
Asset is 

identified

Feasibility of municipal property 

or asset to have use as a 

Community Asset. Options for a 

Community Asset to be 

assessed by the Corporate 

Working Group (Asset 

Management, Community 

Wellbeing and Neighbourhood 

Services)

Asset 

Management 

team to make 

recommendation 

to Ward 

Councillors.*

If approved and deemed a  

Community Asset and no 

repurposing, change of use 

or expenditure needed 

Community Lettings 

Procedure to apply.

Stages 1 -3 of the 

Community Lettings 

procedure to be 

followed.

Asset status reviewed in 

line with the Council’s 

Corporate Policies and the 

Asset Management Plan.

Flow chart following Asset review

If approved but requires 

additional funding further 

approval may be required 

under the Councils 

constitution.

If not a Community Asset or 

Community Lettings Policy 

does not apply, tenancy 

arrangement is subject to the 

approval process under the 

Councils constitution.

The Community Lettings Policy only applies to leases 5 years or more. Other tenancy arrangements and for leases under 5 

years are subject to the Councils constitution and the relevant officer delegations.

*If asset is on ward boundary, all relevant Ward Councillors to be consulted 



Recommendation to 

Ward Councillors.*

If not approved, the 

Community Lettings 

Procedure will apply and 

the asset will be 

advertised.

Existing tenant seeking to 

take a supplemental lease 

of additional space within 

the same building or within 

the curtilage of the asset 

that they already hold.

Tenants seeking to extend 

their lease in advance of 

expiry.

Flow chart for existing tenants 

Asset Management team 

(and/ or Corporate Working 

Group) to complete score 

card, reviewing current 

tenancy.

Chair and Vice Chair of 

Corporate Policy & 

Resources Committee to 

approve exemption from 

the Community Lettings 

Procedure and complete 

the Exceptional 

Circumstances form.

The Community Lettings Policy only applies to leases 5 years or more. Other tenancy arrangements and for leases under 5 

years are subject to the Councils constitution and the relevant officer delegations.

*If asset is on ward boundary, all relevant Ward Councillors to be consulted 



Asset assessed by the Corporate 

Working Group (Asset 

Management, Community 

Wellbeing and Neighbourhood 

Services) to determine whether if it 

falls under the Community Lettings 

Policy. Does the asset have 

potential to provide a Community 

letting? If it is already a 

Community Asset to apply 

Community Lettings Procedure 

Asset status 

reviewed in 

line with the 

Council’s 

Corporate 

Policies and 

the Asset 

Management 

Plan.

Option to re-let 

premises due to the 

lease expiring. 

Whether or not the 

existing tenant is 

interested in 

renewing.

Flow chart following lease expiry

If tenant wishes to 

renew then Asset 

Management Team 

(and/ or Corporate 

Working Group) to 

complete score 

card, reviewing 

current tenancy.

Recommendation 

to Ward 

Councillors.*

If not approved, the 

Community Lettings 

Procedure will apply, and the 

asset will be advertised. 

Stages 1 – 3 of the Community 

Lettings Procedure to be 

followed.

Chair and Vice Chair of 

Corporate Policy & Resources 

Committee to approve 

exemption from the Community 

Lettings Procedure and 

complete the Exceptional 

Circumstances form.

. 

The Community Letting Policy only applies to leases 5 years or more. Other tenancy arrangements and for leases under 5 

years are subject to the Councils constitution and the relevant officer delegations.

*If asset is on ward boundary, all relevant Ward Councillors to be consulted 


