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SERVICES CHARGES POLICY 
 
 
 

As with all the Association’s policies and procedures, this 
document, where required, may be translated into 
other languages and can be produced in other formats such as 
larger print. 
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1.0 INTRODUCTION 
 

As part of its responsibilities and duties, Wishaw and District Housing Association is required to ensure 
that it provides a range of services aimed at managing and maintaining its property.  This includes 
the maintenance and management of shared and common areas within buildings and/or estates. 
 
These services are provided for the wider benefit of all the residents and the Association is required to 
recover the costs from all users and beneficiaries of these services.  The obligations on residents 
are detailed in both the Scottish Secure Tenancy Agreement and in the Deed of Conditions for owner 
occupiers and sharing owners. 
 
The Service Charges Policy is intended to clarify where, when and how the Association will apply 
service charges and to put in place a framework for ensuring that the costs are recharged to residents 
in a consistent, justifiable and equitable manner. 

 
 
2.0    LEGAL FRAMEWORK 

 
In all aspects of the process of setting and charging service charges, the Association will seek to 
conform and comply with all legislation, performance standards, guidance and good practice that 
directly or indirectly affects the process. 

 
3.0    AIMS AND OBJECTIVES 
 

The primary objective of the Service Charges Policy is to provide guidance and clarification on how 
the Association will calculate and apply service charges to ensure that all residents are charged fairly 
and consistently for the additional services they receive.  

 
Additionally the policy aims to: 

 Ensure that the Association fulfils, as far as possible, the requirement to recover all costs 
associated with the provision of services not covered by the rental charge 

 Demonstrate the Association’s commitment to applying service charges that represent good 
value for money 

 Ensure that service charges are based on actual costs and are, as far as possible, affordable 

 Demonstrate that the Association can be held accountable for the costs recharged 

 Ensure that the Association meets all legal and regulatory requirements and good practice 

 Ensure that residents are provided with sufficient information on the setting and levying of the 
service charges applicable to their own building and/or area 

 Ensure that all residents in a building and/or estate, regardless of tenure, contribute to the 
costs of providing services that they benefit from 
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4.0    DEFINITION OF A SERVICE CHARGE 
 

A service charge is the amount recharged to residents for housing related services that are not 
covered by the rent charge but are; 

 Required to keep common areas and open spaces safe  

 Necessary for the good management of buildings and/or estates 

 Legal requirements 

 Considered good housing management practice 

 Requested by residents 
 
Individual building and/or estates will require different additional services and not every service will 
be provided to every resident.  The Association will therefore endeavour to provide appropriate 
services to meet the needs of residents in defined blocks and/or areas. 
 
Examples of the range of services that may be provided and recovered through the service 
charges are; 

 The landscape maintenance of open areas, common grassed areas and shrub beds 

 Cleaning of internal common areas (e.g. shared stairwells) 

 Electricity consumption in the provision of communal lighting (e.g. back courts, internal 
stairwells, door entry systems etc) 

 Warden or concierge  

 Maintaining play areas 

 
 
5.0   SETTING SERVICE CHARGES 
 

Service charges will normally be reviewed and set annually and will be implemented at the same 
time as the rent increases. 
 
Service charges will be based on the actual costs charged to the Association for the provision of 
the services and no profit will be made by the Association. 
 
As far as possible the Association will endeavour to ensure that costs are kept as low as possible 
and, at all times, will have regard to affordability.  

 
5.1 Direct Provision 
 

Where the Association provides services directly, for example landscaping, it will normally 
invite contractors on the Association’s approved list to tender for the contract.  However, 
where the service is of a specialist nature or where there is an extremely limited selection 
of suitable contractors, the Association may offer the contract to a contractor of its choice.  
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The selection of contractor for any service will be based on value for money and the 
contractor’s ability to provide the service to the specified standard but at all times will be 
carried out in line with the Association’s policies and procedures. 

 
5.2 External Provision 

 
Where services are provided by a third party, for example electricity supply for back court 
lighting etc, part of the service charge for the coming year may be estimated.  This is because 
these costs are charged by the suppliers retrospectively but have to be set for the coming 
year prior to all the bills for the previous period being received. 
 
Any surplus or deficit will be taken into account when setting charges for the following year. 

 
5.3 Levelling out of Charges 

 
The Association will, as far as possible, endeavour to avoid large fluctuation in the annual 
service charges by securing longer term contracts that will allow costs to be set for periods 
such as three or five years. 

  
5.4 Apportionment 
 

The costs of providing services will not normally be pooled across all of the Association’s 
stock.  Rather, charges will be identified separately and only recharged to those residents 
in actual receipt of each service or as detailed in the appropriate Deeds of Conditions. 

 
Every resident that receives and/or benefits from the provision of a service will be expected to 
contribute to the costs and costs will therefore be split evenly between every resident in the 
block and/or estate, regardless of tenure. 

 
 
6.0   NOTIFICATION OF SERVICE CHARGES 
 

6.1 Tenancy Agreement 
 

The Scottish Secure Tenancy Agreement requires the Association to note what services 
and service charges are applicable to that tenancy.  Changes to either the actual services 
provided or to the annual costs will be notified in writing. 

 
6.2 Schedule of Services and Costs 

 
Tenants and sharing owners will be issued with a detailed breakdown of the services that 
will be provided in their building and/or estate during the next financial year along with a 
breakdown of costs.  This schedule of service and costs will be issued along with their annual 
rent review notification letter which is issued no later than the end of February each year. 
 
Owner occupiers will be issued with the schedule of services and costs as part of their 
annual factoring accounts. 
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7.0    REVIEW OF CHARGES 
 

It is expected that service charges will only be reviewed once a year for all residents.  This will 
include charges for tenants whose rents are set by the rent officer unless the rent officer registers 
the service charges as non-variable. 
 
In exceptional circumstances where there is an amendment to the charges at any time other than 
at the annual review, residents will be given 4 weeks notice before any changes are implemented. 

 
 
8.0    RECOVERY OF SERVICE CHARGES 
 

The obligation to pay the service charge is conferred on tenants as part of the Scottish Secure 
Tenancy agreement and on owners and sharing owners through their title deeds.  Non payment of 
service charges will be deemed a breach of these contracts and any arrears accrued will be pursued 
in line with the Association’s polices and procedures. 

 
 
9.0    REVIEW OF SERVICES 
 

The Association will regularly review the services it provides to ensure that they remain appropriate 
to each individual building and/or estate and that the Association continues to meet all health and 
safety regulations. 
 
Residents may, at any time, seek additional services in their building and/or estate but these will 
only be provided after consultation and with the consent of every affected resident.  

 
 
10.0 APPEALS AND COMPLAINTS 

 
Any appeals or complaints in relation to the setting or charging of service charges will be dealt with 
in line with either the Association’s Appeals procedures or its Complaints procedures as appropriate. 
 
A copy of both the Complaint and Appeals procedures will be made available from the office on 
request. 

 
 
11.0 EQUAL OPPORTUNITIES 
 

Wishaw and District Housing Association is committed to Equal Opportunities and will endeavour to 
ensure that all functions connected to process of setting and charging service charges are carried out 
in a fair and undiscriminating manner in line with both the Service Charges Policy and the Equal 
Opportunities Policy. 
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To ensure that the Association’s service charges setting and review procedures are understood 
by all affected parties and that everyone concerned has access to the relevant information and advice, 
translation and interpretation services will be provided where required and, where appropriate, 
information will be made available in other formats including tape, Braille and large print.  These 
services will be provided in line with the Association’s Translating and Interpreting Policy. 
 

 
12.0 CONSULTATION 
 

The Association will seek to carry out a consultation exercise on any proposed review and/or  
amendment to the Services Charges Policy and, where appropriate, will seek comments and views 
from interested and affected parties. 

 
Affected tenants and sharing owners will also be consulted on any review of the service charges. 

 
All appropriate and relevant comments and views formally expressed and submitted to the Association 
as part of the consultation exercise will be considered by the Board of Directors. 

 
However, in order to allow the Association to provide as high a standard of service as possible the 
proposed reviewed and/or amended policy may be implemented as an interim policy during the 
consultation period. 

 
 
13.0 REVIEW OF THE POLICY 
 

The full Services Charges Policy will be reviewed by the Association’s at least once every three years.  
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