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Eldonian Community Based Housing Association                     

Policies and Procedures
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APPLICATIONS PROCEDURAL GUIDE
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1.0
APPLICATION FORMS

Application forms are distributed from the Association’s office at

Tony McGann Centre

Eldonian Way

Liverpool L3 6LG.

All completed forms must be returned to the above address.  Upon receipt, details are entered onto a computer and an acknowledgement letter is sent.

2.0 INITIAL SCREENING

Forms are initially checked by the Association to determine whether basic requirements are met, i.e. whether applicant is

·  in housing need,

·  has circumstances which warrant the accommodation applied for

·  has applied for housing managed by the Association.

The Association reserves the right to decide what size of accommodation is suitable, rather than what the applicant has requested.

If these criteria are not met immediately, rejection will take place and will be approved by the Director of Housing.

Applications that meet the Association’s requirements or applications that contain queries will be passed to the Director of Housing.  The Director will then arrange for a meeting of the Allocations Sub Committee.  It should be noted that all application forms are given a reference number and the names and addresses of applicants removed prior to being considered by the Allocation Sub Committee.

In the Association’s application form it requires information concerning firearms offences, drug-related offences and schedule 1 offences.  Where disclosures are made then the application needs to be put before the next full Board meeting for a decision regarding the application.  The applicant will be advised in writing that the application is being placed before the Board and how long this procedure may take. 

At this meeting a home visit may be arranged in an effort to gather as much information as possible before a final decision is made. 

3.0 HOME VISITS

The Housing Officer will conduct the home visit using the Eldonian Community Based Housing Association’s home visit forms.

A home visit is not an assessment of the housekeeping standards of the applicant.  It is important that the Housing Officer remains objective rather than subjective during their visits.

Aims Of The Home Visit

The home visit aims to:

· Check the accuracy of the information on the application forms

· Check the applicant’s housing circumstances, needs and preferences

· Assess whether the applicant needs support (i.e. sheltered housing, adaptations etc.)

· Advise the applicant about his/her rehousing prospects

· Give information to the applicant and answer questions about the Association, the properties, rent levels, housing benefit etc.

During the home visit the Housing Officer should ensure that the following tasks are completed:

i) Go through application form to check (a) that it has all been completed, and (b) to check the accuracy of information. (It is appropriate to remind applicants of the consequences of making false statements).

ii) Check key information by reference to other documents (i.e. current Rent Book, Child Benefit information, DSS information).

iii) Ensure that the visit takes place in the applicant’s current home or where he/she is staying. Check the number of bedrooms or sleeping areas.

iv) Ask about any special requirements, i.e. medical condition, the need for support etc.

v) Inform the applicant about the Eldonians, the type of accommodation, rent levels, Housing Benefit etc.

vi) Advise as to the next step in the allocations procedure.

In the event of an applicant not being at home at the time of the visit, a card will be left requesting contact to be made within the next fourteen days.  If an applicant does not make contact, a letter will be issued requesting a reply within seven days.  If, after that time, no contact is made, the application will be rejected.

Any documentation unavailable at the time of the visit, e.g. medical note, proof of residency etc. must be forwarded to the Association’s office within 14 days.  If this is not received within that time, the application will be rejected.

The Housing Officer will then report back to the Allocations Sub Committee who will decide to accept or reject the application.

The association will inform the applicant in writing of the decision and the outcome will be recorded.

4.0
THE WAITING LIST

The Association believes that the waiting list should only have the amount of people on it, which they can reasonably expect to house within the next twelve to eighteen months, based on expected voids.

Eldonian Community Based Housing Association manages 310 properties.  As few vacancies occur in any given year, the Association limits the number of households on the waiting list for each scheme.

These figures will be reviewed annually or as directed by the Association’s Management Committee.  The Association works on a system, which prioritises potential tenants’ circumstances so that the person in the greatest need is at the top of the list.  

Once the Allocation Sub Committee has made a decision a list of accepted applicants will be drawn up for each scheme.  Applicants may ask their position on the list.

Changes in circumstances stated on the original application form must be notified in writing to the Association’s offices.  Any failure to do so may affect your chances of re-housing.

Applicants have the right to see their application forms to ensure that information stored on file is correct and up to date.

5.0
PRIORITY STATUS

In very exceptional circumstances, the Allocation Sub Committee may decide to give an applicant priority over other applicants. This is only done after careful consideration of all the relevant facts.  If priority is given and an applicant rejects an offer, then the priority status is cancelled and the person will revert back to the original place on the list.

The Association defines priority as:

· extreme physical violence and / or verifiable threats (proof must be provided via police etc.)

· serious change or deterioration in medical condition which makes present accommodation detrimental to life (proof required)

· in all cases when absolute priority status is awarded, the Association will record this decision

· cases of racial, sexual or other forms of harassment.

6.0  TRANSFERS

The Association will adopt an ‘open’ transfer policy i.e. tenants can apply for a transfer at any time.

The Association will have a standard transfer form, which will be available upon request.  Medical evidence must be submitted with the transfer application where appropriate 

The Association will have the following needs categories for transfer:

· urgent
· priority and
· non priority
Each transfer will be allocated one of these categories according to their need for re-housing.  Generally, urgent transfers will receive an offer of the next suitable property available and priority transfers will be made before non-priority cases.

SPECIFIC NEEDS

Urgent Status

The Association will give ‘URGENT’ status to those who:

i) are victims of racial, sexual or other forms of harassment, where a transfer would substantially improve the situation.  Detailed procedure for dealing with harassment is set out in the Association’s nuisance and harassment policies.

ii) a severe structural emergency which makes it impossible for the tenant to remain in occupation e.g. fire, flood, extensive damage to property.  If the damage to property can be repaired, the Association will ask the transferred members’ of the household to return to their original property.

iii) The Association needs to move the tenant in order to utilise property especially designed/altered/built for elderly or disabled tenants.

Priority Status

The Association will give ‘PRIORITY’ status to those applicants who:

i) Have serious social and/or medical reasons for needing alternative housing.

ii) Are living in a property which is substantially too large for their needs.

iii) Are living in a property which is substantially too small for their needs.

Overcrowding and Under Occupation 

All households who are either grossly overcrowded or under occupied are eligible for transfer and will be given priority status, it will be assessed as follows:

i) Each couple to have one double bedroom (single parents count as a couple).

ii) Each two children under ten to have one double bedroom

iii) Two children of the same sex of any age may share one double bedroom

iv) Children aged 10 and over of different sex must have their own bedroom

v) Other adults (over 18) if permanent members of the household must have their own bedroom

Non Urgent Status Transfers

Tenants who do not qualify for a transfer on the grounds set out above will be classified as a non-urgent transfer.

This category mainly includes tenants who want to move from ‘like to like’ i.e. tenants who wish to move to the same size property on a different part of the site.  

To qualify for non-urgent transfer applicants must have been tenants for 12 months and have a clear rent account.  The Allocation Sub Committee have the power to waiver the 12 month and clear rent account rule to ensure applicants with specific needs are not discriminated against

All transfer applicants will be made offers according to the date of application. 

7.0
OFFERS OF ACCOMMODATION

The Association will make an offer of accommodation in line with the prioritised waiting list.  The offer is usually made to the person at the top of the list.  If this is rejected, the offer is then made to the next person on the list.

Applicants who refuse two offers of accommodation will be removed automatically from the list.  Reasons for refusal will be clearly documented.

Any offer is made in writing and sent to the person who must reply within 5 working days.  If contact is not made within that time, the offer is automatically withdrawn.

8.0
RIGHT OF APPEAL

Any applicant who is rejected from the waiting list has the right to appeal against this decision. All appeals should be made in writing to the Association’s office at Tony McGann Centre, Eldonian Village, Liverpool L3 6LG within 14 days of the initial decision.  Following the appeal, if still dissatisfied the applicant has recourse to the Association’s complaints procedure.

9.0
LOCAL AUTHORITY NOMINATIONS

The Local Authority will be invited to nominate up to 50% of all Association’s lettings subject to the following criteria:

· When the Local Authority submits a nominee to the Association the Housing Officer will carry out a home visit.  The Association reserves the right to apply its own selection criteria and reject nominees on good housing management grounds.

· The Local Authority shall be asked by the Housing Officer to make any suitable nominations known to the Association within two to three months of handover date due on individual schemes for new lettings.

· On being informed of a relet becoming available, the Local Authority will be given one week to submit suitable nominations for re-lettings.  If a suitable nomination cannot be provided within that time period, the Association will allocate off its own waiting list and the nomination will be withdrawn.

10.0
DEATH AND SUCCESSION TO THE TENANCY

Succession is the right of a family member to take over the tenancy of a dwelling on the death of a tenant.  This right applies only if the family member was both living with the tenant at the time of death and occupying the promises as his/her only or principal home.

The legal rights of Assured tenants are governed by section 17 of the Housing Act 1988.  In summary they are as follows:

· There can be only one statutory succession.  Thus, if the deceased tenant was a successor, there can be no further statutory succession thereafter.

· Where a joint tenant dies, the tenancy passes to a surviving joint tenant.  There can be no further statutory succession thereafter.

· Where a sole tenant dies, a spouse occupying the premises as his/her only or principle home immediately before death automatically succeeds.

· A person living with the tenant as a husband or wife (i.e. a co-habitee) is treated as a spouse and thus also automatically succeeds if living with the tenant at the time of death.

· There is no requirement for a spouse of co-habitee to prove any further length of residency.

· If there is more than one spouse/co-habitee living with the tenant at the time of death, they should agree between themselves who should succeed.  If they cannot agree, then the courts must decide.

· No other family member has a statutory right to succeed.  However the Association will consider applications from other family members to succeed if they have been living with the tenant for 12 months prior to the tenants death and it is their only or principal home (i.e. they are not part of a tenancy elsewhere).

· Following government guidelines the Association recognise that should they wish same sex couples have the right to become joint tenants.

· In the case of bungalow type property or properties that have been designed or adapted for disabled use. Then anyone (other than those with a statutory right) applying for succession must also show need for the property because of their disability.

· Where there are occupiers who do not qualify as successors, they should be sent a copy of the NTQ2 with a covering letter stating that they do not have the right to continue to occupy the dwelling.  An application for a court hearing for possession can be made after the NTQ has expired.

· If there is no statutory successor, an Assured tenancy can be passed on under a will or intestacy.  However, this is effectively prevented by Possession Ground 7 of the Housing Act 1988 which provides that, if a tenancy has devolved under a will or intestacy and possession proceedings are begun within 12 months of the death of the tenant, possession is mandatory.

Where the successor was previously a joint tenant, he/she is legally liable for any previous arrears.  Other statutory successors may be sued for any previous arrears, but it has not been satisfactorily determined in law whether or not the Association could obtain possession on such a debt.  It is the Associations policy to ask such successors to pay any outstanding arrears.

Other successors to an Assured tenancy can be held liable for any previous rent arrears under their tenancy agreement.

It is our policy to ask all successors to clear any outstanding arrears.  These arrears should not be included on the rent account until the successor has signed an agreement promising to clear the arrears.

Anyone claiming the right to succeed to a tenancy must inform the Association in writing within one month of the tenants death.    

ELDONIAN COMMUNITY BASED HOUSING ASSOCIATION 

Form NTQ/Death of Tenant 

	NOTICE TO QUIT




TO:

(1)
The personal representative of:
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Name of deceased 









Address of property 

(2) The President of the Family Division of the High Court

c/o The Treasury Solicitors 

Queens Anne’s Chambers 

28 Broadway 

LONDON SW1H 9JS

The Eldonian Community Based Housing Association Limited gives you Notice to Quit and deliver up vacant possession of the above premises on ……………………………… or at the end of the period of 
your tenancy, which will end next after the expiration of 4 weeks of service upon you of this Notice.

    Signed 





On behalf of The Eldonian Community Based 




Housing Association Limited 



Date




Address


Prescribed Information 

1. If the tenant or licensee does not leave the dwelling the landlord or licensor must get an order of possession from the court before the tenant or licensee can be lawfully evicted.  The landlord or licensor cannot apply for such an order before the Notice to Determine has run out.

2. A tenant or licensee who does not know if he has any right to remain in possession after the Notice to Quit or Notice to Determine runs out can obtain advice from a solicitor.  Help with all or part of this cost of legal advice and assistance may be available under the Legal Aid Scheme.  He should also be able to obtain information from a Citizens’ Advice Bureau, a Housing Aid Centre or a Rent Officer.

NOTE:

Save in the case of an excluded tenancy or an excluded licence, at least four weeks’ notice must be given to quit or determine a licence of any premises let or occupied under licence as a dwelling, before it takes effect.  (Protection from Eviction Act 1077, Section 5(1), (1A) and (1B).

APPENDIX

Amendment to Tenancy Agreement following Statutory Succession 

I,…………………………………………...

Name of Successor 


Have succeeded to the tenancy of:


……………………………………………..

Name of Deceased 


……………………………………………..

Address of Property


……………………………………………..


with effect from ……………………………

Date of Death of Tenant


and hereby agree to abide by the terms of  tenancy 


as set out in the attached Tenancy Agreement


……………………………………………..

Signature of Successor


……………………………………………..

Date 


……………………………………………..

Signature of Authorised Officer


……………………………………………..


I agree to pay the outstanding arrears in respect of 


the above address via the following agreement: 


………………………………………………

Details of Agreement 


………………………………………………


………………………………………………


Signed ………………………………………

Date…………………………………

11.0
VIEWING PROCEDURE

The Housing Officer should accompany all prospective tenants when viewing properties

The Housing Officer should ensure that the new tenant has sufficient time to make up his/her mind.  The viewing should first involve the detailed inspection of the property, and the Housing Officer should point out the facilities, including any communal facilities.

After an initial inspection the Housing Officer may invite the prospective tenant to re-inspect the property unaccompanied, if appropriate.

The Housing Officer should not put any pressure on the prospective tenant to accept the property. It must be the tenant’s choice.

The Housing Officer should be able to answer any queries regarding the property, outstanding repairs, rent levels etc.

Finally, the Housing Officer should advise the tenant on the procedure for accepting the property.

12.0
SIGN-UP PROCEDURE

The sign-up of tenancies should take place after the viewing.  Sign-ups can take place at the Association’s office.

The Housing Officer should complete with the new tenant the new tenancy check list. This will include:

· A copy of the tenancy agreement and explanation of its contents

· Details about the property and its amenities

· Explanation of heating system

· Information about rent and service charges, how to pay, Housing Benefit application form (ask if they require any help to complete, and post completed application form for them if appropriate)

· Give letter regarding take-over of services re: gas, electric, water etc.

· Data entry requirements (to follow: ie. update of tenancy on computer either by direct entry or by forwarding to accounts department)).

13.0
REVIEW OF PROCEDURE

This procedure guide will be reviewed in conjunction with future review of the Eldonian Community Based Housing Association’s Allocations Policy.
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………………………………





………………………………………………………………………………………………





…………………………….





…………………………….








……………………………………………………………………………………….
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Approved by the Board 1st July 2004
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