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Permission Request Form – Alterations and Improvements - Broadband

If you wish to have broadband connection to your property, you must notify us first and obtain our permission. To do this, we will require information from both you and your chosen broadband provider.

No work must be carried out until you have permission from Citizen. We do not usually refuse any reasonable requests, but will explain any reasons for denying your request in writing if this occurs. In the first instance, we will look to seek additional information on the works to be carried out, and your broadband installer should be able to provide this. 

The broadband provider/ contractor will need to make good any damage or disruption caused by the installation, and the structure of the building and your home must be protected – for example some flats will have fire doors and some properties will have external wall insulation, and these should be maintained and remain compliant. Broadband providers must not complete installation via penetration of any doors or window frames.

Most of the information below will need to be obtained from your broadband provider, but this will be information that they have readily available. Once all of the below information has been provided to you, please upload the completed form to your My Account (under ‘General enquiries: Send a document/ Return a form’ option), or send it to info@citizenhousing.org.uk. Alternatively, where this information cannot be provided at the first instance, please continue to upload the form with all of your details included, and your broadband provider will need to provide the outstanding information to us by email. Once all the information is received, a surveyor will review your request and we will contact you with the outcome - no approval will be given until we have all of the information requested below.
















Step 1 – Please complete this form to tell us what you are proposing.

	Your name (You must be the registered tenant at the property)




	Your address – including postcode






	Your contact details

Phone:

Email:


	The following information can be obtained from your broadband provider

Tell us about the alteration or improvement you want to make. Please get your broadband provider to send the following information to info@citizenhousing.org.uk: drawings/ photos; surveys; written specification (as appropriate), and Site-Specific Risk Assessments and Method Statements (SSRAMS). This is required so that Citizen are able to comply with building regulations and building safety, and have an understanding of the works to be carried out. 














	Please provide all details (including appropriate qualifications) of the competent person, or contractor who will plan and carry out the proposed work. 
Useful links: 
CDM 2015 https://www.hse.gov.uk/construction/cdm/2015/domestic-clients.htm










	Does the competent person or contractor have Public Liability Insurance?

	Yes
	No

	If yes, please remember to provide details and a copy of the certificate
	

	

Is it possible that the proposed work might interfere with any materials that may potentially contain asbestos?


Useful link: 
Asbestos advice  https://www.hse.gov.uk/asbestos/


	Yes
	No

	If Yes – before any work starts checks must be made to ensure compliance with the control of Asbestos Regulations 2012.

Please arrange for an appropriate survey to identify asbestos containing materials (please refer to the website above for more information). This should be completed by the broadband provider/ contractor.
	



Before signing and returning this form, please ensure that you have read and understood the following declaration: 

1. I will only carry out work that I have received written permission from Citizen to do. I understand I will need to contact Citizen again for approval if the works change at all.
2. I confirm that the details provided in this request form are true to the best of my knowledge.  I understand that Citizen reserve the right to withdraw permission for my request at any time should further information become apparent.
3. I will take all necessary steps to ensure that appropriate statutory consents are obtained e.g. Highways or Planning.  All relevant certificates will be forwarded to Citizen.
4. I will ensure that any work carried out complies with current Building Regulations.  All relevant certificates will be forwarded to Citizen.
5. I understand the importance of health and safety and will ensure that the appointed competent person/contractor will carry out works safely, taking all necessary action to remove or minimise hazards and risk in accordance with the Health & Safety Executive (HSE) Regulations, Approved Codes of Practice and Guidance. 
6. If the work involves working at a height I will ensure the competent person/contractor provides appropriate equipment to work safely and will comply with the Work at Height Regulations 2005.  Useful link: https://www.hse.gov.uk/toolbox/height.htm.      Scaffolding should be certified. 
7. I will ensure compliance with the Construction (Design & Management) Regulations 2015 (CDM2015).  
8. I accept that Citizen have the legal right under the tenancy agreement to inspect the property or the work providing that reasonable (usually 24 hours) notice is given.  Furthermore, Citizen in some cases will insist on carrying out an inspection before works are undertaken and also upon completion.
9. I will take all necessary steps to minimise disruption and inconvenience to neighbours, visitors and members of the public.  Where appropriate I shall notify those likely to be affected in writing and provide Citizen with a copy of this notification.
10. Future maintenance of any alteration or additions will remain my responsibility. 
11. I understand that any work undertaken will be undertaken entirely at my expense and Citizen shall incur no costs either directly or indirectly as a result of the work.  Any costs incurred by Citizen because of my failure to adequately complete the works will be recharged and paid by me.
12. I accept responsibility to make good any damage caused during the work or because of the improvement having been made
13. If I vacate the property I will leave it in its improved state at the end of my tenancy.

	Signed
	

	Print Name
	

	Dated
	



Once completed, please upload on MyAccount (under ‘General enquiries: Send a document/ Return a form’ option), or email to info@citizenhousing.org.uk 




For completion by Technical Support Surveyors

	Application reviewed by (Citizen employee name ): 

	
	Yes
	No 

	Application:   Approved
	
	

	Documentation required/provided to ensure H&S/regulatory compliance
	
	




	
	Date

	Application reviewed:
	

	Application approval/rejection notification provided to customer:
	

	Proposed dates for completion of works:
	

	Proposed dates for carrying out pre/post/progress inspections:
	





Notes ( continue on separate pages and provide supporting documents if necessary)
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