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[bookmark: _Toc225962050][bookmark: _Toc225962177]Summary
Housing 21 aims to make the best use of available housing by allocating homes to older people in a fair, transparent and efficient way that meets housing need and creates sustainable tenancies. This policy sets out how we will achieve this, whilst meeting legislative, regulatory and Local Authority requirements, specifically. 
· How we will support the local authorities with their strategic housing functions.
· How applicants and existing residents can apply for accommodation.
· The eligibility criteria that we use to make a decision to offer.  
· How we prioritise applicants.
· How an applicant may challenge a decision made about their application. 

This policy does not apply to:
· Shared ownership properties.
· Oldham PFI and Kent PFI – which both have separate allocations policies.
[bookmark: _Toc225962051][bookmark: _Toc225962178]
Equality, Diversity and Inclusion 
Housing 21 aspires to embed diversity and inclusion within all our organisational activities to enable these principles to become part of our everyday processes.

	Responsibilities 
	Ownership

	· Processing applications/nominations 
· Identifying red flag indicators
· Seeking follow-up info including references 
· Completing risk assessments 
· Review of waiting lists 
· Matching applicants to available homes
· Shortlisting, bypassing and decisions to offer
	Local Manager  

	· Review and approval of red flag indicators 
· Approval of decisions not to offer 
· Approval to close waiting lists
	Operations Manager / Regional Extra Care Manager

	· Appeals 
· Approval of management moves 
	Heads of Service 

	· Monitoring compliance with this policy 
	Deputy Heads/Regional Operational Managers’/Heads 
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1. [bookmark: howweallocate]How we allocate our Homes 

Housing 21 operate in over 220 local authorities and have two distinct service offers.  

· Retirement Living: provides older people the opportunity to remain independent in their own home in a community setting with people of a similar age and with the added benefit of support from a dedicated local manager.  

· Extra Care: provides care for older people in a housing setting, enabling them to retain the independence of their own home with the reassurance of having care workers on-site 24/7. Extra Care is a positive alternative to residential care, often allowing couples to stay together when their care needs vary. 

Homes are allocated in the following ways, dependent on the service and the local authority area:

[bookmark: _Toc225962052][bookmark: _Toc225962179][bookmark: nominations]1.1 Local Authority Nominations (including Choice Based Lettings Schemes)

Housing 21 supports local authorities to deliver their strategic housing functions through:
· Nominations: These are agreements made with the local authority to allocate a set percentage (up to 100%) of all vacant homes by means of the local authority putting forward an applicant from their housing register. Prioritisation of nominated applicants are determined by the local authorities’ published allocation scheme rather than this Allocations Policy. 
· [bookmark: _Int_yjLaXR1c]Choice-Based Lettings schemes (CBL): Are similar to nomination agreements, whereby an agreed percentage of all vacant homes are advertised through the local authorities CBL scheme.  Applicants who are registered with the CBL can express an interest and will be prioritised in accordance with the local authorities’ published allocation scheme criteria.

Housing 21 works closely with local authorities to ensure nominations are made in accordance with the terms, conditions and timescales of the nomination or CBL agreement. 

For homes that are not subject to a nomination agreement, or in the absence of a valid nomination agreement or where reasonable efforts to secure a suitable nomination have been exhausted, Housing 21 will usually allocate via direct lettings. 

[bookmark: _Toc225962053][bookmark: _Toc225962180][bookmark: direct]1.2 Direct Lettings: New Applicants and Transfers

New Applicants can apply directly to Housing 21 to be added to a local scheme waiting list which are used for any lettings that are not subject to a nomination. New applicants will be subject to an application and eligibility assessment as set out within the remainder of this policy.  

Transfers:  Existing Housing 21 residents may request to move to another Housing 21 property; their eligibility and priority will be assessed in the same way as for any other applicant plus they will also be subject to some additional criteria as set out in the eligibility section of this policy. 

[bookmark: transfers]1.3 Management Moves, Mutual Exchanges and Respite Lettings 

Occasionally a home may be allocated outside of the scope of this policy, this includes: 
· Management Moves: In exceptional circumstances, and with the prior approval of a Head of Service, we may make a direct offer of accommodation if for example.
· A resident/applicant is at serious risk e.g. due to domestic abuse or harassment
· A residents/applicant’s home is in disrepair due to fire or flood or other disaster. 
These requests will be managed in accordance with our Managed Moves Procedure.  One reasonable offer of a management move will be made, after which the applicant will return to their original place on the waiting list. 
· Mutual Exchange: There is a separate policy and process for residents who wish to exchange their home with another social housing resident via a mutual exchange.
· Respite Lettings:  Occasionally an agreement will be made with the Local Authority to hold a vacant extra care property for the local authority to use for respite purposes for residents who are moving on from a hospital stay. These agreements are managed directly with the Local Authority via our Respite Flats Procedure.
· Low Demand:  On occasion, if we have been unable to allocate a home after exhausting our nomination and waiting lists, we may choose to use an alternative route such as local marketing and advertising or working with third parties. 

2. [bookmark: _Toc225962054][bookmark: _Toc225962181][bookmark: applications]Applications 
[bookmark: _Toc225962055][bookmark: _Toc225962182]
All applicants including those who; apply directly, are nominated or shortlisted via a Choice Based Lettings Scheme are required to complete our application form.  

In order to determine eligibility and priority, applicants are required to disclose information concerning personal circumstances, health, wellbeing and previous housing history.  Housing 21 will request consent from the applicant to seek  further supporting information where necessary e.g. references. Whilst applicants are not obliged to consent, failure to do so may result in Housing 21 being unable to proceed with the application. 
[bookmark: _Toc225962056][bookmark: _Toc225962183]
Applicants have an ongoing responsibility to disclose any change of circumstances between the completion of their initial application and any offer of a tenancy.  If it is found that an applicant has withheld or provided false information, their application will be cancelled or where this becomes known after a tenancy has been granted, legal action may be taken to end the tenancy.  

Applicants may choose to apply for a maximum of 4 schemes. Applications will be processed within 14 working days unless further information is required. 

3. [bookmark: eligibility]Eligibility Assessment 

Eligibility decisions will consider both the needs of the applicant along with the safety, wellbeing and sustainability of the wider resident community. Applicant circumstances and evidence from sources such as previous landlords, support workers or the police will be used to determine the following eligibility criteria (this list is not exhaustive):  

a) Right to Rent: All applicants and household members must have the Right to Rent in the UK, providing evidence of this in accordance with the Immigration Act 2014 (amended 2021). Applicants or household members that are unable to evidence the Right to Rent cannot be accepted. 

b) Age: As a provider of housing designed to meet the needs of older people, applicants must usually be at least 55 years old unless the scheme is specifically for applicants with mental health or learning disability support. If a couple are applying, then at least one applicant must meet the minimum age requirement. Applications will not usually be accepted from those aged under 55, or from households with children or young adults. 

c) Support/Care needs: Applicants must have a need for the type of service that they are applying for, which are as follows:
· Retirement Living applicants should have a need for support to enable them to maintain their independent living. This can include support around health, wellbeing, safety and security or loneliness and lack of social connections; or  
· Extra Care applicants should have a care need that can be appropriately and safely met by Housing 21 or third-party care providers on the scheme, in accordance with our contract and approved by the Local Authority. When making a direct letting we will where possible also consider the level of care needs of the applicant to aim to achieve a balanced community profile.  These considerations will be take priority over age banding or waiting time.   
Applicants who do not meet the requirements of the service and/or are unable to live on their own without support and are not willing to permit suitable support arrangements being put in place will not usually be accepted. 
[bookmark: _Toc225962057][bookmark: _Toc225962184]
d) Mental Capacity:  The proposed tenant must have the mental capacity to understand the contractual terms of the tenancy agreement. Applicants without mental capacity must have a Lasting Power of Attorney, Court of Protection or Deputyship in place and evidenced see the Mental Capacity Policy,

e) Affordability:  An assessment will be completed to ensure that any offer of a tenancy will be sustainable and that rent and service charges can be paid without causing financial hardship. Applicants whose affordability assessment demonstrates they are unable to pay the rental charges without financial hardship will not usually be accepted.

f) Alternative Property Ownership: Applicants must intend to use any property as their only home and will be expected to evidence that their property is marketed for sale within one month of accepting an offer of a property from Housing 21 with the aim of the property being sold within 12 months. 

g) Anti-social or unacceptable behaviour: The applicant’s prior housing history – including references will be reviewed to risk assess any previous actions or behaviours that may be detrimental to their tenancy or other residents, for example:
· There are unspent convictions for offences that would pose a risk to other residents such as assault, burglary, carrying offensive weapons or drugs.
· Tenancy enforcement or legal action has been taken within the last 3 years for perpetrating anti-social behaviour, harassment, domestic abuse, criminal or other unacceptable behaviour. 
· A risk assessment determines a moderate or high safeguarding risk to other residents.
· They have been evicted within the last 3 years for rent arrears; anti-social behaviour, property damage or non-compliance with tenancy conditions.

h) Housing related debt:  Where applicants have rent/service charge or mortgage arrears, evidence of a payment plan being maintained will be sought. In the case of mortgage arrears, consideration will be given to whether rehousing would present an opportunity to repay the debts. Applicants will not usually be accepted if rent or any other debt is owed to a current or former landlord (where there is no repayment plan in place).

i) High-risk offenders:  Where an applicant is registered under the Sex Offenders Act  1997 or is subject to a Sex Offender Order under the Crime & Disorder Act 1998 a risk assessment must be obtained from the local Multi Agency Public Protection Panel or via the Probation Service giving details on how likely the applicant is to cause harm and in what circumstances. Applications are unlikely to be accepted if:
· A risk assessment is not made available, 
· The risk assessment shows there is a moderate or high risk to older people.
· The risk assessment shows there is a moderate or high risk to children and the scheme has a high incidence of children visiting or is close to a school or playground.

j) Care Needs Assessment (Extra Care only):  In addition to meeting the housing eligibility criteria above, Extra Care applicants will also require an assessment of their care and support needs in line with the Care Act 2014.  

Where the local authority has completed an assessment of care needs, Housing 21 will consider this information alongside its own assessment to determine whether the applicants care need can be appropriately and safety met within the scheme. 

Meeting the care criteria for an Extra Care scheme does not in itself determine suitability for accommodation. Allocation decisions will be informed by the Care Needs Assessment and Housing Application, alongside any relevant supporting information. Taking into account both the individual’s circumstances and the wider resident community.

The majority of extra care lettings decisions are made through a joint allocation panel made up of representatives from Housing 21 and the local authority. Consideration will be given to:
· The level of care needs that can be met by Housing 21- or third-party care providers at the scheme. 
· The contractual arrangements/hours within the care contract.
· The balance of care needs on the scheme. 

Additional criteria will also be applied in the following circumstances:

k) Recourse to Public Funds for Local Authority Nominations: Given that rehousing via a nomination is a publicly funded service, Housing 21 will not be able to accept any nominated applicant who does not have recourse to public funds. It is the responsibility of the nominating authority to verify recourse to public funds. 

l) Transfers: Housing 21 residents must also have either a secure or assured tenancy with no arrears, tenancy actions, or resident responsibility repairs outstanding. 

m) Management Moves: must first be approved by the Head of Service.

n) Local Lettings Plans: Will set out any additional criteria which may apply to applicants on a particular scheme. For example, a local authority may include criteria in the development agreement that applicants must live within a set radius of the scheme. 

o) Guernsey:  schemes have additional eligibility requirements as set out by The State.

p) Employee or Board Member applicants or relatives: All offers to these groups must first be approved by the Director of Extra Care or Retirement Living or in the event of a conflict of interest by the Deputy Chief Executive. Applicants will not usually be considered for schemes where they have previously been employed or a relative is currently employed.

4. [bookmark: refusals][bookmark: _Toc225962058][bookmark: _Toc225962185]Refusal of Direct Applicants and Nominations 

Nominations, direct applicants and referrals are assessed against the scheme’s eligibility and support criteria, ensuring applicants’ needs can be met within the available resources. Each case will be considered on its merits with any extenuating circumstances taken into account.  Housing 21 reserves the right to refuse where: 
· The applicant's needs cannot be reasonably supported within the scope of the services provided at the scheme, and reasonable adjustments can be made to meet those needs; or  
· There is evidence that the applicant poses a moderate or high risk to the health, safety, or well-being of other residents, employees, or others, which cannot be mitigated through reasonable measures.

Direct applicants will be informed of their right of appeal and the refusal will remain in place until the applicant can demonstrate a change in circumstances that led to the refusal.
 
Any decision to refuse a nomination will be made in compliance with Housing 21’s obligations under applicable nomination agreements and the nominating authority will be informed of the reasons for the decision. 

5. [bookmark: directapppriority]Direct Applications  - Priority Banding 

To ensure allocations are fair and transparent, direct lettings will be prioritised as follows:
· Retirement Living:  Applicants will be prioritised based on age band followed by waiting time. 
· Extra Care:  Applicants will be prioritised by care need, followed by age and waiting time.
  
Applicants are banded automatically according to their age and then ordered within the priority band in order of application date. The age bands are as follows.

	Band One
	65 years old and over

	Band Two
	60-64 years old

	Band Three
	55-59 years old



Applicants will be automatically moved into the next banding on their qualifying birthday. Joint applicants will be prioritised by the age of the eldest applicant.
[bookmark: directappoffer]
6. [bookmark: _Toc225962060][bookmark: _Toc225962187]Direct Applications- Offers

Housing 21 are keen to promote choice and offers will be made to the applicant at the top of the scheme waiting list, matched based on their preferences as follows:
· Property Type: studio properties will only be offered to single applicants. 
· Bedrooms: Preference will be given to applicants who will not under-occupy a property; however, under-occupation is permitted if an affordability assessment confirms the rent and charges will not cause financial hardship and the property is low demand. 
· Floor Level: applicants can request a preference for a ground floor property. 
· Scheme: Applicants can request to be considered for up to four different schemes.

Applicants are entitled to three reasonable offers, if all three offers are refused the application will be declined and a new application will not be accepted for 12 months. 

7. [bookmark: jointtenancy][bookmark: _Toc225962062][bookmark: _Toc225962189]Joint Tenancies

Joint tenancies will only be offered to. 
· Married or cohabiting couples where they both meet the minimum age requirement. 
· Siblings or close relatives where they both meet the minimum age requirement and providing this does not create any statutory overcrowding. 

8. [bookmark: appeals]Appeals 

If an applicant disagrees with any decision within this policy, they can appeal to the Head of Service within 14 days who will consider: 
· If the policy has been followed and the decision was reasonable. 
· If any vulnerabilities or extenuating circumstances have been taken into account. 
· The impact of the decision on the applicant balanced with the impact on the other residents at the scheme.
· Any new evidence or change in circumstances.

The appeal outcome will be communicated within 20 working days working days.  Housing 21 will not hold any homes empty whilst the appeal is being considered. 

9. [bookmark: _Toc225962063][bookmark: _Toc225962190][bookmark: Waitinglistreview]Waiting list Reviews and Closure

Waiting lists will be reviewed annually to ensure that those registered are still in need of rehousing.  Waiting lists will usually be closed or restricted if there are more applicants than the number of properties at the scheme.  Any decision to close a waiting list must be first approved by an Operational Manager or Regional Extra Care Manager.
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