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1. Aims

The home alterations policy aims to:

e Support customers to alter or improve their homes in line with the terms
of their tenancy or lease.

e Ensure alterations are appropriate, safe, compliant, and maintained for
the life of the installation.

e Ensure all alterations comply with statutory requirements (e.g. planning
permission, building regulations, listed building status, conservation area
rules).

e Minimise adverse impacts on neighbours and ensure alterations do not
cause nuisance or affect others’ enjoyment of their homes.

e Minimise costs and risks to Cottsway, including potential liabilities for
unsafe installations, removal, or reinstatement at the end of tenancy.

e Treat all applications fairly, consistently, and transparently, taking
relevant individual circumstances into account. Where a request
relates to disability or impairment, Cottsway will manage it under
the Aids and Adaptations Policy.

e Manage historic alterations in a fair and proportionate way, recognising
that past processes and record-keeping may not meet current standards.

2. Context
Cottsway’s tenancy and leasehold agreements require customers to obtain

written Landlord’s Permission before carrying out alterations or improvements.
Many minor works are permitted subject to conditions.
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Major structural alterations or changes to room layouts are not normally
permitted, particularly in fully managed/maintained properties, for reasons
including:

Portfolio management: Extensions or room reconfigurations impact the
balance of the housing stock relative to local needs.

Design intent: Altering room sizes or layouts can create poorly
functioning or non-compliant living arrangements.

Regulatory risks: Subdividing rooms typically breaches building
regulations for fire safety, ventilation, and minimum room sizes.
Liability: Any structural alteration becomes a long-term landlord
responsibility, including defects, repairs, and compliance.

Construction risk: Cottsway does not accept risks arising from building
work such as poor workmanship, non-compliance, unsafe methods, or
incomplete works.

Reinstatement challenges: While tenants can be required to reinstate
alterations at end of tenancy, recovering costs for large reinstatement
projects is often difficult.

Compensation: Structural additions may be eligible for statutory
compensation, which Cottsway does not wish to incur without necessity.
Rent and tax changes: Altering bedroom numbers can affect rent levels
and may require notification to local authorities for Council Tax
assessment.

Maintenance access: Extensions or attached structures may obstruct
access for repairs and increase maintenance costs.

Impact on performance: Structural changes can affect the building
fabric, thermal performance, damp/mould risk and SAP rating.

Alterations related to disability or impairment will normally be managed under
the Aids and Adaptations Policy.

3. Implementation

Cottsway will consider each application on a case-by-case basis. As part of the
initial assessment, Customer Services will check whether the customer has any
rent arrears. Application will not be processed where arrears exist, except for
requests relating to internet installations. Applications from customers on a
starter tenancy will not be considered until they have progressed to a full
assured tenancy.

The following permission requests are likely to be approved:
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Internal Decoration

Fencing, like-for-like

Additional kitchen units or minor changes to existing units or worksurfaces
Shower installation - if compliant with regulations and certificated

Hard flooring in houses

Electrical fittings - if certified

EV charging points - to houses with driveways, carports, parking spaces
directly to front/side/rear of property

Broadband Installations



Dishwashers
External Tap *
Patios

Sheds

Satellite Dishes

* Please note: External Taps cannot be installed at Blocks of Flats due to the risk of
Legionella

Cottsway will not generally provide permission for requests listed below:
¢ Extensions

Loft Conversions

Subdividing rooms

Removing structural walls

Hot tubs requiring plumbing/electrics

Wood-burning stoves (unless exceptional cases)

Large garden rooms, particularly those intended for sleeping rooms

Removal of internal doors

Reopening fireplaces

Cat flaps

Customers must meet all costs associated with their alterations, including
installation, permissions, maintenance, repair, and reinstatement when required.
Safety and compliance requirements associated with the alteration must be
provided to Cottsway before or following installation, these include, but not
limited to:

Gas Safe / NICEIC certification

Fire door certification

FENSA certification

Proof of planning permission approval and/or building regulation
approval/sign off

Cottsway will maintain records of all permitted alterations and any conditions
attached.

Where Cottsway grants permission for a fixture or installation (e.g. gas
appliances), Cottsway will meet its landlord-level safety obligations and recharge
costs to the customer where appropriate.

4. Timescales

Cottsway will respond to all permission requests within the following timescales:
e Acknowledge receipt within five working days

e If we require any further information, we will contact you to request it.
Timescales for our response will only start once all required information has
been received.

e Provide a decision within 20 working days (complex cases may take
longer, but we will provide timescales for this in such cases)

5. Refusals
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If Cottsway refuse permission for an alteration, the customer may appeal the
decision. This should be communicated to Cottsway within five working days of
receipt of the decision. Cottsway will ensure a review of the appeal is carried
out and responded to within 20 working days of receipt.

6. Ending your tenancy

At the end of tenancy, if a customer has fully replaced a component (such as a
kitchen, bathroom, or external door) to Cottsway’s standards and with
permission, Cottsway will assess whether statutory compensation is due.

Unless permission states otherwise, tenants must remove and make any good
tenant-installed features prior to the end of their tenancy.

Where reinstatement is required at the end of tenancy, this should normally be
completed by the outgoing tenant. If Cottsway undertakes the work, costs will
be recharged.

7. Failure to comply

If a customer fails to comply with conditions attached to permission, Cottsway
may require remedial work, enforce compliance, or require removal of the
installation.

If Cottsway identifies unauthorised alterations, it will seek retrospective
permission where appropriate or require removal. Immediate removal will only
be required where a safety or legal risk exists.

Permission is valid for 12 months from the date of approval. If the works have
not been completed within this time frame, permission will lapse and a new
application will be required.

8. Equality, Diversity, and Inclusion

Cottsway will treat all customers with fairness and respect. We recognise that
we have an ethical and a legal duty to advance equality of opportunity and
prevent discrimination on the grounds of age, sex and sexual orientation,
disability, race, religion or belief, gender reassignment, pregnancy and
maternity, marriage, and civil partnership.

We will aim to ensure that the individual needs of our customers are met in
implementing this policy by having due regard to the Equality Act 2010.

9. Review
Cottsway’s Home Alteration Policy will be reviewed every three years or sooner,

subject to any changes in regulation and/or recommendations by
Board/Committee’s and the business which may trigger an earlier review.

4 of 4



List of changes

Date Change

02 Feb 2022 Rewrite

Added more info on generally approved and not
approved alterations.

30 Sept 2025 Added more info on what certification and
documentation may be required.

Added review section.

Process review and added more items for approval.
27 July 2026
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