Sheffield City Council

Council Tax information for Landlords and Managing Agents of rented properties

My tenants are moving out. What should I do?

If you own a property, and rent it to tenants you should notify us when

there is a change of occupancy. Please tell us:

   • the full names of all tenants moving into or out of the property

   • the dates each of the tenants moved into or out of the property

   • forwarding addresses of any tenants who moved out of the

     property

   • whether the property is furnished or unfurnished if the property

     is empty awaiting new tenants.

   • your contact phone number and e-mail address
   • any other relevant information.

If you use a letting agency to rent out your property please ask them

to provide the council with this information on your behalf.

You may think it unnecessary for you to provide this information but if

we ask you, the law does require you to give it. This is so that we can

see who needs to pay the council tax. Please be aware that we can fine

you if you do not provide the information we ask for within 21 days of

the request.

We know that landlords are busy but if the council is kept informed,

we will ensure that the correct people are made liable for council tax

as soon as possible. We can also ensure that any relevant discounts or

exemptions are awarded promptly.

What happens when my property is unoccupied?

You must tell the council as soon as your property becomes

unoccupied, so that the correct discount or exemption can be awarded

to you.

• Properties that are unoccupied and furnished

If you have a property that is unoccupied and furnished you will

generally be eligible for a 10% “second home” discount. This is

because the definition of second home in current council tax

legislation is “dwellings that are no-one’s sole or main residence

and furnished”.

• Properties that are unoccupied and unfurnished

A property that is unoccupied and unfurnished can be awarded

an exemption for up to 6 months. This is known as a Class C

exemption. After the expiration of this period, if the property

remains empty and unfurnished, a full Council Tax charge becomes payable by the owner of the property at that time.
• Properties undergoing major structural works

A property that is unoccupied and unfurnished and is

undergoing major structural repairs can be awarded an

exemption for up to 12 months. This is known as a Class A

exemption. After the expiration of this period, if the property

remains empty and unfurnished, a full Council Tax charge becomes payable by the owner of the property at that time.
How do I submit a retrospective application for an
exemption or a discount?
If you wish to make a retrospective application you must provide

documentary evidence to support your claim.
For 10% second home discount (empty and

furnished properties):

• Utility bills for the property detailing little or no

  usage for the period concerned.
For a Class C exemption (empty and furnished

properties):

• Utility bills for the property detailing little or no

  usage for the period concerned.

• Evidence that the property was unfurnished,

  such as tenancy agreement or property

  inventory, clearly stating that the property is

  rented unfurnished.
For a Class A exemption (properties undergoing

major structural works):

• Utility bills for the property detailing little or no

  usage for the period concerned.

• Evidence that the property was unfurnished,

  such as tenancy agreement or property

  inventory, clearly stating that the property is rented unfurnished.

• Full details of the alterations that have been

  undertaken, together with supporting

  documentation such as, surveyors reports,

  builders invoices, etc.
Please Contact us for advice.
For the Council Tax helpline call us on:

0114 2736633

Fax the Council Tax office on 

0114 2736808

Call in and talk to one of our advisors at:

First Point, Howden House

Drop in services are available at Howden House between 8:30am and 5:00pm 
