WATMOS Community Homes 
LETTINGS POLICY AND PROCEDURE
1.
Statement of Intent

1.1 We aim to provide good quality affordable housing to those in housing need for whom suitable housing is not available in the local community, at prices within their means and within their tenure of choice.

1.2 The Lettings Policy is designed to ensure that all people seeking accommodation in Walsall are able to exercise their choice in deciding where they wish to live and the type of property they would prefer.

1.3 We are committed towards creating sustainable communities through tenant management and the provision of appropriate housing services for the local community. 


1.4 We will ensure that the way in which properties are allocated balances the provision of good quality homes to those in most need, through the application of the WATMOS Housing Allocations Scheme. 

1.5
WATMOS will comply with any regulations as required by the Tenant Services Authority. 
2
The Application Process

2.1
All direct applicants to the housing register will complete an application form for housing. Generally the application form will be completed with a TMO Officer or a member of the Central Admin Team who will take copies of all relevant proofs. 
2.2
Where the applicant is unable to attend an interview a postal application will be accepted so long as all proofs are provided. 

2.3 
The application will be processed by the Central Admin Team in line with the Housing Allocations Scheme and the applicant will receive a letter (Appendix 1) informing them what Band their application has been placed in and which TMOs they have been registered with.

2.4
WATMOS operates a Discretionary Housing Policy and some applicants may be suspended or excluded from the housing register in line with that Policy. 

3
Selection Process
3.1

Offers will be made to applicants within specific Bands in line with the schedule contained within the Allocations Scheme. No offer will be made outside the schedule except where authorisation has been obtained from the Housing Services Manager. Authorisation will only be granted where the list within the scheduled Band has been completely exhausted and there is therefore no-one left to offer to in that Band, or where there is a local lettings policy preventing an offer being made to applicants within the scheduled Band. 

3.2
For each void property the TMO will run an IBS and an Open Query report in order to select the applicant at the top of the housing register within the relevant Band. The reports need to be cross referenced to ensure the correct applicant is selected, as although IBS provides the audit trail for the offer, it does not show suspended applicants and does not identify where applicants have joined a specific Band at a later date than their application date.

4
Interview Process – Local TMO arrangements
4.1
Members of the TMO Committee may wish to interview the applicant before an offer of a tenancy is made, to talk about the TMO and the opportunities for involvement the applicant will have as a tenant. To arrange the interview the TMO will send a letter (Appendix 2) to the applicant.
4.2
Members of the TMO Committee may also visit the applicant at home to confirm their circumstances. A Home Visit Checklist will be completed by the Committee members (Appendix 3).
4.3
Applicants can be selected for interview in “batches”. If the TMO wishes to interview applicants before an offer is made then they should interview a sufficient number of applicants from each allocations Band to ensure that there are no delays in the allocation process. This means that each TMO should have several applicants already interviewed within each Band before a property even becomes void. 
4.4
If the applicant does not attend the interview the TMO will send them a letter (Appendix 4) informing them that they are suspended from the housing register for that particular TMO for a period of 12 months. There is a right of appeal to the TMO Committee, with any stage 2 appeals being dealt with by the Housing Services Manager, and stage 3 by a panel made up of WATMOS Board members. 
5
Offer Process

5.1
The TMO will send the applicant a letter (Appendix 5) offering them the property and giving them 7 days to respond.
5.2
When the applicant responds to the offer letter, the TMO will arrange an accompanied viewing of the property. There is generally an expectation that the applicant accepts or refuses the offer of the property at the viewing, although all applicants will be allowed a period of 2 days to make a decision if necessary. Before the viewing takes place, the applicant’s income level will be checked again to ensure that it does not exceed the limits contained in the WATMOS Allocations Scheme. 
5.3
If there is no response to the offer letter, the TMO will send them a letter (Appendix 6) informing them that they are suspended from the housing register for that particular TMO for a period of 12 months. There is a right of appeal to the TMO Committee, with any stage 2 appeals being dealt with by the Housing Services Manager, and stage 3 by a panel made up of WATMOS Board members. 

6
Sign up process

6.1
Where possible, the TMO will sign the applicant up to the tenancy on the same day as the property is viewed. 

6.2
The sign up process will be completed by a TMO member of staff who will complete the Sign Up Checklist in full (Appendix 7), the “Getting to Know You” questionnaire (Appendix 8), Housing Benefit verification where appropriate, and explain the rights and obligations under the tenancy agreement. Particular attention should be paid to the sections on paying the rent, anti social behaviour and how the tenancy can be ended. 
6.3
At the sign up, the new tenant will be advised of the TMO’s free handyperson scheme to hang pictures, put up shelves, curtain rails etc. 

6.4
A post allocation visit will be arranged at sign up to take place 4 weeks after the tenancy start date.

6.5
Tenancies will commence on the following Monday after the viewing has taken place. The only exception to this is where the applicant is the tenant of a partner Registered Provider and member of the HomeAction group. Their tenancy will commence on the expiration of their 2 week’s notice to their landlord. 

6.6
Keys to the property will not be given to the new tenant any earlier than the Friday before the tenancy start date.   
7
Local Lettings Policies

7.1
Lettings at the Avenues TMO will only be to families (including single parent families) with at least one child, as the only properties they have are houses.

7.2
Burrowes Street TMO have a block of flats designated for over 40s only (Richards House), low rise blocks of flats for over 45s only (Burrowes Street), and a low rise block of bedsits for over 50s only (Brockhurst House). Offers are not made to applicants with children for those particular blocks. In addition to this, single applicants will not be made an offer of a property anywhere in Burrowes Street unless they are over the age of 30. Burrowes Street also operate a no dogs policy. 
7.3
Chuckery TMO do not operate any local lettings policies. 

7.4
Delves East and West TMOs will only offer houses to families (including single parent families) with at least one (2/3 bed houses) or three (4 bed houses) child/children. They have a small number of low rise flats that are designated to over 55s only. 

7.5
Leamore TMO have 3 blocks designated for the elderly (Comwall Close, Conway House and Pembroke House) where offers will be made predominantly to applicants over the age of 65. Where there are no applicants of that age however, the age restriction may be lowered to 45 years old. However, offers will only be made to applicants over 65 unless there are no applicants of that age. There is a no children policy operating in relation to those blocks and for Dover House where tenants have to be over the age of 25 years old. Leamore TMO operate a no dogs and no cats policy.  
7.6
Sandbank TMO operate a minimum age restriction of 40 years old in one block (Cartwright House), and no offer of accommodation will be made to any pregnant applicant or applicant with children for any property on the Sandbank estate. They also operate a no dog policy. 

7.7
Twin Crescents operate an age restriction for one bed flats where offers will only be made to applicants over the age of 60. Two bed flats will only be offered to couples or families with one or two children, and three bed flats will only be offered to families with one or two children. There are only 5 houses on the Twin Crescents estate and they will only be offered to families with one, two or three children. 
8
Internal Moves and Transfers

8.1
All WATMOS tenants are eligible to apply for a transfer to another property or another TMO. Their application will be dealt with in the same way as an applicant who isn’t a tenant already, in line with the WATMOS Allocations Scheme. 

8.2
In addition to this, some TMOs operate an Internal Moves Policy, allowing for existing tenants to transfer to another property within their TMO. This currently only applies to Burrowes Street, Sandbank and Twin Crescents. Any TMO operating an Internal Moves Policy must have a written policy approved by WATMOS. 
9
Special Moves

9.1
Direct applicants and internal transfers may be eligible for a special move or an emergency move if they are fleeing harassment or domestic abuse, if they need to move to receive or provide support to someone, if they have a medical condition affected by their current housing situation or some other special circumstance not covered by the Allocations Scheme. 

9.2
All requests for a special move will be dealt with in line with the Allocations Scheme and the Special Moves Policy and Procedure. 
10
Monitoring
10.1
WATMOS will monitor on a monthly basis the:

· rent loss due to voids 
· average re-let times
10.2
This information will be provided on a regular basis to the Board and TMO Committees and also to tenants through the WATMOS Annual Report.
11
Review
11.1
A review of the housing register will be carried out every 6 months. 

11.2
This policy will be subject to formal review every three years.
11.3
Allocations, lettings and the waiting list will be audited by the Quality Assurance and Performance Officer in line with the audit programme agreed by the Board and risk based audits as required by the Housing Services Manager. 

11.4
An ad hoc review may be triggered in response to new legislation, Tenants Services Authority guidelines or evidence that the service is not performing to the standards set for it.
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