
                               
 

  

ANNEX A 
 

FOI DOF/2023-0145 
 

Request 
 
 
A copy of any internal guidance provided by LPS - or the Department of Finance 
or any alternative responsible Department - to staff charged with decision making 
in relation to the Rates Order (NI) 1977 (as amended) and related legislation, 
including in particular the Rates (Unoccupied Hereditaments) Regulations 
(Northern Ireland) 2011, for the purpose of determining liability for domestic rates 
and/or statutory exclusions from same.  
 
If the volume of information material falling within that request is so substantial as 
to make the cost of providing it disproportionate, I would narrow the request to 
two areas, namely:  

• guidance relating to domestic rates liability for unoccupied hereditaments; 
and  

• guidance relating to the liability of the estate of deceased individual owners 
of unoccupied domestic hereditaments. 

 
DoF Response 
 
I confirm the Department holds information related to the above request.   
 
I can advise that the legislation quoted above forms the primary decision-making 
tool for staff determining liability for domestic rates and/or statutory exclusions 
being applied.   
 
Operational procedures and guidance have been developed that focus on how to 
update rating liability and apply decisions on the IT system.   

I have attached (Annex B) procedures relevant to domestic rates liability for 
domestic properties including unoccupied hereditaments; and guidance relating to 
the liability of the estate of deceased individual owners of unoccupied domestic 
hereditaments.   

 



Ratepayer Liability and Assessments 
Topics:  

• LPS Revenues & Benefits guidance 

Overview of rating liability and assessment 

Introduction to Ratepayer Liability and Assessment 
How we decide and assess liability in order to issue accurate and timely rate bills and details 

how we manage and action changes in ratepayer liability to keep an accurate and up to-date 

database of ratepayer information. This includes the Quality Assurance checks which are 

carried out to ensure that the actions taken on rate accounts are correct and that all procedures 

have been adhered to. 

The proper service of bills and reliable data maximises collection and recovery of revenue to 

finance both central and local government functions. 

Overview of Liability and Assessment 
Land and Property Services (LPS) are charged by legislation to assess, bill and collect rates 

for all domestic and non-domestic properties in Northern Ireland. When a property exists on 

the Valuation List there will be a rating liability (except where there is a special exclusion or 

exemption). 

The rules which govern the liability to pay rates and how they are assessed are contained 

within the (external link opens in a new window / tab)Rates (Northern Ireland) Order 

1977, as amended (the Rates Order). 

Liability Explained 
Prior to 2004 rates on properties in Northern Ireland were regarded entirely as a tax on 

occupation. However the introduction of Non-Domestic Vacant Rating (NDVR) from 

1st April 2004 and the Rating of Empty Homes (REH) from 1st October 2011 has resulted in 



rates being due on all properties included in the current Valuation List; with exemptions and 

exclusion being applied where appropriate. 

Legislation Table 
The following table outlines the key articles of The Rates (Northern Ireland) Order 1977 No 

2157 (N.I. 28)(external link opens in a new window / tab) as amended, which provides the 

statutory base for assessing liability for rates. 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Article Description Application 

Ratepayer / 

Property types 

affected 

Article 13 

& Schedule 

6 

Effective of alteration in 

Valuation list 

Definition of material 

change of circumstances 

This article states how the effective date of the 

valuation of a new property or an altered 

property which has been out of occupation 

should be determined. 

All 

Article 18 Liability to be rated in 

respect of occupied 

hereditaments 

States the general principle on which occupiers 

are liable for rates 

Occupied 

properties 

Article 19 General provisions as to 

liability and assessment to 

rate 

States general provisions as to the extent of an 

occupier’s liability for rate and the method of 

assessing a rate where the occupiers name is not 

known 

Occupied 

properties 



Article Description Application 

Ratepayer / 

Property types 

affected 

Article 20 

& Schedule 

8 

Rating of owners instead of 

occupiers in certain cases 

States general provisions as to the owners 

liability for rates within given NAV/Capital 

Value thresholds 

Tenanted 

properties 

Article 21 Payment or collection of 

rates by owners by 

agreement 

States general provisions relating to payment of 

rates by agreement (tenanted properties) 

Tenanted 

properties 

Article 25 

(incl. 25A, 

25B) 

& Schedule 

8 

Liability to be rates in 

respect of certain 

unoccupied hereditaments 

including new buildings 

States the general provisions as to how liability 

should be assessed in respect of empty properties 

both existing and new buildings. And outlines 

how to title a liability when the ratepayers name 

is not known 

Vacant 

properties 



Article Description Application 

Ratepayer / 

Property types 

affected 

(incl. 8A, 

8B) 

 

 

 

 

 

 

 

 

 

 

 

 



Who is Liable, From When and Why? 
Topics:  

• Ratepayer liability and assessment 

For billing and collection purposes it is imperative that accurate, 
timely rate bills are issued. Therefore every effort should be made to 
promptly and accurately establish who is liable for rates and for what 
period. 
 
Rating liability is based on occupancy type. For properties in the 
rented sector liability is decided based on the valuation of the 
property. For non-domestic properties with an NAV less than £1590, 
the frequency of rent payments is also a factor. 

Owner Occupied Properties 
Under the terms and conditions of Articles 13 & 18 of the Rates Order rates are payable on 

all occupied properties from the date of occupation until the date that occupation ends. There 

is no statutory definition of the words ‘occupier’ and ‘occupation’ when used in rating. 

It is argued that: 

• occupation for rating purposes implies possession 

• the occupier is the person who, if there were a trespass committed on the premises, would 

be the person to bring an action for trespass for it 

• the ‘occupier’ is usually the owner or in some cases a person subject to a lease / tenancy 

agreement; with the exception of tenanted properties where Article 20 or 21 is applicable. 

For rating purposes there are four tests applied to establish occupation:- 

1. There must be actual occupation or possession. 



2. It must be exclusive for the particular purposes of the possessor. 

3. Possession must be of some value or benefit to the possessor. 

4. Possession must not be for too transient a period. 

Vacant Properties 
The introduction NDVR from 1st April 2004 and REH from 1st October 2011 has lead to the 

owner or the person entitled to possession being held liable for rates when the property is 

vacant. 

For rating purposes a property is considered vacant when it is unoccupied, unfurnished and 

not used for storage purposes. 

The owner or the person subject to a lease / tenancy agreement remains liable for vacant rates 

whilst the property is vacant and this liability remains unchanged until the property is sold or 

becomes occupied 

Tenanted Properties 

Article 20 

Where the property has been let to a tenant the provisions of Article 20 are applied and 

liability is decided on the basis of the Capital Value (CV) / Net Annual Value (NAV) of the 

property. For non-domestic properties, with an NAV between £750 and £1590, the frequency 

of rent payments is also considered. 

Note: Rating legislation establishes liability for tenanted properties and takes precedence over 

any tenancy agreement. The terms and conditions of tenancy and lease agreements should 

only be used as a source of information, e.g. to find the frequency of rent payments for a non-

domestic property with an NAV between £750 and £1590. 

The Basis of Liability in Article 20 (Tenanted 
Properties) 



Domestic 

Capital Value (£) Liability 

0 – 150,000 Owner (Landlord) 

150,001 and above Occupier (Tenant) see notes below 

Notes: If separate parts of the property are let as apartments or lodgings the owner is liable 

for rates irrespective of the Capital Value. 

If the property is a House in Multiple Occupation (HMO) the owner is liable for rates 

irrespective of the Capital Value. A HMO is defined as a property which is let to three or 

more tenants who form two or more households, in other words, three or more people who 

are not related. 

Non Domestic 

Net Annual Value 

(£) Frequency of Rent Liability 

0-750 Not Applicable Owner 

(Landlord) 

751 - 1,590 Intervals shorter than 

quarterly 

Owner 

(Landlord) 

751 - 1,590 Intervals longer than 

quarterly 

Occupier 

(Tenant) 

1,591 and above Not applicable Occupier 

(Tenant) 

Mixed Hereditaments 



Where a property has been a Capital Value and a Net Annual Value it is known as a mixed 

hereditament. 

Valuation Liability 

Both Capital Value £150,000 or less and Net Annual 

Value £1590 or less 

Owner 

(Landlord) 

Either Capital Value over £150,000 or Net Annual 

Value over £1590 

Occupier 

(Tenant) 

Article 21 – Payment of Rates by Agreement 
Under the provisions of Article 21 of the Rates Order the owner of a tenanted property may 

enter a written agreement with LPS to pay the rates on the property irrespective of the NAV 

or CV. 

 
 
 
 
 
 
 
 



Bereavement process procedures 
Please read below the Procedures for the Bereavement Process. List 
of content on the right hand side. 

Background 
The Bereavement Process was set up because there was recognition that LPS did not provide 

good customer service to people dealing with the rate accounts of deceased ratepayers. It is 

an area of work which produces complaints and where extra care is needed 

An examination of complaints shows that different teams having responsibility for different 

elements of work such as ratepayer change, LPA, DPA etc. and our failure to communicate 

the actions we were taking are major causes of the problems. 

Another problem area was advice being given about property qualifying for an REH personal 

representative exclusion – which often raised expectations of an exclusion in cases which did 

not qualify because the deceased was not the sole owner of the property. 

The Bereavement Process has been developed to ensure that the officer dealing with these 

cases would take responsibility to: 

• Look at every aspect of the account 

• Decide what needed to be done 

• Request action from other teams (ABRR, DD, NIHE Team etc)    

• Carry out any necessary investigation into ownership of the property 

• Carry out the ratepayer changes 

• Deal appropriately with credits 

• Communicate with the person informing us of the death 

Work on Bereavement cases will remain with the relevant centralised team: 

1. Where the deceased was in receipt of Housing Benefit or Rate Rebate 

2. Notification is the result of an LPA review 



3. Notification is a result of a DPA review 

4. First notification of death is from a solicitor and includes an application for a personal 

representative REH Exclusion 

5. Where the deceased was a Landlord 

Where the deceased was in receipt of HB/RR you should action the Ratepayer Change as 

normal. The clawback of HB/RR will complete after the weekly credit/debit file received by 

the NIHE is uploaded to Abbacus. Centralised Landlords Team will handle landlord cases, all 

others listed above will be handled by the Application Based Rate Relief Team. 

Our aims are to ensure that: 

• Customers informing us of a death are dealt with sensitively. 

• No inappropriate correspondence issues once we are informed of the death of a 

ratepayer. 

• The Stop all Correspondence, Issue of Bills Prevented and Refunds Disallowed are 

used effectively to manage accounts. 

• Liability going forward is correctly determined – this may include investigations into 

ownership. 

• All necessary actions are taken before a ratepayer change is performed. 

• Credits are handled appropriately 

• The person who informed us of the death is informed of the actions we have taken and 

if necessary what will happen next. 

Notification of Bereavement 
When NI Direct or Rates staff receive a first notification of death they will ask specific 

questions designed to gather the appropriate information. They will enter the date of the death 

of the ratepayer in the Maintain Person screen, with exception (see below), which will 

automatically place an indicator on the account which will stop all correspondence (SAC). 

NB. The exception is where the ratepayer is in receipt of HB or LIRR, the date of the 

day before the date of death should be entered in these cases in line with NIHE to 

ensure there is not a one-day discrepancy with HB or LIRR awards. 



• If Local Office staff receive notification by phone they will input the Date of Death, 

with exception of accounts with HB or LIRR, this will be the date of the day before 

date of death. If all the necessary information is provided on the call the member of 

staff should carry out the ratepayer change in line with procedures. However, if more 

information is required to complete the ratepayer change, the member of staff should 

request the forwarding of that information from the caller and create a diary item 

detailing what has been requested and set an appropriate due date. The requested 

information will be actioned through the correspondence process. The onus is on this 

member of staff to monitor this diary item until the ratepayer change has been 

completed. 

Notification Received in Team 
The Belfast 2 correspondence list will be managed and items allocated to staff on a daily 

basis. 

When you first receive the notification correspondence 

Check immediately that a Stop all Correspondence (SAC) Indicator is on the account. If it is 

not enter the date of death of the ratepayer under the Maintain Person screen and this action 

will put on the SAC. 

NB. The exception is where the ratepayer is in receipt of HB or LIRR, the date of the 

day before the date of death should be entered in these cases in line with NIHE to 

ensure there is not a one-day discrepancy with HB or LIRR awards. 

Issue Acknowledgement 

It is part of the designed process that, when the notification is by a private individual, an 

acknowledgement will be issued. 

However if work is up to date and you have all the information necessary to action the case 

there is no need to issue an acknowledgement. 



If the work is not going to completed with-in 10 working days of the notification being 

received then an acknowledgement should be issued. 

All correspondence must be issued through ABBACUS, the Bereavement Acknowledgement 

letter is available to generate under the Maintain Occupancy screen. 

 

If you issue an acknowledgement – enclose a customer Bereavement Leaflet There should be 

hard copies available in your office. See HPERM FI1/18/1155439 

Whether an acknowledgement is issued or not, when the work is complete it is vital that we 

tell the person who informed us of the death of the actions we have taken and what will 

happen next. 

Check the account if any action required 
It is important that the following checks are done and actions are taken before a ratepayer 

change. 

There is a checklist available at Annex A to help you remember all the necessary actions. 



Use these checklist to ensure all aspects of the case are considered and it is administered 

correctly. 

More than one named ratepayer 
If the notification is about the death of one named ratepayer, but there are other named 

ratepayers this can be actioned as a type-over and the list of checks and actions for other 

cases are not necessary. 

However it is important to check for Recovery,  HB / Rate Rebate or NIHE Direct Credits or 

LPA. Some of these cases may be obvious from indicators on the occupancy but always 

check the transactions screen to see if any of these things are in payment. 

Rate Rebate cases should be referred to the Rate Rebate Team - RateRebate@lpsni.gov.uk 

NIHE DC and NIHE LPA cases should be referred to the NIHE Team - nihephb@finance-

ni.gov.uk 

The deceased ratepayer may have been the sole HB applicant and it will be necessary for the 

surviving ratepayer to make a fresh claim. 

If there is recovery – passed Pending Recovery stage do not do a type-over, speak with the 

officer handling the court to decide the best way forward. Depending on the history of the 

case this could be to terminate the current year’s recovery, do type over and issue a new bill 

or it may be best to record the change through a ratepayer change. 

In all other cases continue with the type over. 

Liability has not changed as the ratepayers are jointly and severally liable – this action will 

not trigger a supplementary demand and one should not be issued. The surviving ratepayers 

remain liable in the same way they were before. 

If directions have been given, change the Direct Debit (DD) details, if no directions have 

been given the DD details should remain the same. 



Create a log item detailing the date of the ratepayer’s death and the action taken. A surviving 

ratepayer may contact us and it is important that whoever deals with them can consider their 

circumstances. 

Single Named Ratepayer is Deceased 

Direct Debit (DD) 

If the account is set up for Direct Debit, list it to the DD Team by phone or emailing the 

details to DoF DirectDebitRating LPSNI - ddrlpsni@finance-ni.gov.uk to have the DD 

cancelled. It will be necessary to remove the Issue of Bills prevented indicator in order for 

this to be done. As soon as you are informed that the DD has been cancelled the Issue of Bills 

Prevented Indicator must be put back on. 

Instalments 

If the account is set up for instalments charge to single payment immediately. 

Rate Rebate 

Check for Rate Rebate in payment 

Note this is not always displayed under the Application / Claim Status field on the Maintain 

Occupancy screen and the transactions should be checked. 

If there is Rate Rebate in payment refer the details from the correspondence to the 

RRCU RateRebate@lpsni.gov.uk. This team does not currently use the correspondence 

functionality so the correspondence cannot be assigned to them. The piece of correspondence 

should be marked as closed with a note that it has been referred to the RRCU. Record the 

referral in occupancy log items. 

Lone Pensioner Allowance (LPA) 



Check under the Application / Claim Status field on the Maintain Occupancy screen for any 

active LPA application. If there is an active application email Application Based Rate Relief 

team - applicationbased.raterelief@finance-ni.gov.uk and request cancellation of LPA. The 

email should include the occupancy ID, the ratepayer name and the date of death. Record 

your request in occupancy log items. 

Disabled Person Allowance (DPA) 

Check under the Application / Claim Status field on the Maintain Occupancy screen for any 

active DPA application.  If there is an active application email Application Based Rate Relief 

team - applicationbased.raterelief@finance-ni.gov.uk  and request cancellation of DPA. 

The email should include the occupancy ID, the ratepayer name and the date of death. Record 

your request in occupancy log items. 

With DPA it is important to check if the recipient of the DPA is the deceased ratepayer or 

another occupier of the property. Check for details by selecting the Applications tab on the 

Maintain Occupancy screen, then clicking details and checking under the DPA Applicant 

screen. If the applicant is not the deceased ratepayer include this information in your email to 

the ABRR Team. If the disabled person continues to occupy the house record on log items 

and a record for yourself that the DPA award needs to be added to the new occupancy once 

the ratepayer change has been actioned. 

NIHE Direct Credits 

Check if NIHE Direct Credits are in payment if so refer the information to the NIHE Team 

- nihephb@finance-ni.gov.uk. 

If you have details of a surviving occupier, who is now becoming liable for rates, include this 

information. The NIHE Team will liaise with NIHE, it may be that the surviving owner was a 

joint NIHE HB applicant or it may be that they have to make a fresh claim. 

Request that the NIHE Team inform you when any necessary claw back has been completed. 



It is in order to proceed with the RPC before receiving information about claw back, 

however, the refunds disallowed must remain on the closed account and no refund of credit 

transfer must be completed before this is confirmed. 

NIHE LPA 

Check if NIHE LPA is in payment if so refer the information to the NIHE Team 

- nihephb@finance-ni.gov.uk. 

Request that the NIHE Team inform you when any necessary claw back has been completed. 

It is in order to proceed with the RPC before receiving information about claw back, 

however, the refunds disallowed must remain on the closed account and no refund of credit 

transfer must be completed before this is confirmed. 

Agricultural Property 

Check on the Maintain Property screen for the Property Details description. If the property is 

described as an Agricultural House (HAG) email the details to belfastvaluation@finance-

ni.gov.uk. The email should include details of any new occupier or that the property is 

vacant. 

Once the above checks have been done and any action necessary from another team has been 

requested the case can proceed. 

Record Change of Ratepayer Name, Ratepayer 
Account Name, Billing Name and Billing Address 
It is important that we adhere strictly to the following rules regarding the different name 

fields on Abbacus. 

It is acceptable to abbreviate Personal Representative to Per Rep to fit it within the 

ABBACUS name fields. The wording (Deceased) should be used every time, unabbreviated. 



Ratepayer Name 

In the Maintain Person screen – accessed under Party ID modify the ratepayer name by 

adding “(Deceased)” after the surname. 

Whilst in this screen check that the date of death has already been entered, or in cases where 

there is HB or LIRR on the account, the date of the day before the date of death. If it has not, 

ensure this is done. 

Billing Name 

In the Maintain Ratepayer Account screen Change the Billing Name on the occupancy: 

If the name of a personal representative is known this should be recorded, for example “John 

Smith Per Rep of William Smith (Deceased)” 

If the name of the personal representative is not known it should be recorded as, for example 

“Per Rep of William Smith (Deceased)” 

Always add a Billing Name to ensure against any inappropriately addressed correspondence 

ever issuing on the closed account e.g. someone may change occupancy dates later and bills 

or refunds could go out. 

Account Name 

In the Maintain Ratepayer Account screen Change the Account Name by adding the suffix 

(Deceased). 

Billing Address 

If the Personal Representative has supplied a billing address ensure this is entered. 

If a solicitor is acting in the estate of the deceased ratepayer it is appropriate for the solicitor’s 

details to be entered under Billing Address as C/O solicitor's name then solicitor's address. 



When you enter the billing address a message will appear asking if a supplementary bill 

should be issued, always select “No” at this stage. 

When the ratepayer name, account name, billing name and billing address have been 

appropriately updated we can proceed to ratepayer change. 

Please ensure that when dealing with a deceased ratepayers account billing details are only 

updated following advice directly from the Personal Representatives or the solicitor acting in 

the Estate. Detailed log notes should be recorded on the account with details of the request 

and any action taken on the account. 

Check Ownership of Property if necessary 
If we have been informed that the deceased ratepayer was the sole owner of the property, 

which is now vacant, we need to check the ownership of the property to verify that the 

ownership information is correct. 

Use the Integrated Map Viewer to check ownership. 

If the property is not registered in the Land Registry the message “No related records were 

found” It will be necessary to request a Registry of Deeds search. 

Copy and paste the ownership information from the Integrated map Viewer or Registry of 

Deeds search into the Occupancy Log Items. 

If the deceased ratepayer is not recorded as the sole owner – ask is it likely that the other 

owner is a partner who predeceased them. Contact the person who informed us that the 

ratepayer is deceased to confirm if necessary and record the information in Log Items. 

If there are other owners recorded and the property is vacant these other owners will be liable 

for the vacant rates. It will be necessary to include this information in the Ratepayer Change 

Completed letter referred to below, and explain that an REH Exclusion can only be granted in 

cases where the deceased was the sole owner. 



Perform Ratepayer Change 
Ensure that all necessary action has been taken to cancel LPA, DPA, DD and Instalments 

then perform the ratepayer change. 

The end date of the deceased’s occupancy is the date of death, or in cases where there is HB 

or LIRR on the account, the date of the day before the date of death. 

Once the initial bill has issued a stop should be placed on billing again. These accounts are 

not suitable for normal recovery processes. Any debt which accrues can only be recovered 

from the estate. This should be followed up by Regional Office with the periodic issuing of 

letters requesting information on the administration of the estate and the availability of funds. 

Property Vacant - Deceased was sole owner of the property 

Only open a vacant account in the name of the personal representatives if we have confirmed 

that the deceased ratepayer was the sole owner of the property. 

If the personal representative’s name is known the new occupancy is opened in the ratepayer 

name e.g. “John Smith Per Rep of Jane Smith (Deceased)”. 

An Issue of Bills Prevented indicator should be placed on this new account, with the reason 

recorded as awaiting an REHE application. These will be monitored in the SAB report and 

removed after one month if the REHE application is not lodged. 

If the name is not known the new occupancy is opened with the ratepayer name “Per Reps of 

Jane Smith (Deceased)”. A billing hold should be placed on this account only until any 

necessary credit debit transfer is done. 

Property Vacant - Surviving Owners 

If the information supplied, or your ownership investigations have determined that there are 

surviving owners of a vacant property a rate account should be opened in their name. 



If no billing address has been supplied contact the person who informed us of the death of the 

ratepayer to try and obtain one. If the information is not supplied check the address details for 

the owner in Land Registry and use this as the Billing Address. If no Billing Address can be 

determined issue a bill to the rated address. 

Property Occupied 

If details have been supplied for a new or surviving occupier open the occupancy in their 

name following the normal ratepayer change rules. Place a billing hold on the account only 

until any necessary credit debit transfer has been done 

Direct Debit 

If the new ratepayer is a surviving occupier, check if any Direct Debit from the previous 

occupancy should be continued. 

It should be continued if the person who notified us of the death has requested it or there is 

evidence that the DD was set up from a joint account of the deceased and the new ratepayer. 

If neither of these applies ask the incoming ratepayer whether the DD should continue – if 

there are no telephone contact details this can be included in the Ratepayer Change 

Completion Letter referred to later. 

Wait for all transactions to post 
When you have performed a ratepayer change wait for all transactions to post before taking 

any further action. 

Credit on closed account of deceased 
If there is a credit on the closed occupancy we need to determine the correct course of action. 

No action should be taken on a credit created by DD, before notification from the DD team 

that the DD payment has cleared. 



If the new occupancy is a vacant occupancy in the name of the personal representatives then 

the credit should be transferred to this new occupancy. 

If the property is occupied by a surviving partner who occupied the property with the 

deceased then the credit should be transferred to the new occupancy. 

If the property is occupied by a surviving joint occupier and they confirm that, although not 

recorded as a ratepayer, they made the payments on the account then the credit should be 

transferred to the new occupancy. 

The credit should only be transferred into another account if the ratepayer on that account can 

prove they made the payments. 

In all other circumstances the credit must be refunded to the Personal Representative, see 

further information under Refunds. 

Debt on closed account of the deceased 
If there is debt on the closed occupancy of the deceased, once all actions have been 

completed, remove the billing hold and issue a Supplementary Demand. 

Once the Supplementary Demand has issued a stop should be placed on billing again. These 

accounts are not suitable for normal recovery processes. Any debt can only be recovered 

from the estate. This should be followed up by Regional Office with the periodic issuing of 

letters requesting information on the administration of the estate and the availability of funds. 

Refunds 
If there is a credit on the closed deceased ratepayer’s account, and the circumstances mean it 

is not appropriate for the credit to be transferred to the new occupancy, this must be refunded 

to the personal representative. 

If we do not have details for the personal representative the refunds disallowed indicator 

should remain on the account until this is determined. 



Once the Personal Representatives details are established, any request to update the billing 

details on the account must come directly from them. 

If a refund is to be issued remember the rule that the payable order will generate in the billing 

name and if there is no billing name it will generate in the account name. Always ensure there 

is a billing name as the account name will be the name of the deceased. 

Care should be taken that the payable order that is issued can be cashed and does not need to 

be returned for amendment. 

It is rare for personal representatives to have a bank account specifically for administering an 

estate which would allow them to cash a payable order made out to them as a personal 

representative. As long as an individual has confirmed that they are a personal representative 

of the deceased ratepayer the billing name should be changed to just their name with no 

descriptors, this allows a payable order which they can cash, to be generated. 

In the Ratepayer Change Completion letter it should be clearly stated that the refund being 

issued is for the estate of the deceased ratepayer. 

Inform Personal Representative of action taken and 
what will happen next 
It is an important feature of the Bereavement Process work that we communicate well with 

Personal Representatives. We must inform them of the action we have taken and what will 

happen next on the rate account. 

This can be done in writing or by telephone. During first contact condolences should be 

extended, if an acknowledgement has not been issued this can be included in a Ratepayer 

Change Completion letter. 

If there is eligibility for an REH exclusion we should explain this, note do not say that relief 

will definitely be grated as this is a decision for the ABRR Team once they have examined all 

the evidence. If a bereavement leaflet has not already been issued send one out with the 

Ratepayer Change Completion letter. 



We must bear in mind data protection considerations. We can tell a person who provided 

information to close a rate account and to open a new one that we have completed those 

actions, however if they are not the named ratepayer on the new account we cannot share 

specific information relating to the account. 

Billing details on the deceased ratepayers account should only be amended following advice 

directly from the personal representatives or solicitors acting in the administration of the 

estate.   

Flowchart 

 
Letters 
An acknowledgement and a Ratepayer Change Completion Letter are available to generate 

under the Documents Tab on the Maintain Occupancy screen. 



Changes have been requested to these letters in the meantime always remove the wording 

“Bereavement Acknowledgement” and “Bereavement Ratepayer Change Completed” Also 

remove the “Customer Name: Name of the deceased from both letters and ensure that they 

are edited appropriately to inform the customer exactly what happened on the account. 

Remember if a credit has been issued to the personal representative they should be informed 

that this is money due to the estate of the deceased. 

Quality Assurance 
Line managers must ensure that Quality Assurance checks on ratepayer changes performed 

due to the death of a ratepayer have adhered to these procedures. This should include a check 

of the information supplied to the person who informed us of the death. 

Annex A - Quick Checklist for Bereavement Cases 

Action immediately on receipt 

Ensure Stop all Correspondence Indicator is on account – if not enter date of death, or in 

cases where there is HB or LIRR on the account, the date of the day before the date of death. 

Ensure the correspondence is associated with the correct occupancy. 

Check before any ratepayer change 

Ratepayer Type – Landlord? 

Payment Method – DD? 

Payment Method Instalment? 

Housing Benefit / Rate Relief in payment? 

Rate Rebate in payment? 



Active LPA application? 

Active DPA application? (Who is the DPA recipient is it someone other than the deceased?) 

NIHE Direct Credits in payment? 

NIHE LPA payment? 

Property Description – House Agricultural (HAG)? 

If the answer to any of the above is yes then action is required 

Last check before ratepayer change 

Check that any request to cancel LPA / DPA / DD have been actioned. 

Change to deceased occupnancy before any ratepayer change 

Change Ratepayer Name under Party ID and add date of death if not already entered. 

Change Account Name 

Add Billing Name (In all cases) 

Add Billing Address (If one available) 

After ratepayer change 

Billing Hold on new Account 

Allow time for all transactions post 

Is there a debit on the closed account? 



Is there a credit on the closed account? 

Is there a possible claw back? 

Does DPA need to be reinstated on the new account? 

Should DD be set up using existing bank details? 

If the answer to any of the above questions is yes then action is required 

Remember to tell the person who informed us that the ratepayer is deceased what action we 

have taken and what will happen next. Use the correspondence on Abbacus or call them and 

record the details on log items. 

 

 

 

 

 

 

 

 

 

 



Rating of Empty Homes (REH) 
Exclusions 
Topics:  

• LPS Revenues & Benefits guidance 

Below you will find a list of Automatic and Application Based 
Exclusions under the Rating of Empty Homes (REH) scheme. 

Automatic Exclusions 

Rateable capital value under £20,000 

The rateable capital value is the value we use to calculate the rate bill. Any property with a 

capital value below £20,000 will not be liable for empty property rates and will be 

automatically excluded. 

Developer Exclusion 

The owner is a developer of a newly built home that has never been occupied 

There are a number of criteria to satisfy, including that the home: 

• Is a new building; 

• Has never been occupied; 

• Has a first owner who is a developer; 

• Is in the capital value list; and 

• It was first included in a valuation list on or after 1st April 2007. 

A developer means a person undertaking development work that results in a new building. 

The exclusion will only apply once, while all the criteria are met, and it is time bound* (see 



below). It will end where the property becomes occupied, is old or the time bound period 

ends. 

*The developer exclusion will apply as detailed below: 

Date property is first shown in a valuation list or completed Length of exclusion period 

1st April 2007 – 31 March 2012 (inclusive) 18 months 

1st April 2012 onwards 12 months 

Application Based Exclusions 

The empty home cannot be legally occupied 

This refers to empty homes where occupation is legally prohibited. 

The empty home can not be occupied due to the actions of a public 
body 

This refers to homes that are empty because a public body is prohibiting its occupation. 

Alternatively the public body may intend to acquire (vest) the property to support a public 

works scheme such as building a new road. 

The empty home is a listed building 

This applies when a building or part of a building comprising the property or part of it is 

included in a list compiled under Article 42 of the Planning (Northern Ireland) Order 1991 or 

is the subject of a building preservation notice within the meaning of Article 42A of that 

Order. 

The empty home is an historic monument 



This applies when a building or part of a building comprising the property or part of it is 

included in the Schedule of Monuments compiled under Article 3(1) of the Historic 

Monuments and Archaeological Objects (Northern Ireland) Order 1995. 

The owner is a personal representative of a deceased person 

The person who owns the empty home does so only in their capacity as the personal 

representative of the former owner, who is now deceased. 

The owner is subject to a bankruptcy order 

This means the owner is bankrupt 

The owner is a trustee under a deed of arrangement 

The owner of the empty home does so only in their capacity as a trustee under a deed of 

arrangement to which Chapter 1 of Part VIII of the Insolvency (NI) Order 1989 applies. 

The owner is a company in administration 

This applies to a company in administration within the meaning of paragraph 2 of Schedule 

B1 to the 1989 Order or is subject to an administration order made under the former 

administration provisions within the meaning of Article 2 or the Insolvency (2005 Order) 

(Transitional Provisions and Savings) Order (Northern Ireland) 2006; or a company which is 

subject to a winding up order made under the 1989 Order or which is being wound up 

voluntarily under that Order. 

The owner of a property is a liquidator 

The owner of the empty home does so only in their capacity as liquidator by virtue of an 

order made under Article 98 or Article 123 of the Insolvency (Northern Ireland) Order 1989. 

The owner is the Foyle, Carlingford and Irish Lights Commission 



The owner of the empty home is the Foyle, Carlingford and Irish Lights Commission. 

The owner(s) are in care (nursing home, residential care or hospital) 

This applies when all the current owners of the property live in a nursing home, residential 

care home or hospital (as their main home) and when they last occupied the empty house it 

was their sole or main residence. 

The owner(s) are in detention 

This applies when all the current owners of the property are detained (due to, for example, a 

court order) and have their main residence there. When they last occupied the empty house it 

must have been as their sole or main residence. 

 

 

Rating of Empty Homes (REH) 
Ownership Disputes Guidance 
Information and guidance on how to handle Rating of Empty Home 
(REH) ownership disputes. 

For the introduction of the Rating of Empty Homes ownership, details for 41,000 properties 

were obtained from Land Registry and the Registry of Deeds using an automatic search 

function. 

This has resulted in some errors in the ownership details we have recorded on ABBACUS. 

Action to take 



If a customer contacts you directly, stating that LPS has them recorded as the owner of a 

property which they do not in fact own, take the following action: 

Explain to the customer what has happened and what action we will take using the following 

lines to take: 

"In preparation for the introduction of the Rating of Empty Homes ownership information 

was obtained from Land Registry and the Registry of Deeds. Validation checks were carried 

out where possible. However LPS were aware that this would not be 100% accurate and 

therefore we issued a letter to the owners identified requesting them to confirm if the 

information was correct. 

Thank you for now contacting us. We will re-check the information originally obtained to 

ascertain ownership details. We will advise you on the corrective action taken when this is 

complete." 

Gather information 
1. Gather the information regarding the ownership dispute. Ask for contact details; always 

obtain the telephone number where possible. 

2. Under Maintain Property in ABBACUS create a log line with the category Rating of Empty 

Homes; this log line must give as much detail as possible. 

3. Inform the Central Investigations Team of the ownership dispute by sending the details 

to LPS.CIT@finance-ni.gov.uk. Remember to send the contact details, including telephone 

number where possible, for the person raising the dispute. 

4. It is important to leave the ownership details as they are currently recorded. Do not amend 

a liability as a result of this correspondence. The ownership / occupancy must not be end 

dated. A type over is never appropriate. 

The Central Investigations Team will carry out the necessary investigations, take any 

necessary corrective action and inform the person who raised the ownership dispute of the 

outcome. 

 


