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ANNUAL GAS SERVICING POLICY

Approved/last reviewed by Policy Committee: 24 June 2021

Date due for review: June 2024

The information in this document is available in
other languages or on tape/CD, in large print and
also in Braille.

For details, contact the Association on

01236 457948 or e-mail: admin@abronhillha.org.uk
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BACKGROUND

The Gas Safety (Installation and Use) Regulations 1998 came into force on 315t
October 1998, and placed duties on installers, landlords and some gas suppliers.
The Regulations aim to prevent injury to customers and the public from either
carbon monoxide poisoning or fire and explosion. Landlords have duties to ensure
that the gas appliances and flues they provide for tenants’ use are maintained in
a safe condition at all times and checked for safety each year by a GAS SAFE
registered installer, and a copy of the check record is provided to the tenant. The
record should be kept by the landlord for a minimum of 2 years, from the date of the
check.

POLICY

The Association will comply fully with its statutory obligations as laid out in the Gas
Safety (Installation and Use) Regulations 1998 and ensure that effective procedures
are in place to ensure such compliance. In particular the Association shall ensure
full compliance with regulation 36 that places duties on the Association to:

. Ensure that installation pipe work, appliances and flues provided for tenants are
maintained in a safe condition.

. Ensure maintenance and annual safety checks are carried out by a GAS SAFE
registered installer.

. Retain a record of each safety check for 2 years.

. Issue a copy of the safety check to each existing tenant within 28 days of the
check being completed and to any new tenant before they move in.

. Ensure all gas equipment (including any appliance left by a previous tenant) is
safe or otherwise removed before re-letting.

. Ensure that any one carrying out work on gas appliances/fittings and/or flues
provided for tenants use has the required competence and that only GAS SAFE
registered installers are used.

PROCUREMENT OF GAS SERVICING CONTRACTORS

The invitation and acceptance of tenders for gas servicing contracts will at all times
be in accordance with the Association’s Procurement Policy.



ACCESS FOR GAS SERVICING

To ensure that gas servicing is carried out within the 12 month period following the
last service date the Association will follow the Annual Servicing Programme of
work contained within appendix 1 to this Policy.

The process shall commence 9 months after the last service date when the tenant
is sent a letter confirming the proposed 10 month service date. If the date is not
convenient the tenant is encouraged to contact the Contractor to arrange an
alternate date. In the event of no access being granted on the agreed date the
servicing contractor shall be responsible for arranging an alternative return date
within seven days.

The contractor will inform the Association in the event of access being denied. The
Annual Servicing Programme (Appendix 1) will be followed until the service has
been completed.

Evening and weekend appointments will be considered where it is thought
appropriate and cost effective to do so.

After 3 attempts at access and 3 no access letters being sent (see appendix 2) the
Association will issue a letter of Intention to Force Entry (see appendix 2) under the
terms of the tenancy agreement, with the Maintenance Officer, joiner and gas
servicing contractor in attendance. If there is no response to the Intention to Force
Entry Letter within 7 days a further letter is to be either hand delivered directly to the
tenant by two officers of the Association or issued by Registered Mail. This final
letter shall indicate the date and time (giving at least 24 hours notice) when the
proposed forced entry will be carried out.

QUALITY CONTROL

To ensure the Association and its tenants receive a good quality service from the
contractors, the Association will ensure that a quality control gas servicing check is
carried out annually on 10% of all properties with gas appliances.

Monitoring:

The Association will employ robust monitoring to ensure it achieves full compliance
with all aspects of the regulations. In particular the Association shall employ the

following procedures:

. The progress of annual servicing is to be monitored on a weekly basis by the
Maintenance Officer.

. Individual staff responsibility for annual gas servicing administration is shown on
the Gas Servicing Flowchart in appendix 1.



REVIEW PERIOD

The Director will be responsible for ensuring that this Policy is reviewed every 3
years or sooner to ensure that the Association complies with up-to-date legislation and
guidance from the Scottish Housing Regulator and the Scottish Government.



Appendix 1 - Gas Servicing Flowchart

1 weeks before due date (Letter sent to tenant by contractor)

10 month due date (contractors appointment date)
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Maintenance Officer in Blue

Gas Contractor in Black

Entry forced and gas service
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Service Service Completion
Address Postcode due arranged 2nd visit 3rd visit date Invoiced | CP12 filed
1 Treenamed Street | G67 3BB | 08/04/2021 08/02/2021 08/04/2021 | Yes Yes
2 Treenamed Street | G67 3BB | 08/04/21 08/02/2021 15/02/2021 15/02/2021 Yes | Yes
3 Treenamed Street | G67 3BB | 01/05/2021 | 01/03/2021 23/03/2021 Yes | Yes
4 Treenamed Street | G67 3BB | 01/05/2021 | 01/03/2021 08/03/2021 | 15/03/2021 15/03/2021 Yes | Yes
5 Treenamed Street | G67 3BB | 05/05/2021 | 05/03/2021 05/03/2021 Yes | Yes




Date: 1/05/2014 Ref No. 004066 11

Ms ABC Resident
123 Treenamed Road
Abronhill

Cumbernauld
G67 3

Dear Ms Resident

ANNUAL GAS SAFETY INSPECTION (THIRD NO ACCESS)

It has been brought to the attention of the Housing Association that access has failed to be
provided for a third week to allow our Gas safety Inspection to take place.

The dates for your Gas safety Inspection were 25/11/20, 01/12/20 & 09/12/20.

For a third week you have failed to provide access resulting in a non access letter being
sent.

It is extremely important you allow access to your home for this essential inspection.

Please contact the Housing Association immediately (if you have not already done so) on
the office number above to discuss access within the next 7 days for a Gas safety
Inspection. In special circumstances weekend and evening appointments can be
arranged.

Please note failure to allow access for the Gas safety Inspection will result in the
Association forcing entry to the property under section 5.12 of your tenancy agreement.
You will be liable for the cost of this forced entry and the re-securing of the property. If you
have card or key payment meters please ensure you have credit in BOTH gas and
electricity to allow the gas appliance to be operated and tested, if not you may be
recharged for the visit.

Please contact this office by (insert date 1 week from when letter is dated) (if you have not
already done so) in order to arrange access for this work to be carried out.

Thank you for your co-operation in this instance.
Yours sincerely,

Gas Servicing Administrator



Date: 8/05/2014 Ref No. 004066 11

Ms ABC Resident
123 Treenamed Road
Abronhill

Cumbernauld
G67 3

Dear Ms Resident

ANNUAL GAS SAFETY INSPECTION (NOTIFICATION OF INTENTION OF FORCED ENTRY)
The date for your Gas safety inspection was 14 May 2021.

You failed to provide access on this date and a second visit was scheduled for 21 May 2021.

For a second week you failed to provide access and a third and final visit was arranged for 28 May
2021.

For a third week you failed to provide access and a letter was sent on 3 June 2021 requesting that
you contact the office to arrange access for the inspection to be carried out.

As it is imperative that this service is carried out immediately, | write to inform you that the
Association will have to gain access to your property under section 5:10 of your tenancy
agreement as stated below:

'We have the right to come into your house to inspect it and its fixtures and fittings or carry out
repairs to it, or adjoining property, during reasonable times of the day. We will give you at least 24
hours notice in writing. We have the right of access to your house in order to lay wires, cables and
pipes for the purposes of telecommunications, water, gas and electricity, providing we give you
reasonable notice in writing. We have the right of access to the common parts at any reasonable
time. If you refuse entry, we will have the right to make forcible entry provided we have given you
every reasonable opportunity to let us in voluntarily. If we have to make forcible entry, in this
situation, you are liable for the costs of any damage reasonable caused. In an emergency, we
have the right to make forcible entry to your house without notice.

Please contact this office by (insert date 1 week from when letter is dated) (if you have not already
done so) in order to arrange access if you wish to avoid forcible entry and any cost incurred.

Yours sincerely

Gas Servicing Administrator



Date: 5/06/2014 Ref No. 004066 11

Ms ABC Resident
123 Treenamed Road
Abronbhill
Cumbernauld

G67 3

Dear Ms Resident

NOTICE OF INTENTION TO FORCE ENTRY

| write to inform you that the Association have on numerous occasions attempted to
contact you in order to carry out the necessary Gas Safety work on your property.

As it is imperative that the work is carried out immediately, | write to inform you that the
Association intend to gain access to your property under section 5:10 of your tenancy
agreement as stated below:

'We have the right to come into your house to inspect it and its fixtures and fittings or carry
out repairs to it, or adjoining property, during reasonable times of the day. We will give
you at least 24 hours notice in writing. We have the right of access to your house in order
to lay wires, cables and pipes for the purposes of telecommunications, water, gas and
electricity, providing we give you reasonable notice in writing. We have the right of access
to the common parts at any reasonable time. If you refuse entry, we will have the right to
make forcible entry provided we have given you every reasonable opportunity to let us in
voluntarily. If we have to make forcible entry, in this situation, you are liable for the costs
of any damage reasonable caused. In an emergency, we have the right to make forcible
entry to your house without notice.’

Arrangements have been made to force entry to your home on —
(Insert date and time of arranged force access visit)

| confirm that if access is made available at this time then you will not be liable for any
costs as noted in section 5:10 of the tenancy agreement above.

Yours sincerely

Andrew Moore
Maintenance Officer
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