[Print on letterheaded paper]

HOW TO REPORT DAMP & MOULD
Information Sheet for Tenants**
Keeping Your Home Safe, Dry & Healthy

Why This Information Is Important
Damp and mould can develop quickly if moisture builds up in a property.
Reporting issues early helps prevent damage, protects your health, and ensures we can resolve problems before they worsen.
This sheet explains how to spot damp and mould, what you should do immediately, and how to report the issue properly.

🔎 1. How to Identify Damp & Mould
Common signs include:
· Black, green, or white mould patches
· Condensation on windows that doesn’t clear
· A musty or damp smell
· Peeling wallpaper or blistering paint
· Wet patches on walls or ceilings
· Mould on clothes, shoes, or furniture
· Window frames collecting water
· Excess moisture around cold surfaces
Types of Damp
· Condensation: caused by everyday moisture
· Penetrating damp: caused by water getting in from outside
· Rising damp: moisture rising from ground level
· Leaks: from pipes, roofs, plumbing, or appliances
If you’re unsure what type it is — report it anyway. We will assess the cause.

🏠 2. Immediate Steps You Can Take
These simple actions help reduce moisture while we arrange an inspection:
✔ Open windows for short periods
✔ Use extractor fans when cooking or showering
✔ Wipe condensation from windows/sills
✔ Move furniture slightly away from external walls
✔ Keep heating on low and steady where possible
✔ Avoid drying clothes directly on radiators
Note: These steps do not replace our responsibility to fix structural issues.

📸 3. What We Need From You When Reporting the Issue
Please provide the following to help us identify the cause quickly:
Required information:
· Description of the problem
· When you first noticed it
· Which rooms are affected
· How quickly it spreads or returns
· Any recent leaks or plumbing issues
Photos / videos (very helpful):
· Close-up of the affected area
· Wider shot showing the whole wall/ceiling
· Any visible moisture, peeling paint, or watermarks
· Photos of window condensation (if relevant)

📝 4. How to Report Damp & Mould
Please report the issue as soon as you notice it using one of the approved methods.
Option 1 — Report via the Repair Form
Complete the Maintenance Request Form:
➡️ [Insert link or QR code]
Option 2 — Email Us
Send details and photos to:
📧 [Insert email]
Subject: Damp/Mould Issue – [Your Address]
Option 3 — Call (For Urgent Issues)
📞 [Insert phone number]
Examples of urgent issues include:
· Active leaks
· Water coming through ceilings
· Electrical points affected by damp

🕒 5. What Happens After You Report a Damp & Mould Issue
1. We log your request
You’ll receive confirmation we have your report.
2. We review your information & photos
This helps us determine whether the issue is urgent.
3. Inspection is arranged
A member of the maintenance team or contractor will visit.
4. Cause is identified
We will assess whether the issue is caused by:
· Structural problems
· Leaks
· Condensation
· Ventilation issues
· Lifestyle moisture buildup
5. Repairs or treatment carried out
This may include:
· Treating mould
· Fixing leaks
· Improving ventilation
· Repairing damage
· Providing guidance
6. Follow-up checks (if needed)
We may review progress after repairs to ensure the issue is resolved.

🔒 6. Your Responsibilities (Tenant)
You are expected to:
· Ventilate the home reasonably
· Use heating appropriately where possible
· Use extractor fans
· Keep furniture slightly away from walls
· Report issues promptly
· Not ignore mould, leaks, or strong smells
These actions help prevent build-up and ensure problems don’t worsen.

🔧 7. Our Responsibilities (Landlord/Agent)
We are responsible for:
· Fixing structural causes of damp
· Repairing leaks
· Maintaining boilers/heating systems
· Ensuring proper ventilation equipment is working
· Treating mould caused by building issues
· Responding to your reports promptly

📌 8. When to Treat Mould Yourself vs When to Wait
Safe to clean yourself (small areas):
· Small patches of surface mould
· Condensation mould on windows or silicone
· Minor build-up caused by daily moisture
Use mould spray and wipe surfaces safely.
Do NOT attempt to clean if:
· Mould covers a large area
· The wall is wet to the touch
· You suspect a leak
· There are electrical points nearby
· You feel unwell due to mould
· The mould returns immediately after cleaning
Report these issues immediately.

⭐ Thank you for helping us keep your home safe and free from damp and mould.
If you need further support or have questions, please contact us — we are here to help.

