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Leaseholders & leases Freeholders

Understanding my lease

A leaseholder is someone who has 
bought a lease which gives them 
the right to occupy a property for 
a fixed number of years (called 
‘the term’). The term is usually 
well in excess of 21 years when 
originally granted by the landlord 
or freeholder, and commonly 
between 99 and 125 years. A 
leaseholder is sometimes called a 
‘lessee’ or ‘flat owner’, but usually 
referred to as ‘tenant’ in legislation.

The lease sets out the parties 
involved, defines various terms, 
and outlines the obligations of each 
party. In addition to this, it states 
what rights they have over share 
areas and services. 

What are my responsibilities as a 
leaseholder?

As a leaseholder your lease 
requires you to pay your share 
of the costs of managing and 
maintaining the common parts 
of the building. The percentage(s) 
for this will be defined in the 
lease. If your property is in a 
block on an estate you’re also 
required to contribute towards the 
management and maintenance 
of the communal estate areas. 
Your lease also requires you to pay 

your share of the cost of any major 
repairs to the communal parts of 
the building or your estate. Your 
responsibility as a leaseholder 
means that you have a legal duty to 
pay towards all management costs.

Where can I get a copy of my 
lease?

This should have been given to 
you by your solicitor when you 
purchased your property. The Land 
Registry will also hold a copy. An 
administration fee will be charged 
for providing a copy of the lease.

How does it work if I bought my 
leasehold property under the 
Right to Buy or Right to Acquire?

Someone can also become a 
leaseholder by evoking the Right 
to Buy (RTB) or Right to Acquire 
(RTA), whilst a Curo tenant. This 
process enables a tenant to buy a 
leasehold property at a reduced 
price, depending on the number 
of years as a tenant. Should you sell 
your property within five years of 
completing the RTB/RTA process, a 
proportion of the discount will be 
payable to Curo.   

  

Understanding my transfer 
document

A freeholder (or landlord) owns 
the land on which the building is 
built. The freeholder is sometimes 
referred to as having a ‘reversionary 
interest’. This just means the 
freeholder has the right to take 
possession of the property on 
expiry of the lease term. Whilst 
freeholders own the land their 
house is on, the house may be 
situated within an ‘estate’ that 
has not been adopted by the 
Local Authority. The maintenance 
of these areas is carried out by 
organisations such as Curo or 
independent managing agents, 
and recharged to residents via a 
service charge. The amount you 
pay is based on a percentage of the 
overall costs, and this percentage is 
detailed in the transfer. 

What are my responsibilities as a 
freeholder?

As a freeholder your transfer 
requires you to maintain the 
property, both inside and out. 

What does ‘share of freehold’ 
mean?

This is pretty much what you would 
imagine it to be, however it can be 

set up in different ways. The first is 
where the freehold is split jointly 
between a number of flat owners, 
and the freehold is held in their 
personal names. The second is 
where the leaseholders set up a 
company, and it is the company 
that owns the freehold.

How does it work if I bought my 
freehold property under the Right 
to Buy or Right to Acquire?

Someone can also become a 
freeholder by evoking the Right 
to Buy (RTB) or Right to Acquire 
(RTA), whilst a Curo tenant. This 
process enables a tenant to buy a 
leasehold property at a reduced 
price, depending on the number 
of years as a tenant. Should you sell 
your property within five years of 
completing the RTB/RTA process, a 
proportion of the discount will be 
payable to Curo.  
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Shared OwnershipShared Ownership

Understanding my lease

Curo Shared Ownership enables 
people to purchase a share in a 
property (normally either 40% or 
50%). When you purchase through 
Shared Ownership we will grant 
you a 99 or 125 year lease, which 
were previously granted for 99 
years and sets out your rights and 
responsibilities as the leaseholder. It 
will tell you how the rent and service 
charge will be calculated and when 
these must be paid, or tell you how 
you can buy further shares in the 
property (usually up to 100%).

What’s the minimum share I can 
purchase?

The minimum share you can 
purchase will be stated on the 
sales details, this is usually around 
40% and sometimes as low as 25%. 
Buyers have the option to purchase 
further shares when they are 
able. On the share that’s not been 
purchased the shared owner will 
pay a reduced rent.

How can I increase the share in 
the property that I own?

The process for this is known as 
staircasing. From the moment you 
complete the purchase you are 
able to purchase more shares, in 

minimum tranches of 10% and in 
chunks of 0s or 5s from there. The 
process for this is as follows:
•  As you purchase more shares the 

Shared Ownership rent reduces, 
reflecting the lower share Curo 
owns. 

•  You will be able to buy up to 100% 
of the property. Please check your 
lease for reference as on some 
occasions this is not the case. 

•  To purchase more shares you 
need to notify Curo in writing. Full 
details of the procedure can be 
found on our website. 

•  New shares purchased will be 
calculated at the current open 
market value at the time you 
make the request. 

•  You will need to pay for an 
independent valuation to determine 
the current open market value. 

•  The valuation will not take 
into account any alterations or 
improvements you have made 
to the property (providing Curo’s 
consent was obtained). 

•  The valuation will be valid for 
three months and the transaction 
must be completed in this time. If 
this time elapses a new valuation 
will be needed, which again you 
will have to pay for.  

•  Each time you staircase you 
are responsible for paying your 
solicitor’s fees, the fee for the 
valuation and any fees related to 
your mortgage. 

How does Shared Ownership 
affect my overall repayments?

Shared Ownership schemes make 
the overall cost of home ownership 
more manageable and often it’s 
cheaper than renting privately. 
One reason is that the rent paid 
on the share not owned is usually 
well below market levels. Across 
England the average monthly costs 
of Shared Ownership are £668, 
compared with £784 for private 
renting.

As previously mentioned, you pay 
Curo rent based on the percentage 
retained by Curo. Should you 
staircase to 100%, you would cease 
paying rent to Curo, however any 
service charges will still be payable. 

Can I buy a Shared Ownership 
home with other people?

Yes, up to four people can become 
joint owners.
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Repairs and other responsibilities Service charges and sinking funds

Who’s responsible for repairing 
and maintaining my property? 

This will depend on the terms of 
your lease. Under most leases of 
flats the leaseholder is responsible 
for the internal parts of their 
property unless they are structural. 
The freeholder is generally 
responsible for the exterior, 
structure and any common parts. 
Curo leaseholders are responsible 
for the repair and maintenance 
of everything inside their home, 
unless indicated otherwise. It differs 
somewhat for shared owners, 
as this depends on the type of 
property. Shared Ownership of 
flats operates in the same way as 
leasehold flats, however, if a house, 
the shared owner is responsible for 
the structural elements as well.

At some blocks or estates, there is 
a separate managing agent that 
looks after the maintenance. In this 
situations, Curo is still your direct 
landlord, and any matters should 
be reported to us. 

What is Curo responsible for? 

We’re responsible for the structure, 
exterior and any common parts 
of your building. We’re also 
responsible for providing routine  
 

services such as cleaning and 
lighting of communal areas.

Why is there a service charge for a 
car parking space?

Car parks require maintenance 
over the long term and often 
have all the common features 
of flats, sometimes even more – 
for example entry systems and 
lighting. The costs of maintaining 
are often included in a service 
charge.

I live on the ground floor so why 
should I pay towards the lift costs?

The obligation to pay towards the 
upkeep of facilities is usually related 
to the right to use those facilities. 
You have a right to use the lift 
whether you need to use it or not. 
Occasionally leases do provide 
for all lift costs to be met by those 
leaseholders living on the upper 
floors but this is not the norm. It’s 
much more usual for leases to 
provide for all leaseholders to cover 
a proportion of all communal costs

Should the managing agent be 
responsible for repairs to things 
like my washing machine?

The landlord’s and managing 
agent’s responsibilities usually stop 
at the front door of the flat.

Something like a washing machine 
is your own personal property and 
your own obligation to repair or 
replace. 

What are service charges? 

Service charges are monies 
collected to maintain the structure 
of the building and common parts 
and cover the cost of any services 
provided. These might include: 
repairs, cleaning, lift servicing, 
gardening, on-site staff, utilities, 
buildings insurance, managing 
agent fees – in fact any service 
that’s provided under the lease.

How are service charges collected 
and looked after?

The lease will say what your 
service charges cover, when they 
are requested and how they 
are accounted for. The money 
is held in trust by the managing 
agent or landlord for the benefit 
of the building. Except for the 
management fee, the money does 
not belong to the managing agent 
or landlord and must be accounted 
for separately. 

How are service charges 
calculated?

Most leases state that a budget 
should be produced at the start  

of the service charge year. This is an 
estimate of what is likely to be spent 
during the year and is prepared 
by the managing agent, residents’ 
management company or landlord. 
The amounts you pay will be a 
proportion of the total. The lease 
will set out what percentage you are 
responsible for and the frequency 
of payments. For example if it’s 
estimated that the cost of looking 
after a communal garden is £1000 
for the year and there are 10 
properties benefiting, then your 
share would most likely be £100 for 
the year. If you are unsure on the 
proportion you pay, please refer to 
your agreement. 

At the end of the service charge 
year, accounts should be produced 
to show how the money has been 
spent and whether it is higher or 
lower than the budget estimate. 
This is often called a reconciliation 
statement.

The following table shows an 
approximate timeline of what 
service charge and sinking fund 
information you can expect, and 
when:
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Service charges and sinking funds Service charges and sinking funds

When What
February Estimate – leaseholders are sent an annual service 

charge estimate for the new financial year.
April Service charges are now due and should either have 

been paid in full, or regular payments set up.
Late spring/
early summer 

Section 20 notices issued for properties where external 
works are due (to be carried out in the summer 
months).

September Reconciliation statements are sent out following the 
end of the financial year. These state the actual costs 
incurred over the year, along with any over- or under-
spend against the estimated service charges. If more 
has been spent than budgeted, the extra amount will 
be applied to the account for payment. If less has been 
spent, a credit will be applied to the account.  

Autumn Section 20 notices issued for properties where internal 
works are due (typically carried out during the winter 
months).

Do I need to pay ground rent? 

You don’t have to pay ground rent 
unless your landlord has sent you a 
formal, written demand for it. They 
can take legal action if you don’t pay 
after you’ve received the demand. 
Your landlord can recover unpaid 
ground rent going back six years 
and can ask you for the full amount 
in one go. Your landlord can only 
increase the ground rent if you 
agree to the increase or the lease 
says this can happen.

Do I need to pay service charges if 
I bought my flat?

Yes. You bought the exclusive 
right to live in the flat and use the 
common parts. The structure of 
the building and common parts 
still need to be maintained. The 
landlord retains an obligation to 
maintain these areas but also 
has the right to recover the costs 
incurred through service charges. 
The lease will tell you precisely what 
is exclusively yours and what rights 

and obligations you share with 
others.

What do ‘Section 20’ major works 
mean?

For any works where a leaseholder’s 
contribution is £250 or more, the 
landlord is required to consult with 
leaseholders under Section 20 of 
the Landlord & Tenant Act 1985. This 
typically occurs when redecorations 
or other major works such as 
roof replacement are required. 
This consultation is also required 
when any leaseholder’s annual 
contribution towards a service, 
such as cleaning or fire alarm 
maintenance, exceeds £100.   

Curo enters into qualifying long-
term agreements with contractors 
for the provision of works. 
Leaseholders are sent consultation 
documents when we propose 
entering into these agreements, 
keeping you informed along the 
way. Should the works value exceed 
the limit set by the EU, the contract 
must be advertised within the 
Official Journal of the European 
Union (OJEU). Before works start 
at your property, you will receive 
a further notice informing you of 
the likely cost of the works. When 
these Section 20 notices are issued, 
leaseholders have the chance to 

nominate a contractor to carry out 
the works, however we must ensure 
they are quoting to the same 
specification as the one proposed 
by Curo. Leaseholders can also 
submit their observations to Curo – 
this can include suggestions for the 
works.

What is a reserve or sinking fund?

If your building needs money spent 
on it in future years, it’s a good idea 
to have built up a fund of money 
that can cover this. This is called a 
sinking fund – it’s a bit like a savings 
account just to cover work needed 
to your building. Having a sinking 
fund in place reduces the need for 
large one-off payments to cover 
repairs like roof repairs. Money is 
collected from leaseholders as part 
of their service charge contribution 
and paid into a sinking find that’s 
protected, with interest earned and 
taxed just like a normal savings 
account. A sinking fund should only 
be in place if your leases allows it. 
As with the service charges, sinking 
fund contributions are reviewed 
annually, taking into consideration 
the amount already in the fund, the 
cost of estimated works, and when 
any works are scheduled to take 
place.
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Curo reviews this annually, however 
if an unplanned job is required 
there may not be enough money 
in the sinking fund to cover the 
cost. When that happens, bills are 
payable within 30 days. Payment 
plans can be considered – we would 
ask you to fill in an income and 
expenditure form first.  

What can sinking funds be used 
for? 

Sinking fund payments cover 
the cost of long-term repairs 
and maintenance to the external 
structure of the building and 
communal areas. You may also 
pay an amount into a sinking fund 
through the service charge to cover 
the general upkeep of communal 
external areas such as roads which 
have not been adopted by the 
Local Authority.

Income collection

Under the terms of the lease, you 
are obliged to pay the rent and 
service charge. If you fall behind 
with these payments because of 
temporary financial difficulties we 
may be able to help. We can advise 
you about benefit entitlements 
and alternative payment options. 
If you’re unable to make up the 
payments, we will follow our income 

collection processes which may 
result in legal action. This can lead 
to forfeiture of the lease via The 
Courts, with the owner forced to 
sell the property. You would be 
entitled to the balance of any sale 
proceedings after your lender and 
your landlord have been paid.

How can I extend my lease? 

Leasehold flats are a diminishing 
asset; the fewer the number of 
years remaining in the lease, the 
less valuable it becomes. Due to 
this, the law (the Leasehold Reform 
Housing & Urban Development 
Act 1993) gives leaseholders the 
right to extend their lease once 
they have owned it for two years. 
This right adds 90 years to the 
remaining term, and reduces the 
ground rent to a ‘peppercorn rent’ 
(no ground rent is payable). The 
landlord/freeholder is entitled to a 
premium for the lease extension 
– this is based on a formula set 
out in the Act. This formula takes 
into consideration the ground 
rent, remaining term of the lease, 
and the value of the property. The 
process is initiated by serving a 
Section 42 notice on the landlord.

Can I purchase the freehold? 

You may have a right to purchase 
the freehold interest in your 
property. The process is known 
as collective enfranchisement. 
Provided at least 50% of the flats 
in the building, who are qualifying 
tenants, participate and the building 
qualifies the landlord cannot 
refuse. There is a formula in the 
1993 Leasehold Reform Housing & 
Urban Development Act which is 
used to calculate the amount the 
leaseholders will have to pay to buy 
the freehold. The procedure can 
be complex as the building must 
qualify based on certain criteria. 
To see if your building qualifies, 
we would recommend seeking 
independent legal advice.

             Do I need to inform Curo if I want to sell my home?

If you're considering selling your home please let us know by emailing 
leaseholder.mailbox@curo-group.co.uk. We’ll be able to provide 
responses to solicitor enquiries and provide information packs under our 
additional management services, for which there are additional fees.

It's important you inform us of any change in your circumstances to ensure 
we can process sales completions and update our records promptly.

Service charges and sinking funds Selling your home, extending the lease or  
buying the freehold 
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Building insurance and safety servicing Consent

Do I need building insurance?

Your landlord will usually be 
responsible for insurance of the 
building (but not the contents). 
This will be part of your service 
charge. We arrange buildings 
insurance through a block policy. 
As so many of our properties are 
insured under this policy, we receive 
a discount which we pass on to 
our leaseholders. You will need to 
notify your mortgage lender that 
Curo insures the building. You are 
responsible for arranging your 
home contents insurance. If your 
lease/transfer permits subletting, 
we would recommend you take out 
the necessary landlord’s insurance.

Claiming on insurance for a repair

If a repair is needed to your home 
due to accidental loss, destruction 
or damage to the property by fire, 
lightning, explosion, earthquake, 
aircraft, riot, civil commotion, 
malicious person, theft, storm, 
flood, bursting or overflowing 
of water tanks – in other words 
anything that you might be able 
to claim under your buildings 
insurance policy – contact us and 
we’ll let you know how to make a 
claim.

Do I have to pay for an asbestos 
and fire safety inspection of the 
common parts of the building?

Asbestos and fire risk assessments 
to the common parts of a building 
are required under health and 
safety at work regulations. That’s 
because common parts of 
buildings are regarded as work 
places. For the landlord to recover 
such costs from you there must 
be a provision in the lease allowing 
us to do this. Most leases contain 
a provision allowing the landlord 
to carry out works and recover the 
costs through the service charge if 
the works are undertaken under a 
statutory obligation.

Selling your home

When selling a property within a 
Curo block or estate, it’s common 
for you to be asked for a sales 
pack, leasehold information pack, 
management pack, or leasehold 
property enquiries form (LPE1). 
These are all the same item, and 
refer to a set of questions to provide 
the buyer with a good idea of what 
they are purchasing. Should this be 
required, please let us know and we 
will prepare this for a fee. After we 
issue the pack, it’s typical for further 
queries to be raised. We respond 
to these queries as required, and 
there’s no additional fee for this.

Once a sale has completed, we 
require notices to be served on us 
confirming the matter has gone 
through. In each case, we require 
a notice of assignment, which 
confirms the new owner’s details, 
along with the completion date and 
any relevant contact details. Where 
the property has been purchased 
with a mortgage, we will also 
require a notice of mortgage, which 
should state who the lender is, and 
the mortgage account number. 
Additional fees are charged where 
these notices are required. 

Lease extensions 

As leases are for a fixed term of 

years, they will eventually run out 
if not extended. There are two 
processes by which this can be 
done; the formal (statutory) process, 
or the informal process.

It is Curo’s policy to only follow the 
statutory process. This provides 
protection for both parties that the 
process is completed correctly and 
fairly.

Leaseholders gain the right to 
extend the lease once they have 
been in ownership for two years or 
more. A premium is payable to the 
landlord for the extension. We can 
provide an initial estimate for this. 
If you want to proceed, a surveyor 
would be required to determine the 
exact premium. Once this figure 
has been calculated and agreed, 
this would need to be inserted into 
a Section 42 notice and served on 
Curo by your solicitor. Solicitors then 
progress the matter to completion. 
In addition to the premium and 
your solicitor’s fees, you would 
be liable for Curo’s legal fees, and 
other reasonable costs incurred.  

In accordance with the statute, 
Shared Ownership leaseholders do 
not have the right to extend. As a 
shared owner, you would therefore 
need to staircase to 100% ownership 
to gain the statutory right.    

15
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Consent Consent Contacting Curo

Lease enfranchisement

This is the process whereby a 
group of leaseholders purchase 
the freehold interest in a property. 
For the building to qualify, there 
must be a minimum of two flats, 
and at least two-thirds of the flats 
must be owned by leaseholders. If 
the building qualifies, a valuation is 
required to calculate the premium 
payable to the landlord. Once 
agreed, this figure is inserted into 
the relevant notice and served 
on the landlord. The matter then 
passes into the hands of the 
solicitors up to completion.  

Subletting your home

Some residents can sublet their 
properties. This is largely down to 
the tenure of the property, along 
with the terms in the agreement:

•  Freehold – As a freeholder, 
you can generally sublet your 
property under an Assured 
Shorthold Tenancy (AST) and also 
as a holiday let or Airbnb. 

•  Leasehold – In most leasehold 
properties you can let under 
an AST, however holiday lets 
or Airbnb are generally not 
permitted. In some sheltered or 
over 55s schemes, subletting is 
prohibited.    

•  Shared Ownership – The leases 
state that no form of subletting is 
permitted.

Regardless of the above, we would 
always recommend checking your 
agreement before moving ahead 
with any version of subletting.

When subletting your property, you 
will be responsible for additional 
safety precautions, such as 
installing fire and smoke detection, 
and annual gas safety checks. 
Separate to this, we would strongly 
recommend homeowners take 
out landlord insurance to cover 
any issues that may arise, such as 
damage caused by the tenant, or 
non-payment of rent.  

I bought my flat, so why do I need 
permission to alter my flat?

You have bought a lease, giving 
you the right to occupy the 
property (without ownership), albeit 
for a very long time. You will almost 
certainly need a licence because 
the landlord is required to ensure 
that works do not have an effect on 
the structure of the building or the 
rights of other leaseholders. That 
means you must get consent when 
the lease requires you to do so. 

Consent may also be needed for 
other matters such as subletting, 
and we would always recommend 
you check with us first if you are 
unsure. 

There can also be restrictive 
covenants (things you shouldn’t 
do) such as renting the property 
through Airbnb or as a house in 
multiple occupation (HMO).

Please use our usual contact 
channels (01225 366000 or visit 
www.curo-group.co.uk/contact for 
other methods) for all enquiries. 
Our experienced Contact Team 
colleagues will be on hand to help 
and can answer most enquiries 
right away. If they can’t they’ll put 
you through to our Commercial 
Property Services team.

For independent advice on 
leasehold matters, we recommend 
contacting the Leasehold Advisory 
Service. They are government-
funded and provide independent 
advice for residential leaseholders:

Fleetbank House 
2-6 Salisbury Square 
London 
EC4Y 8JX

www.lease-advice.org

020 7832 2500 
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In an emergency such as a 
fire contact the emergency 
services on 999 first and inform 
us afterwards.
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Appendix 1: Annual service charge estimate Appendix 2: Annual service charge reconciliation
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ANNUAL ESTIMATE
of Service Charges 2020/21

Mr & Mrs Bloggs
15 Blog Street
Blogford
Blog
BLO GGS

Date 

Dear Mr & Mrs Bloggs

Every year we estimate the cost of the services we will 
provide in the coming year (April 2020 to March 2021) 
to your estate area, and we send you an invoice for this. 
We’ve used the actual costs from the previous year 
to forecast the estimated charges for the year ahead. 
At the end of the year, we’ll send you a 'reconciliation 
statement' showing any differences between the initial 
estimate for the year and the actual costs.

The following documents are enclosed:
• Invoice for Service Charges
• Itemised Statement of Estimated Service Charges
• Summary of Rights and Obligations 

If you wish to pay in full, please see the invoice and 
ways to pay on the next page. If you would like to set up 
a direct debit to spread the cost via monthly payments, 
or if you have any questions regarding payment, please 
contact our Customer Contact Team on 01225 366000.

Yours sincerely

ANNUAL RECONCILIATION 
STATEMENT 
of Service Charges 2018/19

Mr & Mrs Bloggs
15 Blog Street
Blogford
Blog
BLO GGS

Date:  

Dear Mr & Mrs Bloggs 
Re: 15 Blogg Street, Bloggford, Blogg BLO GGS

At the beginning of the year we estimated the cost of 
the services we would provide in the year April 2018 to 
March 2019 to your estate area or block, and we sent 
you an invoice for this. 

This document is your 'reconciliation statement' showing 
any differences between the initial estimate for the year 
and the actual costs.

If we over-estimated, the credit will be applied to your 
account. If we under-estimated last year’s charges, an 
invoice for the additional amount is enclosed – please 
pay this invoice within 30 days. 

The following documents are enclosed:
• Credit note for Service Charges
• Itemised Statement of Service Charges
• Apportionment of Service Charges
• Summary of Rights and Obligations

The Itemised Statement shows the charges we esti-
mated at the start of 2018/19 and the actual costs that 
were incurred.

Yours sincerely

Page 1 of 6
Curo ref:  LH-ES

SUMMARY

Period
1 April 2020 – 31 March 
2021

Property
15 Blogg Street
Bloggford
Blogg
BLO GGS

Account name
Mr & Mrs Bloggs

Account number
XXXX XXXXXXX

Estimated service
charges for 2020/21
£285.00

Ground rent for 2019/20
£10.00

Total due within 
30 days

£295.00
Important: If you 
already pay by Direct 
Debit this is just for 
information and your 
Direct Debit will be  
adjusted in April.

Curo ref:  LH-REC-SUM

SUMMARY

Period
1 April 2018 – 31 March 
2019

Property
15 Blogg Street
Bloggford
Blogg
BLO GGS

Account name
Mr & Mrs Bloggs

Account number
XXXX XXXXXXX

Estimated 
service charges for 
2018/19
£165.00

Actual 
service charges for 
2018/19
£155.00

Credit applied:

£10.00

Example
Example
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Book it, pay it, check it - get things done 
quicker at MyCuro 
curo-group.co.uk/mycuro

 Live chat, Facebook, Twitter, email & more 
curo-group.co.uk/contact

 T: 01225 366000

Visit us in Bath, Keynsham and Midsomer 
Norton. Addresses and opening hours online.

If you would like this information 
in an alternative format please 
get in touch.


