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1. Introduction
This is the choice based housing allocations policy for Tamworth Borough Council for all customers across Tamworth. It includes new customers and existing tenants who wish to transfer
This policy links to a number of other key landlord functions:-

· Suspension policy on anti social behaviour

· Rent arrears policy and homeless prevention protocol

· Nominations agreement with RSLs and the private sector

· Tenancy Management Policy, i.e. succession, mutual exchanges

· Anti Social Behaviour Policy.

2. Key Aims and Objectives

The overall aim of this policy is to ensure that Tamworth Borough Council’s housing stock is allocated fairly and objectively to those in the greatest need, having regard to any legislative requirements and Codes of Guidance issued by the Communities and Local Government.

This policy has been developed with a view to meeting the following principles and key objectives;

· To operate an allocations system that offers realistic, informed choice for all;

· To ensure that every application is dealt with fairly and consistently irrespective of race, disability, gender, sexual orientation, religion, belief and age;

· To operate a choice based lettings system that is simple, easy to understand, transparent, open and fair;

· To give appropriate priority to customers who fall within the Housing Act 1996 ‘reasonable preference’ categories

· To empower customers by giving them more opportunity to express choice and preferences about where they want to live whilst having regard to the availability of housing resources and the high demand for housing;

· To assist those customers who are vulnerable in accessing the scheme

3. Equality and Fairness
_______________________________________________________________

Tamworth Borough Council will ensure its policies and practises are non-discriminatory and will promote equal opportunity by preventing and eliminating discrimination on the grounds of race, disability, gender, sexual orientation, religion and belief and age. The scheme will be accessible, responsive and sensitive to the diverse needs of individuals. The Council’s aim is to create an environment where equality and diversity is at the heart of every thing we do 

The impact of the policy will be monitored, to ensure that it promotes equality of opportunity to individuals and minority groups. In order to achieve this, all customers will be asked to provide details of their ethnic origin and any other relevant demographic information when they apply to join the Register.

Tamworth Borough Council will ensure all potential customers have equality of information about the service and equal opportunity to apply, bid for and receive offers of accommodation.

We will do this by;

· Advertising the service widely in a variety of accessible ways;

· Providing practical assistance to those who may have difficulty in understanding the requirements of the system;

· Providing tailored assistance, in the customers preferred way, where the customer may have difficulty bidding for  properties, including placing bids on their behalf, if that is necessary;

· Monitoring the profile of those who are applying and making bids to ensure that minority and hard to reach groups are actively engaged in the service.

4. Applying for housing

Tamworth Borough Council Housing Register

We operate a housing register, which, subject to eligibility or exclusion policies, means that anyone aged 16 or over can apply to be placed on the register. (Normally only persons aged 18 or over will be offered a Council property to let).

Help with making an application is available from the Housing Advice Team. 
4.1Who can apply?

Eligibility
The rules governing eligibility for a housing authority’s housing register identify two groups of people who may be excluded from the housing register. 

4.2.1 Ineligible due to immigration status.

Some people travelling to the United Kingdom from abroad are not entitled to social housing on the basis of their status as detailed in Section 160A of the Housing Act 1996 (as amended).

Where an application form indicates that this may be an issue, checks will be made to confirm the eligibility status of an applicant.  If an applicant is subject to this section Tamworth Borough Council will have no duty to offer them a home but the applicant will be offered advice on other housing options.

Anyone arriving from abroad or subject to immigration control that wishes to apply for housing must seek advice from Tamworth Borough Council. Such customers should provide their passports and/or other relevant information to confirm immigration status.

· Behaviour that causes or is likely to cause nuisance or annoyance to others;

· Using a property for illegal or immoral purposes;

· Violence or threatening behaviour towards employees

All applicants who have been found ineligible will be provided with written notification of the decision and the reasons for it. They also have a right to request a review of that decision and will be encouraged to submit any new information about their application

4.3 Local connection

Tamworth Borough Council will not apply additional or reduced preference for those applicants without local connection who are assessed in accordance with their housing need.

4.4 Assessment of Eligibility

All applications will be assessed to determine the applicant’s eligibility in line with the rules set out in Section 160A of the Housing Act 1996, and expanded upon in Chapter 4 of the Government’s Code of Guidance (Allocation of Accommodation). 

Tamworth Borough Council will ask applicants for:

a) references which are relevant to an assessment of their housing need or their support needs;  

b) proof of relevant circumstances, including their address(es) for the last 5 years;

               Applicants who are tenants of either a Housing Association, another Council,  

               or are privately renting will be required to produce a landlord’s reference. If the 

               landlord is unwilling to provide a reference at the request of the prospective 

               applicant, Tamworth Borough Council Housing Advice team will 

    themselves request such a reference.  If this is unavailable then at least one   

    reference will be sought from another suitable source such as a bank or   

    employer.

c) proof of identification for each housing applicant;

An application can be made by completing a housing application and providing the information requested. There are different ways to complete the housing application including on the website, www- tamworth.gov.uk…….. or by telephone xxxxxx. The registration of an application may be delayed or cancelled if the information requested is not provided.  If this information is not provided within 28 days, then the application will be cancelled.

Prospective applicants will have the choice of producing at least one of the following; Drivers License, Passport, Medical Card, Birth Certificate, Home Office documentation (where applicable). Proof of Child Benefit will also be required to confirm the residency of dependent children.

The Borough Council may also carry out a home visit, if this is deemed appropriate in order to verify the details provided by the applicant. 

4.5 Joint Applications
Joint applications will be accepted, provided both customers are eligible and intend to occupy the property together as their only or main home.

4.6 Multiple Applications

Multiple applications will not be allowed. If multiple applications do exist, the application, which is a true reflection of the customers’ circumstances, will be kept open. Any other applications will be cancelled, although the original application number/date the application was made will be retained in order to preserve waiting time.

4.7 Transfers and Management Moves

Existing tenants can apply to move and will have their priority assessed in the same way as other customers. However some transfer moves are exempt from the requirements of part 6 of the Housing Act 1996 due to other legal provisions and will be dealt with separately. This includes assignment to, or succession by, a relative. Mutual exchanges are advertised through ‘Homeswapper'. A link to this website will be provided on the TBC Housing homepage or details of the scheme can be sent to customers on request.

In certain circumstances the Council may approach a tenant to initiate a move to a different property. This may be in order to make better use of it’s stock. In these cases the property concerned will be allocated outside of the Choice Based lettings scheme (see paragraph below 8.9 Incentive to move scheme)

4.8 Applications from elected Members and Employees

Applications can be accepted from employees, elected members and their close relatives, provided they are eligible to apply and subject to the rules in Schedule 1 of the Housing Act 1996. Customers must disclose any such relationship at the time of application. This is in accordance with the Escalation Policy and is administered via Tamworth Borough Council’s Solicitors.   Similarly any applicants known to staff in a personal or social context will be expected to disclose to their line manager that a conflict of interest may exist. The manager will then make appropriate arrangements for the officer to be excluded from any decision making process associated with the allocation covered either by this policy or as associated procedures.

5. How to apply
An application can be made by completing a d form and providing the information requested this can be done either on line, over the telephone or as part of a home visit or returned to Marmion House. The registration of the application will be cancelled after 28 days in information is not provided.
The purposes of the application form is to correctly identify they housing priority for each customer, which is expressed as at priority band.. Once at application has been registered customers will receive;

· The Date of registration;

· The priority banding;

· Application reference (for expressing an interest in properties);

· The right to appeal against the decision on their priority banding.
5.1 Advice, support and information

Lettings Policy Guide is made available to all customers and support will be offered to customers needing assistance.

5.2. Changes in circumstances

Applicants who move to a new address or whose circumstances change after they have been accepted onto the housing register (e.g. someone joining or leaving their household) should immediately contact the Council to notify them of the change. A revised application may have to be completed.

If the change of circumstances affects the customer’s priority banding they will be informed in writing of the outcome of the reassessment.

5.3 Annual Review

Every year, on the anniversary of a customer’s registration date, an annual renewal letter will be sent to the customer asking if they wish to stay on the housing register and if there has been any change in their circumstances. If no reply is received within 28 days the application will be cancelled. If a customer is known to be vulnerable every effort will be made to contact them, either by telephone, visiting them at home or contacting a relevant support agency to confirm whether they wish to remain on the register.  Tamworth Borough Council will take a robust approach to managing the list in relation to cancellations but applications can be reinstated at the discretion of the Housing Advice Team.  Evidence of the reason(s) for the failure to respond will have to be provided.

5.4 Cancelling Applications

Tamworth Borough Council will take  robust approach to managing the waiting list. The Housing Advice team will have discretion whether to reinstate an application but  failure to respond will result in cases being closed in order that demand can be properly assessed for properties. 

Applications will only be cancelled in the following circumstances:
· A request has been received to do so from the customer in writing;

· There is no reply to the annual review within 28 days ;

· The customer has been re-housed ;

· Notification has been received from an executor or personal representative that the customer is deceased and s/he was the sole applicant;

· It is discovered that the customer has given false or misleading information in their application;

· Evidence is obtained that the applicant is no longer eligible;

Applicants will be informed of the reason(s) why their application has been cancelled and informed of their right to request a review of the decision (see section 5.7 Reviews).
5.5 Deliberately Withholding Information and providing False Information

It is a criminal offence (punishable by a fine of up to £5,000) if an applicant gives false information or withholds information related to their housing application.

Possession proceedings can be instigated if a tenancy was obtained by giving false information.

5.6 Nominations to Other Landlords 

Tamworth Borough Council has a Nominations Agreement with various landlords and it will nominate applicants from the Housing Register in accordance with this Agreement.  These may not form part of the Choice Based Lettings Scheme.

5.7 Reviews

Applicants have the right to request a review against decisions made in the allocation process.

The customer’s request for a review of the decision should be made within 28 days of the decision being made. The customer should provide supporting evidence if necessary and explain why they require a review of the original decision.

An independent senior officer of Grade 8 or above from Tamworth Borough Council will carry out reviews. The applicant will be given the opportunity to make representations in writing to be considered by the reviewing officer.  The reviewing officer will not have been involved in the original decision. The officer will consider the evidence provided and decide whether to overturn or support the original decision. The customer will be informed within 28 days of receipt of the request for a review. The reply will contain the decision made, the reasons for the decision and the facts taken into account when making the decision.

Further reviews or appeals must be received within 7 days of the notification of the reviewing officer’s decision and will then be considered by a Panel which will include the Deputy Director of Housing and the Council’s Solicitor and Monitoring Officer.

5.8 Making a complaint

All customers who make a complaint will be treated fairly and objectively. A written reply to any complaint received will be sent out within the timescales set out in the Tell Us Scheme.  Any complaint, suggestion or compliment will be treated fairly in accordance with this Policy.

If the customer has gone through the Tell Us Scheme and remains dissatisfied, they can complain to the Local Government Ombudsman.

6. Assessing Housing Need

Applications will be assessed under this policy, to ensure that those in greatest housing need are given preference for an allocation of accommodation. 

6.1. Preference Groups

Tamworth Borough Council will give reasonable preference to customers as set out in s167 (2) of the Housing Act 1996 and the Homelessness Act 2002.  These are

· Applicants who are homeless. This includes applicants where there is a statutory duty to re-house as well as applicants who are intentionally homeless and those who do are not in priority need;

· Applicants occupying unsanitary conditions or overcrowded housing or otherwise living in unsatisfactory housing conditions;

· Applicants who need to move on medical or welfare grounds, including grounds relating to disability;

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

In addition, section 167(2) gives housing authorities the power to frame their allocation schemes to give additional preference to particular descriptions of customers who fall within reasonable preference categories and who have particularly urgent housing needs.

To ensure that local priorities are met, the scheme may provide for other factors, other than those set out in section 167(2) of the Housing Act 1996 in determining which categories of customers are to be given preference for an allocation of accommodation within the scheme, providing they are not at the expense of those listed in the statutory preference categories.

6.2. Reduced Preference

The Choice Based Lettings Policy intends to ensure that those with the greatest housing need are re-housed more quickly. However in certain circumstances applicants will have their priority within the lettings scheme reduced. This could be because of their behaviour, or because of their failure to meet financial obligations.

In some circumstances applicants may be assessed as deliberately worsening their housing circumstances in order to improve their housing priority. These cases will be investigated and re-assessed where appropriate which may include reduced priority banding. For example, if a household were in privately rented accommodation with no overcrowding issues and then gave the tenancy up to move in with relatives where they are overcrowded, their band priority will be assessed as though they were still occupying the privately rented accommodation. Applicants will be notified of this decision and advised of the right to request a review of this decision.

Reduced preference will be given for rent arrears if it is found that these were accrued intentionally.

6.3. The Banding system

Within the Choice Based Lettings Scheme Tamworth Borough Council will have a priority banding system based on housing need.  This will be used to assess the housing need of housing applicants and applicants will be advised which band reflects their need most appropriately.

There will also be prioritisation of applicants within specific bands. All applications will be given an application date. Within each band there will be prioritisation using the date that the applicant is placed within the band awarded to their application.

6.4 Cumulative Need

If an applicant (or one or more members of their household, as applicable) has more than one housing need (cumulative need) within the band in which they have been placed, their case will be assessed to see whether the application should be given additional priority and placed in a higher band.

Examples would be where applications are assessed as having a need within the allocations scheme under two or more categories in Band 2 they will move to Band 1 or two or more categories in Band 3 will move to Band 2.

6.5 Transition from points to Bands

This policy allows all existing applicants on the housing register to be transferred from points to bands automatically over a 6-week period

Each existing applicant will be awarded a band to reflect their housing need and informed by letter. Applicants will remain in the Band awarded to them until their status is reviewed. Any such applicant who thinks they are entitled to a higher Band under this new policy or who wants access to housing in other districts will be invited to contact Prospective applicants will have the choice of producing at least one of the following; Drivers License, Passport, Medical Card, Birth Certificate, Home Office documentation (where applicable). Proof of Child Benefit will also be required to confirm the residency of dependent children.

The Borough Council may also carry out a home visit, if this is deemed appropriate in order to verify the details provided by the applicant. 

Order in the bands will be in order of housing priority need.  Where needs are exactly the same then this will be prioritised in date order.

7 The Bands

7.1
Band 1+

	Applicants in the following circumstances will be placed in this band which is the highest band (Band 1+).

· Applicants assessed as statutory homeless from Tamworth Borough Council who are owed a full housing duty In Tamworth  and who also display exceptional cumulative housing needs where the needs in question were not specifically related to their homelessness application. 



7.2 Band 1 

	Band 1

Applicants in the following circumstances are deemed to have an urgent need for re-housing:

	· Applicants assessed as statutory homeless by Tamworth Borough Council and are owed a full housing duty in Tamworth (see paragraph 7.1)

· Applicant’s current home is within Tamworth and is due to be demolished, or is subject to a Demolition Order or to a Prohibition Order covering a main part of the dwelling, or has been included within a Clearance Area or has a lack of facilities. This would include situations where the condition of the property occupied is seriously detrimental to the health of any of the household and the defects to the property cannot be readily remedied.

· Where applicants are unable to continue to occupy their current accommodation due to high medical need or disability (see paragraph 7.2)
· Applicants with a high need for alternative accommodation on the grounds of significant social welfare need including issues of vulnerability (see paragraph 7.3)

· Applicants with a need to move to a particular locality where significant hardship would be caused if they did not move (See paragraph 7.4)

· Applicants who are overcrowded because their present home is short of at least 3 bedrooms (See paragraph 7.5)

· Applicants who can not continue to live in their current home because of serious harassment or violence (see paragraph 7.6)

· Applicants that are presently the tenant of Tamworth Borough Council, and are prepared to move to a flat or bungalow, thereby making their current home available to a household that needs a house.(see paragraph 8.8. incentive to   move)

· Applicants that are presently living in short term supported housing and are required to move on. Confirmation from the organisation providing the supported accommodation that the applicant(s) is ready to move on and have completed a programme will be required. (Provided applicants are eligible to register for housing).



7.3 Band 2 

	Applicants in the following circumstances will be placed in Band 2

	· Applicants who are assessed as homeless or threatened with homelessness but to whom a full housing duty is not owed and who may be from other Local Authorities where there is no statutory duty to obtain housing (see paragraph 7.1)

· Applicants with a medium need for alternative accommodation on the grounds of serious social/welfare need including issues of vulnerability (see paragraph 7.3)

· Applicants with a medium medical need who have been assessed as requiring suitable alternative accommodation because their medical condition and/ or disability is having a significant detrimental affect on their ability to live independently at home (see paragraph 7.2)

· Applicants who are overcrowded because their present home is short of at least 2 bedrooms (see paragraph 7.5)
· Applicants who are sharing facilities with more than 1 household, this would include sharing the bathroom or kitchen see section 7.5

· Applicants who are in Armed Forces accommodation and have received a discharge notice

· Applicants who are non- successor households and joint tenancy termination households (see paragraph 7.8)




7.4 Band 3

	Applicants in the following circumstances will be placed in Band 3

	· Applicants with a low medical need or disability where a move to more suitable alternative accommodation would improve their health (see paragraph 7.2)

· Applicants who have a low housing need on welfare grounds will be placed in Band 3 (see paragraph 7.3)

· Applicants who are overcrowded because their bedroom is short of 1 bedroom

· Applicants who are currently adequately housed but who want to live independently of family or friends


7.5 Band 4

	Applicants in the following circumstances will be placed in Band 4



	· Applicants who have no identified housing need or who have the financial resources and ability to find their own housing solutions


8. Further information about Categories.

8.1 Homeless Applicants

Tamworth Borough Council have a legal duty under Part VII of the Housing Act 1996 (as amended by the Homelessness Act 2002) to ensure that homeless applicants who are owed a full housing duty under s.193 (2) are provided with suitable accommodation. Applicants meeting this criteria will have received a letter from the Council confirming that it has a duty to assist the applicant to obtain housing. Homeless Applicants to whom the full duty is owed will be placed in Band 1.

Band 1 is effectively the highest priority band for most customers and all those within it are considered to be in high levels of relative need, it is not considered possible or necessary to accord any further priority to such homeless customers. Such customers are, by virtue the s.193 (2) duty provided with accommodation suitable to their needs. However where a homeless customer exhibits a cumulative need, they may be placed in Band 1+ for example homeless as well as high medical or social needs.
Homeless applicants are awarded priority within the allocations scheme because of their urgent need to be rehoused. For this reason homeless applicants will be placed in Band 1+ or Band 1 for a period of 2 months from the date of their decision on their applications after which there will be a review of the priority awarded to their application which could result in their application being placed in a lower band, (See paragraph 9.5)
Applicants who are assessed as homeless or threatened with homelessness in accordance with the Housing Act 1996 (as amended by the Homelessness Act 2002) but to whom Tamworth Borough Council does not owe a full housing duty will be placed in Band 2.

Tamworth Borough Council will work with all those who are homeless or threatened with homelessness to provide them with assistance and options appropriate to their circumstances. 

8.2 Medical Grounds

In these circumstances evidence would be required to support the case from relevant care and/or medical professionals.

Priority may be awarded on medical grounds if information received indicates a move will benefit the health of the customer or their household.

When determining the level of medical need of a customer Tamworth Borough Council will consider whether the provision of adaptations will assist with improving their housing circumstances.

High

Where current housing conditions are having a major adverse affect on the medical condition of either the applicant or a member of their household. These customers will be placed in Band 1

Examples would include;

· A wheelchair user occupies a home where facilities are upstairs and therefore inaccessible;

· An applicant is due to be discharged from hospital and their current  accommodation is totally unsuitable;

· A referral has been received from a mental health professional stating that their current housing is having a severe effect on an applicant’s mental well being or a member of their household

· An applicant or a member of their household who needs to move to suitable adapted accommodation as assessed by an Occupational Therapist because of their serious injury, medical condition or disability.  Consideration will be given to applicants eligible for Disabled Facility Adaptations or the Disabled Facilities Grant.

Medium

Applicants with a medium medical need who have been assessed as requiring suitable alternative accommodation because their medical condition and/ or disability is having a detrimental affect on their ability to live independently at home.  Examples would include:

· An applicant who fulfils a risk assessment for the need to have sheltered accommodation

· An applicant who needs an additional bedroom for a carer

· An applicant who requires a different type of accommodation or a different layout of accommodation

· The applicant’s medical condition requires a different type of heating or energy use due to the adverse effect the current heating system is having on their medical condition, where it is not possible to convert the current heating system.

Low

Applicants who have been assessed as having a low medical need or a disability where a move to suitable alternative accommodation would improve their health will be placed in Band 3.  Examples would include:

· Someone with a degenerative condition whose needs are in the future.  This is likely to be in approximately 12 months time.

8.3 Social, Welfare & Hardship Grounds

In these circumstances evidence would be require to support the case.

Applicants with care and support needs, or other social needs (including financial hardship) may need to move to alternative accommodation on welfare grounds.

High

Those applicants needing to move urgently on social welfare grounds will be placed in Band 1. Priority of this level will only be awarded if the current situation is so significant it will have a serious impact on the well being of the applicants.
Examples would include;

· Child/ children separated from parents(where they previously lived together) where the child can not currently occupy the home of the parent preventing them living as a family unit.

· Applicants with a high degree  of vulnerability whose housing situation ids having a detrimental affect ion their life;

· Applicants who need to move to recover form the affects of violence, emotional or sexual abuse;

· People who need to move to for racial or homophobic abuse.

· An applicant needing to move to a particular area to take up employment and if they did not significant financial hardship would be caused;

· An applicant needing to move to be closer to a vulnerable relative where there is no alternative solution and not to do so would cause significant hardship

The Borough Council may also carry out a home visit, if this is deemed appropriate in order to verify the details provided by the applicant. 

Medium

Applicants who have a medium housing need on welfare grounds will be placed in Band 2

Examples would include;

· Applicants who need to move to receive care or support;

· Applicants who need to move as part of an agreed support plan to re-integrate them into the community.
· Applicants who need to move and if they did not do so they would not be able to take up a full time  educational opportunity

· Applicants who need to move to a particular area provide support and not to do so would cause personal hardship.

Low

Applicants who have a low housing need on welfare grounds will be placed in Band 3.

Examples would include:

· Applicants who have a family member returning to their household at a later date

· Applicants with limited access arrangements
· Applicants who are part time students who need to move into the areas to study courses on a term time basis and want to become resident in Tamworth.
Assessment of medical and/ or social priorities;
To ensure consistency around these assessments where applicants are considered to have high needs this will be approved and monitored by an officer grade 8 and above

8.4 Overcrowding

In assessing if an applicant is living in overcrowded accommodation, Tamworth Borough Council will use the definitions set out in Part X of the Housing Act 1985.  Overcrowding under the Act can be caused by having too many people in a room or by having too many people for the size of the room.  Furthermore, when overcrowding is being assessed pursuant to the Act, if two people of the opposite sex have to sleep in the same room, the accommodation will only be overcrowded if the people are not married or co-habiting.  If one of the occupants is under the age of 10 then this will not count for overcrowding purposes either.

Rooms that are counted for overcrowding purposes include living rooms and bedrooms.  Children under the age of 1 are ignored, children under the age of 10 who are over one count as a half a person and rooms under 50 square feet are ignored.

8.4.1 The Room Standard

The number of people that can occupy a room are as follows:

· One room = 2 people

· Two rooms = 3 people

· Three rooms = 5 people

· Four rooms = 7.5 people

· Five rooms or more = 2 people per room.

8.4.2. The Space Standard

The floor area of a room also determines how many people can sleep in it as follows:

· Floor area of 110 square feet (10.2 square metres) = 2 people

· Floor area of 90-109 square feet (8.4 – 10.2 square metres) = 1.5 people

· Floor area of 70/89 square feet (6.5 – 8.4 square metres) = one person

· Floor area of 50 – 69 square feet (4.6 - 6.5 square metres) = 0.5 people.

If a household is found to be statutorily overcrowded then this will automatically place them in Band 1.

If there is non-statutory overcrowding, i.e. a bedroom deficiency for children over 5, then households will be placed in Band 2.  If households have differing bedroom requirements then they will be placed in the band in order of need.
8.5 Serious harassment or Violence

In these circumstances evidence would be required to support the case and an investigation will be carried out in conjunction with other agencies as appropriate. Examples would include;

· An applicant suffering domestic abuse from a partner, former partner or relative with whom they currently reside and in relation to whom the use of an injunction or other form of legal action may not be appropriate;

· An applicant suffering serious harassment in relation to whom legal remedies are not working or are inappropriate. Harassment implies a degree of deliberate intent with some underlying motive and can be distinguished from neighbour disputes or nuisance.

8.6 Disrepair

Applicants who are required to leave their homes as a result of an emergency Prohibition Order served in relation to the premises under the Housing Act 2004 will be placed in Band 1.

Customers living in unsafe or unsanitary housing conditions (as defined by the Housing Health and Safety Rating System (HHSRS) and there is a high risk of harm will be placed in Band 1.

8.7 Succession and Persons Left in Occupation (including joint tenancy terminations)

Please refer to Tamworth Borough Council’s Tenancy Management Policy at appendix <<to be added>> in this respect.
8.8 Incentive to move

Tamworth Borough Council operates an incentive to move scheme which is appended and subject to annual review.  Essentially this scheme offers a financial reward to current Tamworth Borough Council tenants who wish to move from family type accommodation (houses) to smaller accommodation i.e. a flat or bungalow.  This helps to make best use of stock and prevent under occupation. (under review)

9 Advertising & Bidding for properties

Introduction.

Tamworth Borough Council will work to assist and support all customers through the process of applying for and expressing an interest in the Choice Based Lettings scheme. Choice Based Lettings enables customers to express an interest in / bid for advertised properties. The successful customer will be decided on in line with this allocations policy.

9.1 Advertising properties

Tamworth Borough Council will advertise all vacant properties as part of the scheme. There will be certain occasions when a property cannot be advertised, for example, where a landlord needs to enable a management move. Feedback will be given to customers when this occurs.

Adverts will be clearly labelled to show the property features, local neighbourhood information and the types of household that can show an interest in the property.

There will sometimes be other restrictions in the advert. Expressions of interest from customers will only count if they can match the requirements in the advert.

9.2 Adapted Properties for customers with Disabilities.

Adaptable properties are homes, which have been designed for or significantly adapted to meet the needs of customers with physical or sensory disabilities.  

Tamworth Borough Council reserves the right to directly match/offer properties where the Choice Based Lettings Scheme would not be appropriate.  For example, this would apply where there are vulnerable applicants and this will not exceed 5% of lettings in line with………………….?
An adapted property is one that contains one or more of the following key features;

· Stair lift

· Ceiling track hoists

· Vertical lifts

· Step lift

· Significant ramping to entrance

· Bathrooms – where significant adaptations have been made, for example walk in shower, level access

· Kitchen – with significant adaptations, for example, lowering or raising of work surfaces, installations of variable height work surfaces, installations of sinks and other work surfaces with knee space beneath for use from a wheelchair

· Adaptations for people with sensory impairments (e.g. colour and texture contrasts, flashing door bells)

· Ground floor extensions (or internal alterations) for bathrooms, bedrooms, living rooms, kitchens and circulation spaces that are fully accessible to a wheelchair user with or without assistance

· Any substantial modification defined as meeting the needs of a disabled person by an Occupational Therapist.

Customers with an assessed need for adapted accommodation will be given priority for that type of accommodation over others in the same band rating without that need and the property advert will make that clear. The advert will also describe the accessible features together with local neighbourhood information to help customers choose whether to bid for that property or not.

In selecting a customer for an adapted property from the short-list of qualifying customers, the full circumstances of each case will be considered when deciding who will be offered the property. In some circumstances priority may be given outside of date order, if the vacancy is particularly suitable for the needs of a customer.

Customers in this category can also express an interest in properties which do not have adapted features. However if they are short listed during the selection stage Tamworth Borough Council will assess whether it is reasonable and practicable for the property to be adapted.  The customer will be considered for the property on the same basis as the other customers who have submitted bids.

9.3 Local Lettings Policies.

From time to time Tamworth Borough Council may agree a local lettings policy for specific areas or developments to reflect local circumstances. Any such policy will be published and have regard to considerations such as social mix, density, age and community stability. An example of such arrangements is for extra care housing schemes.

9.3 (1) Extra Care Housing Schemes

Allocation to Thomas Hardy Court and MacGregor Tithe owned by Waterloo Housing Association. Extra Care Housing schemes are determined by a panel made up of representatives from the landlords and Staffordshire Social Care and Health, and the Care contract providers which looks at the match between the needs of applicants referred to the scheme and the services provided.  This Policy is outside of the normal lettings arrangement and is attached at appendix 4

9.3(2) Sheltered Housing will be allocated in accordance with the Choice Based Lettings System.  As part of the this process each applicant will be interviewed through our Needs & Risk assessment process to ensure the service can meet his or her needs before they will be able to express an interest on any sheltered housing properties

9.3 (3) Advertising Lower demand properties – Open Allocations

Where properties have no identifiable housing demand, namely where there have been three successive refusals or no applicants from the Housing Register, the property will be subject to an open allocation. To maximise income to Tamworth Borough Council these will be advertised and still subject to the same eligibility criteria but all applicants will be considered in terms of their suitability and where necessary, an officer’s log will be used to record the decision.

9.4 Expressing an interest in a Property

Available properties will be advertised weekly:

· On the Council website

· In Marmion House reception

· In the local press

Customers can express an interest via telephone, email the xxxxx website, or visit Marmion House offices in order to place bids on advertised properties. 

Each advertisement will contain information on;

· How to bid;
· The closing date for the bid;

· Details of the property, outlining as a minimum its weekly rent and other costs, number of bedrooms, special features/adaptations, other restrictions, and location;

· The preferred household composition that is best suited to the property (referred to  Property Household criteria paragraph 8.9.2)

Advice and support will be provided to customers who need it, to ensure they are able to use the scheme to bid for properties.
9.5 Support for vulnerable customers

Tamworth Borough Council will ensure vulnerable people are able to access the scheme. When a vulnerable customer is identified every effort will be made to assist and support them through the process. Some Customers will require or request support and assistance with accessing information about available properties, expressing an interest and making a decision about an offered property. In all cases the level and type of support will be decided on an individual basis. However in some cases Tamworth Borough Council may have to use specialist staff to express an interest on their behalf.

A number of measures will be put in place to ensure that vulnerable customers are not disadvantaged for example through;

· Providing appropriate advice and assistance;

· Providing information in other formats;

· Partnership working with support agencies;

· Translating key documents;

· Ensuring appropriate support is available for customers using the system;

· Proxy bidding via the Homeless Advice Team.  This will be monitored through regular impact assessments.

Tamworth Borough Council would like people whatever their background or presumed ability to become active participants in the choice based lettings process. However we recognise in limited circumstances it may be necessary to place certain vulnerable people outside of the choice based lettings process and to allocate properties to them.

 9.6 Statutorily Homeless Households Expressing an Interest

Customers accepted as homeless and owed a ‘full housing’ duty can express an interest for properties of their choice in Tamworth for a period of 2 months from the date of the decision letter. If a customer does not express an interest in available properties, or expresses an interest in unsuitable properties, or unreasonably restricts their choice during this period, the Council will express an interest on behalf of the customer for a ‘suitable’ property. If the customer is subsequently offered this accommodation and refuses it the homelessness duty may be discharge, thereby removing their priority on the Choice Based Letting Register from Band 1+ and/or Band 1. If customers are expressing an interest in suitable properties but have been unsuccessful the 2 months will be extended.

9.7 Short Listing

Expressions of interest will be placed in the order of priority i.e. from Band 1+, through to Band 4. The date that an application was placed in their most current category (the ‘effective’ date) will also be used to prioritise applications where the needs are the same.

Where properties are targeted at specific customers, they will be given priority for that type of accommodation e.g. accessible accommodation for customers with disabilities or new build properties where certain eligibility rules apply under special Planning requirements (Section 106 agreements).

If a customer is ranked first for more than one property and provided the eligibility criteria are met, they will be contacted to make a decision about which property they wish to accept.

9.8 Viewing Properties and Receiving offers 

An applicant who is offered a property will be given a reasonable amount of time to view the property and accept the offer. 

Applicants can decline offers without penalty except:

· Applicants owed a statutory duty as specified under Band 1 +

· Applicants who are homeless as specified under Band 1 and Band 2  
· That for applicants in Band 1+, declining offers may lead Tamworth Borough Council to conclude that Band 1 status is no longer justified as described in paragraph 9.6 above Statutory Homeless Households Expressions of Interest
Applicants need to express their interest in properties they are interested in or to ask Tamworth Borough Council or someone else to do this on their behalf.  Applicants for whom no expressions of interest are placed are very unlikely to be housed because very few properties are allocated directly.

Applicants can express their interest in as many properties as they wish. 
A summary of expressions of interest and lettings is published on a regular basis to help applicants decide what to express interest for. 

Help with expressing interest is available from Housing Advice. 

9.9 Feedback on results

Letting results will be made available to the public upon request. Information will also be available on the website and will include the following information;

· Lettings results – property type and neighbourhood;

· The total number of bids made for the property;

· The successful customer’s band effective date

· Properties where a direct offer was made and the property was not advertised;

· Customer satisfaction;

· Equality and diversity information.

Nominations to Housing Associations will be dealt with in accordance with existing nominations arrangements.

9.9.2 Best use of stock

Properties will be allocated in a way that makes the best use of its stock. Accommodation will normally be offered according to an applicant’s needs as follows;

	Property Household Criteria

	Property type
	Allocation Guide

	Bedsit / studio flat
	Single person

	One bed flat
	Single person / childless couple

	One bed Bungalow
	Single person / couple one over age of 60

(younger people with a disability can also be considered)

	High rise – two bed flats
	Childless couples aged over 55+
Officers log must be completed where applicants are younger then 55+

	Two bed bungalow 
	Couple with medical conditions requiring 2 bedrooms/couple with or without medical conditions over the age of 60/single person with live in carer/single person who is disabled subject to officer decision.

	Two bed flat
	Couples of households with one child or children who do not live with them but regularly visit * (proof of access required)

	Two bed maisonette
	Couples or households with one child or children who do not live with them but regularly visit* (proof of access)

	Two bed house
	Couples or households with one child or children who do live with them but  regularly visit * (proof of access)

	Three bed flat
	Households with 2 or more children

	Three bed maisonette
	Households with 2 or more children

	Three bed house
	Households with 2 or more children

	Four bed house 
	Households with three or more children

	Five bed house
	Households with four or more children

	Seven bed house
	Households with five or more children

	Sheltered Housing
	Single or couples aged 60+ with an assessed need for supported housing (in exceptional circumstances people below this age can be considered).


Tamworth Borough Council will take into account households where there are siblings over the age of 5 and not as the same sex.

Appendix 2 <<to be added>>.

9.9.3 Future Development of the scheme

Tamworth Borough Council is committed to continually reviewing its practises and procedures associated with this policy, to ensure a consistent and joined up approach in the delivery of a first class based lettings service.

10. Performance Monitoring & Review

Housing Services will have a robust approach to monitoring its allocation policy. This will include 

· A detailed Equality Impact Assessment complied with partners 

· Monitored service standards with measurable outputs and outcomes shared with all stakeholders examples include waiting times, customer satisfaction

· An annual impact assessment and review  of the allocation policy with specific reference to where vulnerable client groups are rehoused

Appendix 1

<<Existing Policy on Suspension From Registry Due to Anti Social Behaviour to be added>>
Appendix 2 Housing Stock Profile by property type and area
<<To be added>>

Appendix 3 Glossary of Terms

	Applicant
	This can refer to single or joint applicants and can be either a household applying to join the Choice Based lettings Register or expressing an interest for a property

	Extra Care Housing Scheme
	A group of self contained dwellings designed for older frailer  people with sufficient care and support available to allow people to remain at home for as long as possible

	Homeless
	No legal right to occupy any accommodation or accommodation not suitable or available for occupation

	Local Lettings Plan
	A local Lettings Plan is where a designated set of residential units (which can be identified by a geographical area) are allocated outside of the terms of the mainstream Housing Allocation Policy (i.e. this policy).

	Mutual Exchange
	Council or Housing Association tenants who agree to exchange i.e. swap properties with another tenant with the approval of both landlords

	Sheltered Housing Schemes
	Self contained units with access to communal areas and a Community alarm system for older people. Support is provided by an onsite Independent Living Coordinator. 

	Succession
	Legal right to pass on a tenancy by written agreement (deed) to certain family members on the death of the tenant provided there has not been a previous succession

	Supported Housing
	Housing provided for vulnerable people who need support to live independently


Appendix 4 
<<local Lettings Agreement for Thomas Hardy Court and McGregor Tithe extra care housing schemes to be added>>
Error! Unknown document property name.
Error! Unknown document property name.
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