
 Revenues and Benefits Service 

 

LL access request form 0415 

 

(Form 1) Portal access for individual or sole-trader landlords.  
 

Please return this form by email to landlord_info@sandwell.gov.uk 
 
This form should only be used by independent landlords / sole traders. It should not be used 
by employees of companies, lettings agencies, Housing Associations or similar 
organisations. 
 
You should only use this form after you have received your first direct payment of Housing 
Benefit. If you are still waiting to receive a payment, do not complete this form until you 
actually receive a payment and can answer questions 5 and 6. 

      
Please answer all questions 

 
1 Are you an independent 

landlord or sole trader? If 
not, do not complete form.  

 

2. What is your landlord 
reference or ID number? 
(You can find this on any 
payment notification we 
have sent you).  

 

3. Landlord full name 
 
 

 

4. Landlord Address 
 
 
 
 

 

5. Date last Housing Benefit 
Payment was received 
from Sandwell MBC 

 

6. Amount of last Housing 
Benefit payment received 
from Sandwell MBC 

 

7. Last 3 digits of the bank 
account number that the 
Housing Benefit was paid 
into 

 

8. Your first name 
 

 

9. Your surname 
 
 

 
 

10. Email address, please 
write clearly.* 

 
 

11. Phone Number  
 

 
*Your log on details, password and all communications will be sent to this email address. 
You must return this form by email from this address.  
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 Revenues and Benefits Service 

 

LL access request form 0415 

 

 
The user must read and sign to accept the following. I understand that:  
 

 I will not, under any circumstances, share my log-in or password details with anyone. 
If these become compromised in anyway – I will immediately notify Sandwell Council 
by email to landlord_info@sandwell.gov.uk  

 I must protect the security of the data that I have access to. 

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

 I must notify Revenues and Benefits at once if I am no longer a landlord. 
 Any suspected abuse of this data or misuse of the Landlord Portal will result in 

suspension from the Landlord Portal. 

 Unauthorised or inappropriate use of, or access to the Sandwell Landlord Portal may 
be an offence under the ‘The Computer Misuse Act 1990’ which carries a punishment 
of a conviction or a fine and / or a prison sentence to the individual. 

 I understand that the information to which I have access via the landlord portal is 
strictly confidential. 

 I will not make this information available to any third party (other than to a party to 
whom I am satisfied that I may legally disclose such confidential information to); or 
use the confidential information for any purpose otherwise than in the proper 
performance of my role as landlord or permit or cause any unauthorised disclosure of 
confidential information through any failure to exercise due care and diligence 

 I will not screen-shot, photograph, print-off or replicate screens from the landlord 
portal. I will only extract information from the portal by using the ‘Export to excel’ 
function on the portal which will allow me to download information from the portal to a 
spreadsheet.  

 

 
Signed: 
 

Print Name: 

 
 

Date: 

 
Please return this form by email, from the email account you have given in question 10 to 
landlord_info@sandwell.gov.uk  
If you have any queries regarding this form, please email landlord_info@sandwell.gov.uk 
 
Your information 
 
The information on this form is being collected by Sandwell MBC’s Revenues and Benefits 
Service. It will let us make sure you should be allowed to use the landlord portal, for us to 
share information with you about the portal or any changes. Or to contact you if there is a 
problem with running the portal. We will only use the information for these reasons and to 
deal with any queries about payments of Housing Benefit for the tenants whose details are 
shown on the portal.   
We will keep the information about you for six years from the date that your access to the 
portal stops, plus the remaining length of the financial year in which the six year period ends. 
The information on this form will not be shared outside the Revenues and Benefits Service.  
 
We will notify you by email if the information above changes in any way. 
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