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What to 
do when a
tenant dies
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An easy-to-follow guide for dealing with a deceased relative’s or

friend’s tenancy

When a family member or close friend passes away dealing with their affairs,

such as ending their tenancy, can often seem difficult and complicated.

This leaflet eases the process for you and takes some of the weight off 

your mind.

Who should I contact first?

You should contact your area housing office to let us know the tenant 

has passed away. We will need to know your name and contact details,

and whether you are allowed to act on behalf of the deceased.

What shall I do if my partner has died but I will remain in the property?

If the tenancy is only in your name and your partner has died, the tenancy

details will not need to be changed. If you are a joint tenant and your partner

has died then you should contact your area housing office so we can make

arrangements to put the tenancy into your name only. If you are not a joint

tenant you need to contact your area housing office to arrange for the

tenancy to be assigned to you, if applicable. 

In all cases, if you are in receipt of housing benefit you should contact the

Housing Benefit Department on 0115 915 4944 to explain the change in 

your circumstances.

A family member or friend has died – what should I do?

If you lived with them, you need to tell your area housing office immediately.

If they lived alone you need to complete a notice to quit, giving four

weeks’ notice to vacate the property. Nottingham City Homes normally

requires four weeks’ notice to end a tenancy. Under these circumstances

the tenancy may be terminated within the four-week notice period,

provided the keys are handed in according to our requirements.

All benefit entitlement will end immediately upon death. The full rent due 

will be chargeable from the date Housing Benefit ends until the keys are
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handed in, which must be no longer than four weeks. Please note that all

tenancies end on a Sunday and we will need to see a copy of the death

certificate to validate the ending of the tenancy. 

What must be done if there is any rent outstanding?

We need to be informed of who is dealing with the deceased’s affairs.

After the keys have been returned, if the rent account is in credit any

monies due will be paid to the estate. If it is in arrears, we will look to

recover the arrears from the estate. Full rent will be due until the keys 

are handed in to the area housing office and the tenancy is terminated. 

Please note that one week’s rent will be charged to the tenancy after the

termination date – this is due to no rent being charged for the first week

the tenancy started. This week will need to be paid once the tenancy 

has ended.

Where/When/How do I return the keys?

Please DO NOT leave the keys in the property. Return them directly to 

us at any Nottingham City Homes housing office and you will be given a

receipt. The keys must be returned no later than 9am on the Monday after 

the tenancy end date. If it is a Bank Holiday Monday then the keys need

to be submitted by 9am on the following Wednesday. If there are any

problems with this please contact your area housing office in advance.

Please do not post keys.

Is there anybody else I need to contact?

You need to contact the Council Tax Department on 0115 915 4851. 

If housing benefit was being paid, you should contact the Housing Benefit

Department on 0115 915 4944 to explain the change of circumstances. 

You also need to contact the Post Office to redirect any mail.

If the tenant had any state benefits, you should contact the Department of

Work and Pensions and possibly the Job Centre. You also need to contact

the gas, electricity and water companies with meter readings. If you were 

a joint tenant with the deceased you should change these accounts to your

name. If applicable you also need to contact the telephone, cable and home

insurance supplier to advise them of the change in circumstances.
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What do I do if there is a pet in the property?

If there is a pet in the property and you are unable to offer it a home 

then please make sure it is given food and water and then contact the

RSPCA for advice.

What do I need to do before handing the keys in?

You need to hand back the property and garden completely empty of

furniture (if unfurnished), carpets, curtains and rubbish. If there is any

equipment that has been supplied by Social Services this will need to 

be returned. For removal of bulky waste, contact Nottingham City Council

who will remove most items free of charge. If there are any items left 

in the property or garden, we will charge for their disposal. Doors need to

be locked, windows closed and water turned off.

Tenancy succession

If you have succeeded to a tenancy, but your home is too large or has been

specially adapted, we may ask you to move into more suitable housing.

Where necessary, if you do not leave the property we may have to issue

Court proceedings between six and 12 months after you have succeeded

the tenancy. We will, however, try to reach an agreement with you first.

Your circumstances will be taken into account and we will listen to your

reasons for staying before making a decision.

Use the checklist on page five to help you keep track of what needs 

to be done

We understand this is a very difficult time and are keen to help you in any

way that we can. If you have any further questions about anything in this

leaflet please contact any area housing office or phone the Central Rents

Team on 0115 915 4920. If the property is in a sheltered housing complex

the scheme manager may also be able to help.

Funeral grants

You may be eligible for a funeral grant. For more details please contact

your local Job Centre Plus office or call 0845 608 8543. 
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1. Submit a Notice to Quit for the Rent Account (four weeks notice required)

2. Contact us to let us know that you will be the person we deal with –

0115 915 4920

3. Ensure all rent is paid up to date – including the week the keys are 

handed in

4. Contact Council Tax department – 0115 915 4851

5. Contact Housing Benefit – 0115 915 4944

6. Contact the Department of Works and Pensions (DWP)

7. Contact the electricity, gas and water suppliers with the meter readings

8. Clear and tidy the garden where necessary

9. Clean property and remove all rubbish

10. Redirect post, cancel milk and papers

11. Clear the property of all furniture (if property was unfurnished) – 

arrange removals if necessary 

12. Hand in the keys at your area housing office by 9am on the Monday

after the tenancy has ended

13. Lock doors, close windows and turn off water at mains

14. If applicable, contact the telephone, cable and insurance suppliers.

Useful contacts

Housing Benefit Department 0115 915 4944

Council Tax Department 0115 915 4944

Rents Department 0115 915 4920

DWP / Job Centre Plus 0845 608 8528

Nottingham City Council switchboard 0115 915 5555

Pension service 0845 606 0265

Nottingham City Council Waste Management 0115 915 2000

RSPCA 0300 123 4999
(24hrs – charged 

at local rate)

Checklist
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Area housing
offices
Aspley Housing Office
14 Strelley Road

Strelley

Nottingham

NG8 3AP

Tel: 0115 915 3121

Fax: 0115 915 3111

Minicom: 0115 915 3126

E-mail: aspleyoffice@

nottinghamcityhomes.org.uk

Bestwood Housing Office
Elmbridge

Bestwood Park

Nottingham 

NG5 5PF

Tel: 0115 915 3301

Fax: 0115 915 3333

Minicom: 0115 915 3407

E-mail: bestwoodoffice@

nottinghamcityhomes.org.uk

Bilborough Housing Office
95 Bracebridge Drive

Bilborough

Nottingham

NG8 5PL

Tel: 0115 915 0491

Fax: 0115 915 0470

Minicom: 0115 915 0485

E-mail: bilboroughoffice@

nottinghamcityhomes.org.uk

Bulwell Housing Office

1 Gilead Street

Bulwell

Nottingham

NG6 8NA

Tel: 0115 915 3212

Fax: 0115 915 3222

Minicom: 0115 915 3212

E-mail: bulwelloffice@

nottinghamcityhomes.org.uk

Clifton Housing Office

Clifton Cornerstone

Southchurch Drive

Clifton

Nottingham

NG11 8EW

Tel: 0115 878 6287

Fax: 0115 878 6375

Minicom: 0115 878 6101

E-mail: cliftonoffice@

nottinghamcityhomes.org.uk

Radford and Hyson Green
Housing Office

The Mary Potter Centre

Gregory Boulevard

Hyson Green

Nottingham

NG7 5HY

Tel: 0115 883 8220

Fax: 0115 915 0160

Minicom: 0115 883 8225

E-mail: radfordoffice@

nottinghamcityhomes.org.uk
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Lenton Housing Office
5-6 Church Square

Lenton

Nottingham

NG7 1SL

Tel: 0115 915 3740

Fax: 0115 915 3748

Minicom: 0115 915 3740

E-mail: lentonoffice@

nottinghamcityhomes.org.uk

Southglade Housing Office

Southglade Road

Bestwood

NG5 5GU

Tel: 0115 915 9701

Fax: 0115 915 9719

Minicom: 0115 915 9716

E-mail: southgladeoffice@

nottinghamcityhomes.org.uk

St Ann’s Housing Office
2 Robin Hood Chase

St Ann’s

Nottingham

NG3 4EZ

Tel: 0115 915 6905

Fax: 0115 915 6902

Minicom: 0115 915 6911

E-mail: stannsoffice@

nottinghamcityhomes.org.uk

Victoria Centre 
Housing Office

4-21 Victoria Centre Flats

Nottingham

NG1 3PA

Tel: 0115 915 3730

Fax: 0115 915 3733

Minicom: 0115 915 3730

E-mail: victoriacentreoffice@

nottinghamcityhomes.org.uk

All housing offices are open:

8.30am to 4.30pm Monday to Friday 

(10.30am to 4.30pm on Wednesdays)

Except:

Victoria Centre Housing Office

9.30am to 12.30pm and 1.45pm to 4.30pm Monday to Friday

(10.45am to 12.30pm and 1.45pm to 4.30pm on Wednesdays)

Southglade Housing Office 

2pm to 4.30pm Monday to Friday



If you are unable to read this publication about what to do
when at tenant dies please contact your area housing office,
or call us on Tel: 0845 330 3131. We can arrange for an
interpreter to explain it to you, or send you a spoken word
version on tape or CD. If neither of these are suitable, we can
translate this publication into your chosen language. We can
also provide it in large print.

Nottingham City Homes

14 Hounds Gate

Nottingham

NG1 7BA

Registered in England and Wales number 5292636 September 2008

Phone: 0845 330 3131

Minicom: 0115 915 7447

www.nottinghamcityhomes.org.uk
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