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Housing Benefit Landlord Portal

[bookmark: _Hlk220591289]Dear Sir/Madam

Bedford Borough Council offers an on-line portal for landlords to access data relating to payments and awards of Housing Benefit.  By using this portal, you will be able to: 

· Check your payments; this will give you a breakdown of the payments you have received for each of your tenants in receipt of housing benefit.  You can download this as a CSV file.
· Review individual cases, where payment is made to you, allowing you to view claim details such as the next payment dates and weekly entitlement.
· Check for suspended claims so you can assist the customer to get their claims put back into payment 
· View your entitlement letters and get notification when new letters are available for you to view (you will no longer get them sent to you in the post) 
· If you need to report a change in one of your tenant’s circumstances, you can report it on here.  Notifying us of a change using the Landlord Portal will help us reduce overpayments and will mean that we may not look at recovering any overpayment from this change from you but may ask the tenant to repay any debt. 

In order to set up an account on the Landlord Portal, please complete the form overleaf and return it us by email at benefitservice@bedford.gov.uk Please add Landlord Portal and your Landlord Reference, if you have it, on the Subject Line. 

[bookmark: _Hlk220591817]Alternatively, you can post it to us at the following address: Assessment Hub, Borough Hall, Cauldwell Street, Bedford, MK42 9AP. 

It is important that you understand that the information you view and save is personal data and is covered by the General Data Protection Act 2018. You must take steps to ensure that your use of this data is within the Act. Any suspected abuse of this data will result in suspension from the Landlord Portal, pending an investigation.

	
Yours faithfully

Linda Wright
Manager for Assessment Hub








Name of Landlord: ___________________________________________

Address:  ____________________________________________________________   

Landlord reference number: __________    (this will be detailed on your existing paper schedules) 

Contact name and email address of person responsible for access: 

___________________________________________________________________

Generic Contact email address if applicable:  _______________________________ 

_________________________________________________________________________

Telephone number _________________________




Agreement Form for Access
Bedford Borough Council - Landlord Portal











Landlord Portal – Terms and Conditions for Usage 


By returning this form it is understood that Bedford Borough Council is allowing you, the landlord to access to details of our claimant information, as prescribed by law, via the ‘Landlord Portal’.  In doing so you should not disclose your username, passwords etc. to any unauthorised person.  

You must understand that you are being given access to data held by Bedford Borough Council, on the agreement that you, the landlord, are in receipt of Housing Benefit on behalf of your tenant.  If you are no longer their landlord you must notify this office at once.  

You agree to take steps to protect the security of the data that you have access to and any information you obtain via this portal must not be disclosed to a third party. In particular the following points must be observed: 

User Name and Password
Each member of authorised staff requires their own unique username and password to access the system. Access must not be shared.

Usernames should be kept secure and each user is responsible for ensuring their password is kept secure and does not become known to another person.  Bedford Borough Council may need to know your Username to identify your account when you are requesting assistance. All users are responsible for all actions taken on the Landlord Portal that are carried out using your user account and password.



Monitoring
Users are advised that all actions they take on the Landlord Portal are recorded in the system logs and these may be used to monitor or review a User’s actions.  By logging on to the system using your Username and Password you acknowledge that you have been informed that your actions may be monitored.

Account Usage
The data held on the Landlord Portal is sensitive personal data and as such is covered by the General Data Protection Act 2018.  Users should be aware of their responsibilities under this act and if more information is required should refer to their organisational Security Department.
You are to only access data on the Landlord Portal in accordance with the lawful execution of your duties within your organisation.  You should not browse the data held on the system or attempt to access individual records unless your duties require you to do this.  Nor should you download information from Landlord Portal to your end user system or onto removable media (USB Sticks, CD/DVD etc.) unless you are specifically authorised to do so.  If you are authorised to do this it must be done in accordance with local instructions.
If you need to leave your workstation whilst logged into the Landlord Portal you should lock your workstation in accordance with local procedures.  This will prevent anyone being able to see the Landlord Portal data or carry out unauthorised actions that will be recorded against your Username.  You should access the Landlord Portal only when actively using it.

Security Incidents
If you have any reason to suspect that your account has been compromised and someone else has access to your Username and Password, you must report it immediately to your Local Administrator and notify Bedford Borough Council so that it can be investigated as a security incident.  This includes if your account is locked out when you attempt to access it, and you know you are not the cause of the lock out.

You agree when accessing and/using the information you gain you comply with the General Data Protection Act 2018 and all other legal obligations. 

You will not deliberately introduce viruses, or any other malware into the Council’s computer system.

You must notify our office of any changes at once. 

I accept that Bedford Borough Council has the right to revoke this access at any time should they deem it necessary. 
 

Name: _______________________________ __


Role ______________________________


Date:_____________________




Julie McCabe, Executive Director of Resources
Borough Hall, Cauldwell Street, Bedford MK42 9APDX 117105 Bedford 4     Phone: (01234) 267422     Minicom: (01234) 221827
Web: www.bedford.gov.uk
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