
SUPPLEMENTARY EVIDENCE FROM SCOTTISH BORDERS COUNCIL 
 
Please find attached a copy of our Private Landlord Enforcement Procedures - section 
five highlights the referral from our Revenues and Benefits. 
 
At this time we do not collect specific stats on the number of referrals received from 
R&B but on average it can range from approximately 1-6 per week. In some cases the 
landlord is registered and there are detail anomalies but in many the landlord is not and 
the Council's Enforcement Officer then pursues this and to-date this approach has been 
very effective in securing appropriate registration of this group of landlords. Although in 
some cases it does take serving a `rent penalty notice'. 
 
I hope that this helps. 
 
 
Cathie Fancy 
Group Manager 
Housing Strategy and Services 
Scottish Borders Council 
 
 
1. Introduction 
 
Under the Antisocial Behaviour etc. (Scotland) Act 2004 and the Housing (Scotland) Act 
2006 Scottish Borders Council have a statutory duty to improve the standards of the 
Private Rented Sector within the Scottish Borders by means of regulation and 
enforcement. 
 
This document outlines the procedures for handling complaints relating to private 
landlord registration,  issues arising which challenge a landlords Fit & Proper status as 
outlined in the 2004 Act  and allegations of a contravention of the `Repairing Standard‟ 
as outlined in the 2006 Act.  The procedures have been aligned with the Social Work 
Complaints Procedure. 
 
Scottish Borders Council recognises an equal society protects and promotes the central 
and valuable freedoms and real opportunities of each person, securing human rights for 
all and ensuring that no-one is unfairly disadvantaged.  
In an equal society, central and valuable freedoms and real opportunities are not 
unconstrained, but are limited by the need to guarantee the same freedoms and 
opportunities for all. In an equal society, institutions and individuals respect the diversity 
of people and their goals, address their different needs and situations, and remove the 
barriers that limit what people can do and can be. 
 
In carrying out the procedures for Private Landlord Registration, the Council will ensure 
that equality and diversity, particularly race, disability, gender, sexual orientation, 
religious belief, age and social exclusion are taken fully into account. All complaints will 



be subject to ethnic monitoring to ensure that decisions are not influenced by unfair or 
unlawful discrimination and any equality consequences are identified and acted upon. 

 
2. Definition 
 
For the purpose of Private Landlord Registration, a „Complaint‟ shall be defined as:  
“An expression of dissatisfaction, however made, which alleges a failure on the part of a 
Private Landlord, Agent or Organisation to comply with the statutory requirements 
placed upon them as a Private Landlord or managing agent” 
This definition shall include: 

 Issues arising which would challenge a landlords Fit & Proper status as outlined in 
the Antisocial Behaviour etc (Scotland) Act 2004. 

 Allegations of a contravention of the Repairing Standard as set out under the 
Housing (Scotland) Act 2006. 
 
2.1 Who Can Complain 
2.1.1 Any person affected by an issue contained within the definition of a complaint 
which relates to a private rented sector dwelling, private landlord, agent or organisation. 
 
2.2 Types of Complaint 
2.2.1 Informal Complaint - There may be an informal stage in an attempt to resolve the 
complaint before the need for any formal procedure is adopted.  Where a complaint is of 
a minor matter and the complainant would like the matter recorded should there be a 
need for future action this information will be stored accordingly in the Housing 
Information & Advice database (HI&A). 
 
2.2.2 Formal Complaint - A Formal Complaint is a complaint that cannot be resolved 
and where the complainant specifies that they wish to make a formal complaint. 
 
2.3 Anonymous Complaints 
2.3.1 These will be logged using the landlord registration complaints form (See 
Appendix A), and information recorded on the relevant page of the Private Landlord 
database. Complainants asking for their complaint to be dealt with anonymously will 
have this request respected but will be made aware that this may place restrictions on 
the handling of the complaint. 
 
3. Complaints Procedure 
 
The Housing Strategy Team positively welcomes complaints in relation to Private 
Landlord Registration as it allows the opportunity to put things right and improve the 
standard of the Private Rented Sector in the Scottish Borders.  Each complaint received 
will be assessed individually on the information provided by the person making the 
complaint. The Council aim to resolve the complaint quickly and to the satisfaction of 
the complainant whenever possible. 
 
3.1 What will be investigated as a complaint? 



 
3.1.1 In considering whether a complaint against a landlord or agent falls within the 
definition of a complaint as outlined above, the Enforcement Officer will consider the 
following points; 
 
3.2 Fit and Proper Criteria 
3.2.1 With regards to whether or not landlords or agents are „Fit & Proper‟ to fulfil those 
roles, as outlined in Section 85 of the Antisocial Behaviour etc (Scotland) Act 2004: 

 
1. Does the information relate to allegations against a private landlord or agent of any offence 

involving: 

 Fraud,  Dishonesty,  Violence  or  Drugs 

 Unlawful discrimination in any business activity 

 A contravention of any provision of the law relating to housing or landlord & tenant 
relations 

2. Does the information relate to any action (or failure to act) in relation to antisocial 
behaviour affecting a house which is let or managed by the landlord;  and 

3. Is the information relevant to the question of whether or not the landlord is fit and proper? 
This will include issues and information relating to the failure of a landlord or agent to 
comply with their legal obligations during the management of tenancies and the 
rental of property.  

 
3.2.2 With regard to Part 1, Chapter 4 of the Housing (Scotland) Act 2006, the Repairing 
Standard: 
1. Is the property wind and watertight and reasonably fit for human habitation. 
2. Is the structure and exterior of the property (including drains, gutters and external 

pipes) in a reasonable state of repair and in proper working order. 
 
3. Are the installations in the property for the supply of water, gas and electricity and for 

sanitation, space heating and heating water in a reasonable state of repair and in 
proper working order. 

4. Are any fixtures, fittings and appliances provided under the tenancy in a reasonable 
state of repair and in proper working order. 

5. Are any furnishings provided under the tenancy capable of being used safely for the 
purpose for which they are designed;  and 

6. Is there satisfactory provision of smoke alarms. 
 
The diagram below illustrates how the procedures will incorporate all areas relating to 
the Complaints procedure for Landlord Registration. 
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3.3 Repairing Standard Complaints 

 
3.3.1 Where a complaint does meet one of the Repairing Standard categories outlined 
above the Enforcement Officer will: 
1. Pursue the complaint.  
2. Provide the complainant with relevant housing information and advice including 

information of the role of the Private Rented Housing Panel (PRHP)1.  

                                                 
1
 The Private Rented Housing Panel is an independent body which receives funding from Scottish Government. The 

PRHP offers tenants a quicker and easier route to enforce a landlord‟s obligations. Ultimately, the PRHP can make 
an enforcement order requiring a landlord to carry out any repairs. 

 



3. Contact the landlord or agent and make them aware of their statutory requirements 
under the Repairing Standard and instruct them to address the issues raised.  

 
3.3.2 Where the landlord or agent fails to address the issues, the Enforcement Officer will do the 
following:  
1. Provide the tenant with the required advice and assistance in order to successfully 

report the matter to the Private Rented Housing Panel.  
2. Refer the case to the Private Landlord Registration Working Group (PLRWG) 2 for 

the consideration of further action being taken against the landlord or agent, 
including a review of their „Fit & Proper‟ status.  

3. Follow up any recommendations made by the working group. 
 
3.4 Unregistered Landlords 

 
3.4.1 Where an unregistered private landlord or agent is identified and brought to the 
attention of the Housing Strategy Team, this will not be recorded as a complaint but will 
be followed up and dealt with under the Private Landlord Registration Enforcement 
Procedures.  

 
3.5 Referrals to SBC Departments 
 
3.5.1 Where a complaint does not meet any of the categories listed above, but a valid 
complaint exists the following actions will be implemented: 
1. The complaint will be referred to the relevant department using a Referral Form. 

(See Appendix A) 
2. The complainant will be notified of the referral and informed of the name of the 

person dealing with the complaint. (See Appendix B) 
3. Where such a referral is made the Enforcement Officer will monitor the referral until 

a conclusion is reached regarding the complaint. 
 
3.5.2 The Enforcement Officer will work in partnership with Environmental Health and 
Building Standards in dealing with issues relating to conditions of property. 
 
The diagram below illustrates how the procedures will incorporate all areas relating to 
the Complaints procedure for Repairing Standards issues. 
 

                                                 
2
 The Private Landlord Registration Working Group is a working group set up by Scottish Borders Council.  The 

PLRWG undertakes the decision making process on private landlord issues that require further investigation. Any 
decision reached by the group is finalised by the Director of Social Work. The PLRWG is made up of representatives 
from Housing Strategy, Environmental Health, Mediation & Antisocial Behaviour, Revenues & Benefits, Legal 
Services and Lothian & Borders Police. 

 



 
 
 
4. Stages of a Complaint 
 
4.1 Receiving a Complaint: 
 
Establish the nature of the complaint and the outcome that the complainant would like. 
Identify what initial action is needed, and if possible, resolve immediately. If the issue is 
resolved it should not be recorded as a complaint but an entry added to the HI&A 
database, unless the complainant specifically requests that it is recorded as a formal 
complaint.  
 
Advise the complainant how and by whom their complaint will be dealt with and the 
timescale for a full response if one cannot be given immediately. 
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Take Responsibility for ensuring that the matter is followed through and referred to the 
relevant person to deal with. Follow up any referral and monitor the action being taken 
until a conclusion is reached.  
Register the complaint as soon as practicable by recording the complaint on the 
landlord registration complaints form and update the HI&A database with the 
complainants details and the nature of the complaint. 
Categorise the complaint as either a Fit & Proper Status or a Repairing Standard 
Complaint. 
 
4.2 Assessing the Complaint 
 
4.2.1 Each recorded complaint will then be assessed by the Enforcement Officer to 
ascertain if the content of the complaint falls within the definition of a „Complaint‟ in 
regards to Private Landlord Registration.  
If the complaint does not fall within the definition of a „Complaint‟ it will be referred to the 
relevant department.  The complainant will be notified in writing of this referral.  Any 
such referral will be continually monitored until a conclusion is reached. 
Where the complaint does fall within the definition, the complaint will be investigated 
appropriately. 
Each complaint should be initially acknowledged in writing within 5 working days. (See 
Appendix C) 
 
4.3 Investigating the Complaint 
 
4.3.1 On commencing an investigation into a complaint, the complainant will be notified 
in writing of the investigation and informed that the investigating officer will endeavour to 
complete the investigation and provide a final written response within 28 calendar 
days. It is a statutory requirement that all formal complainers receive a formal written 
response within 28 calendar days and only with the express permission of the 
complainer can this deadline be extended. Where a complex and in depth investigation 
is required, the complainer will be informed that a longer time scale may be necessary 
to allow completion of the investigation and their permission sought for such an 
extended timescale.  
 
4.4 Responding to the Complainant 
   
4.4.1 Once the investigation is complete, the complainant will be sent a response letter 
from the Director 
of Social Work informing them that the investigation has now concluded and the 
appropriate action taken. The complainant will not receive specific information regarding 
the action taken. (See Appendix D) 
 
4.5 Appeals 
4.5.1    Where the complainant is not satisfied with the outcome of the investigation or 
the conduct of any investigating officer, such a complaint should be addressed under 
the Social Work Complaints Procedure. 



 
5. Enforcement Procedures 
 
Unregistered Landlords 
 
Unregistered landlords are regularly brought to the attention of the Housing Strategy 
Team by other council departments and outside agencies. One of the main sources for 
this is the Council‟s Revenues & Benefits Team. When processing any new claims for 
Housing Benefit/Local Housing Allowance where the tenant is occupying a private 
rented sector property, the officer keying the claim will check the online national landlord 
registration website to confirm that the landlord is registered. Where the landlord is 
found to be unregistered, the information is passed to the Housing Strategy Team to 
follow up. 
 
5.1 Opportunity to Register 
 
5.1.1 On the identification of an unregistered private landlord or agent, initial action is to 
inform the subject landlord by letter that it has come to the attention of the Council that 
to date they have failed to comply with the statutory requirement to register as a private 
landlord. The subject landlord should also be sent information regarding Landlord 
Registration and informed that an application for registration must be forthcoming within 
a period of 14 days from the date of the letter (see Appendix E). Where an application is 
received within the initial 14 day period as mentioned above, such an application shall 
be reviewed by the Enforcement Officer prior to any subsequent approval being 
authorised. 
  
5.1.2 If, after the 14 day period has lapsed, no application for registration has been 
received, a further notice will be issued to the subject landlord by the Enforcement 
Officer, again stating the requirement to register. A further period of 7 days will be 
specified in this notice for the subject landlord to submit an application for registration. 
At this time the landlord will be informed of the possibility of a Rent Penalty Notice 
(RPN) being served and made aware of the offence being committed by failing to 
register and continuing to let property.  Details of the possible penalty for such an 
offence will also be highlighted. This letter will also state that failure to submit a valid 
application within the 7 days will result in the addition of a late registration fee of an 
additional £110. (See Appendix F)  If no application is made following this letter, the 
landlord will be sent a further letter informing them that sanctions will now be taken by 
means of Rent Penalty Notice or report to the Procurator Fiscal and that their 
registration will now be subject to the late registration fee. (See Appendix G) (The 
additional late registration fee is contained within paragraph 8 of The Private Landlord 
Registration (Information & Fees) (Scotland) Amended Regulations 2008). 
 
5.1.3 Delivery of Letters & Notices 
If following the initial 14 day period given to a landlord to apply for registration no 
application is received, all further letters or notices will be sent by recorded delivery. The 
Enforcement Officer will check via the Royal Mail website to ascertain if the item has 



been delivered and signed for. Where the item has been signed for, the Enforcement 
Officer will print off an Electronic Proof of Delivery notice for the item from the website. 
Where the item is showing as being undelivered for whatever reason, the Enforcement 
Officer will, where practicable, hand deliver another copy of the letter/notice. Such a 
delivery will be corroborated by another Council Officer and where possible a delivery 
confirmation note signed by the person receiving the item. 
 
5.2 Failure to provide good management practices 
5.2.1 Where it is identified that a landlord or agent has failed to comply with any legal 
obligation in relation to the letting and/or management of properties, initial contact 
should be made with the landlord or agent in order to inform them of the identified 
concerns.  Appropriate advice and information should be given to the landlord and if 
deemed necessary an action plan agreed in order to address the areas of concern. 
Where considered necessary the landlord shall be requested to attend formal training 
regarding good letting and management practices.  
 
5.2.2 The landlord shall be made aware that their management practices will be 
monitored and that failure to adhere to their legal obligations will result in their suitability 
as a fit and proper person being reviewed.  An action plan for improvement will be 
agreed with the landlord and monitored by the Enforcement Officer.  The Enforcement 
Officer will liaise with appropriate Council Officers and the Police were evidence of 
antisocial behaviour, poor property conditions and management practices have been 
identified. 
 
5.2.3 Where a landlord fails to comply with any recommendations or action plan, the 
case will be referred to the PLRWG to decide on the appropriate course of action to be 
taken and the possibility of reviewing the Fit & Proper status of the landlord/agent 
concerned. 
 
5.3 Failure to meet the Repairing Standard 
5.3.1 Where a tenant makes a complaint to the Council with regards to a private rental 
property failing to meet the Repairing Standard, the Enforcement Officer will visit the 
property concerned to assess the complaint. Appropriate advice will be given to the 
tenant with regards to the correct procedures involved in addressing such problems and 
the role of the Private Rented Housing Panel. The tenant should be advised to contact 
the landlord in writing outlining the issues concerned. Should the landlord fail to act on 
such a complaint, the Enforcement Officer will contact the landlord in order to remind 
them of their statutory obligation under the Repairing Standard.  
 
5.3.2 Should the landlord continue to fail to rectify the identified repairs, the case will be 
referred to the PLRWG to asses and review the Fit & Proper status of the landlord. 
Consideration should also be given to a referral being made to the neighbour dispute 
resolution unit in an attempt to resolve the dispute regarding the repairs.  
 
5.3.3 If following mediation the issues concerned are not resolved and a genuine issue 
exists regarding repairs, the tenant should be informed to apply to the Private Rented 



Housing Panel (PRHP) regarding the issues. The management practices and fit & 
proper status of the landlord would require review in this instance by the PLRWG. 
 
5.3.4 Where the PRHP serve a repairs notice on the landlord or make any other 
recommendations, the landlord‟s level of compliance will be regularly monitored and 
their „Fit & Proper‟ status reviewed. 
 
5.4 Identification of other Offences 
 
5.4.1 Where offences are identified under Section 83(4) of the Antisocial Behaviour etc 
(Scotland) Act 2004 relating to a person knowingly providing false information or 
omitting required information from an application, or Section 87(2) relating to the failure 
to notify the Council of any change in circumstances, the Enforcement Officer will asses 
the case and proceed with the sanctions deemed most appropriate to the 
circumstances. This may include a warning letter, fit & proper status being reviewed, or 
in extreme cases, registration revoked or a report submitted to the Procurator Fiscal. 
 
6. Enforcement Sanctions 
 
6.1 Issue of Rent Penalty Notice (RPN) 
 
6.1.1 Where no application is received following the issue of warning notices as outlined 
in Section 5.1, the subject landlord will be issued with a Rent Penalty Notice (RPN) in 
accordance with Section 94 of the Antisocial Behaviour etc. (Scotland) Act 2004 
suspending rent payments on each property let by the landlord. The notice will give a 
period of 28 days prior to commencement during which the landlord may still register. If 
the landlord registers during this period, the RPN shall be revoked prior to 
commencement. (See Appendix H & I) 
 
6.1.2 Failure to register however shall result in the RPN taking affect from the date 
specified on the Notice. The Notice will remain in force until revoked or overturned by 
the Sheriff. The landlord will also be notified at this time that failure to submit an 
application for registration within 28 days following the commencement of the Notice will 
result in a report being prepared for submission to the Procurator Fiscal for a 
contravention of Section 93(1) of the Antisocial Behaviour etc (Scotland) Act 2004. 
 
6.1.3 Copies of the RPN will also be sent to the tenant of each property affected by the 
Notice, and to any agent, if applicable, along with a letter explaining the terms of the 
Notice. Suitable advice and assistance shall be given to the tenant with regards to 
financial implications arising from the service of the notice. (See Appendix J) 
 
6.1.4 Where a decision has been taken to proceed to the issue of a RPN and prior to 
the issue of same, the Enforcement Officer shall check via email with the Revenues & 
Benefits team whether or not Housing Benefit (HB) or Local Housing Allowance (LHA) is 
payable in relation to any property affected by the notice.  
 



6.1.5 The Revenues & Benefits team will check and reply within 14 working days 
confirming whether or not HB or LHA is payable in relation to any property. 
 
6.1.6 Where a RPN is subsequently served, the appropriate Revenues & Benefits team 
will be notified via email with a copy of the RPN attached. The Revenues & Benefits 
team must acknowledge receipt of this notification within 2 working days. 
 
6.1.7 The Revenues & Benefits team will email the Enforcement Officer prior to 
commencement of the Notice to confirm that it has not been revoked. The Enforcement 
Officer will respond within 2 working days. 
Where the Notice has not been revoked, the Revenues & Benefits team will suspend 
the claim from the relevant date of commencement stated on the Notice. At this stage, 
Revenues & Benefits will issue a letter to the claimant, and landlord, if payment is made 
directly to the landlord, confirming that the HB or LHA has been suspended, the 
effective date and why. 
 
6.1.8 The claim will remain suspended until the Enforcement Officer notifies Revenues 
& Benefits via email, with a copy of the Rent Penalty Revocation Notice attached (See 
Appendix K), that the RPN has been revoked, and from what date rent charges will 
become payable again. A letter will also be sent to the tenant informing them that the 
RPN has been revoked (See Appendix L).  It has been agreed that to make this process 
easier to manage for the Revenues & Benefits team, RPN will always commence on a 
Monday and end on a Sunday where possible. 
 
6.1.9 Where a RPN is subsequently revoked, a Rent Penalty Revocation Notice shall be 
sent to all of those persons mentioned in Sub-section 2.2 above stating the date of 
revocation. In the case of the tenant, the date from which rent payments to the landlord 
should commence from shall also be specified. 
 
6.2 Preparation of Case for submission to Procurator Fiscal 
 
6.2.1 Where after the commencement of a RPN, no application for registration has been 
submitted following the period of 28 days, the Enforcement Officer shall proceed to the 
stage of evidence gathering in order to compile a case for submission to the Procurator 
Fiscal. 
 
6.2.2 Full statements shall be taken from all relevant witnesses and copies of any 
documentary evidence pertaining to the renting of property by the subject landlord 
should also be obtained along with any other information deemed relevant to the case. 
At this stage any witness will be informed that the content of the statement will remain 
confidential however should the matter lead to criminal proceedings the defence would 
be required to be provided with a copy of any statement provided. 
 
6.2.3 Any statement or interview which is required to be taken under caution may have 
to be taken by Environmental Health Officers, ASB Officers and the Police, as 
legislation does not give these powers to the Enforcement Officer.   



 
6.2.4 The Enforcement Officer will ensure that regular contact is maintained with all 
witnesses in relation to any subsequent proceedings against the subject landlord or 
agent, keeping them up to date with the progress of the case and their requirements 
should the case go to trial. Suitable advice and assistance shall also be offered in 
compliance with The Private Landlord Registration (Assistance & Advice) (Scotland) 
Regulations 2005 along with contact numbers of other departments and agencies that 
can offer assistance and advice, e.g. Homelessness Services, Victim Support, Citizens 
Advice, and Shelter. 
 
6.2.5 Following the completion of evidence gathering a case shall be presented to the 
PLRWG with the recommendations of the Enforcement Officer.  With the support of the 
PLRWG the case will then be submitted to the Procurator Fiscal.   
 
6.2.6 The subject landlord has the right to appeal to the Sheriff against a refusal to 
register or a decision to remove them from the register.  The subject landlord will be 
advised by the Enforcement Officer of the correct appeal process. 
 
7. Potential Issues 
 
7.1 Media Enquiries 

 
7.1.1 Where a case has gained the attention of the media, any enquiries received from 
media sources should be directed to Corporate Communications and brought to the 
attention of Group Manager, Housing Strategy and Services, Cathie Fancy and Director 
of Social Work Andrew Lowe. 
 
7.2 Malicious Complaints 

 
              7.2.1 On receiving a complaint, the presumption will always be that the complaint has 

been made in good faith and that the complainant genuinely believes that they are 
making a valid complaint. All complaints received will be investigated on this basis, 
however should an investigation reveal a complaint to be malicious; this will also be 
treated seriously. A complaint will not be regarded as malicious simply if it is considered 
to be unfounded, a deliberate attempt to mislead or dishonesty would require to be 
found. Where a complaint is found to be malicious, the person who is the subject of the 
complaint shall be advised to seek legal advice regarding the matter. 

 
              7.2.2 Care should also be taken in the instance of a complainant who has previously 

made a complaint that was found to be false. No assumption should be made that any 
subsequent complaint made is also false, and should be dealt with in the correct 
manner. 
 
 
8. Registration Renewal Procedures 
 



8.1 Renewal Reminders 
 
8.1.1 Where a landlord‟s registration is approaching expiry, a 1st reminder letter is sent 
out 3 months in advance of the expiry date. This letter clearly states the date of expiry 
and explains that the registration must be renewed prior to this date. The letter goes on 
to explain the various methods for renewal and that failure to renew on time can result 
in additional fees being incurred of £110 and may result in enforcement action being 
taken. (See Appendix M) 
8.1.2 Where a registration is not renewed following the issue of the above reminder 
letter, a 2nd reminder letter is sent to the landlord approximately 3 – 4 weeks prior to the 
expiry date. This letter states the date that the previous reminder was sent and again 
explains the methods for renewing the registration. The letter also states "Failure to 
renew the application on time will result in an additional late application fee of £110 
being incurred and may result in enforcement action being taken against you", and 
stresses the importance of renewing the registration prior to the expiry date. (See 
Appendix N) 
 
8.2 Additional Fee 
8.2.1 Where after the issue of the two reminder letters, a registration is not renewed and 
subsequently expires, the “Additional Fee” of £110.00 is added to the cost of the 
registration renewal in accordance with paragraph 8 of The Private Landlord 
Registration (Information & Fees) (Scotland) Amended Regulations 2008, (see 
Appendix P). The landlord is then sent another letter with a renewal application form 
which states the amount due and also that this amount includes the additional fee of 
£110.00.   
 
8.2.2 Where a paper based application has been requested a few days prior to the 
expiry date a further 7 day period is then given before further sanctions are initiated by 
the enforcement officer, (see Appendix O).  A 24 hour period will also be applied online. 
 
8.2.3 If a landlord requests a paper application a few days after the expiry date the 
Additional Fee will be applied to that application.  The Fee will also be applied to the 
online account. 
 
 
8.3 Additional Sanctions – Rent Penalty Notice 
8.3.1 Where after the further 7 day period as outlined above, the landlord has still not 
renewed their registration the enforcement officer will carry out enquiries and serve a 
Rent Penalty Notice for each property currently being let by the landlord as outlined fully 
in section 6.1 within. 
 
9. Appendix 
Appendix A: HST Referral Form 
Appendix B: Complaint referred letter 
Appendix C: Acknowledgement Letter 
Appendix D: Final Response Letter 



Appendix E: 1st Request Letter 
 
Appendix F: 1st Reminder Letter 
 
Appendix G: 2nd Reminder Letter 
 
Appendix H: Rent Penalty Notice (RPN) 
 
Appendix I: Landlord RPN Letter 
 
Appendix J: Tenant RPN Letter 
 
Appendix K: Rent Penalty Revocation Notice 
 
Appendix L: Tenant Revocation Letter 
 
Appendix M: 1st Renewal Reminder Letter 
 
Appendix N: 2nd Renewal Reminder Letter 
 
Appendix O: Expired Registration Letter 
 
Appendix P: Private Landlord Registration (Information & Fees) (Scotland) Amended 
Regulations 2008 
 
 


