
 
 
 

 
 
 
 
 
 

Selection & 
Allocation Policy 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Revised October 2007 
 



 
Introduction 
 
We are committed to the provision of good quality housing, care and support 
services to meet local needs and to contribute to the development of sustainable 
communities.  We have an overall aim of providing accommodation for people in 
the greatest need of housing who are unable to obtain good quality and 
affordable housing through the private market or other means. 
 
This policy is a statement of principle for the guidance of the Association but 
should not be considered binding on it.  It does not override our statutory or 
contractual or other legal obligations.  The Association has the final discretion to 
grant or refuse a tenancy. 
 
This policy should be read in conjunction with our information leaflet “Letting our 
homes”. 
 
Objectives of the Selection and Allocation Policy 
 
Our principal objective, working in partnership with local authorities and other 
housing providers is to allocate our homes to those in housing need, contributing 
to satisfying housing demand in the areas where we operate.  We work closely 
with local authorities in re-housing people identified as having priority need for 
housing. 
 
We will support Local Authorities in their development of choice Based Lettings 
Schemes to enable applicants to have choice in the accommodation and areas 
they wish to live. We will be proactive in our management of the nomination 
agreements we hold with Local Authorities and flexible where needed to ensure 
the most effective use of our homes. 
 
This policy aims to provide information and advice to applicants to ensure they 
understand the basis on which we select them and allocate our homes.  It aims to 
provide ready information on their prospects of finding a home with Estuary 
Housing Association. 
 
Our policy is designed to ensure that we deal with applications in a sensitive, fair 
and consistent manner.  We intend to fulfill all the duties we owe to applicants, in 
line with the guidance and performance standards issued by the Housing 
Corporation, including the Charter for Housing Association Applicants and 
Tenants and relevant legislation, including that contained in the Housing Acts. 
 
We aim to make the most effective use of our stock of homes and to offer homes 
of a suitable size that meet the needs of each applicant’s household. 
 
We aim to let tenancies that are sustainable in the long term, in other words, 
tenancies that can continue to be held in a reasonably economical and self-



governing way.  We want to help create and develop stable and sustainable 
communities. 
 
A key element of our policy is to give our applicants an opportunity to choose.  
We aim to achieve this by trying to meet their preferences, and giving them the 
choice to wait until an area, estate or property they want becomes available. 
 
 
 
Equal Opportunities policy 
 
Our policy is governed by our corporate policy on Equal Opportunities.  
 
We aim to treat all applicants and their households fairly taking into account the 
diversity of their culture, background and circumstances. 
 
We will monitor the ethnicity of our applicants for housing and re-housing to help 
us meet our objectives.  Applicants who feel they have suffered discrimination 
under any of the criteria set out in this policy document, directly or indirectly, for 
example by being turned down for the waiting list or by being offered undesirable 
accommodation, can use our appeal process and customer feedback policy. 
 
Equality & Diversity 
 
We provide safe and sustainable communities, we are committed to equality of 
opportunity and the principles of fairness for all. 
 
We feel it is our duty as an important presence within the communities that we 
serve, that we take a leading, proactive and forceful approach in continually 
improving equality and diversity in our business through accountable and 
measurable actions. 
 
We apply this policy to all staff, members, residents, contractors, agents and 
partners in all areas of activity concerning Estuary Housing Association. 
 
A full copy of our policy can be provided on request. 
 
Access to Information 
 
We believe that all applicants have a right to see personal information that we 
hold about them on file.  We will take account of the Data Protection Act 1998 
and any other legislation that may be introduced and will ensure that written 
information held on files is accurate and accessible. 



 
1. Selection & eligibility 

 
To be eligible for housing, you must normally have some form of housing 
need.  We assess this on current circumstances.  Following assessment you 
are awarded points from the categories set out in section 2.   
1.1.      If you are awarded no points, but your current accommodation cannot      
            meet your long-term needs, you may still remain on our list.   
1.2. We do not hold a waiting list for all areas where we manage properties.  

A list of those areas where we are currently holding a waiting list is 
available from our office. This list is subject to change to allow us to 
make the most effective use of our homes and ensure the time they 
are left empty is kept to a minimum. 

1.3.      Where we are a member of a common housing register or Choice 
Based Lettings Scheme we may decide to allocate all our properties 
through this scheme. 

1.4.      If you are nominated to us by the local authority we will ask you and 
your household for proof of identity and residency.  You will be 
awarded points in line with the criteria set out in section 2. 

1.5.     There is no residency criteria, you do not need to be living in a 
particular area, except where we have some rural homes, where a 
strong local connection is required before we can accept you. 

1.6.      We will consider applications from people under 18 years old, but you 
must have adult or social service support.  We may expect you to take 
a housing support package.  In these cases we may grant you a 
tenancy provided that a local authority social services department 
guarantees your rent and agrees to act as your representative. 

1.7.      We do not normally accept applications from people that owe money 
to us or another landlord.  Each case is considered individually and 
where attempts are being made to repay arrears of rent or other debts 
we will consider this favourable. 

1.8.      Equally if you have caused anti social behaviour, nuisance or 
harassment in a previous tenancy, particularly where there is evidence 
of Anti Social Behaviour caused by either the applicant or their 
household, e.g. previous  eviction, injunction or ASBO then  we are 
unlikely to accept you for housing. These incidents of Anti Social 
Behaviour will not be taken into account where incidents have not 
occurred for 2 or more years prior to your date of application and that 
any tenancy held in the interim has been conducted satisfactorily 
during this period. 

1.9.     Current tenants cannot apply for a transfer whilst they have starter 
tenancy, this is usually for the first 12 months. In addition, all current 
tenants will not be allowed to register for a transfer where there are 
arrears outstanding on their accounts. This does not apply where the 
debt is due to housing benefit payment cycles, unless part of the debt 
is also what is owed by the tenant. Consideration may be given where 
tenants have made arrangements to repay the debt and this is being 



maintained, or where there are exceptional circumstances and we are 
being asked to consider the case for a management move. Current 
tenants will also not be allowed to apply for a transfer where we have 
taken action against other breaches of tenancy  for example anti social 
behaviour unless there are extenuating circumstances. We will also 
undertake an inspection on all current tenants’ properties prior to any 
offer of accommodation. Where we identify that the tenant has failed to 
maintain the property and garden to an acceptable standard we will 
suspend their transfer application until such time that the property and 
garden (where applicable) have been reinstated to a satisfactory 
condition. 

1.10. In exceptional circumstances we will consider applications from 
homeowners or people with an ownership share or those with 
substantial savings or higher incomes.  You must meet the basic 
principals set out in this selection and allocation policy.  Each case is 
considered individually and we will always consider whether or not you 
are unable to buy a home in the area where you wish to live. 

1.11. We consider applications from people who may require additional 
housing support (where this support can be provided) or from 
vulnerable or marginalised applicants, for example schedule one 
offenders or those convicted of other serious offences.  These 
applications are considered individually and decisions made on the 
merits of the individual households circumstances.  We will carry out a 
risk assessment in consultation with the police, social services, 
probation service and any other voluntary group or other organisation 
involved in providing support. 
 
We take into account the overall safety of our residents and the 
surrounding community as well as support arrangements they are 
being offered.  An applicant may be excluded from our waiting list if 
they are unable to meet the conditions of the tenancy without additional 
support and where the support is unavailable or the level of support 
required will seriously undermine our ability to support other residents 
in a scheme. 
 
 We are sensitive in assessing applicants and allocating homes to 
them.  Where we judge that we are unable to help an applicant, we tell 
them how to apply to local authorities, and information regarding their 
rights. 
 

1.12. Asylum seekers may seek help in finding accommodation.  We are 
committed to assisting local authorities in providing temporary housing 
for applicants who are asylum seekers in the United Kingdom and are 
referred to us by the local authorities and social service departments. 

 



We are unable to offer assistance over and above that agreed in 
nomination quotas but will accept nominations of asylum seekers to fill 
those quotas for local authority nominations. 
 
Asylum seekers given temporary leave to remain in the United 
Kingdom will be offered assured shorthold tenancies and applicants 
must understand that recovery of that tenancy will commence if leave 
to remain is refused or withdrawn at a future date. 
 
Asylum seekers given indefinite leave to remain in the United Kingdom 
or have been given refugee status will have their application 
considered and be offered permanent housing in accordance with this 
selection and allocation policy. 

   
2. Our priority system 

 
2.1.     Our priority or “points” system is designed to place applicants for 

housing in an order of housing need and attempts to meet the 
objectives set in this selection and allocation policy. 

 
In general terms it takes account of current housing conditions, the 
severity of inappropriate housing conditions and the households’ ability 
to cope with the conditions.  It considers other housing options 
available to applicants. 
 

2.2.      Points awarded for applications are provided in the table below and 
are applied strictly and objectively. 

 
 
 

 
Lack of bedroom (resident household 
members only) 
 
We consider a separate bedroom 
necessary: 

 For children of the same sex if 
one has reached the age of 10 
and their age difference is 3 
years or more 

 For children of different sex 
when one reaches the age of 6 

  When more than 2 people 
currently occupy a bedroom 

 

 
20 
 
 

 
Families needing extra bedrooms for 

 
5 



non resident children (in other words, 
where residency is elsewhere)  
 
 
Lack of amenities & sharing of 
amenities 

 No living room 
 No kitchen facilities 
 No bath or shower facilities 
 No inside toilet 
 No hot water supply 
 Shared living room 
 Shared kitchen facilities 
 Shared bathroom 
 Shared toilet 

 

 
 
 

10 
15 
15 
15 
15 
5 
10 
10 
10 

 
Medical priority 
 
Applicants are awarded medical priority 
if their housing conditions affect their 
medical condition or their present 
accommodation has worsened their 
medical condition.  All priority 
allocations under this section are 
awarded by our independant medical 
advisor. 
 
 
 
Level 3 
Level 2 
Level 1 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

200 
120 
40 
 

 
Nomination from a local authority 
(no other points are awarded if this 
priority is applied) 
 

 
700 

 
Non statutory homeless as determined 
by the local authority 
 

 
50 

 
Social Needs 
 

 Households split as a result of 

 
 
 

100 



current housing conditions (for 
example where children are 
forced to live away from parents 
or couples are forced to live 
apart) 

 To be near employment 
(awarded where applicants are 
employed or a firm offer of 
employment exists and the 
applicant wishes to live within a 
five mile radius of their 
employment base) 

 Support reasons (awarded 
where the applicant needs to 
provide or receive support from 
family or carer and the applicant 
wishes to move within a five mile 
radius of the family member or 
carer) 

 Domestic Violence (awarded 
where you or any member of 
your family have been subjected 
to acts or threats of violence that 
have been investigated and 
where there is a 
recommendation that alternative 
accommodation is needed) 

 Decant moves (awarded where 
we need to move the tenant 
either permanently or 
temporarily whilst undertaking 
works to the property.) 

 Exceptional circumstance 
moves (existing Estuary 
residents only).  These points 
are awarded only at the 
discretion of the Director of 
Housing Operations and are 
only applied in extreme 
circumstances.  (No other points 
are awarded if this priority is 
applied).  

 

 
 
 
 
 

10 
 
 
 
 
 
 

10 
 
 
 
 
 
 

600 
 
 
 
 
 
 
 

600 
 
 
 
 

600 
 
 

 
Under occupation of a home (existing 
Estuary residents only) 
 

 
 
 
 



 Those who under occupy their 
existing Estuary home by one 
bedroom 

 Those who under occupy their 
existing Estuary home by two or 
more bedrooms 

100 
 
 

150 
 
 

 
 
Transfer applicants (all Estuary transfer 
applicants are awarded these points) 
 

 
30 

 
3. Selection process 

 
3.1.      When we receive an enquiry for housing, we will send out an 

application pack including an application form where we have an open  
waiting list.  We carry out an assessment using the information 
supplied on the application form and will request further information if 
needed.  After completing the assessment we will tell all applicants the 
results of the assessment, including a full breakdown of how priority 
has been awarded and prospects of housing with the Association.  If 
we accept an application it is automatically added to our waiting list 
and additional information is provided about Estuary. Information about 
the tenancy agreement that is to be entered into will be provided at the 
time an offer of accommodation is made. 

3.1.1 Applicants that are refused entry to our waiting list will be provided    
details of how our decision has been reached.  Applicants will have the 
right to appeal the decision and should submit this in writing to the 
Housing Services Manager within 14 days of being notified of the 
decision.  Applicants must clearly state the reasons for their appeal. 
The applicant will at this stage also be informed of other Housing 
Advice Agencies they can contact for advice and assistance. 

3.2.      The Housing Services Manager will consider the appeal and make a 
decision within 10 working days of receiving the full information on the 
appeal.  We will tell you of the decision in writing.  If the appeal is 
upheld the application is reassessed accordingly.  Where appeals are 
turned down the application ends.  Applicants who are still dissatisfied 
can make a further appeal to the Director of Housing Operations 
through our Customer Feedback Policy.  If applicants remain 
dissatisfied the remaining stages of the Customer Feedback Policy are 
applied to conclusion with a complaint being referred to the Housing 
Ombudsman Service.  Details of our Customer Feedback Policy are 
available on request. 

3.3.      We aim to periodically check applications and will review applications 
annually as a matter of course.  We cancel applications that are not re-
registered at the time of the review.   



3.4.     Applications must ensure that their circumstances remain current with 
Estuary at all times, as offers of accommodation are made on the basis 
that information provided to us is current and valid.  Offers of 
accommodation that are made where we subsequently find priority has 
been applied that is no longer valid are likely to be withdrawn.  

3.5.      Where applicants deliberately falsify the information on their forms to 
acquire accommodation we will take action to recover any property 
offered and  the application will be removed from our  list. 

3.6.      We will reassess all applications where there are major changes to 
household circumstances.  This may result in additional or reduced 
priority being awarded.  

 
4. Allocations 

 
We aim to maximise the use of our properties and to offer homes of a suitable 
size for each household.  We do not normally consider accommodation that 
would allow a spare bedroom.  In deciding whether a property is suitable to 
meet a particular household’s need we take into account both the number and 
size of rooms. We also aim to ensure that our tenancies offered are 
sustainable for the long term wherever possible and that we are creating 
sustainable estates and tackling social exclusion. To achieve this aim we will 
be more flexible in considering child densities on our estates, and will look to 
limit the number of two children households we house in 2 bedroom flats. For 
the purpose of this policy an adult is considered as someone of 18 years or 
above. 
4.1. In general, wherever possible, we use the following principles but have 

the right to consider other factors as we think appropriate according to 
circumstances: 

 Single adults are usually offered a studio or one bedroomed 
home 

 Two adults living together as a couple are usually offered a one 
bedroomed home 

 Adults sharing accommodation but not living together as a 
couple, are offered separate bedrooms (including residential 
carers) 

 Two children of the same sex are expected to share a bedroom, 
except where one has reached the age of 10 and there is an 
age difference of 3 or more years between them 

 Single or joint parents are offered separate bedrooms from their 
children 

 Children of different sexes are offered separate bedrooms when 
one or the other reaches the age of 6 (although we will try and 
accommodate with separate rooms from the outset wherever 
possible) 

4.2.      While we follow these basic principles, we take a flexible and 
sympathetic approach where there is a medical or overriding social 



need for accommodation of a different size.  This will be at the 
discretion of the Director of Housing Operations. 

4.3.      We will also consider whether it is more appropriate to adapt or extend 
a property where feasible in line with our Alleviation of Overcrowding 
policy. 

4.4.     Our homes are allocated to applicants mainly from the following 
groups: 

 Households nominated by their local authority 
 Transfers of existing residents 
 Referrals by other partner agencies such as local homeless 

groups and hostels 
 Direct applicants through our waiting list where applicable 

 
5. Under-occupation 

 
5.1.      We give priority to our existing residents whose present 

accommodation is greater than their needs and who request a smaller 
property.  We support any incentive scheme run by the local authority 
that encourages people to give up their properties for smaller homes. 

5.2.      Existing residents who occupy larger homes than they need may be 
offered housing that includes one extra bedroom if they are leaving 
something much larger.  For example, we could move a couple 
currently occupying a four bedroom house to a two bedroom home. In 
addition we operate an incentive scheme for residents wishing to move 
to smaller accommodation.  

 
6. Exercising choice 

 
6.1.      We aim to ensure that our offer of accommodation matches the 

requirements of the applicant as closely as possible.  However, we are 
unlikely to be able to meet everyone’s hopes and wishes in full. 

                  Although transfer applicants may select an area of their choice for  
                  housing it  should be noted that we do not hold a waiting list for all  
                  areas where we hold accommodation, and those applicants applying 
                  to us directly for re-housing will only be able to apply where we hold  
                  an  open waiting list.    
                  
                  Applicants who choose to remain on our waiting list for particular  
                  homes will not receive offers elsewhere in the meantime.          
 
                 Applicants will be made up to two suitable offers of accommodation.   
                 Should both offers be refused your application will be suspended for a  
                 period of 6 months.  After this time you may make a new application  
                 for housing. 
                 

6.2.      In some circumstances we will re-open waiting lists where we have 
identified a shortage of suitable applicants to match the properties on 



offer and/or where we are running a high percentage of void (empty) 
properties that we need to let. 

 
 
7. Local letting arrangements  

 
7.1.     To create or maintain stable communities (or both) we may from time 

to time, in consultation and partnership with the local authority, use a 
local letting plan that may differ from some of the principles of this 
policy. 

7.2.     This plan will be applied to a strict location and is designed to solve or 
prevent community problems. 

7.3.      It will take effect following consultation with existing residents (where 
this is not a new build site) and when it has been agreed with the 
Federation of Estuary Residents.  All local lettings arrangements are 
reported to our board of management. 

 
8. Allocations process 

 
8.1.      We maintain a computerised lettings system that matches an available 

home to a potential resident from our waiting list.  The system gives 
priority on the basis of the number of points awarded and the suitability 
of the available home.  It does not take into account the time spent 
waiting for an offer.  

8.2.      In some circumstances we may invite applicants to a “group viewing” 
of a home before we make firm offers of accommodation.  If applicants 
are invited to attend a viewing contact must be made with us.  Failure 
to make the pre arranged appointment without providing any 
explanation will result in the application for housing being removed. 

8.3.      Applicants are offered two suitable homes in accordance with their 
choices and preferences.  If applicants refuse, or fail to respond to an 
offer this is included in the maximum of two offers.  Refusing two offers 
of accommodation or failing to respond to two offers of accommodation 
will result in the application being removed from the waiting list.  In 
these circumstances applicants must wait six months before they may 
reapply. 

 
9. Our Customer Feedback policy 

 
9.1.      The Association adopts a Customer Feedback Policy that is applied to 

all our services.  Copies are available upon request.  The Customer 
Feedback Policy includes information on how to make a complaint or 
compliment about our services. 

 
10. Monitoring and review 

 



10.1. At regular intervals, generally every year we review our policy to 
ensure that it continues to meet the objectives set out in this selection 
and allocation policy. 

10.2. The review of the policy is carried out in consultation with stakeholders, 
including applicants and residents. 

 
 
Insert final page showing a chart of the number of vacancies for the previous 
year and where these properties were allocated e.g. nominations, transfer, 
WL etc.



 


