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Housing Department - Incident Report Form

(Guidance Notes)

Please read this document carefully before completing the attached claim form

I refer to your wish to claim compensation from Newham Housing & Customer Services omplete the attached claim form.  All questions must be answered and the document signed and dated. Estimates and/or receipts should be attached. You are advised to keep a copy of all correspondence sent to the Council.

The claims procedure

Once completed, please return the claim form to the appropriate officer (see page 2) who will investigate your claim, make a report on the incident and forward all documentation to the Insurance Section.  You will receive an acknowledgement from the Insurance Section and informed that the matter has been passed to external Claims Handlers who will deal with your claim on the Council’s behalf.  They will write to you shortly after this confirming their interest, make a decision on liability and advise you accordingly.
Are you making the right claim?

Completion of this form is not an admission of liability on the part of the Council, or that you will automatically receive compensation. 
In order to establish a claim against the London Borough of Newham, it is necessary to show that the Council have acted negligently, or have been in breach of statutory duty.  You need to assess the situation before submitting your claim and decide if making a liability claim against Newham Council is the right course of action.  You may have your own contents insurance cover, which would cover you for damage to your content items if damaged by an insured peril.

Leaseholders may be covered by their building insurance, please check with your insurer.

Newham Council Tenants Contents Scheme

The Housing Department operates a scheme, open to all Council Tenants, allowing you to make an additional payment with your rent to cover contents in your property against the peril of fire and certain other risks.  It also covers your legal liability as the occupier of the property to pay compensation to a third party in respect of accidental injury or damage to property.

Full details of the scheme can be obtained from the Council’s Housing Department, Rent Accounts Section, telephone number 020 8430 2000 extension 33251.

If you have queries regarding this document, please contact the Insurance Section at Newham Dockside. Telephone number 020 3373 9812
If you wish to report a repair, the telephone number is 0800 952 9000.
Where should you send the complete form?

	Claims regarding:
	Send to the:
	Address

	Repair or failure to repair
	Technical Manager
	Bridge House,

320 High Street,
Stratford, E15 1EP.

	Alleged negligence of estate services staff
	Tenancy Services Manager
	Send to the nearest Community Housing Team, addresses shown below.

	Allegedly negligent conduct of other tenants/residents
	Tenancy Services Manager
	Send to the nearest Community Housing Team, addresses shown below.

	An eviction
	Rents & Arrears Manager
	Rents Service Manager
Bridge House

320 High Street

Stratford

E15 1AJ.


Community Housing Teams (CHT) are based at the following locations:

Manor Park & Stratford

Bridge House 

320 High Street,

Stratford

E15 1EP

Canning Town & Custom House
20 Freemasons Road
Custom House
E16 3NA

Eastham, Docklands, Green Street & Plaistow

4 Pier Parade

North Woolwich

E16 2LJ
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	Name:
	

	
	

	Address:
	

	
	

	
	

	
	

	
	


	Telephone number:
	

	National Insurance Number:
	Date of Birth:


We are required under section 6 of the Audit Commission Act 1998 to participate in the National    Fraud Initiative date matching exercise. The data held by Newham Council will be used for cross-system and cross authority comparison for the prevention of fraud. 
	Details of incident 
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Incident
	

	Location
	

	
	

	
	

	
	

	
	

	If damage from other flat/property please confirm address
	


	When did the incident occur?
	Date
	

	
	
	

	
	Time
	


	When was the incident reported to the Council?
	

	
	

	
	


	Who did you report the problem to?
	


	When were the repairs carried out?
	


Do you think that this incident could have been avoided?   Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 



	If yes, how?
	

	
	

	
	


Please list the damaged items here and enclose copies of the original purchase receipts (if available) or provide estimates for replacement below.

	Items damaged
	Est. cost in £

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Have you previously experienced a similar problem at this address:  Yes  FORMCHECKBOX 
   No   FORMCHECKBOX 

	If yes, please supply full details (when, what action was taken, etc.)
	

	
	

	
	

	
	

	
	

	
	

	
	


Do you have contents insurance?
Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 

	If yes, with whom?  
	

	
	

	Newham’s Contents Insurance
	Contact the Rent section, Bridge House, 320 High Street. London E15 1EP. Direct Dial  020 3373 3251


Do you have building insurance?    Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 

	If yes, with whom?  
	

	
	


The information you provide will only be used in connection with your request for assistance, providing you with access to necessary services, prevention of fraud and for statistical purpose.  Your personal information will be shared with other Council departments for the same purposes only. All information will be treated as confidential and will be held and processed in accordance with the Data Protection Act 1998.  The Data Controller is the London Borough of Newham and the nominated representative is the Information Steward.
I have read the above statement and agree for my information to be used for these reasons.

I understand that If I give information that is incorrect or fraudulent, action may be taken against me. 

Signed
_______________________________       Dated
__________________________

PLEASE SEE PAGE 2 FOR DETAILS OF WHO TO SEND THIS FORM TO   

Newham Housing & Customer Services


HOUSING INCIDENT REPORT FORM


(To be completed by the claimant)
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