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1.

YOUR LEASE EXPLAINED

Your solicitors will have given you a copy of your lease to
review and keep when you purchased your new home.
Your lease is an important legal document and you
should keep it in a safe place.
A lease is an agreement where a landlord (or lessor) allows a tenant
(or lessee) to have exclusive use of premises (for example a flat or
maisonette) for a defined length of time in return for rent.
Each lease is bespoke to a specific property. In the lease that applies to
your home, you are the ‘lessee’ and we (Aster Group) are the lessor.
Your lease sets out what your rights and responsibilities are as well as
explaining what responsibilities we must adhere to as your landlord.
YOUR LEASE WILL ALSO INCLUDE:
a) Your rights over other parts of the building and communal areas.
These may include rights of access over common parts, rights to use
services which pass through the rest of the building and the rights of
entry to other parts of the building
b) Your obligations to us and other tenants. These obligations or
‘covenants’ can vary in number from just a few to more than 30
c) Our obligations to you. Depending on the principles on which the
lease is based, this may include a responsibility to repair the main
structure of the building and to insure the building
d) Specific arrangements with regard to service charge such as when
this should be paid and the kind of things it can include
e) A series of general declarations and agreements.
The structure and general layout of leases can vary considerably but they
should all deal with the matters referred to above.
If you do not have your lease a copy can be provided but there is a charge
for this.
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FREQUENTLY ASKED QUESTIONS
ABOUT YOUR LEASE:

CAN I KEEP A PET?
Not all leases allow for pets. If you want to have a pet you must contact
us first to request permission. We will check the terms of your lease and if
permission is granted you will be responsible for your pet and for making
sure it does not cause a nuisance. Permission can be withdrawn which could
mean you have to rehome your pet.
DO I HAVE RESERVED PARKING?
Your lease will detail any parking space that is part of your property or
a space that you have the right to use. Many leases do not allow for the
parking of commercial vehicles or caravans.
CAN I SUBLET?
This will depend on what it says in your lease. Shared ownership leases do
not allow subletting. Please see FACTSHEET 7. SELLING OR SUBLETTING
YOUR HOME
WHAT IF MY CIRCUMSTANCES CHANGE?
Your lease is a legal document. Sometimes your circumstances may change
and you will need to notify us of these changes. There can be a difference
in legal requirements between those of a shared owner and a leaseholder.
Your homeownership officer will be happy to discuss these with you.
MARRIAGE: We will need to see a copy of the marriage certificate to update
your name. If you wish your partner to have responsibility for the lease and
mortgage you will need to consult a solicitor. If you would like your partner
to be able to deal with your account or repairs in your absence you can
request a data sharing permissions form from us.
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YOUR LEASE EXPLAINED

SEPARATION: We can log this information for you. You will need a
correspondence address and contact information for the partner who has
left. Until their name is legally removed from the lease they will continue to
be responsible for any financial liabilities and anti-social behaviour issues at
the property.
A Notice of a Change of Title to add or remove a person will need to be
completed via your solicitor.
NAME CHANGE: You will need to supply a copy of the deed poll.
DEATH: We will need a copy of the death certificate. We need to establish
the type of lease held (sole, joint, tenants in common) and therefore may
need to ask questions. We understand this is a very difficult time but to make
sure we meet the legal requirements we do have to be sure we have the
right information from you.
REMORTGAGE: If the remortgage relates to a leasehold property we need a
Notice of Mortgage prepared by your solicitor.
These are just some of the changes you will need to tell us about. If in doubt
please contact your homeownership officer who will be able to advise you.
CAN I EXTEND MY LEASE?
You may have the right to extend your lease. This means that you can pay
to increase the length of term your lease runs for. For example if you have
70 years remaining on your lease you may want to increase it. Typically the
longer the term of the lease, the higher the value of your home. There is a
legal process you must follow and there will be a charge for extending your
lease, you will also need to get advice from a solicitor.
For more details on the process please contact your home ownership officer.
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FREQUENTLY ASKED QUESTIONS
ABOUT YOUR LEASE:

CAN I BUY THE FREEHOLD OF THE BLOCK?
If you live in a flat you and the other leaseholders in your block may have
the right to buy the freehold (the actual building) of the block as a group.
This is known as collective enfranchisement.
To qualify you, and the building your flat is in must meet all of the
following conditions:
• The block must have two or more flats in it
• No more than 25% of the floor area inside the building must be used
for non-residential purposes e.g. as a shop or office
• At least two thirds of the flats in the block must be owned by
leaseholders
• At least half of the leaseholders must want to buy the freehold.
These details are a rough guide only. Please take legal advice if you and
the other leaseholders in your block are interested in purchasing the
freehold.
CAN THE LEASE BE CHANGED?
It is possible for some conditions of the lease to be changed. This is
called varying the lease. One reason for doing this would be to bring
different leases for properties in the same building into line. You will
need to pay legal and administrative fees to get this done.
For more details on the process please contact your home ownership
officer. If you decide to go ahead you will need to get advice from a
solicitor.
WHAT HAPPENS IF YOU BREAK A CONDITION OF YOUR LEASE?
If you break a condition of your lease we can take action against you.
This can include action through the courts. In some situations we can ask
the courts to make an order for forfeiture which means your lease could
be terminated and you would lose your home.

www.aster.co.uk
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A GUIDE TO
SERVICE CHARGES

A service charge is a payment made by a leaseholder or
tenant towards the costs of providing services such as
repairs, maintenance, insurance and management costs.
Your charges will vary according to the services you receive. Our leaseholders
pay a variable service charge which means that each year we will give you
an estimate of what we think the cost will be for providing these services.
At the end of the year we work out the actual costs and send you a
statement showing how this compares to the previous estimate. If the
amount is higher than the estimate we will either carry this forward so
that it is paid with future charges or ask you to pay the difference at
the time. This will depend on your lease. If it is lower we will carry
this forward and take off the charge for the following year or
refund you depending on the terms of your lease.
Generally, we will charge you for each financial year from 1st April but this
will be confirmed in your lease. We will let you know the estimated charge
for the year ahead at least one month before the charge changes and will
send you a statement six months after the end of each financial year, letting
you know how much we have spent on services provided to you.
In some cases a management company may provide services. Where this
happens we generally pay their invoice and then pass this cost on to you.
This might be called ‘Third Party Service Charge Managing Agent Fee’ or
‘estate management cost’. Your lease will give you more information about any
management companies who are involved in providing services where you live.
If you think you are paying an unreasonable amount for your service charge
you have the right to challenge this. In the first instance please speak to
you home ownership officer to discuss your concerns.
You can ask us for copies of accounts, receipts and other supporting evidence
which relate to the collection and administration of the service charge account
for your home. We may make a reasonable charge for this service.
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If a leaseholder is going to be charged more than £100 per year for an
individual service contract such as grounds maintenance, we will carry
out a Section 20 consultation with all affected leaseholders. This is a
legal requirement. For more information on Section 20 click here
Below are some examples of what we include in your service charge.
If you would like to know more, please contact the service charge team
on 0333 400 8231 or email servicecharges@aster.co.uk.

YOUR SERVICE CHARGES COULD INCLUDE:
BUILDINGS INSURANCE
• Under the terms of your lease we are generally responsible for insuring
the building. If you would like a copy of the summary of cover or need
to make a claim then contact your home ownership officer.
See FACTSHEET 3. INSURANCE
CYCLICAL MAINTENANCE AND MAJOR WORKS
• Work scheduled on a rolling programme, such as painting the outside
of a building and re-roofing. We will consult with you before any work
of this type is undertaken.
See FACTSHEET 5. MAJOR WORKS AND SECTION 20 - CONSULTATION
ELECTRICAL MAINTENANCE
• Maintenance of electrical light fittings in internal and external shared
areas. Any work needed will be done and paid for as a repair
•

Testing of appliances that are plugged into the sockets in shared areas.
These tests are required by law once a year.
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EQUIPMENT MAINTENANCE
• Servicing and repair of any CCTV system. This can also cover any repairs
carried out during the year
•

Repair and maintenance of door entry systems

•

Repair, replacement and servicing of communal fire extinguishers

•

Annual servicing, regular testing and maintenance of communal fire alarm
systems to ensure compliance with regulations. This can also incorporate
dry risers, automatic opening vents and emergency lights

•

Servicing and repair of car park areas with security gates

•

Monitoring of any communal hardwired alarm/call system. This can
also cover any lifelines or alarm support.

GENERAL CLEANING
• Cleaning of internal communal areas. This may be provided by our
in-house teams or an external company
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•

Depending on the contract in place this may include cleaning
communal windows

•

There may be a reactive charge for litter picking in shared areas such
as bin stores or car parks, investigating / removing minor refuse, and
carrying out minor repair works. This is an estate charge, and therefore
is applicable to houses as well as flats

•

Gutters unblocked and cleaned and leaves removed from roof gullies
to help drainage

•

Cleaning materials

•

Provision of an external company to deal with any pest problems in
communal areas.

YOUR SERVICE CHARGES COULD INCLUDE:

GROUNDS MAINTENANCE
• Cutting grass and looking after other garden / estate shared
areas maintained by us or an external company. This can also
include any hard standing areas such as car parks or garage
areas. Charges may relate to the wider estate not just the area
immediately surrounding your property. This charge can be
applicable for both houses /bungalows and flats
•

Grounds maintenance outside the regular contract

•

Tree maintenance work.

MANAGEMENT COSTS
• Preparation and sending out your service charges. It also
includes the work involved in collecting information to show
your itemised charges.
REPAIRS
• Repairs to the structure of your building, the shared areas in
and around your flat, or any private roads.
SERVICE CONTRACTS
• Annual servicing and minor repairs of equipment supplied to
communal areas
•

Engineer attendance within 24 hours of a problem in a lift
being reported. This also covers servicing carried out during
the year

•

Servicing and repair of any specialist equipment within your
estate. More information on these can be supplied on request

•

Servicing and repairing communal aerial systems

•

Servicing and repair of any playground equipment on the estate.
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YOUR SERVICE CHARGES COULD INCLUDE:

SEWERAGE/ENVIRONMENTAL CHARGE
• Dealing with waste water if your property isn’t linked to the public
sewer system.
SINKING FUND
• Payment into a sinking fund. Your lease will explain whether or not you
need to pay into a sinking fund and what it can be used for. Generally
this is used to collect money that can be used for planned works over
the coming years. We will aim to maintain the sinking fund at a level
that will meet the cost of the works however if the level in the fund
is not sufficient to cover the cost leaseholders will be charged
the difference.
UTILITIES
• Heating and electricity in communal areas. Normally in
stairwells and entrance ways in flats, but can also include
external lighting such as in car parks, certain bin stores
or street lighting. This charge isn’t just applicable for flats
and can be passed onto houses and bungalows too.

WATER
Standing charges and amount of water used for any communal supply. This can also
serve bike stores or bin stores and isn’t just applicable for blocks of flats

•
•

Testing the water supply for Legionnaire’s disease. This is a legal requirement and keeps
communal water supplies safe.

This is not an exhaustive list and you may have other charges. If you have any queries about the
services you are receiving you can contact your home ownership officer or the service charge
team on 0333 400 8231 or email servicecharges@aster.co.uk for more information.

5

www.aster.co.uk

FACTSHEET

3.

INSURANCE

You are responsible for putting your own contents insurance
in place.
We are responsible for arranging buildings insurance and will charge you a fee
for the cost of this through your service charge.

YOUR BUILDINGS INSURANCE COVERS THE STRUCTURE OF
YOUR HOME INCLUDING:
•

Walls

•

Roofs

•

Communal areas

If you make a claim you will probably be asked to pay an excess charge.
The home ownership team can advise you how to make a claim.
In most instances we insure the structure of your building with
Zurich Municipal. Please ask your home ownership officer if you
would like a copy of the things it covers.

If there is a Managing Agent for your property they may provide this insurance
so please check with them for confirmation. If you are unsure who insures your
property please contact us.
If with our permission, you sublet your property we recommend you take out landlord
insurance. Please see FACTSHEET 7. SELLING OR SUBLETTING YOUR HOME

THIS INSURANCE PROTECTS THESE PARTS OF YOUR HOME
AGAINST DAMAGE CAUSED BY:
•

Fire

•

Flooding

•

Criminal damage

•

Subsidence

YOUR BUILDINGS INSURANCE DOES NOT COVER:
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•

Your day to day home repairs and maintenance

•

Deterioration

•

Wear and tear.

www.aster.co.uk
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You are responsible for all repairs and day to day
maintenance of your home.
IF YOU LIVE IN A FLAT WE ARE RESPONSIBLE FOR REPAIRS AND
MAINTENANCE TO COMMUNAL AREAS SUCH AS:
• Corridors
• Stairways
• Communal entrances
• TV aerials
• Lifts
• Roofs
• Gutters
We will arrange and carry out the work but you are responsible
for paying your share of the cost either through your service
charge or through a one-off payment depending on the
terms of your lease.
The table opposite shows some typical repairs that may
be required within a block of flats.

HAVING WORK DONE IN YOUR HOME?

TYPE OF REPAIR
Stopcocks in your block or building
Stopcocks in your flat
Burst or leaking pipes up to and including the main stopcocks
Burst or leaking pipes beyond the main stopcock
Communal water storage tanks
Water storage tanks in your flat
Bath, sink, basin, taps, WC and waste pipes traps
Clearing of a blockage to the main soil stack, rain water pipes
and gutters
Windows in shared areas
Windows in flats
Doors in shared areas
Front door to your flat
Electricity supply in shared areas (including internal and
external lighting, rewiring, door entry systems)
Electricity supply inside your flat
Roof
External walls
Plaster in shared areas
Plaster in your flat

OUR

RESPONSIBILITY

YOUR

RESPONSIBILITY

DEPENDS ON LEASE
DEPENDS ON LEASE

Decorating shared areas

IF YOU NEED TO REPORT A REPAIR, PLEASE CALL: 0333 400 8222
Please be aware you are responsible for ensuring that any gas appliances
in your property are regularly serviced and are working safely.
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Decorating inside your flat
Maintaining external shared gardens and roads
(if not a public highway)
Maintaining private gardens
TV aerials - shared system
TV aerials to your flat only
Buildings insurance
Contents insurance

www.aster.co.uk
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MAJOR WORKS AND
SECTION 20

These are works that we carry out as part of our planned
programme. This type of work includes external redecoration.
We will let you know what scheduled works are due to take place to your
property each year. This is usually done as part of your service charge
information.
We carry out regular maintenance but all buildings require major works
during their life. ‘Major works’ is the term we use to describe large-scale
building projects that are carried out to keep your property in good
condition. The works are carried out as part of an on-going
maintenance programme.
THIS CAN INCLUDE:
•

Roof replacement

•

Repointing

•

Installing new facilities - such as door entry phones

We will let you know what major works we intend to carry
out to your property each year, but sometimes these
works are unexpected and we may have to carry
them out more quickly.

HOW ARE MAJOR WORKS PAID FOR?

Your lease will provide information about this. There may be a
sinking fund that can be used or the cost may be invoiced to
leaseholders when the works are completed, or you may pay for
the costs via your service charge.
Major works vary in cost, but we will always make sure you know
how much is being spent. If you are concerned about meeting
the cost of major works to your property you should discuss this
with the home ownership team. Cases of financial hardship are
considered on an individual basis.
If any leaseholder will need to contribute more than £250 for a
major works item we are required by law to start a consultation
process with all affected leaseholders which is known as a
‘Section 20’ consultation. This is drawn from the Landlord &
Tenant Act 1985 and because the Act stipulates the procedure
and the language we use the communications can often seem
very formal and legal.
For more information on Section 20 consultations
https://www.aster.co.uk/existing-customers/manage-my-home/
i-own-my-home/section-20.
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CARRYING OUT
IMPROVEMENTS AND
ALTERATIONS

If you would like to carry out improvements or alterations to
your property, your lease will advise you of what permission
you must obtain from us before proceeding.
A formal request in writing should be submitted detailing the work you are
proposing. If your proposal is reasonable we will grant permission on the
condition that the work is carried out at your own expense by a competent
builder. You may also need to contact the local authority in case planning
consent is required by them.

FRONT DOORS
If you want to replace your front door you must speak to us first.
In some cases the lease may specify the style and colour of your
door. Doors that open into communal areas have to meet fire
regulations and it is important that you check this with us before
changing your door. Changing the letter box or putting in a cat
flap can also affect fire safety so please talk to us first.

We do charge an administration fee for dealing with any alteration
and permission requests. Please contact the home ownership
team for further details.
It may be necessary for one or our surveyors to come and
inspect the property before you start work and again when
works are completed. We have to be sure that any works
do not adversely affect the communal areas or breach
any fire safety or health and safety regulations.
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SELLING
When you sell your leasehold property you will be
required to provide information to the purchaser.
This will be part of the seller’s information pack. This is also called
an LPE1 form. This pack is normally requested by your solicitor.

We will provide the information for your solicitor, however there is a
charge for this service. The information will usually include details
on the expiry date of the lease, service charges, insurance, major
works and any disputes.
We will provide details of how much the service charge is and how
much has been paid to date and any outstanding amounts that
need to be paid before completion of the purchase. We do not
get involved in how you agree with your buyer to settle the
outstanding charges. Please note there may be money owed
for the previous year that has not yet been invoiced.
If major works have taken place at your property around
the time you are selling or are due to take place shortly
after the sale it is likely that the final cost of the works
will not be known when your sale completes. In this
case the solicitor acting for your purchaser will
probably negotiate with your solicitors for a
‘retention of funds’.
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This means that when the sale completes and the money is transferred
the final sum will be less the amount being retained to cover the
anticipated cost of the works. The amount will have been agreed by
both you and your purchaser and will be based on the most accurate
estimate we are able to provide. When the works are completed and the
service charge accounts have been finalised the solicitor will release the
funds to meet the cost.
The solicitor acting on behalf of the buyer should notify us
and provide a copy of the assignment once the sale is
completed. It’s at this stage that our records are updated
and your account will be closed with us.
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SUBLETTING
If you are a leaseholder and you would like to rent your
home to someone else, this is called subletting.
You are required to obtain consent from us before proceeding with any
sublet arrangement.

In most cases, and provided that the lease permits subletting, consent
will be given. If your lease does not allow you to sublet we will not
be able to grant you permission. If you sublet your property
without permission we may take legal action.
A FORMAL REQUEST IN WRITING SHOULD BE SUBMITTED AND
YOU WILL BE REQUIRED TO SUPPLY THE FOLLOWING:
•

Your correspondence address and details of an
emergency contact

•

A copy of an Assured Shorthold Tenancy Agreement
which will be for a minimum of 6 months

•

The name and contact details of any Managing Agent

•

Confirmation of permission from your mortgage
company and insurer (if applicable).

Please be aware that if you are subletting your property,
you assume landlord duties and must carry out any
related legal responsibilities such as ensuring that all
gas appliances are serviced regularly and have an
up to date Gas Safety Certificate. We recommend
you take out landlords insurance.
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You will continue to be responsible for paying service charges and for making sure your tenant meets
the requirements of the lease.
We do charge an administration fee for dealing with any request for permission to sublet.
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