement you propose between yourself and your 
sub-tenant.  

 
 
Yours sincerely 
 
 
 
 
 
 
Housing Officer 
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APPENDIX 3  
 
Your Ref: Tenancy Reference Number 
Our Ref: Sublet Approval 
 
Date 
 
 
Name and Address 
 
 
 
Dear Tenant Name 
 

Request to sublet your tenancy 
 
I refer to your email of xxxxx requesting permission to sublet the above property. In 
line with your tenancy agreement and with our procedures, there are certain terms and 
conditions that must be met before we can make a decision as to whether your request 
is approved.   
 
The terms and conditions are: 
 

1. The Tenancy: will remain solely in your name and as the tenant you are still 
responsible for all obligations of the tenancy as per the Scottish Secure 
Tenancy (SST) agreement signed by you on XXXX. All 
contact/correspondence will be between Link Housing and you, not the 
subtenant. 

 
2. The term: of the sublet would be for a maximum period of 12 months, no 

extension to this term will be granted. At the end of this period you will be 
expected to either return to the property or terminate the tenancy. You 
will not be permitted to assign the tenancy to the sub-tenant at any time 
during or at the end of the term. Link will not become involved in any 
personal dispute between you and your subtenant.  The subtenant 
cannot remain in the property. 

 
3. Rent: is due and payable by you (the tenant) and any arrears recovery action, 

if necessary, will be taken against you. Should your sub-tenant require to 
apply for  Housing Benefit or Universal Credit, this will be between you and the 
sub-tenant. Link will not enter any discussions, give advice or provide 
information to other agencies on any aspect of the sub-tenants occupancy 
agreement.  

 
4. Complaints/Anti-Social Behaviour: You are responsible for your tenants 

behaviour, should there be any complaints or instances of anti-social 
behaviour received in your absence, contact/correspondence will be between 
Link Housing and you (the tenant), not the sub-tenant.   
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5. Occupancy Agreement: You must forward a copy of the Occupancy 

Agreement , drawn up by a solicitor, between you and your sub-tenant, 
clearing stating the amount of rent you intend to charge.  
 

6. Sub-Tenants: You must forward full details of the person(s) you wish to sublet 
to  (name, current address and date(s) of birth). 

 
7. Repairs: Although repairs may be reported directly to Link Housing by the 

subtenant, any issues regarding access with be directed to yourself.  If any 
repairs are deemed to be the tenant/subtenant’s liability, you will be invoiced 
for payment.  

    
I should be obliged if you could return the attached Sublet Form acknowledging 
receipt and understanding of the obligations of subletting and enclose the documents 
as requested above along with your forwarding address details. 
 
On receipt of these documents, a letter will be sent giving you permission to sublet. 
Once your subtenant has signed the agreement, please forward a copy for our 
records. 
 
Yours sincerely 
 
 
 
 
 
 
Housing Officer 
 
 
Enc. sublet form   
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SUBLET FORM 
 
1. I agree/understand that the tenancy will remain in my name and I am responsible 

for all obligations of the tenancy as per the Scottish Secure Tenancy (SST) 
agreement signed by me on XXX. All contact/correspondence will be between 
Link Housing and myself and not my subtenant. 
 

2. I agree/understand that permission will be for  XX months, no extension to this 
term will be granted.  At the end of this period I will either return to the property or 
terminate the tenancy.  I will not be permitted to assign the tenancy to the 
subtenant at any time during or at the end of the term.  Link will not become 
involved in any personal dispute between myself and my subtenant. 
 

3. I agree/understand that the rent is due and payable by me and any arrears 
recovery action, if necessary, will be taken against me.  Should my subtenant be 
in a position where Housing Benefit or Universal Credit is required to be paid to 
cover rent, then this would be between myself and my subtenant. Link will not 
enter into any discussions or provide information to other agencies. 
 

4. I agree/understand that should there be any complaints or instances of anti-
social behaviour received in my absence, contact/correspondence will be 
between myself and Link. 
 

5. I attach a copy of the copy of the occupancy agreement between myself and my 
subtenant that I intend to use that shows the amount of rent that I intend to 
charge.   
 

6. I enclose full details of the person(s) I wish to sublet to (name(s), current address 
and date(s) of birth). 
 

7. I agree/understand that any repairs can be reported directly to Link by my 
subtenant, however, the cost of any repairs deemed to be my/my subtenant’s 
liability, will be sent to me for payment. 
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My forwarding address, including postcode, and telephone/ mobile phone contact 
details are: 
 

Address  

 

Telephone Number  

Mobile Number  

Name  

Signed  

Date  

 
 
  
Please sign and return this form to: 
Link Housing Association 
Watling House 
Callendar Business Park 
Falkirk 
FK1 1XR 
 
Enc      Tenancy agreement 
            Details of the subtenants 
 
 
 

 

If you need this information in Braille, Audio Tape, Large 
Print or Community Languages please call 0330 303 0124 

 

 
Link Group Limited is a registered society under the Co-operative and Community Benefit Societies Act 2014, Registered Number: 1481 R(S), Registered Office:  Link 

House, 2c New Mart Road, Edinburgh, EH14 1RL. It is a Charity registered in Scotland, Charity Number: SC001026 and a Registered Social Landlord with the Scottish 
Housing Regulator, Registration Number: HAL 148. © Link Group Ltd 2019. 
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Appendix 4 
 
Your Ref: Tenancy Reference Number 
Our Ref: Sublet Approval 
 
Date 
 
 
Name and Address 
 
 
 
Dear Tenant Name 

Request to sublet your property 
 
I refer to the above and give you permission to sublet your property from xx to xx in 
line with the terms and condition accepted by yourself in the attached form (ATTACH 
A COPY OF THE COMPLETED FORM). 
 
Yours sincerely 
 
 
 
 
 
 
Housing Officer 
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Appendix 5 
 
 
 
Your Ref: Tenancy Reference Number 
Our Ref: Lodger Refusal 
 
Date 
 
 
Name and Address 
 
 
 
Dear Tenant Name 

Request to take in a lodger 
 
I refer to your request to take in a lodger.  There are certain criteria that must be met 
before permission will be given and unfortunately, on this occasion, permission will 
not be given due to the following: 
 
ADD REASON FOR REFUSAL 
 
 
 
DEPENDING OF THE REASON YOU MAY WISH TO INSERT WHAT ACTION 
NEEDS TO BE TAKEN 
 
Please do not hesitate to contact me if you would like to discuss this further. 
 
Yours sincerely 
 
 
 
 
 
 
Housing Officer 
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Appendix 6 
 
 
Your Ref: Tenancy Reference Number 
Our Ref: Lodger Visit 
 
Date 
 
 
Name and Address 
 
 
 
Dear Tenant Name 

Request to take in a lodger 
 
I refer to your request to take in a lodger and would like to visit you to discuss this in 
more detail as there are certain criteria and restrictions that apply to taking in lodgers 
that you need to be aware off.  
 
I will visit you on xxx at xxxx.  It would be helpful, and speed up the process if you 
have the following information to hand: 
 

• Details of lodger (name, current address, date of birth); 

• Dates of the lodger period (for a minimum of six months and not to exceed 12 
months); 

• The amount of rent to be charged and any other charges to be made (for 
example, deposit, furnishing charge); 

• A copy of the agreement you propose between yourself and your lodger.  
 
 
Yours sincerely 
 
 
 
 
 
 
Housing Officer 
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APPENDIX 7  
 
Your Ref: Tenancy Reference Number 
Our Ref: Lodger Approval 1 
 
Date 
 
 
Name and Address 
 
 
 
Dear Tenant Name 
 

Request to take in a lodger 
 
I refer to your email of xxxxx requesting permission to take in a lodger. In line with your 
tenancy agreement and with our procedures, there are certain terms and conditions 
that must be met before we can make a decision as to whether your request is 
approved.   
 
The terms and conditions are: 
 

8. The Tenancy: will remain solely in your name and as the tenant you are still 
responsible for all obligations of the tenancy as per the Scottish Secure 
Tenancy (SST) agreement signed by you on XXXX. All 
contact/correspondence will be between Link Housing and you, not your 
lodger. 

 
9. The term: Permission is given initially for 6 months, thereafter you may 

request to extend this. Link will not become involved in any personal dispute 
between you and your subtenant. 

 
10. Rent: is due and payable by you (the tenant) and any arrears recovery action, 

if necessary, will be taken against you. Should your lodgers rely on Housing 
Benefit or Universal Credit, this will be between the you and the lodger. Link 
will not enter any discussions, give advice or provide information to other 
agencies on behalf of you lodger.  

 
11. Complaints/Anti-Social Behaviour: You are responsible for your lodgers 

behaviour, should there be any complaints or instances of anti-social behavior, 
contact/correspondence will be between Link Housing and you (the tenant), 
not your lodger.   
 

12. Occupancy Agreement: You must forward a copy of the agreement (we 
suggest you seek advice from a solicitor), between you and your lodger, 
clearing, clearing stating the amount of rent you intend to charge.  
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13. Lodger’s details: You must forward full details of the person(s) you wish to 
sublet to  (name, current address and date(s) of birth). 

 
14. Repairs: Repairs should continue to be reported by ourselves, not by your 

lodger.  You will be responsible for any damage caused by your lodger. 
 

    
I should be obliged if you could return the attached Form acknowledging receipt and 
understanding of the obligations of taking in a lodger and enclose the documents as 
requested. 
 
On receipt of these documents, a letter will be sent giving you permission to take in a 
lodger. Once your lodger has signed the agreement, please forward a copy for our 
records. 
 
Yours sincerely 
 
 
 
 
 
 
Housing Officer 
 
 
Enc. Lodger form   
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Taking in a lodger form 
 
8. I agree/understand that the tenancy will remain in my name only and I am 

responsible for all obligations of the tenancy as per the Scottish Secure Tenancy 
(SST) agreement signed by me on XXX. All contact/correspondence will be 
between Link Housing and myself and not my lodger. 
 

9. I agree/understand that permission will be for XX months, and I require 
permission for an extension.  At the end of this period I will either return to the 
property or terminate the tenancy.  I will not be permitted to assign the tenancy to 
my lodger at any time during or at the end of the term.  Link will not become 
involved in any personal dispute between myself and my lodger. 
 

10. I agree/understand that the rent is due and payable by me and any arrears 
recovery action, if necessary, will be taken against me.  Should my lodger be in a 
position where Housing Benefit or Universal Credit is required to be paid to cover 
rent, then this would be between myself and my subtenant. Link will not enter into 
any discussions or provide information to other agencies. 

 
11. I am aware that any income from my lodgers must be declared for tax and benefit 

purposes. 
 

12. I agree/understand that should there be any complaints or instances of anti-
social behaviour received in my absence, contact/correspondence will be 
between myself and Link. 
 

13. I attach a copy of the agreement between myself and my lodger that I intend to 
use that shows the amount of rent that I intend to charge.   
 

14. I enclose full details of the person(s) I wish to take in as a lodger (name(s), 
current address and date(s) of birth). 
 

15. I agree/understand that any repairs should be reported by myself and I am 
responsible for any damage caused by my lodger.  

 

Name  

Signed  

Date  

 
Please sign and return this form to: 
Link Housing Association 
Watling House 
Callendar Business Park 
Falkirk 
FK1 1XR 
 
Enc      Tenancy agreement 
            Details of the lodger 
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Appendix 8 
 
 
Your Ref: Tenancy Reference Number 
Our Ref: Lodger Approval 2 
 
Date 
 
 
Name and Address 
 
 
 
Dear Tenant Name 

Request to take in a lodger 
 
I refer to the above and give you permission to take in a lodger from xx to xx in line 
with the terms and condition accepted by yourself in the attached form (ATTACH A 
COPY OF THE COMPLETED FORM). 
 
Yours sincerely 
 
 
 
 
 
 
Housing Officer 
 


