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Synopsis: 

This scrutiny was proposed at the Tenant Scrutiny Panel meeting with council officers on 27 June 2024 as a 

suitable subject for a first scrutiny project. The council writes letters to tenants when it is necessary to 

undertake inspections of the tenant’s home. Jean and Sheena examined three template letters and 

presented their findings at the Tenant Scrutiny Panel meeting on 5 September 2024 with suggested revised 

wording. The template letters were considered to be bureaucratic, may be perceived as hostile and 

perhaps confusing as the nature of the inspection (e.g. gas safety) may not be included. These letters and 

the revised wording are presented in Annex 1. Subsequent work has considered more general comments 

on the process and making recommendations on inspection visit correspondence. 

There is no council procedure covering the correspondence for an inspection visit. There is no information 

on council tenants’ rights and landlord inspections but there is a page on private let tenants’ rights and 

landlord inspections. It may not be clear to tenants where to find information on this. 

The following is a summary of the recommendations of the Tenant Scrutiny Panel 

1. Create a simple procedure document for correspondence for all inspection visits. Define the 

minimum notice period for a non-emergency inspection and include all document templates. 

2. Create an information sheet, to be sent with all letters regarding an inspection, containing a list of 

all the types of inspection with a simple description of what each inspection entails. After this list, a 

statement of the council’s needs to carry out inspections and a reference to the relevant section of 
the tenancy agreement. At the end of this list, a statement of action the council may take if the 

tenant fails to accommodate a request for an inspection. This information sheet should be included 

in the procedure. 

3. Explicitly identify the nature of the planned inspection with reference to the information sheet. 

4. Provide a named contact for the tenant to discuss the inspection or to change the time/date of the 

inspection. 

5. Identify the contractor or name(s) of council officer to carry out inspection 



             

           

              

 

       

  

    

       

     

             

         

          

  

        

        

          

           

  
 

      

  

   

 
  

 
  

           

          

          

   
          

 

        

  

          

      

1  Introduction  
At the tenant scrutiny Tenant Scrutiny Panel meeting on 27 June 2024 an informal discussion on what 

would be a manageable first scrutiny task. It was suggested that the letters sent to tenants regarding a 

(compulsory) home inspection would be not too complicated and would allow for a successful first tenant 

scrutiny task. 

The council has a number of (Word) templates for correspondence with tenant and three templates were 

provided: 

1) Letter requesting access for a tenancy safety inspection (e.g. gas inspection); 

2) Second letter (after tenant failed to allow access); 

3) Letter requesting access for a new (secure) tenancy inspection. 

Jean and Sheena met and reviewed the letters and found issues with the tone of the letters and the 

wording. Their marked-up letters and proposed alternative wordings were presented at the Tenant Scrutiny 

Panel meeting with council officers on 5 September 2024. In discussion, it became clear that further issues 

may exist. 

Lois Hodgkins suggested that a report be prepared to identify all issues with these letters. Linda Rawlings 

volunteered to help Jean and Sheena prepare a report. 

2  Scrutiny of Template Letters  
Jean and Sheena made a number of hand written comments on the template letters and prepared an 

alternative text for each of the template. These documents are presented in Annex 1. 

2.1 Templates 
Template 1 comments (annotations): 

1. Is it from council or a contractor? 

2. Safety inspection? 

3. Layout changes 

Template 2 comments (annotations): 
4. Who called? 

Template 3 comments (annotations): 
5. Rephrasing 

3  Further issues  
Discussion at the Tenant Scrutiny Panel meeting on 5 September 2024 added further items: 

6. Could be one of several inspections as listed in section 4.8 quoted, not just safety 

4  Is it necessary to quote the section from the tenancy agreement in the letter?  
7. The letters may be seen as officious and may not help the tenant understand what is happening 

Further scrutiny identified: 
8. The object of the inspection should be explicitly stated to describe the contents of letters and 

timescales 

9. There should be a procedure for demanding inspections identifying a single point of contact within 

the council 

10. There should be information for tenants on inspections – this could be a sheet provided with any 

letter and a page on the council’s web site 



     

        

       

          

        

      

          

           

        

          

        

 

      

 

 

  

5  Recommendations  
These recommendations are best practise. 

6. Create a simple procedure document for correspondence for all inspection visits. Define the 

minimum notice period for a non-emergency inspection and include all document templates. 

7. Create an information sheet, to be sent with all letters regarding an inspection, containing a list of 

all the types of inspection with a simple description of what each inspection entails. After this list, a 

statement of the council’s needs to carry out inspections and a reference to the relevant section of 
the tenancy agreement. At the end of this list, a statement of action the council may take if the 

tenant fails to accommodate a request for an inspection. This information sheet should be included 

on the council’s web site and in the procedure. 

8. Explicitly identify the nature of the planned inspection with reference to the information sheet. 

9. Provide a named contact for the tenant to discuss the inspection or to change the time/date of the 

inspection. 

10. Identify the contractor or name(s) of council officer to carry out inspection 
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