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1. 
INTRODUCTION: 
1.1 
Your Home, Your Area, Your Choice 

1.2 
This is Three Rivers District Council’s (TRDC) new Housing Allocations Policy incorporating Herts Choice Homes (HCH) sub-regional choice based lettings scheme.   

We are working together to increase social housing choice, mobility within Hertfordshire.   Hertsmere, St Albans, Three Rivers, Watford and Welwyn Hatfield Councils have teamed up under the name of Herts Choice Homes.  Each Council will have its own Housing Allocation Policy but will allocate a proportion of homes that become vacant in their area to a pool from which applicants on the Housing Register in these Councils can bid (apply) without having a local connection.
This policy has been developed in consultation with applicants from the Housing Register, Herts Choice Homes partners and representatives from the voluntary and statutory organisations.  This new policy moves away from the previous complex points-based system to one that allows more choice and transparency for customers. 

1.3 
The Policy enables the Council to consider the individual needs of applicants whilst making best use of the scarce housing resource.  The policy sets out:

· How Properties are allocated

· How to apply for housing

· Who is eligible to be accepted onto the housing  register

· Who is not eligible to be accepted onto the housing register

· How priority for housing applicants will be given

· How homes will be let.

2. 
Aims and Objectives 

2.1 
The Council’s Housing Allocations policy aims to: 

· Ensure that the allocations and assessment policy is transparent, simple, and easy to understand for all.

· Provide applicants with choice and give reasonable preference to those with the greatest housing need.

· Offer applicants open and fair access to housing and recognise diverse needs.

· Offer applicants a more active role in choosing accommodation, taking account of individual circumstances and waiting time.

· Provide applicants with sufficient information to make informed choices about opportunities for re-housing and understand the criteria and processes adopted by the Council. 

· Maximise the use of, and efficiently let, all housing stock available to the Council.

· Promote social inclusion, sustainable communities and ensure that applicants benefit from any future regeneration and development taking place within the district.  
· Enable applicants to move to social housing outside the district
3. 
STATEMENT OF CHOICE

3.1 
The Herts Choice Homes Choice-based lettings schemes(CBL) allows you to select properties that you are interested in, rather than the Council allocating the property to the next applicant on the waiting list.   It also offers you the opportunity to select properties in neighbouring districts that are part of the Herts Choice Homes scheme.

 
The Scheme will follow a more open and transparent process, helping you to make informed choices about where you want to live and the type of property you would prefer.

3.2 
The Council is fully committed to enabling you to play a more active role in choosing where you live, whilst continuing to house those in the greatest need.

3.3 
The Council believes that social housing should be seen as one of a range of options available to you.  You may also like to consider other Housing Options such as:

· Low cost home ownership

· An exchange (the existing scheme is called ‘Homeswopper’, it applies to Council and Housing Association tenants)

· Renting in the private sector

· Moving to other parts of the country where there is a better balance between supply and demand of social housing

3.4 
Information on all available housing options and more can be obtained from The Customer Service Centre or the Housing Needs Team of the Council.  You can also access information directly via the web.  Please refer to the end of this document for contact details.
4 
LINKS TO OTHER POLICIES

4.1 
The Allocations Policy will work in parallel with a number of other key policies and priorities of the Council and these include the strategies listed below.
· The Homeless Strategy

The allocations policy will link strongly with the Council’s Homelessness Strategy and some of its key objectives.  In particular, to identify and reduce the level of recurring homelessness and to reduce the inappropriate use of temporary accommodation

· The Housing Strategy

The allocations policy will link with the housing strategy and some of its key objectives.  In particular, to introduce choice-based lettings and reduce the risk of homelessness.

· Supporting People Strategy

The allocations process will seek to ensure that there is greater focus on tenancy support services, and that support is available to applicants who may otherwise be at risk of being deemed to be unsuitable for a tenancy.

· Private Sector Housing Strategies

The allocations process will complement the aims and objectives of the

private housing renewal work, empty property and houses in multiple

occupation strategies, and will work with any Landlord Forums to

provide options to applicants requiring re-housing.

· Equal opportunity/diversity and vulnerability
TRDC, through the Allocations Policy will endeavor to be responsive, accessible and sensitive to the needs of all applicants.  TRDC will not tolerate prejudice and discrimination and will actively promote equality in line with its Comprehensive Equality Policy.

5. 
MONITORING AND REVIEW OF THE  HOUSING ALLOCATIONS POLICY

5.1
The Housing Needs Team will monitor the operations of the Allocations Policy by:

· Regularly reviewing the policy to ensure that the policy meets its stated objectives and complies with legislative changes

· Assessing the impact, if any, that offering choice has upon vulnerable, black and minority ethnic groups and all other groups

· Publishing annually lettings performance.

6. 
HOUSING REGISTER
6.1 
The Council no longer owns or manages any housing stock.  We do, however maintain a Housing Register and have nomination rights to a large number of properties managed by numerous Housing Associations.  While there is no requirement to maintain a housing register, this is the most common and systematic way of recording information about applicants who require alternative accommodation. 

6.2 
The Council will operate a Housing Register which will include all applicants who apply for Social housing.  Lettings will only be made from the Housing Register.  Within the Register, priority is determined by date of application and priority bands please refer to section 9.1.
7. 
WHO CAN APPLY TO JOIN THE HOUSING REGISTER?
7.1 
Eligibility Test
7.2 
To join the housing Register you must:

· be aged 16 years of age or over

· not be subject to immigration control or be an applicant from abroad unless the applicant is a ‘qualifying person’ as described by law.  
· be habitually resident in the common travel area (England, Scotland, Wales, Ireland, Channel Islands and the Isle of Man).

· not have a history of unacceptable behavior.

7.3
Unacceptable behavior
You will normally be excluded from joining the housing register if you or a member of your household is guilty of unacceptable behavior serious enough to make them unsuitable to be a tenant.
When making decisions regarding unacceptable behavior TRDC will consider whether the behaviour of an applicant (or a member of their household) is unacceptable and is of a serious enough nature to make him or her unsuitable as a tenant.  The Council will consider all available, relevant facts and circumstances before making this decision.  Unacceptable behaviour include anti-social behaviour and providing false or misleading information.
7.4 
Notifying an ineligible applicant

If the Council decides that you are ineligible to join the housing register due to your age, immigration status or unacceptable behavior you will be notified in writing and be given clear grounds for the decision. 
If the Council decides to exclude you from the Housing Register due to anti-social behaviour we will tell you how long you will be excluded for.  However, this period can be indefinite if the behaviour has been extremely anti-social.

You have a right to request a review of the decision.  Details of how to do this are detailed in section 24.   Otherwise, you can apply again at the end of the exclusion period when the Council will reconsider your circumstances.

7.5. 
Local Connection 

7.6 
For you to be considered as having a local connection to TRDC, one of the following criteria must apply at the time a housing offer is made..  You must:
· Have lived three years out of the last five years in the District

· Have lived six months out of the last 12 months in the District

· Work in TRDC for sixteen hours or more per week

· Have close relatives who presently live in the District and who have lived in the District for at least five years (such as parents, children, brothers or sisters)

· Be an ex-resident from the local authority area who previously lived there for 5 years or longer

· Live in temporary accommodation outside the District placed by TRDC or the local healthcare trust

· Be a member of Her Majesty’s Forces, have served for at least five years, and either enlisted from an address in the District or have permanent employment in the District on discharge

· Be a TRDC ‘resident’ working/studying away from the District (home) areas

· Prove there is special circumstances which TRDC considers give rise to a local connection.

If you have a local connection to the District  you will normally be offered the property over someone with no local connection.  Local connection will appear in the adverts for properties.
7.8. 
SUITABILITY TEST
Not everyone who is entitled to join the housing register will be suitable to be a social housing tenant.  When an application is registered, or while it remains on the housing register, the Council may withdraw your right to apply for any properties (or may demote your application to Band E?).  See section XXX on bands.
If you are deemed unsuitable you may have your application demoted to band E).  We will give due consideration on a case by case basis in the following circumstances

Your  application  will normally be demoteddeferred  band E? in the following circumstances:
If you have Rent Arrears: - If you are currently in arrears, or owing court costs  to your landlord you may have your application  demoted  until your rent account has been cleared and a clear rent account for 12 weeks consecutively is maintained.  Discretion will be exercised if:

· An overpayment of housing benefit was due to an error by the Council;

· Arrears accrued due to monthly rent payments where the account is consistently clear when the rent is paid on a regular basis.

· this is not an exhaustive list  

If you have caused neglected or caused damage to Property: - You or a member of your household owes a debt to the Council, Housing Association or Private Landlord from a tenancy, because of damage to the property.  Your application may  be demoted to  to band E until the debt has been paid in full.  If  your housing association property is in a seriously neglected condition, your application  may  be demoted to band E  until the property has been reinstated by you or the debt is paid in full.
If you have received funding for Aids & Adaptations:- If you have applied for and have been granted funding for aids and adaptations to your current home valued at £5,000 or more and the adaptations were carried out in the previous 5 year period. 
You are held in HM prison:  You will have your application deferred until a period of 3 months before your release date, and official confirmation of this date will be required.  If you do not have accommodation you may apply as homeless.

You are a serving Members of HM Forces:  You will be demoted to band E d until a period of 3 months before your discharge date, and official confirmation of this date will be required.  If you occupy married quarters you will also be required to submit confirmation that you are no longer entitled to occupy the married quarters.

You are guilty of causing criminal or Anti-Social Behavior: Your application will also be demoted to Band E  on a fixed term basis or until prescribed conditions have been met, if any member of your household has assaulted or harassed an employee or agent of TRDC, a Housing Association or a private landlord and this was either:

· Proven by their convictions for an offence which happened during the tenancy

or
· Backed up by evidence which would have been presented in a court action for possession of the tenancy, if the tenancy had not ended before the court action could be taken.
7.9 
Who decides on  demoting my application  to Band  E
The Housing Needs Manager will decide when to demote an application giving the reasons for demotion  and the date the demotion  will be reviewed

7.10 
Demotion  reviews 
You have the right to appeal against your application.  Please refer to the section 24 below, appeals and reviews.

8. 
HOW TO APPLY TO JOIN THE HOUSING REGISTER
8.1
To apply to join the housing register you are required to complete a housing application form.  This can be obtained from:
Three Rivers House,
Three Rivers District Council, 
Northway, 
Rickmansworth, WD3 1RL

Telephone: 01923 776611

Or download from:


Internet Website: www.threerivers.gov.uk

Alternatively we send it to you by post or email on your request

8.2
Once you have completed the form, you should return it or post it directly to the Council’s Housing Options Team.  If you have difficulty filling in the form  you can visit the  Council offices where staff will be able to help you.  If you are unable to visit the office, we will arrange to visit you at home to assist you.

8.3
You may include anyone that may reasonably be expected to live with you as part of your household on the application form.  Where we refer to an applicants circumstance we refer a
8.4
You can have only one active application as a main applicant on the housing register at any time. 

8.5 
On receipt of the application form, we will assess the application within 4 weeks of receiving the form; and will request additional information and supporting evidence so that your eligibility, suitability and housing need can be confirmed.  We will verify the information provided which may include inviting you for an interview or conducting a home visit. 

8.6 
You will be asked  to provide independent documentary proof of the following in support of your application:

Identity and address
· Your identity via passport and/or birth certificate, and/or letter from the Home Office
· The relationship between you and all those named on the application

· The property currently occupied, via a tenancy agreement, council tax document, electoral register document etc

· Proof of your address in the last 5 years.
8.7 
Family

For each person on the application we will request the following documents:

· Full birth certificate, passport and/or Home Office letter

· Marriage certificate

· Adoption/foster certificate

· Welfare Benefit book/Letter

· Any other documents

· Maternity certificate if you are pregnant

Income and employment

You may be required to provide proof of income.  This can be in the form of:

· Contract of employment (so long as it has been issued recently) or a letter from your employer

· Last three payslips

· Last three bank statements

· Proof of benefits

Extra Rooms for Carers


If extra rooms are required for carers this will need supporting documentation from Herts County Council Adult Care Services or Children School and Families or other independent organisation should give supporting evidence that a ‘live in’ career is needed, and that if the support was not given voluntarily or paid for by the client you would qualify for funding for a ‘live in’ carer.  


Only one extra bedroom for a carer will be considered.  Extra rooms for a carer’s dependants cannot be considered.

Change of Circumstances

You need to tell us before your circumstances change or as soon as possible afterwards, so we can make sure our records are up to date and that your application is prioritised correctly.  If you do not make sure that your records are kept up to date this may result in the Council withdrawing an offer of accommodation.

Deliberately worsening your circumstances.

If the Council thinks you have deliberately worsened your circumstances to gain extra priority on the Housing Needs Register you will be placed in the priority band you held or would have held before your circumstances changed.

After assessment we will write to you confirming: 

• Whether you are eligible and suitable to join the housing register. 

• The Priority Band in which your application has been placed 

• The date that your application was placed in the band (the “application date”)
• Your unique reference number

• How to have a decision reviewed 

We will ensure that advice and information is available free to everyone

on how to apply for housing.  
8.9. 
WHO CAN BE CONSIDERED AS PART OF THE APPLICANT’S HOUSEHOLD?

In most cases only someone who is living with you as part of your household on a permanent basis at the date of registration, or children born after registration, can be included in the application.  

Dependent children (under 18 or in full time further education) joining the household, where it can be proved that you are the sole legal guardian, will be considered as part of the household if they have lived as part of your family for a minimum of 12 months.  

Dependent adult relatives who have joined the household because they are unable to live independently may be considered as part of your household.  This will generally be because of age, disability or for medical reasons.  Such cases will need to be referred to our Independent Medical Adviser.

8.11
Joint Applications
For a joint application only one of the applicants has to qualify but you both have to meet the conditions about immigration control and being from abroad.

Where reference is made to an “applicant” throughout the document, “applicant”  should be taken to mean “an applicant and his/her household”

8.12 
Civil Partnerships


Civil partners will have equal treatment with married couples in the Allocations policy, including:

· Parental responsibility

· Protection from domestic violence

· Immigration and nationality purposes

8.13 
DATE OF REGISTRATION
The registration date of your application form will be the date the housing application form is received fully completed with all supporting documentation at the Council office.  If the form is completed over the Internet the date the form is received electronically fully completed with all supporting documentation is the date of registration. 

8.14 
HOME VISITS

You may be visited at your home prior to an offer to confirm your circumstances.  Home visits may be conducted at short notice and you will have to ensure you are available.  Otherwise you may not receive the offer of accommodation.


If you do not have any settled accommodation, you will be visited at the address/location provided.
8.15
ANNUAL REVIEW OF THE HOUSING REGISTER


Your application will be reviewed annually on the anniversary of the date of registration.  The Council will write to to you to confirm whether you wish to remain on the register and whether your circumstances have changed.  It is your responsibility to ensure that we have your contact details.   Failure to respond within the required time limit (14 days from the letter being sent) will result in your application being cancelled.  
8.16 
CANCELLING AN APPLICATION


An application can be cancelled by the Council from the housing register in the following circumstances: 

·  At your request 

·  Where you do not respond to an application review or any other relevant correspondence, within the specified time limit 

·  If you are deemed to be ineligible for housing 

·  If you are no longer permitted by law to remain on the Housing Register

· If you have not told us that you have changed address and we are unable to contact you.

·  When you are housed by a Registered Social Landlord or Council

· If you are a social housing tenant and buy your property.

(This list is not exhaustive)


When your application is cancelled, we will write to you or your representative to notify them.  Where you have been highlighted as vulnerable, we will contact you to check your circumstances before cancelling the application.  If your application has been cancelled you have the right to ask for a review of the decision.


If you wish to re-join the housing register at a later date this will be treated as a new application, and a new registration date will apply.

If however it is proven that an official error occurred or you were unable to respond due to exceptional circumstances, we will reinstate your application on the scheme with your old registration date.

8.17 
FALSE STATEMENT & WITH HOLDING INFORMATION


It is your responsibility to provide necessary information and documents that will assist us in carrying out enquiries into your housing application.

It is an offence (under Section 171, Housing Act 1996), for you to knowingly or recklessly provide us  with information that is materially false or deliberately withholds or misrepresents your housing circumstances.

We will consider legal proceedings against you and support any application by a landlord to gain possession of accommodation gained by providing false or withholding information that may have affected your priority on the Housing Register.

8.18
Restriction on housing  people who have deliberately worsened their housing circumstances.

Where you have been found to have deliberately worsened your housing circumstances in order to gain priority on the housing register the council may defer your application for up to 12 or band your application based on your housing circumstances prior to your worsened circumstances. 

9. 
ASSESSMENT OF HOUSING NEED AND PRIORITY BANDING

You will be placed in one of five housing needs band following an assessment of your household’s needs.  This is to ensure that we meet our legal obligations as set out in the Housing Act (1996) as amended by the Homelessness Act (2002).  You will then be further prioritised according to your applicable date.  Your applicable date is the date you applied for housing.  If you move up a band after your initial assessment, your applicable date will change to the date you entered the band.  If you are re-assessed and allocated a lower priority band, your applicable date will remain unchanged.

Local Connection.

Within each priority housing needs band, preference will be given to applicants with local connection to the district See section xx.  This because the Council is committed to supporting sustainable communities by providing homes for applicants with a connection to  District.

9.1 
HOUSING NEED BANDS 

When your details are assessed, you will be placed in one of five priority housing needs bands.  Applicants in band A will have the highest priority, applicants in Band E the lowest priority.   
The priority bands are designed to give those households in greatest housing need reasonable preference.  If you qualify under more than one category, we will take this into account when assessing your housing need and may give you more priority than someone who qualifies in just one.  The assessment will be made in order to meet the requirements of the Housing Act (1996) as amended by the Homelessness Act (2002); whilst making best use of the housing nominations being made available to us.

You will be given an “applicable date” which will identify priority within the Bands.  Initially, the applicable date will be the date of your application.  Should your circumstances change and your band changes, then so may the applicable date.


If you are re-assessed and allocated a lower priority band, your applicable date will remain unchanged.


If your needs increases and you go up a band, your applicable date will be the date you enter the band.
Note: The term “applicant” and “household” means everyone who has been accepted as part of the housing application.

Priority Band A – Applicants with an Urgent Need to move.

	Priority Band
	Description of housing need

	You will be placed in Band A in circumstances where your current property poses a significant risk to life or health, and urgent re-housing is required.



	Band A
	Urgent Medical Need
You have an over-riding medical priority awarded by the Local Authority in consultation with a Medical Advisor.  Your medical condition will be such that it is being so severely and adversely affected by your current housing situation as to warrant an emergency move.

	
	Urgent Social/Welfare Need
You have an over-riding social/welfare priority.  Your social/welfare needs will be such that those needs are being so severely and adversely affected by the current housing situation as to warrant an emergency move.  

	
	Urgent Danger
You need to move urgently where there is a serious imminent personal risk if you remain.

	
	Urgent Decant
You need to be moved out of your property on a permanent/long term basis  where:

· your home needs major work which cannot reasonably be done while you are living at the property, or

· your home is in a block of flats or a group of properties being considered for a change of use, for example to be used for a specific client group, or

· your home is in a block of flats or a group of properties due to be modernised or refurbished, and the work cannot reasonably be done while you are living at the property.



	Priority Band B – Applicants with a Very High Need to move.



	You will be placed in Band B if you are deemed to have a very high housing need.  Applicants in the following situations and circumstances will be placed in this band.  

	Band B
	Suffering from harassment
All cases of harassment will, in the first instance, be dealt with through our Anti-Social Behaviour Policy.  Should the harassment reach a level where there is a recommendation from a senior officer of a relevant statutory or voluntary agency such as the police or HCC’s Children, Schools and Families Department, that a move is necessary, you will be awarded Band B priority. 

Where you receive Band B priority resulting from harassment, you will usually only be able to bid for properties of the same size and type as your current accommodation (like for like) and be offered time-limited bidding

	
	Homeless households (Main homelessness duty owed)
A statutory duty to house you is owed where the authority is satisfied that you are eligible for assistance, unintentionally homeless, falls within a specified priority need group and have a local connection with the authority. 

Priority need groups include households with dependant children, or pregnant women, as well as applicants who are considered vulnerable.  Priority needs groups are those identified in the Homelessness Act.  Time-limited bidding may apply.

	
	Very high Medical Need

Applicants with an urgent medical priority awarded by the Local Authority in consultation with the Council’s Medical Advisor.  The applicants’ medical condition will be such that should the applicant move to a more appropriate property this will be improved by alternative accommodation.

	
	Very high Social/Welfare Need
Your social/welfare needs will be such that, should you be moved to a more appropriate property, this will be improved by alternative accommodation.

	
	Applicant is under-occupying by two or more bedrooms (social

housing tenants only)
To enable Registered Social Landlords to make best use of the housing stock, we offer accommodation to applicants who are under-occupying their homes, and the home they are under-occupying is needed by us.  In turn, family-sized accommodation is released and offered to an applicant on the list.

	
	Severe Overcrowding
In extreme cases, the Local Authority will make an assessment as to whether they feel you and your household are severely overcrowded.  Where we make this assessment you will be awarded Band B priority.

	
	Applicants with composite housing needs from Band C

This band also recognises that you have a composite housing need.  To qualify to move to Band B, you should be assessed as having either high medical need, or lacking two bedrooms (or more) plus at least one other factor from the list under Band C.

	Priority Band C – Applicants with a High Need to move.



	If you are placed in Band C you are deemed to have a high housing need to move.  Applicants in the following situations and circumstances will be placed in this band.  

	Band C


	High Medical Need
If you have a high medical priority awarded by us in consultation with our Medical Advisor.  Your current accommodation will be deemed as not appropriate for your medical needs.

	
	High Social/Welfare Need

If you have a high social/welfare priority awarded by the Local Authority.  Your current accommodation will be deemed as not appropriate for your social/welfare needs.

	
	If you are releasing an adapted property
If you are releasing an adapted property, with no other housing need, you will only be placed in Band C if the following criteria are met: 

The property has  major adaptations, and there is a current need for a property with that adaptation

	
	Applicant is assessed as lacking two or more bedrooms

If you are assessed as lacking two or more bedrooms you will be placed in Band C

	
	Retiring or Redundant Council Staff in Tied Accommodation (Service Occupiers)

A service occupier is someone occupying tied accommodation as a condition of their employment with the Council for the better performance of their duties. 

· Service occupiers may be re-housed in suitable alternative accommodation (not like for like) in accordance with the conditions of their terms of employment. 

The service occupier will be eligible for re-housing by the Council only if: 

· they meet stated requirements in their contract of employment
· they meet the eligibility criteria to appear on the housing list including immigration status and unacceptable behaviour criteria
· do not own another property elsewhere and do not have income or assets that would enable them to meet their own housing needs in the private sector 

.

	
	If you are under-occupying by one bedroom (social housing tenants only) 

To enable Registered Social Landlords to make best use of their housing stock, we will offer accommodation to applicants who are under-occupying their homes.  In turn, family sized accommodation is released and offered to an applicant on the list. 



	
	If you have composite housing needs from Band D
This band also recognises if you have a composite housing need.  To qualify to move to Band C you should be assessed as having either a recognised medical need, or lacking one bedroom (or more) plus at least one other factor from the list under Band D.

	Priority Band D – Applicants with an Identified Housing Need 



	Applicants placed in Band D are deemed to have a recognised housing need to move.  Applicants in the following situations and circumstances will be placed in this band.  

	Band D
	Recognised Medical Need
Applicants with a recognised level of medical priority awarded by the Local Authority in consultation with a Medical Advisor.

	
	 Recognised Social/Welfare Need
Applicants with a recognised level of social or welfare need as assessed by the Local Authority.

	
	You are assessed as lacking one bedroom

	
	You have children in insecure accommodation
You have dependent children living in insecure accommodation, e.g. with family or friends and no bedroom, and lacking or sharing other facilities.

	
	Recognised Financial Hardship
You will be awarded Band D priority where the Local Authority deems a move would help address exceptional financial hardship.  Where you feel you will qualify for Band D priority due to exceptional financial hardship, you should approach the Local Authority for further guidance.

	
	Other homelessness
Other homeless applicants who are not owed a duty under Part VII of The Housing Act 1996, as amended by the Homelessness Act 2002 or who are deemed to be intentionally homeless.

	
	Unsatisfactory Conditions
You will be awarded Band D priority where it is determined by the Local Authority that you are living in unsatisfactory conditions

	Priority Band E – Applicants with Other Housing Requirements.



	If you are placed in Band E you deemed to have other housing requirements to move.  Applicants in the following situations and circumstances will be placed in this band.  

	Band E
	If you are assessed as being adequately housed you will be placed in Band E.  This will include applicants with sufficient funds to secure appropriate housing.


9.1 
TIME-LIMITED BIDDING

All priority Band A (Urgent Housing Need) cases and some categories of priority band B ( Very High Housing Need) will be subject to time-limited bidding.   This means you will be given a time frame for how long this priority will stand.   The is because the Council acknowledges the urgency of the situation, both for you and for the Council.  All priorities will be monitored.  Each case will be reviewed on its own merits, and a decision will be made as to whether:

· You should lose your priority status if the circumstances under which you were placed in band no longer apply. You will  be re-assessed and placed in a lower band

· You may be given one direct offer of accommodation before re-assessing you and placing you in a lower priority band.

You will be expect to apply for any suitable advertised properties within 3 months of your date in band.  


You must consider different property types (houses or flats) from those you currently occupy.  This means that you will sometimes need to compromise on your ideal choice of housing in order to achieve the urgent move you need.  It will not always be possible to meet all your aspirations within the time available. 


We will offer you  support with bidding for properties where applicable, including bidding on your behalf if you need this or if you are not making bids or bid unrealistically.  


In conducting the review we will take into consideration the questions posed below.
· Have there been any properties advertised that would have met

your need?

· If so, have you applied for them?
· Why have you been unsuccessful?
· Do you have a specific need for a property that has not been

available and no other property will resolve your housing need?  For example, do they have a disability and need a

ground floor property in a specific area so you can get family

support?
· Have you received appropriate support and help in accessing

the choice-based letting scheme?
· Have your circumstances remained the same?
· Are you holding out for something that is unlikely to

become available in a reasonable timescale, even though your
need could be resolved by a more readily available property?

If we decided to extend your priority this may have conditions, including the Local Authority or current social landlord bidding on your behalf.  Where a successful bid is made through this process this will be classed as a final offer. If you refuse this offer you will be moved to a lower priority band or other action will be taken i.e. if you are a homeless applicant or have applied to succeed to a tenancy.

10. 
HOW THE COUNCIL ALLOCATES ACCOMMODATION


The changes introduced by the Homelessness Act 2002 amendments are designed to enable the Council to offer you a choice of accommodation while continuing to give reasonable preference to those with the most housing need.


All properties will be advertised through the Herts Choice Homes Choice Based Lettings system.  You will need to bid (express an interest) in any properties you wish to be considered for.  Advertised properties will have details of who is eligible to bid for the property.  If you are not eligible your bid will not be considered.  By advertising properties and inviting you to apply for them, we are enabling you to choose where you want to live.


Sub-Regional Choice Based Lettings.


As part of the Herts Choice Homes Partnership, the five local authority partners will advertise a small percentage of properties that all applicants on the five local authority Housing Registers can bid for.  This will give you the opportunity to move to neighbouring areas.  You can therefore bid for properties advertised by Three Rivers District Council and also as part of the Herts Choice Homes sub-regional pool.


When allocating a general needs property we will take into account the following factors:

1.
Property Eligibility.  Does your household fit the requirements of the property as outlined in the advert?


2.
Priority Band on the Housing Needs Register.

3.
Local Connection.  If there is more than one applicant within a band, priority will be given to the applicant with local connection.

4.
Applicable date.  Where more than one applicant meets the preceding criteria, the applicant with the earliest applicable date will be made the offer of accommodation.
10.1
DIRECT LETS

The majority of lettings are made through the Council’s Choice-based Lettings Scheme – Three Rivers Choice Homes. 

However certain groups of applicants may still receive direct offers of accommodation under exceptional circumstances, either because they have an emergency situation and are not able to use the Choice System because they are vulnerable or to facilitate moves relating to special schemes.  This list is not exhaustive.

Anyone awarded direct let status will receive only one reasonable offer.  If accommodation is refused, the priority status may be removed and your application re-assessed to determine if you should be moved to a lower band status.  

The Council has access to some properties identified for applicants with specific needs where support is given to vulnerable people, such as mental health or learning difficulties.  In order to respond to the need to re-house you in this category, an offer of accommodation outside CBL may be made.  These clients are not precluded from applying for a property through CBL and will be awarded a priority banding status following a composite housing assessment.

10.2
APPLICANTS SUBJECT TO MULTI-AGENCY PUBLIC PROTECTION ARRANGEMENTS


Housing applications received from the Multi Agency Public Protection Panel will be considered by the Housing Needs Manager and, if successful, a direct offer will be made.  This client group will be excluded from the choice based lettings process.

10.3
APPLICANTS WHO REQUIRE AN ADAPTED PROPERTY OR OTHER SPECIAL REQUIREMENT

Where you have been assessed by our independent Medical Adviser as requiring a specific size, type or adapted property, you will be placed in the appropriate priority band.  In some circumstances you may be offered a direct let.  Where we identified a shortage of suitable properties for applicants with special requirement on the housing register, we will consider creating a ‘chain move’.  This is where the we match the applicant with a special requirement need, with a Registered Social Landlord (RSL) who has identified an applicant with an adapted property who has applied for a transfer.  This is different from a Mutual Exchange whereby you have a property to offer in the exchange.
10.4. 
LOCAL LETTINGS POLICY


The Council in partnership with Registered Social Landlords, may produce a local letting plan. These plans will outline any specific local letting initiatives for the neighbourhood taking into account supply and demand and other management factors.


The local letting plans are normally short term measures put in place to address specific local issues.  These can include dealing with community sustainable issues such as:

· increasing the number of people in employment

·  training,

·  or reducing child density and anti-social behaviour on estates

Local lettings plans may therefore over ride the ‘rules of choice and the Council’s normal letting policy’ in specific neighbourhoods or on local housing estates and over specific periods of time.  Examples of some properties may have criteria based on age or household composition to address specific local issues or may over-ride occupancy level agreements and demand issues to address local management or supply.


Local letting plans will normally be subject to local consultation and will be by definition dynamic documents monitored against and developed and changed in line with changing situations and demands.


Copies of local letting plans will be available from the Council and the RSL.


The Council in these circumstances will ensure that their local lettings policies do not discriminate, directly or indirectly, on racial or other equality grounds.

10.6 
MOVE ON AND LEAVING CARE


We will have some agreements with organisations that provide specialist housing.  These organisations deal in particularly with vulnerable homeless applicants or young people leaving care who may require move on accommodation usually for single applicants.  We will endeavor to house an agreed number of applicants nominated from these organisations each year.

10.8. 
BEDROOM ELIGIBILITY

The table below indicates the size and number of bedrooms that an applicant can bid for.  
TABLE OF BEDROOM ELIGIBILITY
	Household Size
	

	Single Applicant
	Bedsit-Studio or One Bedroom

	Single Applicant with staying access to 1 child 
	One bedroom 

	Single Applicant with staying access to 2 children 
	One bedroom

	Couple without children
	One bedroom 

	Pregnant (1st Child)
	One bedroom 

	Parent/s with 1 child (under 4)
	One/two bedroom 

	Parent/s with 1 child (over 4)
	2 bedrooms

	Parent/s with 2 Children same sex
	2 bedrooms

	Parent/s with 2 children same sex (6 year age gap)
	3 bedrooms 



	Parent/s with 2 children opposite sex (both children under 4)
	2 bedrooms

	Parent/s with 2 children opposite sex ( 1 child over 4)
	3 bedroom

	Parent/s with 3 children
	3 bedroom 

	Parent/s with 4 or more children
(due to the scarcity of four bedroom properties, parent/s with four children will also need to consider 3 bedroom properties with lounge/dining room)
	4 bedrooms or 3 bedrooms with dining/lounge room 


All properties that are advertised through the CBL scheme will be clearly labeled to identify the household size eligible to bid for each property.

Single applicants who reside in bedsit type Housing Association accommodation are considered for 1 bedroom accommodation.  This in turn frees up single applicant accommodation for a single applicant on the register.


Unborn Child
An unborn child does not count as part of an applicant’s household.

Exception to Bedroom Eligibility 

Due to the acute shortage of 4 bedroom properties, applicants registered for 4 bedroom properties or larger will also need to bid for large 3 bedroom properties, which will be identified.  

10.9
PROOF OF ACCESS TO CHILDREN

We will check to make sure that access does take place and will need to see proof.  Such proof could include a letter from the separated (other) parent.  This is not normally considered enough on its own, as the proof should be independent, therefore we will have the right to seek further supporting evidence such as a Solicitor’s letter or Court papers as it deems appropriate or make appropriate enquiries.


Where you have staying contact with children for less than 50% of the time, the children will not be counted as part of your household when assessing bedroom requirements.


Where two applicants have equal staying contact with children, evidence as to the child’s main and principal home is required when assessing bedroom requirements. 

10.10
11. 
CHOOSING WHERE YOU WANT TO LIVE
Most properties which become empty will be advertised on a fortnightly basis in Herts Choice Homes Magazine, and will be distributed to all libraries within the District and  RSL Partners.  You can also access the advertised properties on our web page at www.Hertschoicehomes.org.uk  and within the Council’s offices.  

11.1. 
HOW TO APPLY FOR PROPERTIES
You can apply for any property that is of the appropriate size in accordance with your assessed need.  Applying is simple: it can be done either by:

· Telephoning the bidding line on XXXXX

· Accessing the website www.hertschoicehomes.org.uk

· Using our text service
· Calling into our office and speaking to a member of staff


New properties are advertised every week with a closing date to apply clearly shown.   You will be allowed to apply for 2 (two) properties per week.  Properties will be advertised in the Three Rivers Choice Homes magazine from midnight on Thursday through to midnight on the following Monday.   Bids must be submitted before the closing date.  Where several households have applied for the same property, the system will inform you what your position in the queue will be if you decide to apply.  Your position may subsequently change if other bids are placed and the system will enable you to withdraw your bid and transfer your interest to other properties should you so wish.


Each available property will have a short description that will include the number of bedrooms, floor level, rent, location of the property and information about facilities in the property and its neighborhood.  You must make sure you meet the criteria noted on the advert otherwise you will not be considered for the property and it will be a wasted bid.

The Council cannot guarantee precisely whether you will be successful in applying for a property, as this may depend on the type and location of the property you apply for, whether you have reasonable or additional preference and the number of people bidding for the property.

If you are seeking a move and you are housebound,

options such as directly mailing the newsletter/leaflet or working with statutory

and voluntary agency partners to provide personal customer support

will be explored. A member of your household may also apply for properties on your behalf.

If your first language is not English you will be offered a range of languages via the web-site, telephone system and printed matter, and all publications will advise where to get advice and support in the appropriate languages.

11.2 
VIEWINGS


After successfully bidding, we may short list between one (1) and five (5) applicants to view a property.  This will depend on the ability to let the property.   All successful applicants will be sent a letter before the viewing date informing them of the location of the property and the time of the viewing.  


The purpose of viewing the property is to see the internal and external features of the property and seek any further clarification from the landlord regarding the property.  Top ranked applicants that have been shortlisted for a property will have their application deferred temporarily until we know the result of the viewing.  This will mean that they will not be able to apply for properties in the next cycle.


In some cases, you may end up viewing a property with the current tenant in situ.  All tenants will be notified of this before a viewing is conducted in their home.  


If you are at the top of the shortlist you will normally be given 24 hours after viewing a property and receiving a verbal offer of a tenancy, to accept or refuse the offer.  If the offer is refused the person next on the shortlist will be offered the property.


You may require longer than others to make a decision about a property depending on your circumstances: 

· You may wish to take advice in making your decision particularly in the case of vulnerability
· You may be unfamiliar with the property

· You may be in hospital

· You may be in some form of temporary accommodation such as a refuge or hostel

In these circumstances the landlord may agree a time with the applicant.


In exceptional circumstances the Council’s Head of Housing may approve a recommendation from the Registered Social Landlord not to offer a property to the applicant who tops a short list if in doing so the offer could put a vulnerable applicant at risk of any harm, or contravene the organisation policy or charitable status.  Any such decisions will be explained fully to the applicant in writing.

11.3 
ACCEPTING OFFERS


Once you have confirmed that you want to accept the offer of the tenancy, the Registered Social Landlord of the property will give you a formal offer of the tenancy.  During the period after acceptance of an offer and before tenancy sign up, the CBL system will not allow you to be considered for other properties.


The landlord of the property will normally start the tenancy sign-up on the Monday following viewing if the property is available.  


In cases where you are vulnerable, such as being an elderly person with no support or someone with learning difficulties, the Registered Social Landlord may use discretion to allow a longer period before the tenancy start date.

11.4 
WITHDRAWAL OF OFFERS


In the following very exceptional circumstances, the Registered Social Landlord (RSL)may withdraw an offer of accommodation:

· Where there has been a change in your circumstances

· Following verification, you are not eligible for the property 

· Where an error has been made in the advertising criteria

· Where an offer of accommodation could put a vulnerable applicant at risk of any harm

· Where you do not meet the RSL Letting Policy

This list is not exhaustive.

11.5 
REFUSING AN OFFER OF ACCOMMODATION

If you refuse an offer of accommodation made, you will remain in your housing needs band.  If you refuse three offers of a property made through CBL, we will contact you to verify your circumstances and will defer your application whilst enquiries are made.

12. 
FINANCIAL ASSESSMENT
If you have sufficient resources to resolve your own housing need, either through renting or buying a suitable property, (whether on the open market or through one of the low-cost home ownership schemes) or by other means, you will  normally be given no preference on the Housing Register and be placed in Band E.   
13. 
MEDICAL GROUNDS


Where you or a member of your household has a medical condition or disability that is affected by your housing circumstances, youwill be asked to complete a medical self-assessment form.  This will be reviewed by our Medical Adviser, along with any other medical reports or occupational therapy reports.  The medical adviser will advise on the relative medical priority of you or your household and any other re-housing needs, such as a need for ground floor accommodation.  You will then be placed in the appropriate band.


It is essential to assess any support and care needs if you are applying on medical grounds.  We will liaise with Adult Social care, Children Schools and families, the Supporting People team and other relevant agencies, as necessary, to ensure the allocation of appropriate accommodation.


The Council will also consider whether you or member of your household needs would be better served by you remaining in your current accommodation and, if appropriate, an application for aids and adaptations can be made.

14
SHELTERED HOUSING

Sheltered housing is housing designed for applicants over 60.  Sheltered housing will only be available to you if you require the level of support offered in this type of accommodation.  If you are eligible for sheltered housing you will be subject to an assessment by the RSL to establish your support needs and suitability for living in your chosen Sheltered Housing Schemes.

Applicants over 60 years of age will be considered or applicants with physical/learning disabilities who are suitable for and would benefit from sheltered accommodation or designated elderly applicants units.  In the later case some RSL’s will accept you if you are over 55 years of age.

Priority for allocations to ground floor sheltered and elderly applicants accommodation will be given to current tenants on the Housing Register, living on an upper floor, within the same block, who have a medical/mobility need for ground floor accommodation.  Allocations thereafter will be allocated based on individual need.  This will then free up a property for an applicant via CBL.


If the assessment indicates that you require a higher level of support than can be provided by sheltered housing, you will be advised of this and referred to Adult Care Services.

15. 
SOCIAL/WELFARE NEEDS
This would include, for example, if you need to move to a different locality or District in order to give or receive care or to access specialized medical treatment.  The term “welfare” is intended to encompass not only care or support needs, but also other social needs which do not require ongoing care and support, such as the need to provide a secure base from which a care leaver or other vulnerable person can build a stable life.
Housing in consultation with Adult Social Care or Children Schools and Families
will jointly agree and make a recommendation that reasonable preference is awarded.

16. 
ALLOCATIONS TO STAFF, COUNCIL MEMBERS OR THEIR FAMILIES

Members of staff, their close family and elected members who require housing through us may apply for housing in the same way as other applicants.  Their status should be disclosed on the application form at the time of applying.

If you are applying for housing or make a successful bid as a member of staff, elected member or a member of your direct family, the Head of Housing will be informed and must approve the shortlist letting prior to the formal offer being made.

17.
APPLICABLE DATE
The “applicable date”, the date when you will be re-housed, is determined at the time the application is registered.  For homeless applicants, the applicable date will be the date the Council accepts statutory duty to re-house you.  If there are any significant changes in your circumstances that may require changes in your preference or bedroom requirements, your effective date may change.

18
CHANGE OF CIRCUMSTANCES
You must inform us of any change in the information provided on your application form.  Changes in circumstances may mean you will need to be reassessed.  Examples of change of circumstances are detailed below, although this list is not exhaustive:

· you are joining or leaving the household

· Pregnancy/birth of a child

· Relationship breakdown

· Change to the medical circumstances of anyone included in the application

· Death of a joint applicant

· Change of address or contact number
19
TENANCY MANAGEMENT OUTSIDE THE SCOPE OF  CBL
The following tenancy management areas fall outside of Part 6 of the Housing Act 1996 and will be managed by Registered Social Landlords:

· Mutual exchanges

· Persons transferring from introductory to secure tenancy in the same property
· Where a secure tenancy is assigned by way of succession to the same property

· Where a secure tenancy is assigned to someone who would be qualified to succeed to that tenancy if the secure tenant died immediately before the assignment

· Transfers that the RSL initiates for management purposes
· Where court orders are made under one of the following:

· Section 24 of the Matrimonial Causes Act 1973

· Section 17 (1) of the Matrimonial and Family Proceedings Act 1984

· Paragraph 1 of schedule 1 to the Children Act 1989

20. 
INFORMATION
You have the right to:

1. Request general information as will enable you to assess how your application is likely to be treated under the scheme and whether accommodation appropriate to your needs is likely to be made available.

2. Be notified in writing of any decision about whether tyou are suitable to be a tenant of the RSL. 

21.
TRANSLATION

The application form can be made available in a number of different languages.  We can arrange a translation service for people who visit the Council Offices.  If you need this service, please contact our Housing Needs Department.

22. 
DATA PROTECTION
When an applicant applies for housing, we will seek only information that we require to assess your housing need.  We will collect and keep data in accordance with our guidelines on handling personal data.

These guidelines are in accordance with the Data Protection Act 1998 that covers both electronic and manual records, and the Act governs everything we do with the data, including collecting, storing, using and disposing of it.
As Three Rivers District Council is allocating properties through the Herts Choice Homes Choice Based Letting Scheme, information on your application may be shared other Herts Choice Home Partners (local authorithies or registered social landlorld).
Our policies on Data Protection can be viewed at www.threerivers.gov.uk 

23. 
CONFIDENTIALITY 
Information about you shall not be divulged (without consent) to any other member of the public.  This applies apart from:
· Where the individual who is the subject of the confidential information has consented to the disclosure

· Where we are required by law to make such disclosures

· Where disclosure is made in accordance with an information sharing protocol.

24. 
APPEALS AND REVIEWS OF DECISIONS


The Council must inform you that you have the right to request a review within 21 days following notification of the decision.  Requests must be made in writing or verbally to the Housing Needs Manager of the Council.  You or someone on your behalf may make written representations concerning the review.

An officer senior to the one who made the original decision and who was not involved will make the review decision.  In some cases an Independent Reviewer will carry out reviews of assessment decision as required.  The outcome of the Independent Reviewer will be binding on the Council.  
Decision letters issued in respect of housing applications will advise you of your right to request a review and provide appropriate guidance on how to do this.  You can obtain further details of the review procedure from the Council offices.

Examples of circumstances that may be reviewed by the Independent Reviewer include:

· Multiple need in band

· Emergency housing required

· Short-listing where more than one applicant has the same band date in band and registration date

· Low priority review decisions

· Refusal of direct lets.
Where a request is made for a review on a decision affecting more than one Council, the review will be made by each Council.  (arrangements will be put in place to consult with each other where this occurs)
This list is not exhaustive.


Reviews will be considered within 56 days of the request being received and you will receive a written response outlining the result of the review.


You will only be entitled to one internal review.  If you are still unhappy following the review of a decision, you can make a complaint through the Council’s complaints procedure orcontact the Local Government Ombudsman or seek to challenge the decision via a judicial review.

25. 
THE LOCAL GOVERNMENT OMBUDSMAN
The Local Government Ombudsman investigates complaints of injustice arising from maladministration by local authorities and other bodies.  They can be asked to investigate complaints about most council matters including housing.
If a complainant is not satisfied with the action the Council takes, the applicant can send a written complaint to the ombudsman.  A complainant must give the Council an opportunity to deal with a complaint first, using its internal complaints procedure.

The Local Government Ombudsman can be contacted at:

Local Government Ombudsman

10th floor Millbank Tower

Millbank

London 

SW1P 4QP
Telephone: 020 7217 4620

Email: enquiries@lgo.org.uk


website: www.lgo.org.uk
DEFINITIONS


Applicant
 ‘Applicant’ in the context of this document is used to define a person making the application and his/her household

Household
Household includes people who normally reside with the applicant and people who might reasonably be expected to reside with the applicant

Please ask us if you need this document:

· In large print

· On audio CD

· Translated into another language

Council Office for Contact Details

Three Rivers House

Three Rivers District Council

North way

Ricksmansworth

WD3 1RL
Telephone 01923 776611

www.threerivers.gov.uk
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