
HMO MANAGEMENT PLAN 
(For C3 → C4 Change of Use Planning Applications)

1. Property Details
· Address: 126 Royal Lane, Uxbridge, UB8 3QY
· Proposed Use Class: C4 (Small HMO)
· Number of Occupants: Maximum number of 4
· Number of Bedrooms: 4
· Communal Facilities: 
· Kitchen(s): 1
· Bathrooms/WCs: 1/1
· Living/Dining Areas: 1/1
· Parking Provision: Driveway has space for at least three cars.
· Cycle Storage: Available in lockable shed to the side of the property. This has been frequently utilized by most previous student tenants.

2. Management Responsibilities
· Property Manager / Responsible Person: 
· Name: NUPAD
· Address: 9 Dellfield Parade, High Street, Cowley, Uxbridge, UB8 2EN
· Phone: 01895 520097
· Email: www.nupad.co.uk or andrew@nupad.co.uk
· Management Structure: 
· Letting/Managing Agent 


· Inspection Frequency: 
· Routine inspections: Currently every 3 months by Letting/Managing Agent and weekly by Owner
· Fire alarm tests: Weekly by owner; Quarterly by letting/managing agent; Fire Detection and Alarm System Report completed annually by electrician
· Emergency lighting tests: N/A

3. Fire Safety Management
· Fire Detection System: 
· Type: Grade D LD2
· Smoke/heat detector locations: See separate plan submitted as part of the planning application.
· Fire Doors: 
· Fire doors in place with appropriate ratings, closers, strips. 
· Other protection provided as required such as fireboarding underneath stairs which contains an electricity and gas meter.
· Escape Routes: 
· Description of escape path: Three key escape routes are out through the front door, out through the back door and out though the patio doors. Routes protected with a fire door or doors. From upstairs, route out is via front door with route protected by fire door. Electric and gas installations are under the stairs thus this is fireboarded as required. Fire instructions for tenants are on each fire door.
· Kept clear at all times: Yes, via tenant education and weekly inspections.
· Fire Safety Checks: 
· Weekly alarm tests: Yes
· Monthly emergency lighting tests: N/A
· Annual servicing by qualified engineer: Yes
· Fire Safety Information for Tenants: 
· House rules: Yes, discussed with tenants when moving in and also copy on site. 
· Evacuation plan displayed in hallway: Fire instructions are attached to the back on each fire door including the hallway.

4. Anti‑Social Behaviour (ASB) & Tenant Conduct
· House Rules Provided to Tenants: Yes. Key anti-social requirements for tenant conduct include the following:
· Noise and waste control
· No parties
· Respect for neighbours
· Smoking policy
· A gardener is also employed to keep both front and back gardens in good order
· ASB Prevention Measures: 
· Clear tenancy agreements: Yes. House rules set out expectations and are explained to new tenants.
· Regular inspections: Yes. See earlier comments on inspection frequencies. These check tidiness, clear exit routes, general tidiness of house and gardens.
· Immediate action on complaints is taken by the Letting/Managing Agent via initial warning letter.
· Complaint Handling Procedure: 
· Neighbours can contact the Letting/Managing Agent directly. Contact details are provided to tenants. Tenants can also contact the owner – again, contact details provided to tenants.
· Response is provided within 24 hours and appropriate action taken.

5. Waste & Recycling Management
· Bin Storage Location: Rubbish, recycling and food waste containers/bins are provided and located within the kitchen area and outside of the property.
· Number of Bins Provided: 
· General waste: 1
· Recycling: 1
· Food waste: 1
· Tenant Instructions: 
· Written guidance provided at check‑in: Yes
· Collection Day Management: 
· Tenants are instructed to ensure bins are placed out correctly on the appropriate bin collection day and not to put bins out in excess advance of collection.

6. Parking & Transport
· On‑Site Parking Spaces: Dedicated spaces on property driveway for at least three cars.
· Allocation Method: Determined between tenants.
· Measures to Reduce Overspill Parking: 
· Parking spaces are usually freely available. However:
· We encourage the use of widely available nearby public transport; and
· Outside cycle storage alongside of house can be used.

7. Maintenance & Repairs
· Reporting System: 
· Tenants are informed to report issues via phone/email/text to either the Managing/Letting Agent and/or owner. The Managing/Letting Agent is the first port of call.
· Response Times: 
· Emergency repairs: the aim to fix these is within 24 hours
· Urgent repairs: the aim to fix these within 72 hours
· Routine repairs: the aim to fix these within 7 days
· Planned Maintenance: 
· Annual boiler service: Yes, as part of annual Gas Safety Certificate. All safety/maintenance certificates have copies at the property in a folder so that tenants can see these are up to date.
· PAT testing (if applicable): Completed annually
· Fixed wiring: Completed every five years via an EICR Certificate. 
· Other: Fire Risk Assessments completed every three years. Supporting Fire Door Inspections complimentary to the Fire Risk Assessments. Fire and Smoke Alarms are also tested via certification annually in addition to regular alarm testing.
· Regular redecoration of communal areas: Generally dependent on condition. Property has historically been repainted and re-carpeted every five years or less.

8. Cleaning & Communal Area Management
· Cleaning Arrangements: 
· Communal area cleaning is the responsibility of the tenants. Gardens are maintained by the landlord. Lawns are typically cut every few weeks in the summer but less so in the winter months.
· Key Tenant Responsibilities: 
· Keep personal areas tidy. Generally keep all areas of the house tidy which is subject to Managing/Letting Agent inspections.
· Check that waste is put out at appropriate times and in the correct bins and bin bags.

9. Tenancy Management
· Tenant Vetting completed by the Managing/Letting Agent via reference agencies includes: 
· ID checks
· Employment checks
· Previous landlord references
· Students Right to Rent (via checking government databases)
· Checking guarantors
· Overcrowding Prevention: 
· Maximum occupancy strictly controlled. This is set out within the rental agreement.
· No room sharing unless permitted. Typically in rental agreement although occasional stay overs are allowable.

10. Emergency Procedures
· Emergency Contact: 
· 24/7 phone number: NUPAD 01895 520097 or Landlord (Mr Jarrett) 07595 968 418. These details are with tenants.
· Emergency Repairs: 
· Gas leaks – through NUPAD above.
· Electrical faults – through NUPAD above.
· Water leaks – through NUPAD above.
· Emergency Service number are provided by NUPAD to tenants.
· Information Provided to Tenants: 
· Emergency numbers are provided to tenants.

11. Summary Statement
This Management Plan demonstrates that the proposed HMO has previously been and will continue to be safely operated, well‑maintained, and responsibly managed as it has been for the last 19 years. These procedures and arrangements help support that there is minimal impact on neighbouring properties and compliance with local and national HMO standards.


