)81 i ONMECHOICEW

Allocation Policy

May 2011

Page 1 of 68



1.1
1.2
1.3
1.4
1.5
1.6

3.1
3.2

3.3

3.4
3.5
3.6

4.1
4.2
4.3
4.4

5.1
5.2
5.3
5.4
5.5
5.6
5.7
5.8

6.1
6.2
6.3
6.4
6.5
6.6
6.7
6.8

6.9

Housing Partnership .......cccccccimmmiminniiisss s ssssssses e 8

HOUSING REGISTEN ... 8
INTFOAUCTION. ... 8
Partner Organisations (POS) ........ceiiiiiiiiiiiie e 9
(€70} V=14 P T oo SRR 9
Objectives of the Scheme...........oooo e 10
How the Scheme will operate ... 13
Review of Scheme.......ccccciiiiniimiie e 14
LEGAL FRAMEWORK .......ccociiiimnrininmnsnsssnsssssssss s sssss s s ssmss s sssssssnssnnes 14
FramMEWOTK ... 14
Allocations covered by the policy, where the rules under Part 6 do not

=T o] o] VPP UPPUPPUPPPP 14
The policy does not apply to the following situations, also not covered by
the rUlES IN Part B: ... e e e e e e 15
Legal CoNtEXT ... e 16
Equal opportunities and diVersity..........ccccuueeeiiiiiiiiieieee e 16
Monitoring and reviewing the allocations poliCy.........cccccoviiiiieeiiiiiiinnnee. 16
The Housing Register .........ccccmriminiiimmmnmiinnessssss s snssssss s 17
Who can go on the RegiSter? ... 17
JOINt APPIICALTIONS ... 17
Who may not be eligible to join the register?.........cccooooiiiieeiiiiciieeeeen 18
Circumstances when eligible applicants will not be able to participate in
07 PSPPSR 19
How the register WOrks...........covmmiiminiinsmmnimnns s sssnnnens 20
10T [0 T3 1 Lo o PP 20
Multiple appliCations ........coooii e 20
CiVil PArtNEISNIP. ... 20
Applicants’ consent and declaration ...........ccooeceieieiiiiiniiiiee e 20
Data ProteCioN .....cooiiiie e 21
Cancelling an appliCation............oo i 21
False INformation.........cooo oo 21
Councillors and Involvement in decision Making ..........cccceeeeviviieeeneeennns 21
Assessment of Housing Need.........ccccciiiiiimmmiiinnsiisessnnsees s 22
Legal background.............uviiiiiiiie e 22
Advice and iNfOrmMation ..........oooeeiieieie e 22
Housing Needs Bands..........cccuiiiiiiiiiiieiei e 22
Assessment of ApPlICAtIONS. .......coviiiiiiiiiie e 23
Deciding the effective date ............oooviiiiiiii 23
Local Connection to the sSub-region............ccoeveeiiiiiiie e 24
Connection to the local authority area ..........ccceeeeiiiiiiiiiii e 24
Applicants from outside the sub-region who have no local connection to
L1 = 1= SRR 25
Special Assessments of Need........c..ooeiiiiiiiiiiiiiii e 25

Page 2 of 68



6.10
6.11
6.12
6.13

7.1
7.2
7.3
7.4
7.5
7.6
7.7
7.8

8.1
8.2
8.3

9.1
9.2

9.3
9.4
9.5
9.6
9.7
10
10.1
10.2
10.3
10.4
11

11.1
1.2
11.3
11.4
12

12.1
12.2
13

Reduced Preference ... 25
Applicants who have deliberately made their housing situation worse....27

OWNEI-OCCUPIEIS ...ttt e ettt e e e e e e e e e e s ennre e e e eeas 27
Applicants in ‘tied’ accommodation which is suitable for their needs....... 28
Finding a Home under CBL Scheme ........c.cccciiiimmmiinnniiiesmsnnnnisnnnens 29
Advertising available NOMES.........coooi e 29
Labelling Properties ......cooo oot 30
Expressing an interest in available homes .............cccccciiiiiie, 31
Making an offer of accommodation ............c.ceeveiiiiiiiie e 32
FEEADACK. ... . e e 32
AccompPanied VIEWING ......cooiiuuriiieeieiieiee e a s 32
RETUSAIS ..o 33
Lower Demand NOMES .......couiiiiieiiiieee e e e e e e 33
Offers of accommodation ... s 34
(0] g o] (o7 =T o) = = SRR 34
Offering properties to tenants who owe rent...........cccceeeeeveevieiiieienneeenenn. 35

Offers to Homeless Households & Reviews of Offers (duties under the
Housing Act 1996 part VIl section 193, as amended by the Homeless Act

72012 PP 36
Type of property offered ..o 37
Property size and household Size..........ccooiiiiiiiiiiiiiiieeeeeee 37
Parents with ‘staying access’ to dependent children or shared residence
(o] [ RPN 38
Applicants with a medical or social need for a larger property................. 38
EXIra rooms fOr CArerS.........uuuimiiiiiiiiiiiieeiee e 39
Bungalows — Age restriCted............ueeiiiiiiiiie e 39
Bungalows — without age restriCtions ... 40
Properties empty for major repairs and alterations (decants).................. 40
Local Lettings PoOliCes......cccciiiiieeeee s e 40
1] (0o [8 oz 1o o PP 40
Local lettings policy — Properties .........cooucueeeeieeiiiiiiiee e 41
Local lettings poliCy — PEOPIE.......uuuuiiiiiiieiieiee e 41
Local lettings policy — connection to an area (normally villages) ............. 41
Allocating properties designed for people with physical

disabilities or properties for older people.......ccommmrmrreriiiiieeeinennennnns 42
Allocating sheltered NOUSING. ......cccooiiiiiiiiiiii e 42
Allocation of extra-care sheltered housing or very sheltered housing .....42
Properties designed or adapted for people with physical disabilities....... 42
Age restrictions 0N NOMES .......eiiiiiiiiiiiee e 43
Types of Tenancies offered ... 44
1] (0o [8 oz 1o o PP 44
Letting permanent housing on a temporary licence............ccceeeeeeivnnnnnnns 44
Checks to make sure housing is offered to those with the greatest

3 1= = o 44

Page 3 of 68



13.1
13.2
14
14.1
14.2
15
15.1
15.2
15.3
15.4
15.5
16
16.1
16.2
16.3
16.4
16.5
16.6
17
17.1
17.2
17.3
17.4
17.5
17.6
17.7
17.8
17.9
17.10
17.11
17.12
17.13
17.14
17.15
17.16
17.17

17.18
17.19
17.20
17.21
17.22
17.23

Re-registering applications on the register ...........ouuiiiiiiiiiiiiiireeee, 44

Home visits before we make an offer of housing...........cccoeeiiiiiiiiiiins 44
Making the best use of our housing stocK..........ccccriiiiisnmmrininiiiinnnnns 45
Tenants of Registered Providers (RP) where no nomination rights exist 45
Council and RP tenants from outside the sub-region .............ccccceeeeens 45
REVIEWS ... s 46
RIgtS 10 @ FEVIEW ... 46
How to request a review of a Housing Register Decision.............ccuee.ee. 46
Appealing against the reasonableness of an offer of housing ................. 47
ComplaintS PrOCEAUNE .........ueiiiiieeiiie ettt e e e 47
The Local Government OmbudSman .........ccooiiiiiieeeiiiniiiiieeee e 48
Banding Scheme ... 49
D1 =T G I £ PP 49
BaNd A e a e e e e ee e arennna——_ 50
BaNd B 51
BaANd € oo 52
BANA D e s 52
BaNd E....oeeee e e e e e 53
Housing PrOKtY ..ccoviciiiiiiiciiiee e e 54
Deciding who has priority on the register...........oooooiiiiiiieeeee 54
OVEICIOWAING ettt e e e e e e ennre e e e eeas 54
Children sharing bedroOms ..........occuuiiiiiiii e 55
7= [0 To] 0 4 JX= > PP 55
Applicants without ChIlAren ... 56
Disrepair, poor design and lack of facilities ............cccoccioiiiiiiiiiieieeeeen. 56
Sharing with another household ... 56
People living in mobile homes or caravans ..........ccccccceeviiiieeec s, 56
Homelessness and temporary or insecure accommodation.................... 57
Accepted homeless households in severe need ...........ecceeeveieieeieiienne, 58
Other Homeless households not owed a duty ..........ooooiciiiieiiiiiiiiiienenn. 58
Prevention of hOmelessSness ..........coooi i 59
Assured shorthold tenants under NOtICE ..........c.eeveveeiiiiiiiiiee e 59
Lodger Under NOLICE ......coooiiiie e 60
Tenants of tied accommodation under notice.............ccccuuiiiiiiiiiiieeeennnnn. 60
Protected tenants with a possession order.............cceiiieiiiiiiiiiieeeiiiiienee. 60
Qualifying Agricultural workers (protection under the Rent Agricultural Act
LR ) ISP PR 61
FiXed-term liICENSEE ........oveiiiii i 61
Applicants with no fixed address ............eeeeeiiiiiiiiii e 61
Medical, welfare and hardship..............eeeeiii e 62
Medical aSSESSMENTES ......cceeeeiiiiiiiiee e e e 62
Welfare/Hardship assessments..........cueveveeiiiiiiieiee e 63
Tenants with a home that is bigger than they need..............ccccoeeiieee. 63

Page 4 of 68



17.24

17.25

17.26
17.27
17.28

Applicants offered housing because of the death of a secure tenant in

the SUD-TEQION ... 64
Applicants offered housing because of a Relationship breakdown of a

secure tenant in the sub-region ... 65
Transfers which will release a property that is needed...............coeeeeeeee. 65
Applicants where tenancy surrender has been negotiated..................... 66

Nomination agreements with supported housing providers (move on)....66

Page 5 of 68



Applicants

CBL

LSVT

ALMO

PO

RP

TIS

Glossary of Terms

People seeking access to social housing for rent or
low cost home ownership options

Choice Based Lettings

Large Scale Voluntary Transfer

Arms Length Management Organisation

Partner Organisation

Registered Provider

Tenant Incentive Scheme
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Statement of Choice

Fairness
QOur aim is to:

ensure the widest possible access to housing by offering choice of accommodation, this
includes options in the private sector.

give you the opportunity to express preferences about your accommodation whenever
possible, whilst allowing us to meet the local needs of each authority in the sub-region

prevent discrimination on the grounds of race, religion, sex or marital status, sexual
orientation or disability.

write our publications in plain English and offer translations, large print or a reading service
where needed to help you make an informed housing choice

Excellence
Our aim is to:

be courteous and efficient

respond to the needs of our customers and our partners and ensure the views of our
customers are heard

set out clear standards for services so that everyone knows what to expect.

provide you with advice regarding access to social housing and other housing options, both
over the phone and in person.

direct you to the appropriate team or agency where specialist advice is required e.g. housing
advice, welfare rights

meet our legal and strategic requirements whilst considering the needs of the local
community

confirm in writing any decision made in relation to your application for housing
ensure decisions reflect policy and are consistent and transparent

Your Responsibilities:

provide full and accurate details on all forms or correspondence in relation to your application
for housing.

tell us immediately if your circumstances change in any way, for example, your address,
family details, medical condition

respond to requests from us for information

make a decision on viewed properties within the specified time scale agreed with the
landlord.

Throughout this document we refer to people seeking access to
social housing for rent or low cost home ownership options as
“applicants”.
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K Housing Partnership

1.1 Housing Register

1.1.1 The Housing Register is intended to be a single register of housing need
for the Greater Haven Gateway sub-region, which includes the local
authority areas of Babergh, Braintree, Colchester, Ipswich, Maldon, Mid-
Suffolk and Suffolk Coastal. Waveney District Council, although not part
of the Greater Haven Gateway sub-region, have joined the sub regional
scheme. Tendring District Council, although part of the Greater Haven
Gateway sub-region, has decided not to join the scheme. In this
document, the housing register and Choice Based Lettings (CBL)
scheme will be referred to as a sub regional scheme.

1.1.2  The Register is the way in which all applicants must apply for social
housing in the sub-region.

1.1.3  The demand for housing exceeds supply and the register exists to
enable the scheme to prioritise those households who are in greatest
housing need and to maximise their opportunities for re housing.

1.1.4  The Register also provides information on needs which the sub region
uses to develop new affordable housing.

1.1.5  The Allocations Policy sets out:

e The objectives of the Allocations Scheme

e How the Housing Register operates

e Who is eligible to be re housed

e How applicants’ housing needs are assessed

¢ How social rented homes across the sub-region are let

e How the sub-regional choice based lettings allocations (CBL)
scheme operates.

1.2 Introduction

1.2.1 This section outlines the Greater Haven Gateway sub-regional CBL
scheme, Gateway to Homechoice, which was introduced in April 2009.

1.2.2  The Greater Haven Gateway Sub-regional CBL scheme is a method of
letting social housing across the sub-region and other areas where
appropriate.

1.2.3  The Greater Haven Gateway Sub-regional CBL scheme is to be called
Gateway to Homechoice.

1.2.4  The eight Local Authorities and their Large Scale Voluntary Transfers
(LSVT) partners and Arms Length Management Organisation (ALMO),
as detailed in Section 1.3, Partner Organisations (POs) have agreed to
operate a common sub-regional CBL scheme.
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1.2.5

1.2.6

1.2.7

1.3
1.3.1

1.3.2
1.3.3

1.4

1.4.1

1.4.2

The scheme will operate through a shared CBL IT system and one
common allocations policy across the sub-region. However there may
be local variations in order to make best use of social housing, in which
case eligibility for properties will be clearly labelled in the advertisement.

This new approach will give applicants greater choice in selecting where
and in what property type and tenure they wish to live.

The system is designed to be easy to use, and allows applicants to have
an understanding of their housing situation, enabling them to make the
best choice from the full range of housing options available to them.

Partner Organisations (POs)
The following local authorities are participating in the scheme:

e Babergh District Council

e Braintree District Council who has transferred their homes to
Greenfields Community Housing Association

e Colchester Borough Council whose homes are managed by
Colchester Borough Homes

e Ipswich Borough Council

¢ Maldon District Council who has transferred their homes to Moat
Homes Ltd

¢ Mid Suffolk District Council

e Suffolk Coastal District Council who has transferred their homes to
Flagship Housing (Suffolk Heritage)

e Waveney District Council (joined January 2011)
Contact details for all POs are available in Appendix 1.

Within each authority there are other local housing associations,
referred to as Registered Providers (RP), who may advertise their
available homes through the scheme. Where nomination agreements
exist with local authorities the RPs will advertise these vacancies
through the scheme.

Governance

The scheme is subject to a sub-regional agreement which ensures that
the scheme is kept up to date and meets national best practice
guidelines. It is managed by a sub-regional board made up of the
Housing Managers from the participating local authorities, RPs and
other stakeholders.

All POs will contribute to monitoring, developing, funding and making
policy decisions about the scheme.
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1.5
(a)

(b)

(c)

(d)

(e)

Objectives of the Scheme

To meet the legal requirements for the allocation of social housing
as set out in the Housing Act (1996) Part VI as amended by the
Homelessness Act (2002)

The sub-region will ensure its allocation policy complies with all
legislative requirements, related legislation, case law, local policies and
strategies.

Provide a single system of choice in housing across the whole
sub-region

The POs will develop the allocation policy in accordance with the
principles agreed sub-regionally. All assessments of need and
allocations will be made according to the agreed sub-regional policy.
The scheme will provide applicants with more choice and involvement in
choosing the home and the area in which they wish to live.

The scheme aims to provide applicants with sufficient information to
explain where homes are more likely to become available. This will
allow them to make informed choices about their housing options.

Produce a system applicants can understand and which is both
open and fair

To ensure the scheme is consistent, fair and transparent it will include:
o Comprehensive feedback on homes let

An allocation policy based on common principles

Adoption of a common banding structure across the sub-region

Sub-regional governance

Clear labelling of properties

Detailed procedures for needs assessment and allocations

Performance management information

A consistent review process.

O O O O O O

Increase the sustainability of local communities

Homes may be advertised with criteria aimed at improving the long-term
stability of a community.

Facilitate genuine opportunities for mobility across the Sub-region

In order to maximise choice and mobility for applicants within the sub-
region and other areas, where appropriate , each PO will advertise their
properties to applicants who have a local connection to any of the eight
local authorities. Applicants who have no connection to the sub-region
will still be able to take part but they will not have the same degree of
priority and therefore will be banded one band lower than if they had a
local connection to the sub-region.
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(9)

Inward and outward migration (also called ‘cross border moves’)
between authorities will be monitored quarterly. If inward migration
exceeds outward migration significantly then properties will be restricted
to bidding by applicants with a local connection to a particular local
authority.

In some areas homes will be restricted to people with a close local
connection to a village. This is because special planning laws have
been used to develop these homes. In such cases properties will be
clearly advertised to show a local connection rule applies.

To assist in minimising homelessness and assist applicants in the
highest assessed need

All applicants will have their housing needs assessed and be placed in a
housing needs band according to their circumstances. This will take
into account the reasonable preference criteria outlined in the Housing
Act (1996) as amended by the Homelessness Act (2002).

Homes will generally be let to the applicant in the highest housing needs
who has been waiting the longest, having expressed an interest in the
home and meeting the criteria advertised.

To ensure that vulnerable applicants are supported

Vulnerable people will be appropriately supported to access the
scheme. A number of measures will be taken to ensure that vulnerable
applicants are not disadvantaged such as:

Providing appropriate advice and assistance
Translating documents on request

Providing information in other formats on request
Partnership working with support agencies

Producing and publishing a sub-regional vulnerable people

strategy

o Undertaking monitoring and regular reviews of the allocations
policy

o An assisted applicants list will be held which will help us identify
applicants who, due to their vulnerability, require additional
help.

o To ensure vulnerable groups are not disadvantaged by the

scheme, participating Councils will put in place a full monitoring

system to ensure they are successfully using the scheme.

o O O O
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(h)

(i)

Aim to provide a complete housing options service to increase the
opportunity for all

The scheme will be developed to enable the applicant to see all their
housing options, including:
o Available homes from RPs and POs in the Sub-region
o Low cost home ownership and intermediate housing
o Mutual exchanges. Gateway to Homechoice have joined a
national scheme, "House Exchange”. Tenants are able to
advertise their property and look for other properties through the
website www.g2h.houseexchange.org.uk.
o Rented accommodation with private landlords

Ensure that the scheme allows POs to make best use of homes
and in particular adapted properties

Properties that have been adapted or developed for people with a
disability will be advertised as such and preference will be given to
households that need that adaptation because of the shortage of
adapted properties.

Due to the significant shortage of housing across the Sub-region, POs
will label available homes to indicate those groups who may express an
interest in them.
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1.6

1.6.1

1.6.2

1.6.3

1.6.4

1.6.5

1.6.6

1.6.7

1.6.8

1.6.9
1.6.10

How the Scheme will operate

Applicants can apply to join the scheme via any of the POs; the PO
contacted will assess the application and make the initial assessment of
need.

If an applicant has a local connection with another PO they may make
further checks and enquiries.

Applicants who join the housing register are placed in one of five bands
to reflect their housing need.

Most vacant homes are advertised for a set period of time on a regular
basis called an advertising cycle.

Applicants can only express an interest in homes advertised which they
are eligible for. For instance, they must meet the criteria for the number
of bedrooms in the home.

Applicants may express an interest by mail, telephone, email, text
message (currently under review), through the website or by calling in
person to a local office.

Once the deadline of the advertising cycle is reached, a shortlist of the
applicants who have expressed an interest is provided by the IT system.

The allocations policy is then used to determine who is prioritised for
housing from the shortlist.

Feedback on lettings is made when a property has been let.

Feedback will include information about the priority and effective date of
the selected applicant, but not any personal information relating to them.
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Review of Scheme

A Partnership Board comprised of representatives from the POs will
meet quarterly to monitor the CBL Scheme and manage any changes
needed.

LEGAL FRAMEWORK

3.1

3.1.1

3.2

3.2.1

3.2.2

3.2.3

3.2.4

Framework

This policy has been drafted to comply with the requirements of Part 6
of the Housing Act 1996, as amended by the Homelessness Act 2002.

Part 6 of the Housing Act 1996 covers:

e allocations of local authority housing to new tenants
e transfers requested by local authority tenants

e allocations of local authority housing to current tenants of registered
social landlords (RP) and

e nominations that the Council makes to RP.

It sets out the circumstances of applicants to whom reasonable
preference must be given when deciding who will be offered a property.

The policy has regard to the Allocation of Accommodation, Code of
Guidance 2002 and the Allocation of Accommodation: Choice Based
Lettings Code of Guidance 2007 and Fair and Flexible 2009
(Department for Communities & Local Government).

Allocations covered by the policy, where the rules under
Part 6 do not apply

Where a PO needs to provide alternative accommodation for a PO
tenant, in order to carry out repairs or improvements to their property.

Where the PO has a duty to re-house home owners following a
compulsory purchase, provide suitable alternative accommodation
under the Land Compensation Act 1973, s 39, or under the Rent
Agricultural Act 1976. If it is not possible to provide a permanent
tenancy immediately, the applicant will be registered within Band A of
the scheme.

Where the PO grants a secure tenancy to a former owner-occupier or
statutory tenant of a defective home under the Housing Act 1985, s554
or s555.

Where the PO provides temporary accommodation for Council

employees under Para 5, Schedule 1 of the 1985 Housing Act
(Temporary Accommodation for Persons Taking Up Employment).
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3.3

3.3.1

3.3.2

3.3.3

3.3.4

3.3.5

3.3.6

The policy does not apply to the following situations,
also not covered by the rules in Part 6:

Temporary accommodation provided for homeless people under Part 7
of the Housing Act 1996. However applicants in this situation can apply
to join the housing register and take part in the CBL scheme.

Mutual exchanges between PO tenants or PO and RP tenants under the
Housing Act 1985, s92.

Where a secure tenant dies, the tenancy is a periodic one, and there is
a person qualified to succeed the tenant under the Housing Act 1985,
s89, then that person will be offered the secure tenancy. If the home is
bigger than they reasonably need, they may be offered a suitable
alternative home better meeting their needs.

Where a secure tenant with a fixed term tenancy dies and the tenancy
remains secure by virtue the Housing Act 1985, s90.

Where a secure tenancy is assigned to someone who would have
qualified to succeed to the tenancy if the secure tenant died immediately
before the assignment. That person becomes the secure tenant.

Where a court makes an order about who is to be the secure tenant
under:

a) the Matrimonial Causes Act 1973, s24 (property adjustment orders in

connection with matrimonial proceedings);

b) the Matrimonial and Family Proceedings Act 1984, s17(1) (property

adjustment orders after overseas divorce); or

c) the Children Act 1989, Schedule 1, paragraph 1 (orders for financial

relief against parents).
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3.4

3.4.1

3.4.2

3.4.3

3.4.4

3.5

3.5.1

3.6

3.6.1

Legal Context

All applicants will be placed in the appropriate housing needs band
based on an assessment of their housing needs. This will ensure that
the POs let homes to those in the highest assessed housing need and
ensure that they meet their legal obligations as set out in the Housing
Act (1996) as amended by the Homelessness Act (2002).

The law sets out five groups of applicants where reasonable preference
must be considered:

e Applicants who are homeless (within the meaning of Part V11 (7) of
the Housing Act 1996, as amended by the Homelessness Act
2002).

e Applicants who are owed a duty by any local housing authority
under section 190(2), 193(2) or 195(2) of the 1996 Act (or under
section 65(2) or 68(2) of the Housing Act 1985) or who are
occupying accommodation secured by such authority under section
192(3).

e Applicants occupying unsanitary or overcrowded housing or
otherwise living in unsatisfactory housing conditions.

e Applicants who need to move on medical or welfare grounds
(including grounds relating to a disability).

e Applicants who need to move to a particular locality in the district of
the authority, where failure to meet that need would cause hardship
(to themselves or to others).

The Allocations Policy has been designed to ensure applicants who fall
within the reasonable preference categories will be awarded the due
reasonable preference.

Every application received by the POs will be considered according to
its facts. Because every applicant’s situation is different, applications
will be considered on an individual basis and individual circumstances
taken into account.

Equal opportunities and diversity

The POs will be responsive, accessible and sensitive to the needs of all
applicants. The POs will not tolerate prejudice and discrimination and
will actively promote equality.

Monitoring and reviewing the allocations policy
The Partnership Board will monitor the operation of the sub-regional

allocations policy by regularly reviewing the policy to ensure that it
meets its stated objectives and complies with legislative changes.
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The Housing Allocations Policy

The Housing Register

4.1

411

41.2

413

4.1.4

41.7

4.2

4.2.1

422

Who can go on the Register?

Anyone can apply to the POs to join the register. However, not
everyone will be eligible for housing.

POs cannot register people who are not eligible to be housed.

Applicants are advised that due to a high demand for available housing
in the sub-region, many people who are eligible to become applicants
may not obtain an offer of a home.

Applicants must:

e be aged 16 or over (some landlords will only offer tenancies to 16
and 17 year olds if they have a guarantor)

e not be subject to immigration control or be a person from abroad,
unless they are a ‘qualifying person’. They must pass the ‘habitual
residence’ test (as defined in Section 161 of The Housing Act 1996
and the Allocation of Housing Regulations 1996 (SI 1996 number
2753) as amended by Homeless Act 2002).

Anyone who is eligible may complete an on-line registration form and
will be placed on the housing register.

Applicants will be placed in the highest band that fits their housing need.
Where applicants have 2 or more assessed Band B needs, they will
move to Band A. (This does not apply to those accepted as homeless
as additional preference is dealt with in Band A as ‘accepted homeless
in severe need’). (See Section 16 for how applicants are banded).

Where applicants have multiple needs, (by this we mean 4 or more
assessed Band C needs), they will move to Band B.

Joint applications

An applicant may include anyone on their application form who may
reasonably be expected to live with them. Where more than one eligible
applicant wishes to have a shared application, they will be joint
applicants.

For a joint application, both applicants have to qualify and meet the
conditions on eligibility.
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4.3

4.3.1

4.3.2

4.3.3

434

Who may not be eligible to join the register?
Some applicants may not be able to join the register because:

They, or a member of their household, have been guilty of unacceptable
behaviour, serious enough to make them unsuitable to be a tenant; for
example, if they have broken their conditions of tenancy because of
anti-social behaviour, and this was either:

a) proven by their conviction of an offence, for example being a
perpetrator of sexual or racial harassment, use of premises for
illegal purposes e.g. drug offences

or

b) backed up by evidence which would have been presented in
a court action for possession, if they held a tenancy that had not
ended before the action could be taken.

This decision will be based on the circumstances at the time of the
application and the POs will consider these when reaching its decision,
for example, the health of the applicant, any dependants or other
factors. A decision that an applicant is unsuitable to be a tenant will be
objective and will be taken with reference to relevant information such
as Police or Environmental Services reports or by reviewing landlord’s
records.

An applicant who has been deemed ineligible due to unacceptable
behaviour may make a fresh application if s/he considers their
behaviour should no longer be a factor due to a change in
circumstances. It will be the applicant’s responsibility to show that
his/her circumstances or behaviour have changed.

An applicant will be notified that he or she is ineligible and has the right
to request a review of the decision.
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4.4 Circumstances when eligible applicants will not be able
to participate in CBL

441 Some applicants who qualify may not be allowed to participate in CBL
for a temporary period. These will include applicants if they:

e are housed temporarily in a PO’s private lettings scheme. These
applicants may have an assured shorthold tenancy with a private
landlord with a mandatory six month period. Therefore, to ensure
they do not incur financial liability for two tenancies, they will be
restricted from taking part until the fixed term of their assured
shorthold tenancy ends.

e are not considered ready to sustain a tenancy because of their age
or need for specialist support

e if they have accepted an offer of housing but the property is not yet
ready.

e in exceptional circumstances applicants can be suspended from
taking part if they repeatedly select and or view properties which
they have no intention of accepting. The PO will monitor these
cases very carefully and discuss whether it is appropriate to restrict
participation with the applicant before action is taken.

442  The PO will decide on these cases explaining to the applicant:

e the reasons why they are temporarily not able to take part

e any conditions which will need to be met before they will be entitled
to take part

and

e the date they may request a review of the decision not to be able to
take part
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|5 How the register works
5.1 Introduction
5.1.1 To apply, fill in the on-line registration form ‘Application to register for
Housing in the Greater Haven Gateway Area’, or telephone and we will
complete the form with you.
5.2 Multiple applications
5.2.1 Multiple applications are not allowed. An applicant may have only one
active application on the housing register.
5.3 Civil partnership
5.3.1 Civil partnership is a legal relationship, which can be registered by two
people of the same sex. The Civil Partnership Act came into force on 5
December 2005.
5.3.2 Civil partners will be treated in the same way as married applicants:
e Parental responsibility for the other civil partner’s child
e Succession and assignment of a tenancy agreement
e Protection from domestic violence
e |Immigration and nationality purposes
5.3.3 Co-habiting couples will be treated in the same way as married
applicants.
54 Applicants’ consent and declaration
5.4.1 When an applicant applies for housing, they must complete a

declaration. The submission and confirmation of the declaration section
contained in the on line application form, will be taken as the applicants
formal declaration and agreement, confirming that:

e The information provided by the applicant is complete, true and
accurate.

e The applicant will inform the POs immediately of any change in
circumstances.

e The applicant understand that information will be shared with all the
POs and all participating RPs together with other relevant
organisations in order to complete or verify information or to prevent
fraud or protect public funds in other ways.

e The applicant consents to POs making enquiries of any relevant
persons to confirm the information on the application form is
correct, or, to add to the information given where this is necessary
to complete an assessment of need or consider suitability for
housing.
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5.5

5.5.1

5.6

5.6.1

5.6.2

5.6.3

5.7
5.7.1

5.8

5.8.1

Data protection

The POs will make every effort to keep information provided by
applicants safe and confidential. They will comply with policies on Data
Protection, which can be viewed on their websites.

Cancelling an application

An application will be cancelled from the housing register in the
following circumstances:

e Atthe applicants’ request.

e If the applicant becomes ineligible for housing.

e When the applicant has been housed through the scheme.

e When a tenant of social housing completes a mutual exchange.

e  Where an applicant does not maintain their application through the
re-registration process, or where they move and do not provide a
contact address.

e If the applicant fails to respond to a request for further information
within a reasonable time.

Should an applicant whose application has been cancelled wish to re-
join the housing register they will receive a new effective date according
to the rules in paragraph 6.5.

Where appropriate, a PO may agree to reinstate a removed application
provided the applicant notifies them within 3 months of removal.

False Information

Any applicant who deliberately attempts to deceive or defraud the POs
in order to secure a home to which they are not entitled, may lose any
home provided for them, and may also be prosecuted. The law imposes
severe penalties, including substantial fines or imprisonment, where an
offence is proved.

Councillors and Involvement in decision making

Elected Council members cannot take part in the assessment and
allocation process but this does not prevent them seeking or providing
information on behalf of their constituents or from being involved in
future policy development.
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Assessment of Housing Need

6.1

6.1.1

6.2
6.2.1

6.3
6.3.1

6.3.2

6.3.3

6.3.4

6.3.5

Legal background

All applicants will be placed in a housing needs band following an
assessment of their household’s needs. This is to ensure that the POs
meet their legal obligations as set out in the Housing Act (1996), Part VI
as amended by the Homelessness Act (2002).

Advice and information

All POs will ensure that housing advice and options information is
available free to everyone. This will include information on how to apply
for housing, and where to get help to make an application where the
applicant cannot do so without assistance.

Housing Needs Bands

To apply for housing applicants must join the housing register by
completing an on-line registration form which will be on the Gateway to
Homechoice website and on all Local Authority websites. If you are
unable to access this form you can telephone and we will complete the
form with you. POs will assess each applicant’s eligibility to join the
housing register and may ask for further supporting evidence and
documentation.

Applicants will be placed into one of the following five housing needs
bands, based on the information provided:

Band A
Band B
Band C
Band D
Band E

Band A will contain those applicants in highest housing need. Band E
will contain those applicants in lowest need. (See section 16 for more
information on banding).

Some allocations will be dealt with outside the scheme; these are
explained in Section 3.3. In such cases, applicants will be placed in
Band F, which is where applicants are not able to bid for properties
through Gateway to Homechoice.

Where any PO makes an assessment of need and places an applicant
in one of the five housing needs bands, this band applies to the whole
scheme. Different POs will not place applicants in different bands, even
if they have a local connection to more than one authority.
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6.4 Assessment of Applications

6.4.1 Once an application has been received it will be assessed and entered
onto the Housing Register; the applicant will receive an
acknowledgement letter. The letter will:

e Explain which band the applicant has been placed in on initial
assessment. If they are subsequently assessed as having a
medical or welfare need they will be advised separately after the
assessment has been made.

e Confirm the size (and if applicable the type) of property the
applicant is eligible for.

e Confirm the applicants’ effective date.

¢ Include a reminder about informing the PO of any change in
circumstances.

¢ Give details of appeal and review procedures.
e Give a registration number.

e [f an applicant is temporarily restricted from bidding or has reduced
preference it will explain the reasons why.

e Give details of the authorities where they have a local connection.

6.4.2 If an applicant moves home they must advise the PO either by
telephone, email or by sending in a change of address form. so that
their level of housing need can be re-assessed to reflect their new
circumstances.

6.4.3 If an applicant’s circumstances change (but their address remains the
same), they must advise the PO either by telephone, email or sending in
a change of circumstances form to enable their application to be
reassessed. A change of circumstances could include the birth of a
child, a change in medical condition or threat of homelessness.

6.5 Deciding the effective date

6.5.1 Priority within bands relates to an applicant’s effective date. The
effective date is usually the date the application is received, except;

e Where an applicant is moved from one band to a higher band.
Their new effective date will be the date their circumstances
changed.

e Where an applicant receives priority on medical or welfare grounds,
their effective date will be the date they applied for this award.

e Where an applicant has been accepted as Homeless their effective
date will be the date they applied as homeless; unless they already
qualify for Band B with an earlier date.
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6.6

6.6.1

6.6.2

6.7

6.7.1

6.7.2

6.7.3

Local Connection to the sub-region
The applicant will have a local connection to the sub region if:

o Their only or principle home is within the boundaries of the
district covered by the sub-region.

or
o They were placed in specialised housing which is not available

in the sub-region, but had a local connection previously through
residence

or
o They (not a member of their household) are in permanent paid
work in the sub region
or
o They have a son, daughter, brother, sister, mother or father,

who is over 18 and lives in the sub-region, and has done so for
at least five years before the date of application.

Applicants will lose their local connection if:

o Since applying to join the register they have moved outside the
sub-region and no longer meet any other local connection
conditions.

o They had a local connection through a close relative but the
relative no longer resides in the area.

o They had a local connection through their employment but this
no longer applies .

Connection to the local authority area

To ensure local housing needs are met some properties advertised
through the CBL scheme may be advertised as available only to
applicants with a local connection to an individual Borough or District.

The criteria for local connection to an individual borough or district will
be the same as the criteria for local connection to the sub-region but will
relate to that District or Borough only.

Applicants will be asked to identify their local connection to the sub-
region and an individual PO in that sub-region. If they have a local
connection to more than one PO they should mention this on their
application form.
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6.8

6.8.1

6.8.2

6.8.3

6.9
6.9.1

6.10
6.10.1

6.10.2

Applicants from outside the sub-region who have no
local connection to the area

The sub-region is a high demand area where demand for social housing
is in excess of supply.

For this reason applicants, who live outside the sub-region with no local
connection to it, cannot expect the same priority for housing as those
with a local connection.

Applicants living outside the sub-region will be assessed in the same
way as others to establish their housing need. If the applicant has no
local connection to the sub-region, the application will then be placed
one band lower than the assessment, except, that, an application
assessed as in Band E will stay in Band E but will be shortlisted below
those people in Band E who do have a local connection.

Special Assessments of Need

Applicants placed in temporary accommodation by other Boroughs not
in the sub-region are entitled to reasonable preference and will be
placed in Band C.

Reduced Preference

Section 167 (2A) of the Housing Act (1996) as amended by the
Homelessness Act 2002, allows allocation schemes to give reduced
preference to the following groups of applicants:

e An applicant with significant financial resources “where the
applicant was financially able to secure alternative accommodation
at market rent for himself”

e Where the “behaviour of the applicant (or member of his household)
affects his suitability to be a tenant”.

Significant financial resources

An applicant will be given reduced preference where:

¢ An applicant with reasonable preference and sufficient resources to
buy a property applies to the register, their housing need will be
assessed as usual, however their priority may be restricted due to
their financial resources.

e The applicant’s income, capital and/or interest held (and which
could be redeemed) in a current home or other property would be
taken into account along with their ability to get a mortgage and the
size and type of property needed.

e Those who cannot afford to buy a property on the open market but
who could afford to buy through a low-cost home ownership
scheme will be placed in Band D under reduced preference if they
have an assessed need.
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6.10.3 Suitability to be a tenant

6.10.4 An applicant will be given reduced preference where:

6.10.5

6.10.6

6.10.7

e The applicant owes any PO, or another local authority or RP,
money from a former tenancy either because of not paying rent or
charges for use and occupation or through damaging the property.
Debts with private landlords could also be taken into account. If it
can be demonstrated that the applicant has entered into and
maintained effective arrangements for repaying this debt it may not
necessarily result in reduced preference criteria.

e An applicant has received a notice from their current landlord
because of their own actions e.g. rent arrears or anti-social
behaviour

e An applicant has been evicted from a home owned by a Council or
RP.

e An applicant has assaulted or harassed an employee or agent of a
Council or RP.

e An applicant (or members of their prospective household)
committed acts causing or likely to cause a nuisance or annoyance
to their neighbours or others in the locality of where they live or
where they have previously lived.

e An applicant has failed to maintain a rented property in a proper
and reasonable condition.

e An applicant has deliberately damaged a property.

e An applicant (or member of their prospective household) has
committed acts of anti-social behaviour.

e An applicant has obtained a previous tenancy fraudulently

In these circumstances, generally an applicant will be placed in Band D
to reflect reduced preference if they hold another assessed housing
need. If they have no assessed housing need they will be placed in
Band E.

A PO will notify applicants given reduced preference. Applicants can
ask for the decision to be reviewed. The PO will inform applicants in
writing, if there is action they can take to improve their assessment.
Decisions will be reviewed each year.

This is not a blanket policy. In exceptional circumstances, applicants
will be given additional preference despite meeting one of the criteria
outlined above. This may occur, for example, where an owner-occupier
has a severe medical need and needs sheltered housing, or a person
fleeing domestic violence has rent arrears; each case will be considered
on its merits.

Page 26 of 68



6.11

6.11.1

6.11.2

6.11.3

6.11.4

6.12
6.12.1

6.12.2

6.12.3

6.12.4

6.12.5

Applicants who have deliberately made their housing
situation worse

The PO will consider whether an applicant has deliberately made their
housing situation worse to increase their housing need, and
consequently improve their chances of re housing through the register.

If it is decided that the applicant has made their housing situation worse,
they will remain in the band that reflects their housing need in their
previous accommodation.

If the applicant was not registered from their previous address, the
assessment of housing need will be based on the accommodation
occupied before their accommodation changed.

The assessment will be reviewed after 12 months, on request. If the
restriction is removed, the application will be placed in the band that
reflects current circumstances. Their effective date will be the date they
moved to the new band.

Owner-occupiers

Owner-occupiers or applicants who own other residential property will
be placed in Band E. Applicants who previously owned a property and
have sold it will be asked to provide proof of the sale and evidence of

any proceeds received.

Owner-occupiers generally will not be able to move to another band or
be awarded medical or welfare priority (but see 6.12.4).

Owner-occupiers will be able to express an interest for a property if they
wish to do so, however, because a Council or RP tenancy can only be
held as a main home, homes are not usually offered to applicants who
still own their home or are paying a residential mortgage. An exception
may be considered where an elderly owner-occupier wants to express
an interest in low demand sheltered accommodation.

Property owners may be able to be moved to a higher band and
awarded medical or welfare priority if:

e they are over 60 and have been assessed as being unable to meet
their housing need from their own resources

b or

e they have a disability and need an adapted property and have also
been assessed as being unable to meet their housing needs from
their own resources and the home they need is not available in the
housing market.

The PO will assess whether an applicant can meet their housing needs
from their own resources. To make this assessment they will need
details of the applicant’s income and savings.
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6.12.6

6.12.7

6.13

6.13.1

6.13.2

6.13.3

Based on information received there may be one of three outcomes:

e That the applicant could buy suitable accommodation outright.

e That the applicant may be able to buy suitable accommodation with
an affordable mortgage (with assistance from the welfare benefit
system if appropriate).

e the applicant is unable to buy suitable accommodation.

If it is decided that the applicant is unable to buy suitable
accommodation, it will be recommended they qualify to move to a higher
band if they are awarded priority on medical or welfare grounds.

Applicants in ‘tied’ accommodation which is suitable for
their needs

Applicants are considered to be in tied accommodation if the occupation
of their home is essential for the performance of their duties as an
employee. This includes applicants who are accommodated by HM
Forces.

Applicants in ‘tied’ accommodation will be placed in Band E. They will
be moved to Band C if:

e they are six months away from retirement
e or

e they have received a legally binding notice asking them to leave
their accommodation.

Applicants who are qualifying agricultural workers may be covered by
the Rent Agricultural Act 1976. Please see section 17.17.
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