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The Policy 

The Co-operative aims to provide rented housing for those who are inadequately housed or homeless, and for whom suitable housing is not available at prices within their means. The Co-operative places a strong emphasis on tenant member involvement.

The Co-operative wishes to ensure:

· That all applicants for housing are treated fairly and with sensitivity and that information collected from applicants will be treated with the strictest confidence.

· That the Co-operative houses those in the greatest housing need.

· That in carrying out its lettings responsibilities, the Co-operative will comply with Regulator of Social Housing's Performance Expectations and the Tenant's Guarantee.

· That the Co-operative shall comply with its own Equal Opportunities Policy and has adopted the CRE Code of Practice in Rented Housing.

· That the Co-operative shall publish a Lettings Procedure and make it available to all applicants, the Co-ops own Membership, the Co-ops Managing Agents and any other person with an interest in the Co-op. This procedure shall explain the process by which decisions on lettings, transfers and exchanges are approved.

· That each applicant being interviewed, from the waiting list, shall be assessed against clear criteria.

· That the Co-operative will provide written information about itself to applicants explaining the special nature of Co-operative housing, what it seeks to achieve and the responsibilities of Co-operative membership.

· That the Co-operative shall conduct regular monitoring of its allocations procedure and shall participate in the NFHA. “CORE" monitoring scheme through its Managing Agents.

· That the Lettings Sub Committee shall carry out the lettings and allocations procedure on behalf of the Co-operative.

· That the Lettings Procedure shall contain a clear appeals procedure.




The Procedure
1.  	Introduction

1.1	This procedure explains how Lynsted Co-operative will operate its responsibilities for lettings, mutual exchanges and transfers and is based on the principles outlined in the co-operatives lettings & membership policy.

1.2	It should be noted that the turnover of households within the co-op is small.   
	
2.  	How housing allocations are organised

2.1	The Co-operatives’s Lettings Sub Committee is responsible for carrying out the co-operative’s lettings procedure on behalf of the committee. 

2.2	Information given by applicants to members of the co-operative on the application form or on home visits will be treated with the strictest confidence. The co-operative gives an undertaking that they and their representative, will respect this confidentiality.

3.	The principles used in deciding housing allocations

3.1	The principles used in deciding which applicant or case will be given priority are drawn up in accordance with Section 106 of the Housing Act 1985 and the Housing Act 1996. In drawing up these principles the aim has been to treat all applicants fairly and to give priority to those in greatest housing need, as well as ensuring the future workability of the Co-operative. 

4.  	Lettings

4.1 Applications are taken from the pool of direct applications to the Lettings Sub Committee. All Applicants from the Council Choice Based Lettings Scheme will be expected to complete an application and be interviewed in line with the Lettings Policy and Coop’s Housing Criteria.
 
4.2	All applicants applying direct to the co-operative to go onto the waiting list are required to complete an application form. These can be obtained from the co-operative’s lettings officer.  

4.3	Direct Applications to the Co-op, once they have completed an application form, and have been accepted (confirmed in writing to them), are held on one of the following lists: A maximum of Eight Applicants will be accepted on each list once the number is reached, the list will be closed.
List 1                  1-bedroom properties
List 2                  2-bedroom properties
List 3                  3-bedroom properties

4.4	The Lettings Sub Committee will periodically review the waiting list on a yearly basis and if any of the applicants have not maintained contact with the co-op, will send out letters requesting that the applicant confirms that they wish to remain on the list. If no response is received within 28 days, they will be taken off the list. 

4.5	Once there are any vacancies on the waiting lists these may be advertised in order to ensure equality of opportunity for access to the waiting list.


5.  	How decisions will be made between applicants ( for waiting list applicants / Council/ Home Choice Letting Applicants ):

	The following factors will be the basis of assessing the priority between applicants.

5.1	Assessment of housing need of applicant:

	i)	The existing housing conditions/situation of the applicant. The applicant also has to reside in the locality (Maidstone).
	ii)	The applicants ability to cope with their existing housing conditions / situation.
	iii)	The length of time the applicant has had to tolerate unsatisfactory housing conditions.
             iv)       Other criteria will be considered such 
5.2	The Co-operatives ability to meet the applicants housing need:
	The co-operative will consider the size and type of the property available for re-letting and its suitability in meeting the applicants housing needs.
5.3 Applicant commitment to being part of a Co-op:
Applicants on the co-operatives waiting list will also be assessed on their willingness to participate in and contribute to Lynsted Co-operative. The co-operative can only run successfully if all tenants take a positive attitude to co-operative housing, and this factor will be considered when assessing applicants. An applicant will be also given priority if a member of the applicant’s household possesses particular skills required by the coop. Any successful applicant from the co-op’s waiting list will be expected to join the committee and attend meetings for at a least year.

5.4	In measuring household size, the following persons will be counted:
	i)	The applicant / s (who will be the tenant/s)
	ii)	Children resident at home (including foster children and students).
	iii)	A single elderly parent who is living with the tenant / applicant (where both parents are still alive they would normally be considered to need their own home).
             iv)    	In a situation where a member of the household is disabled, consideration will made if an extra room is required due to the disability.
	 v)	Others on merit only.  (The Lettings Sub Committee will need to be convinced that the person will be a permanent part of the household in the foreseeable future) 

	Children who do not permanently reside with the applicant will not be counted unless the applicant can show that they have the main responsibility for their care, and have them for more than 50% of the time. Generally, the parent who receives the child benefit payments will be the main carer. The address that the children use for schooling, GP etc will also provide confirmation of which parent is their main carer. 

6.	The Lettings Process / Procedure

	A vacant property will always firstly be offered within the co-operative to existing tenant members as a transfer. The longest standing member would be the first to be offered the property, and so on.

6.1  	Transfers 
           	
When an outgoing tenant gives notice, or a property is vacated, the Lettings Sub Committee will send a circular letter to all co-operative tenants advising of the vacancy, and advising of the closing date for transfer applications. Tenants will not be allowed to transfer to a property that has more than one bedroom surplus to their normal households requirements, and where there would be a bedroom surplus to requirements the co-operative will consider the overall size of the property, and whether it would be appropriate to allocate the property to that applicant, as the co-op wishes to seek to ensure that best use is made of the accommodation. For example, some of the 2-bedroom properties have a reception room and a large kitchen / diner, and allocating these properties to a household of a single person would not be ensuring best use of the property.
	
i)	After the closing date, the Lettings Sub Committee will check how many internal applicants there have been. If there is only one, they will be offered the property as long as they have a clear rent account and with reference to the above paragraph re. property size. 
ii)	If there is more than one applicant they will check how long each applicant has been a tenant member of the co-operative, and the property will be offered to the applicant who has been a tenant member for the longest, subject to them having a clear rent account, and with reference to the property size.
iii)	If the first applicant does not accept the property, it will then be offered to the next longest standing member who has applied, and so on.  
iv)	If an internal applicant accepts the property, this will then leave a second internal vacancy, which will then be offered to the tenant members, and so on until there is a property for which there are no internal applicants. 

If there are no transfer applicants, or they do not accept the property, then the property will be available for a waiting list applicant.
		 

6.2	If the letting is to be to a waiting list applicant:

		For re-lets, the household size must be an exact match to the property size.

i)	The Lettings Sub Committee will contact all the applicants on the waiting list for that size property, asking them to confirm within a specified time whether or not they would like to be considered for the property. The applicant must already be on the waiting list at the time of the property becoming void. 
ii)	Home visits / interviews will be arranged to all those on the list who express an interest. Housing need and current accommodation will be assessed. Applicants will also need to provide proof of a clear rent account with their current landlord (if applicable).
iii)        The Lettings Subcommittee has the right to carry out further checks  such as obtaining references from previous landlords, ask for further information on disabilities and other children visiting the property in split homes in order to understand the situation of each applicant and make the right decision.

iv)	Following the home interviews by the Sub Lettings committee, a shortlist of two families/applicants will made and will be presented by the  Chair of the Sub Lettings committee at a committee meeting and  committee members will decide at the meeting who to offer the property to, using a one member one vote basis. Section 5 of this procedure will be used as the basis of the decision. 

v)	If the first-choice applicant does not accept the property, it will be offered to the second, if they do not accept it, it will be offered to the third, and so on until there are no waiting list applicants who the co-op have approved, left for that size of property. If they refuse the property without good reason they will generally be taken off the waiting list. If none of the waiting list applicants accepts the property, it will be offered to the Council or another registered social landlord.

6.3	If the letting is to be Choice Based Letting applicant (Council Applications):

i) Home visits / interviews will be arranged to all those referred by the Council. Housing need and current accommodation will be assessed in with the Co-operative’s housing criteria. Applicants will also need to provide proof of a clear rent account with their current landlord (if applicable).

ii)        The Lettings Sub Committee has the right to carry out further checks such as obtaining references from previous landlords, ask for further information on disabilities and other children visiting the property in split homes in order to understand the situation of each applicant and make the right decision.

iii)	Following the home interviews by the Sub Lettings committee, a shortlist of two families/applicants will made and will presented by the  Chair of the Sub Lettings committee at a committee meeting and  committee members will decide at the meeting who to offer the property to, using a one member one vote basis. Section 5 of this procedure will be used as the basis of the decision. 

iv)	 In most cases, the council will send a list of three applicants for interview. If the first-choice applicant does not accept the property, it will be offered to the second, if they do not accept it, it will be offered to the third. If none of the applicants are suitable or accept the property, further requests for applications will be made to the Council until a suitable applicant is found.

7.        Mutual Exchanges
	
	The Co-operative encourages a mutual exchange system both from within the co-operative and from outside social landlords, e.g., other co-operatives, housing associations, local authorities.

	Before the Co-op will agree to an exchange, the Co-op tenant must have a clear rent account, and their Co-op property will be inspected, and must be in an acceptable condition. The incoming tenant will have a home visit and a satisfactory reference must be received from their current landlord.
8. 	Reasons for rejecting applicants for transfer / re-lets / mutual exchange

8.1 The information on an application form is known to be false.

8.2 The dwelling requested is larger than the needs of the applicant (for transfers and mutual exchanges, one spare bedroom may be allowed, but this is not an automatic right and is dependent on the tenants’ circumstances and the overall size of the property).

8.3 There is a Possession Order against the applicant, or the applicant has been served with Notice to Quit or Notice of Seeking Possession.

8.4 If the applicant is in rent arrears or is in other serious breach of the tenancy agreement: 

i)	Transfer: Unless the tenant has a clear rent account at the date of the interview, a transfer request would not be considered. If a different breach of tenancy is involved, or a court summons or order has previously been made in respect of the arrears, which have subsequently been cleared, then the co-operative would look at the facts and make a decision in each case.

ii)	Mutual Exchange: consent may be granted on condition that the arrears are paid in full, or the breach remedied, before the tenancy can be taken up, for internal exchanges. For external exchanges, if the incoming tenant has a history of rent arrears, or other breaches of tenancy, then permission may be refused.  

9.  	Complaints Procedure

	Applicants and those requesting transfers or Mutual Exchanges should be aware that Lynsted Housing Co-operative has a procedure to deal with any complaints that may arise as a result of its carrying out of its lettings responsibilities and all other services provided by it. This is part of its commitment to providing a fair and efficient service to its members and anyone else with whom it has contact.

	If for any reason an applicant or member feels that their case has not been properly dealt with you should use this complaints procedure to raise your concerns. 

10.      Provision of false information

	If an applicant is granted a tenancy, a letting a transfer or mutual exchange on the basis of false information provided by them, they may be liable for eviction.  Applicants are advised that Section 7 of the Co-operative’s Tenancy Agreement allows a Notice to Quit to be served if:
	
	"The Tenant/Member is the person, or one of the persons, to whom the tenancy was granted and the Co-operative was induced to grant the tenancy by a false statement made by the Tenant/Member".

11.	Further information

	Any further information can be obtained by contacting the Lettings Sub Committee of 	Lynsted Co-operative.      













APPENDIX 1 

Lynsted Housing Co-operative

TERMS OF REFERENCE FOR THE LETTINGS SUB COMMITTEE

1.	Responsibilities

1.1	Applications for Housing, Transfers and Exchanges
	i)	Maintaining the waiting lists, including confirming in writing when an applicant has been accepted onto a waiting list, and advertising any vacancies on the waiting lists.
	ii)	Liaising with the co-ops secretary if appropriate to ensure that waiting list applicants are aware of meetings and events they can attend.
	iii)	Advertising any vacant properties for transfer to all co-op members.
	iv)	Arranging and conducting home visits and interviewing applicants.
	v)	Handing over keys to new tenants / showing them around the property and providing any necessary information about the property / co-op.
	vi)	Liaising with ( Coop Solutions Ltd )CSL regarding setting up new tenancies / issuing the paperwork.

1.2	Members Leaving the Co-operative
	i)	Receiving Notice of Termination of tenancies, notifying CSL to initiate re-let inspections and administrative and rent accounting purposes.
	ii)	Receiving keys from vacating tenants.

1.3	Policies and Procedures
	To keep under review the appropriateness of the Co-operatives published  Allocations and Membership policy and procedure and to recommend changes, as appropriate, to the Co-operatives general meeting.

1.4	Education and Training
	Ensuring that interview training is arranged as necessary for all co-op members who will be conducting home visits and interviews.

2.	Delegated Authority
	To accept or reject applications for housing/membership on the Co-operatives behalf and to allocate tenancies to new members or members wishing to transfer or exchange, in accordance with the Co-operative's Allocations Policy and Equal Opportunities Policy Statement.
	
3.	Reporting
	The Lettings Sub Committee shall report to the management committee at each meeting any updates on the waiting lists, voids, transfers, lettings and exchanges.

4.	Declaration of Interest
	Members of the Lettings Sub Committee shall declare an interest when the application of someone who is known to them is being discussed, for example:
	-   an application by the member himself/herself or a member of their immediate family or a close relative
-   an application by a personal friend or colleague of the member or any other person  who the member considers, because of personal knowledge of the applicant, unable 
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