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North London Muslim Housing Association

LETTINGS AND ALLOCATIONS POLICY

This document sets out the Association's Policy for the selection of applicants
and the priority for the allocation of its properties that staff should follow when
assessing housing need. The Association will work within the boundaries of
the Housing and Regeneration Act 2011 and Localism Act 2011. NLMHA'’s
equalities and diversity policy will be observed at all times and objectives
outlined in the association’s strategy will be linked to this policy document.

The Association's aims and objectives are to run the business of providing
housing, accommodation and assistance to help house people and provide
associated facilities and amenities as far as practicable and reasonable.

1. Aims and Objectives

NLMHA aims to

e Let properties as quickly as possible

e Be responsive, fair and fully accountable when dealing with people who
are applying for housing

e Make best available use of stock and promote mobility

e Achieve sustainable communities and assist in the creation of stable
communities

e Work closely with local authorities in helping to meet local needs and in

carrying out their duties towards the homeless

Comply with statutory and regulatory requirements

Let properties according to objective and fair criteria

Holding a Transfer List for NLMHA'’s own tenants

Assist applicants to move using Homeswapper scheme and by Mutual

Exchange Schemes.

1.1 The Association provides housing for:

Families

Extended Families

Couples without dependants
Single People

2. SELECTION POLICY
2.1 NLMHA considers applicants from a number of sources.
2.2 Local Authority Nominees

The Association works closely with five local authorities with whom it has
nomination agreements. Each authority will nominate according to its priorities
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and will be able to give prospective tenants details about how they may be
nominated to a housing association.

All Housing Associations have a legal duty to assist local authorities with their
statutory duties in providing housing. NLMHA is committed to working with its
partner local authorities to assist those in greatest housing need, particularly
the homeless, by providing nomination rights to some of our homes.

Local authorities are entitled to an agreed percentage of ‘true voids’ (
appendix A ) . Our aim is to achieve a minimum of 50% of one-bed/bedsit
homes and 75% of family homes. On new schemes these percentages may
increase to 100% in the first year.

2.3 Transfers List

NLMHA recognises that its tenants may require a transfer from their existing
home to one which is more suitable for a number of reasons. It is the
association's policy to assist such tenants whenever it is possible to do so in
the circumstances set out below.

Priority is given to tenants whose homes are no longer suitable for their
needs. As there are more tenants wishing to transfer than we are able to help
all transfer cases are prioritised according to whether their need to move is
urgent or non-urgent. Within each category priority is given on a date order
basis.

There are a number of points to consider when advising applicants seeking
transfers.

1) Applicants can select any postal area in which the association
operates, but specific neighbourhoods within the area cannot be
guaranteed because of limited supply of accommodation.

2) Requests to remain on existing estates but moving house are only
realistic if the association has a large number of properties on that
estate. The likelihood of a tenant being offered a property on their
existing estate is very remote because of the association's nomination
commitments. Offers will only be made to the tenant when their case is
considered to be the one of greatest priority of those requiring a move
on or to that estate.

2.3.1 Management Transfers

Management transfer cases are those which fall outside the usual criteria for
transfers that are based on the point scheme. Cases which might fall within
this category are difficult to define. Potential cases should be discussed and
approved with the Housing Services Director and Chief Executive to assess
their suitability for inclusion in this category where the allocation of points is
inadequate to deal with the circumstances of the case.
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2.3.2 Urgent Transfers on Management or Medical Grounds
a) Fire or Flood

In the event of fire or flood where the applicant cannot remain in the
home while remedial works are undertaken, up to two offers of
alternative accommodation will be made. i.e. bed and breakfast. Or
temporary accommodation arranged by the Insurance company.

b) Violence or Severe Harassment

In the event of violence, threat of violence or extreme harassment, and
a victim centred approach will be adopted. We will help the tenant to
approach local authorities’ homeless departments as they are eligible
to apply to any local authority in the UK for help to flee violence and for
housing benefit on both properties upto 12 months. NLMHA will
approach the Local Authority with reciprocal request to arrange suitable
alternative accommodation.

C) Highly Pointed Medical

Where a tenant cannot return home from hospital because their home
is no longer suitable or where in the opinion of the association, the cost
of major adaptations is too high, NLMHA will approach the ‘Specials
Needs Housing Team’ of the Local Authority with a reciprocal request
to arrange suitable alternative accommodation. This will be decided
after consultation with the applicant's occupational therapist and
medical adviser.

2.3.3 Overcrowding and Under Occupation

Where the applicant’s, current home no longer meets their needs because of
the number of bedrooms, points will be allocated. The allocation of properties
to those in this category will be made strictly in order of; points awarded bed
size and by location required.

2.3.4 Relocation

NLMHA recognises that its tenants will from time to time experience a change
in their circumstance which necessitates a move to alternative
accommodation.

Every attempt will be made to assist where the applicant:

a) Requires a transfer to receive support from relatives or carers

b) To take up or continue to work

c) Requires a move into sheltered housing from a general needs family unit.

Except in exceptional circumstances tenants cannot register for a transfer
unless they have held a tenancy in their current home for 12 months or over.
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Exceptional Circumstances are:

1) Extreme violence or harassment
2) The current home is detrimental to health

NOTE

Tenants are entitled to two reasonable offers for all transfers, unless in rent
arrears. Anyone refusing their final offer will have their application suspended
but will be entitled to submit a new application after one year.

2.4 Direct Applicants.

The Association does not at the present time hold a waiting list.

2.5 Referral Agencies.

We will work with agreed agencies that assist those in housing need within the
local area. In the environment of community care and joint planning of
services, NLMHA wishes to extend its services to a number of disadvantaged
groups who may not necessarily seek access to its housing stock directly. The
association will meet its objectives by attracting applicants through working in
partnership with the North London Muslim Community Centre.

2.6 Connected Individuals

Offers of housing to Staff, Board Members and Individuals connected to Staff
or Board Members

The Housing and Regeneration Act has repealed Schedule 1 of the Housing
Act 1996, in relation to the provision of housing and other benefits, whereby a
registered Housing Association cannot make a payment, grant a benefit or a
housing association tenancy to a board member, officer or employee (now or
within the last 12 months), or to any of their relatives.

Applicants will be required to declare connections to staff or board members
on the application form. The Association must be satisfied that the applicant
meets the eligibility criteria and priorities set out in the Allocation policy.

All cases will be subject to Board of Management or Chair of the Board of
Management approval where interest has been declared or where one is
established.

NLMHA will work within our own “Probity Policy” regarding letting of properties
and will ensure that individuals, connected tenants, staff or board members
must not receive preferential treatment in the allocation, sale or management
of properties. Any conflict of interest must be disclosed at the time of
application in accordance with the NLMHA's procedures on Disclosure of
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Conflicts of Interest and approved under the procedure for Allocations of
Housing stock to connected individuals.

Appendix L - Connected Individuals
2.7 Mobility Schemes - HOMESWAPPER

HomeSwapper is for social tenants (in rented property) who want a house
swap (or flat swap). This is also called mutual exchange. If someone lives in a
council house or housing association property then they can swap.

As the UK's leading professional mutual exchange service for both Housing
Association's and Council’s tenants, HomeSwapper houses the largest
community of tenants actively looking to move home. Any landlord can partner
the service to enhance their mobility options by offering a free home swap
service to their customers/tenants.

The association is committed to participating in such specific schemes, which
are designed to assist tenants who wish to move to other areas. Nominations
are made and accepted between such organisations whose tenants need to
move. The association will endeavour to assist tenants wishing to move to
another area in the country where it will assist them to: obtain work, be closer
to their support networks, give support to family or friends, or where the tenant
or members of their family seeks to escape domestic violence or harassment
or for any other reason of their choice.

2.8 Mutual Exchange

The association has many demands placed on it for housing by our tenants in
great housing need. Because NLMHA is from time to time unable to meet
such demands it strongly supports the use of Mutual Exchange's between its
tenants and those of other similar organisations as a means of meeting
demand.

3. ALLOCATION POLICY
3.1 Priority between Categories

The Association has entered into nomination agreements with a number of
local authorities with agreed targets. After honouring these agreements, the
association will prioritise its own highly pointed transfer list cases over other
sources when housing needs priorities are equal, followed by applicants from
referral agencies.

Type of accommodation to be provided
NLMHA will always try to offer accommodation of a suitable size to meet the
needs of each household applying to be housed. The size of property that we

offer depends on the size and type of the household and the availability of
accommodation. We attempt to offer accommodation that we feel most closely
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meets the known needs of the household. The ideal property size/household
ratios that we aim to achieve are detailed in the table:

Household size Standard property size
Single person Bedsit or 1 bed 1 person
Couple (no children) 1 bed 2 person

2 adults not living as a couple 2 bed 2 person

1 or 2 adults + 1 child 2 bed 3 person

1 or 2 adults + 2 children 2 bed 4 person

1 or 2 adults + 3 children 3 bed 5 person

1 or 2 adults + 4 children 3 bed 6 person

3.2.1 We will also aim to apply the following principles in allocating property:

Unborn children will not be counted towards the bedroom assessment until
after they have been born.

A bedroom of less than 10 sq. metres is a 1 person room

The main applicant is considered to need a double bedroom irrespective of
whether they have a partner or not.

Two children of different sexes are expected to share a bedroom until the
oldest becomes 10 years of age.

Children and young people of the same sex ( and where the age difference
is up to 20 years or less ) are expected to share a bedroom irrespective of
their actual relationship to each other or the main applicant.

Lettings need to contribute to the creation of balanced and sustainable
communities and on occasions we may under let or target a particular type
of household to achieve this aim.

On occasions we may over let properties. This would only apply to those
on NLMHA'’s transfer list. A typical example would be where a family live in
a 2 bed property but require a 4 beds. Given the low level of 4 bed
properties the family might be offered a 3 bed instead.

Adults sharing accommodation but not living as a couple will be offered
separate bedrooms;

The association will use its best endeavours to meet the needs of tenants
when a change of circumstances takes place. However the association's
ability to deal with these situations depends on the availability of suitable
housing stock.

3.2.2 Reasonable offers

Definition

A reasonable offer should meet the essential needs of the household, for
example in terms of size or floor level. Supporting medical evidence may
be required.
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¢ NLMHA will note applicant's preferences, e.g. for a particular type of

property, and will attempt to satisfy them. However, an offer would not be

considered unreasonable if it failed to satisfy those preferences.

e Transfer applicants will be able to specify postcode areas that they prefer.
However, a further geographic preference within that area will be only be

treated as a preference unless there is some overwhelming social or

medical need. Move on and referral agent nominations will be offered
properties anywhere within the stock, unless there is an overwhelming

social or medical need.

e For an offer to be reasonable the property must be physically sound and fit

for long term human habitation.

AREAS OF CHOICE

All internal transfer applicants to the association, are required to select three
areas’ in which they would consider living. The only exception will be where
an applicant requires specific support from an agency or medical support and

this cannot be provided outside of a specific area.

USE OF LARGE PROPERTIES

If it is to the Association's advantage to agree a transfer to release a large

property, such cases should be in priority as a Management Transfer.

POINTS SCHEME

Transfer List

Concern

01
01
02
D
EC

EP

M1
M2
MT
RH
SH
SS

AS

uo1
uo2
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Weight

15
20

Description

Lacking 1 Bed-space

Lacking 2 Bed-spaces

Lacking 3 or more Bed-spaces

Decanting for Major Works

Emergency Cases or Urgent Management
Transfers

Elderly Persons - Under occupying a house
requesting sheltered housing / House
Medical -low priority

Medical -Urgent

Non-Urgent Management Transfer

Racial Harassment

Serious Harassment

Sex Separation - Children of opposite sex
- over 10 years

Age separation - children of same sex
with 20 years or more age difference

One Bedroom in excess

Two bedrooms or more in excess



LETTI

NGS PROCEDURE

1 APPLICATION FOR HOUSING

NOTE

When

At present, the Association does not accept direct applications.

Local Authority Nominees ( CBL and Direct nominations ) are entitled
to one offer. If the applicant refuses an offer, this should be referred to
the nominating authority immediately.

Internal Transfers are entitled to two reasonable offers. If the first offer
is refused it should be recorded giving the reasons.

A second offer should be made. If the tenant refuses this offer, it should
be explained that a second refusal could result in the application being
deferred for 1 year, if it is felt that the offer is reasonable.

a property becomes available to be considered for letting, the Housing

Services Director should liaise with the Housing Staff to establish which
category of applicant is eligible to receive offers for that Property.

2.0 HOW TO DEAL WITH A LOCAL AUTHORITY NOMINATION

2.1

2.2

2.3

24

2.5

2.6.

If the property is to be let for the first time, nominations should be
requested at the earliest opportunity. Discussions should take place
between the association and the appropriate local authority in advance
of the expected handover date. Local authority will confirm whether the
scheme is subject to sub-regional nomination protocol.

For Re-lets, the nomination agreement must be consulted to establish if
the property should be offered to a nominee of the Council or to
NLMHA's own tenant. Once determined, an nomination request should
be made as quickly as possible - in line with the Lettings Procedure.

On receiving the list of names, assessments and viewing should be
completed as soon as handover of void property takes place.

NLMHA will proactively work to let the property as soon as possible

and tenants would collect their keys and sign the tenancy agreement.
Appendix I,D

If a property is refused and there are no reserve nominees, or, if there
is a transfer applicant in need of an urgent move, and they require the
size and type of property in the relevant location, an offer should be
made to the transfer applicant after discussion with the local authority.
A written record must be kept of the discussion and with whom the
discussion took place.

The Local Authority must be informed of the outcome of any letting
regarding their nominee within 5 days.
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3.0

3.1

3.2

3.3

3.4

3.5

3.6

HOW TO DEAL WITH A NLMHA'S TENANTS - REQUEST FOR A
TRANSFER

Tenants will be advised to register with the Local Authority in earliest
opportunity and join the common waiting list in the Borough when
completing NLMHA'’s transfer application form.

The Senior Housing Officer should also advise tenant to complete
NLMHA'’s transfer application form and register on NLMHA'’s Transfer
waiting list. The Application Form should be referred to the Senior
Housing Officer for conformation. See Appendix F

The tenant's property must be in good decorative order. Any damage
other than fair wear and tear must be remedied and/or payment made
for rechargeable repairs before moving.

In the case of relationship breakdown we will not re house the
separating partner.

A tenant will not be accepted onto the list, or their case will be
suspended, where legal action is being taken (e.g. a notice of seeking
possession has been served) because of a breach of the tenancy
agreement.

If the applicant has medical reasons for seeking a transfer, the
completed form should be assessed and awarded the appropriate point
level. Appendix G

Tenant must be informed of all points awarded and how they are made up. A
realistic assessment of their chance of being housed at the point level
awarded should be made and the tenant advised.

3.8

Arrears

A tenant will not be accepted onto the list if they are in rent arrears. If a
tenant on the list falls into arrears they will not be made any offers of
accommodation. If the tenant is next in line for an offer they will be
given the opportunity to clear their outstanding rent arrears within 7
days. The only exceptions are:

e The transfer is urgent because of harassment; violence or extreme
health/disability problems are considered to present immediate and
serious danger to the applicant. The applicant must have made and
be keeping to an agreement to clear the arrears.

e Under occupation if the financial incentive ( from Local Authorities )
removes the arrears and the move to a smaller property will help
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with financial problems and an agreement to clear the arrears has

been kept to.

e Arrears that are entirely due to housing benefit 4 weeks in arrears

e Where the arrears are entirely due to an outstanding housing
benefit claim. The tenant must provide comprehensive evidence
that they have submitted their claim on time, provided all the
supporting documentation to the local authority, that they will be
entitled to full housing benefit for the period in question, and that
once the housing benéefit is paid the arrears will be cleared in full.

3.9  Priority

Due to the limited amount of accommodation available we prioritise
transfer requests using two categories - urgent and non-urgent. Within
each band priority is given to those who have been on the list the

longest.

Urgent need is where a tenant or a member of their household is, or
likely to face violence, a threat to their personal safety or severe
medical problems as a result of their housing conditions which may be
resolved by moving to a more suitable property. The situation must be
immediate thus requiring an urgent move. The bands are defined as

follows:

URGENT

NON URGENT

Health / medical grounds

Under occupation

Harassment

Overcrowding

Domestic Violence

Health/disability

Anti- social behaviour

Support or care of relatives or friends

Wheelchair unit no longer needed

To move from a bedsit to a flat

Management reasons such as a neighbour
dispute

Requires sheltered housing

All applicants in the urgent band will have their application reassessed every 6
months to verify remaining on the list and in that band. Applicants in this band
will be expected to actively explore other housing options through CBL and
Home swapper due to NLMHA's low level of empty properties, which limits the
ability to offer immediate rehousing. If the 6 month review concludes that the
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need to move is not urgent the tenant will be transferred to the non-urgent list.
The date of application in this case will still be the original date of registration.

The allocations policy cannot cover every eventuality. Where an applicant has
a special need the Housing Services Director has the power to make an
Exception to Policy. In such cases the reason for the exception is recorded
and reported to Housing Services Sub-Committee each quarter.

4.0 HOW TO DEAL WITH HARASSMENT, DOMESTIC VIOLENCE &
OTHER EMERGENCY TRANSFER CASES

4.1

4.2

4.21

4.2.2

NOTE

Harassment, urgent domestic violence and emergency cases will fall
outside the above procedure.

Harassment or Violence Cases

If a case of violence or serious harassment is reported, the Housing
Officer should visit the property within 48 hours to obtain details of
the case. Once the facts are gathered including making contact with
other organisations to obtain a full picture, the Housing Officer should:

Prepare a full record of the incident, if appropriate on a Management
Transfer/Harassment Form (Appendix B) advice the tenant to contact
the police and any other relevant agency if they have not already done
so. The Association will advise tenant to contact the local authority as
tenant have right to temporary accommodation and housing benefit on
both properties up to 12 months on the ground of fleeing violence /
harassment. The Association will assist tenant by providing relevant
contact details of external agencies. Housing officer will discuss the
report with the Housing Services Director to agree the best course of
action. Place a record of any cases of harassment reported by resident
on the ‘House File’ for monitoring. See Appendix B

In cases where there are language difficulties, the Housing Officer should
make contact or arrange to see other agencies e.g. Police or Victim Support
Group on behalf of tenants.

4.3

4.4

4.5

The Senior Housing Officer should record the proposed course of
action for resolving the case and place it in the house file. The tenant
must be informed as quickly as possible.

If it is decided that the case does not warrant a transfer, the Housing
Officer will inform the tenant of the outcome, giving specific reasons for
the decision taken.

If a transfer is agreed and is urgent, the requirement for 12 months
residence in the present accommodation, and that there must be a
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clear rent account can be waived with the agreement of the Housing
Services Director.

4.6 Fire or Flood

4.6.1. In the case of fire or flood, the Housing Officer and the Maintenance
Officer should visit the site immediately to assess the extent of the
damage. A decision must be made about the seriousness of the
damage and whether work can be carried out with the tenant in
residence. If the decision is that the property is too badly damaged for
the tenant to remain, arrangements must be made at the meeting
whether to decant the tenant into alternative accommodation e.g.
alternative accommodation arranged by the insurance company or Bed
& Breakfast. It is to be assumed that the move will be temporary and
for a minimum period.

4.6.2. The maintenance department will be responsible for organising the
work to be undertaken. The Technical Officer is responsible for liaising
with the tenant.

5.0 HOW TO DEAL WITH REFERRAL AGENCIES

5.1 Housing Services Director should liaise with the Chief Executive and
Senior Housing Officer before requesting referral for a void property
from the Referral Agency.

5.2 NLMHA will work with North London Muslim Community Centre
(NLMCC), whose referrals should be registered with the Local
Authority’s general waiting list.

5.2 Housing Services Director will write to NLMCC at the earliest opportunity
requesting referrals for the void property.

5.3 On receiving the list of referrals, assessments and viewing should be
completed as soon as handover takes place.

5.4 The Housing Officer should contact applicants to assess in more detail
their housing need and discuss rent and other charges.

5.5 Once a decision is reached about which candidate should be offered the
property, an offer in writing should be made, and the lettings procedure
followed.

6.0 HOW TO DEAL WITH HOMESWAPPER

6.1. When tenants request a move to another area, Housing Officer should
discus their reasons for needing a move. From the information obtained,
the Housing Officer should advise the tenant on the facilities offered
through the HOMESWAPPER Scheme. NLMHA pay annual subscription
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fee to Homeswapper on behalf of tenants.
7.0 CHANGES IN CIRCUMSTANCES

7.1.  Tenants should first inform their Housing Officer of any changes in their
circumstance so that their tenancy file can be updated. Where the
change has a bearing on their housing need, this should be noted and
the case re-pointed.

7.2. Tenants should be advised of their new points within 7 days.

7.3  Transfer application is not live if rent account is in arrears and the
tenants should be informed accordingly.

8.0 MAINTAINING THE TRANSFER LIST

8.1 NLMHA will assess all transfer application forms on annual basis. All
details must be checked to ensure accuracy and update changes.

8.2 The purpose of contacting the tenant is to assess housing need and
how long the applicant has had to endure the unsuitable conditions.
This process should ensure the applicant meets the Association's
criteria for a transfer.

9.0 WHAT TO TAKE INTO ACCOUNT FOR INTERNAL TRASFER LIST?

Date — transfer application made
Housing need, i.e. points levels
Size of property

Area of choice

e

9.1  Applicants should be considered in the following order of priority:-

) Decants or NLMHA's own interest

) Urgent Management Transfers or highest pointed cases

) Medical

) Reciprocal

) Applicants on Internal Transfer List

) Referral Agreement Nominees or other Contractual Agreements

OO WN >

9.2.  Where there is disagreement about an allocation, the Chief Executive
should be consulted and will make the final decision.

9.3  All decisions must be minuted by the Senior Housing Officer.
9.4  Negotiations with the Council for use of a property for one of the

Association's own tenant in place of one of their nominee should be
conducted in the first instance by the Senior Housing Officer.
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10 CORE FORMS

10.1 It is essential the CORE form is completed with an accurate
explanation of the reason for the move. Use of "OTHER” must be
limited to exceptional circumstances and must be first approved by the
Senior Housing Officer.

11 ENDING & CREATING A TENANCY

11.1 It is the responsibility of the Senior Housing Officer to start, amend and
end all tenancies on the system.

11.2 The Housing Officer should follow the Voids Procedure on being
advised of the intention of a tenant to leave the property or where an
offer of alternative accommodation has been made by the Association
and accepted by the tenant.

11.3 On receipt of the keys from the departing tenant, the Senior Housing
Officer should enter the keys into the Key System.

11.4 The Senior Housing Officer will update the Computer System to show
the property is void.

SEE APPENDICES - J. K
12 STARTING A TENANCY

12.1 The Senior Housing Officer should follow the procedure to start the
tenancy on the system.

12.2 A payment card and forms for Direct Debit should be prepared with the
account number and tenancy number clearly shown.

12.3 The Housing Officer should advice tenant to apply for Universal Credit /
Housing Benefit and ensure that the tenant has done so within first
week of the tenancy.

13 ACTION BEFORE AGREEING TO AN EXCHANGE

Housing Officer should highlight the differences between Secure and Assured
tenancies when advising tenants who are planning to exchange to different
types of landlord or tenancies. Applicants should also be advised to view each

others property — it can save a lot of problems.

14 PERMISSION FOR TENANTS TO EXCHANGE
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Tenants must each apply to their own landlord for permission. Assured
tenants of housing associations usually have the contractual right to exchange
in their tenancy agreements.

APPENDICES

APPENDIX A - Definition of a true void

A true void is generally described as:

Voids within new build, newly completed or newly completed major
repair schemes (including properties originally vacated through
decanting)

Voids created through urgent transfer to another borough (if the
association cannot demonstrate reciprocity).

Voids created through tenant moves to another landlord where no
reciprocal arrangements exist

Voids created by the death of a tenant where there is no statutory or
contractual right to succession

Voids created by tenants buying their own property in the private sector

Voids created by eviction or abandonment of property.

Further reference should be made to the relevant boroughs nominations
agreement, as differences may exist between the boroughs.
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APPENDIX B

Management Transfer/Harassment Form

Full Address

Lead Tenant

Date of Birth Gender M/F

Joint Tenant

Date of Birth Gender M/F

Telephone no:

Mobile telephone no:

E-mail address:

INITIAL REPORT OF INCIDENT

Type of Incident e.g.
Racial/ Sexual/Noise Graffiti (give full details)

Brief Description of Incident
(e.g. dates times and places) .o

Victims Perception of Motive ...

Use additional paper as needed.
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ETHNICITY MONITORING FORM

North London Muslim Housing Association is committed to the Equal Opportunities Policy. To
assist the Association in implementing this policy, please provide the following information.

(Tick appropriate box)

WHITE
British ]
Irish [ ]
Any other white background (please tick and write in)
MIXED
White and black Caribbean [ ] 4
White and black African [ ] s
White and Asian [ ] e
Any other mixed background (please tick and write in) 7
ASIAN OR ASIAN BRITISH
Indian [ ] s
Pakistani [ ] o9
Bangladeshi I:l 10
Sri Lankan ] 1
Any other Asian background (please tick and write in) 12
BLACK OR BLACK BRITISH
Caribbean |:| 13
African |:| 14
Any other black background (please tick and write in) 15
Turkish [ ] 16
Kurdish [ ] 17
Other (please tick and write in) 18
Chinese I:l 19
Other (please tick and write in) 20
RELIGION (Tick appropriate box)

Christian I:I 1

Muslim D 2

Hindu [ ] 3

Sikh D 4

Jewish I:l 5

Catholic [ ] s

Buddhist D 7

Atheist D 8

Other (please state) 9
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Appendix -C

VOID HAND OVER SHEET
ADDRESS: Hand Over date:
OFFICER:
PROPERTY TYPE:
HOUSE: [] FLAT: [ OTHER: [
Safety Cp12 certificate Yes / No
Certificates Electrical certificate Yes / No
Energy performance certificate Yes /No
Utilities Electric Meter reading .........ccceevvevinniiennnnn Meter NO «.oovvnviiiinnnncnnnn
Gas Meter reading ........coceevveiinnieinnnnn Meter NO «.ovvvnviiiinnnncnnnn
Water Meter reading ........cccoevvviiiinnninnnn Meter NO «.oovvnvieiinnnicnnnn
Lock Change Yes/ No : Front door locks replaced & rear door
Keys: Communal Door Keys ................... Post Box keys ............
Main Door keys ...........ccoovevennnn. Gas meter Key ............
Back Garden Door........................ Key Electric Meter Cup’d key .........
Other Ky S ..t e

Total keyshanded In .....................cooeeell.

WORKS INFORMATION:

Additional information :

Decoration Allowance Yes/ No Allowance Due:

ACTION REQUIRED:

Maintenance

.......................... Dated:

Housing management
SIGNATURE.: ......
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Appendix D
Tenants Record @

1. Property

Address:
Postcode:
Property Code: Tenant Tenancy
Number: Start Date

2. Property Size

Number of Bedrooms Eumber of
ersons
Property Type Flat House Level
Entrance Own/ Garden Own/ Lift General N_eeds/ Adaptations Yes/No
Communal Communal Wheelchair

3. Rent Details

Current Rent Current S/C Current Total Rent

Nomination / Referral Received From:

Tenants Financial Situation and Income ( whether on HB):

Have you or anyone to be housed with you been involved in ASB? Yes / No

Have you or anyone to be housed with you suffered from Domestic Violence or Racial Abuse Yes / No

5 (a) Lead Tenant

Title First Name (s) Surname
D.0O.B N.I. No.
Home Tel: Mobile: Work:

Other Contact details /
email:
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Joint Tenant

5 (b)

Title First Name (s)

Surname

D.OB

Home Tel: Mobile:

N.1. No.

Work:

Other Contact details /
email:

6. Family Members

Title | First name Surname Date of birth Gender Relationship
I
I
I
I
I
I
I
I

7. Family Type

Single Couple

Family Elderly Yes / No

8. Disability

Does anyone in the household consider themselves as
having a disability?

What type of disability does the lead tenant (or a member of the household) have? Tick all boxes that apply.

Blind

Profoundly deaf

Speech impairment

Limited mobility

Wheelchair use (full)

Mental health

Yes

Partially sighted

Partial hearing

Learning difficulties

Physical co-ordination difficulties

Wheelchair use (partial)

Other (please note below)
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Name:

Address:

Postcode:

Daytime telephone: Mobile:

Relationship

10. Doctors Details

Name:

Address:

Postcode:

Telephone: Telephone 2:

11. Ethnicity Monitoring

WHITE MIXED
1 British White and Black Caribbean
2 Irish White and Black African
3 Any other White and Asian
Any other mixed background
ASIAN OR ASIAN BRITISH BLACK OR BLACK BRITISH
8 Indian 13  Caribbean
9 Pakistani 14 African
10  Bangladeshi 15  Any other Black background
11 Sri Lankan
12  Any other Asian Background
OTHER OTHER
16 Turkish 19  Chinese
17  Kurdish 20  Other (please state)
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12. Religion

1 Christian 2 Muslim
3  Hindu 4 Sikh

5 Jewish 6 Catholic
7 Buddhist 8 Atheist

9 Any other religion (please state)

Preferred language of communication

What other language(s) do you speak?

Can someone communicate in English on your behalf?

Do you need any particular communication
arrangements or adjustments to the service provided by
NLMHA? (If yes, please give details)

14. Tenants Declaration

Are you related to a member of the association’s staff?

Yes / No
Are you related to a member of the association’s Board of Management? Yes / No
Do you own any property? Yes / No

If have answered yes to any of the above please provide details below:

| / we hereby declare that the above information is true and accurate to the best of my / our knowledge.

Any information subsequently found to be deliberately misleading could lead to the tenant
libel to eviction.

Signature Date:

Signature Date:
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Housing Benefit Authorisation

| / We authorise my / our landlord ‘North London Muslim Housing Association’ to contact the Department of
Works and Pensions (DWP) or my local authority regarding my Universal Credit claim / Housing Benefit claim.
| / We also authorise my / our landlord to pass information ( which will affect my / our Housing Benefit /

Universal Credit ) and to discuss my claim with the DWP or my local authority.

Signature Date

Signature Date

Additional Notes
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| Office use only |

Proof of identification and residence

Previous address

Proof of residence Date / Reference
Utility bills

Bank statement

Council tax

Benefit / pension

Proof of ID Reference

Passport

Driving licence

Medical card

Any other comments

Date entered onto
system

Completed by Date
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Appendix E

Transfers - Office Use Only e i

Application Date Required

Accommodation
Address
Tenants Name(s)
Wheelchair Unit Current

Accommodation
Areas Wanted Date form

filled in

Family Composition

Name Relationship DOB Age*

*Age when this form was filled out

Points Awarded

Room Deficiency Under Occupation
Children’s Ages Waiting Time
Medical Reasons Harassment

Any Other Reason

Properties Offered

Date Address Reason for refusal

Application Suspended:

Date:
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Appendix F

NORTH LONDON MUSLIM HOUSING ASSOCIATION

HOUSING TRANSFER APPLICATION

Please complete the form using Block Capitals and Black ink if possible. This form is
to enable you to apply for a transfer from your existing home.

Please provide the reason why you want to move to an alternative home Please
indicate the main reasons for your transfer application

* Your property is overcrowded Yes / No
*  Your property is under- occupied Yes / No
* You suffer harassment Yes / No
* Medical reasons Yes/No
* Any other reasons Yes / No

If yes, please explain briefly

Full Address

Lead Tenant

Date of Birth Gender M/F

Joint Tenant

Date of Birth Gender M/F

Telephone no:

Mobile telephone no:

E-mail address:
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Give the following detail of all persons, who require accommodation:

Please submit birth certificates of all children with this application

Surname

Other Names

Male/Female

Date of Birth

Relationship
to You

If any person mentioned above is not currently living with you give the following

details:

Full Name

Present Address

Holds a tenancy

Reasons why there separated
from your household
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Are you or anybody for whom the accommodation is required, registered disabled or
suffering from ill health? Yes / No

If yes what is the nature of the disability/ill-health:

(Another form will be provided to enable you to explain your medical difficulties
more fully)

Are you or anybody for whom the accommodation is required, pregnant?

Yes / No
If yes please say who is expecting and when the baby is due:
Are in employment ?
Where do you work? ( e.g. Borough )
QUESTIONS ABOUT YOUR PROPERTY
1. Has your property been maintained? ( e.g. internal decoration ) Yes/No
2. Do you have a garden? Yes/No
3. Has your garden been maintained ? Yes/No
4. Have you made any modifications to the property? Yes/No
If yes please provide details:
5. Are there any rent arrears? Yes/No
If yes how much £
6. Do you have an agreement to pay? Yes/No

7. Are you or any of your any member of your household involved in any Anti-
Social Behaviour issues?

Yes/No
8. Is there any legal action pending? Yes/No
9. Are you interested in pursing any other Housing options? Yes/No

(i.e Shared ownership)
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AREA
Please indicate below any areas in which you are prepared to live:

You can only be housed by the association in the borough you are currently living in

HOUSING REQUIREMENT

The NLMHA has a variety of property types shown below. Please indicate the type of
house that you have preference for by ticking the following:

Flat in converted house |
Flat in block |
Maisonette |
Terrace house |

If you accept a flat or maisonette what is the highest floor level you would accept
without a lift

Ground O First O Second O Third O Fourth O

Property size required

Garden preferred Yes / No

Is there anything else you would like to tell us about that would support your
application?
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NLMHA is committed to the Equal Opportunities Policy. To assist the Association in
implementing this policy, please provide the following (The information will not be
used for any other purpose)

I would classify myself as: Tick only one box
WHITE
British ]
Irish ] 2
Any other white background (please tick and write in)
MIXED
White and black Caribbean [ ] 4
White and black African [ ] s
White and Asian I:l 6
Any other mixed background (please tick and write in) 7
ASIAN OR ASIAN BRITISH
Indian |:| 8
Pakistani |:|
Bangladeshi [ ] 10
Sri Lankan ] 1
Any other Asian background (please tick and write in) 12
BLACK OR BLACK BRITISH
Caribbean |:| 13
African |:| 14
Any other black background (please tick and write in) 15
Turkish [ ] 16
Kurdish ] 7
Other (please tick and write in) 18
Chinese I:l 19
Other (please tick and write in) 20

Are you related to a member of the association's staff ? Yes/No
Are you related to a member of the association's Board of Management? Yes/No
Do you own any property ? Yes/No

if so give details

ANY INFORMATION SUBSEQUENTLY FOUND TO BE DELIBERATELY
MISLEADING COULD MAKE THE TENANT LIBEL TO EVICTION.
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DECLARATION

I hereby certify that the information in this application form is correct and accurate at

the time of my application.

Signature: Date:

Signature: Date:

OFFICE USE ONLY

Room deficiency

Under occupation

Children's ages

Waiting time

Medical reasons

Harassment

Any other reasons

TOTAL

Housing Officer:

Date:
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Appendix G

NORTH LONDON MUSLIM HOUSING ASSOCIATION

MEDICAL ASSESMENT
Full Address
Lead Tenant
Date of Birth Gender M/F

Joint Tenant

Date of Birth

Telephone no:

Gender M/F

Mobile telephone no:

E-mail address:

FAMILY DETAILS

Name Relationship

Age

Address
(If different)
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Who is the person with the medical problem?

Name:

What is the medical problem?

If registered disabled Yes / No

How long have you, or a member of your family suffered from this problem. (If an
operation's involved please give the dates).

Who is treating the person with the medical problem?
(Please circle the one which applies)

G.P. (Local Doctor) Hospital Doctor Other
If you chose other please specify:

When did you or a member of your family last consult with your doctor (or other
medical practitioner) about this problem?

What medication (medicine, tablets etc) are you, or the member of your family
suffering from this problem, taking at present?

How does your present housing situation affect you, or the member of your family
suffering with the medical problem's health?
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Can the person with the health problem walk unaided? Yes/No

If not what aid do they use?

Please circle how often the aid used, Sometimes /All the time
Does you or a member of your family have a problem climbing stairs? Yes/No

How many stairs can they climb?

Please circle the type of property you live in:
Flat Maisonette House Other

If you chose other please specify

Do you live on an estate (please circle) Tall block / Small block

How many bedrooms do you have at your present accommodation?

What floor is your present accommodation on?

Is there a lift to your present accommodation?

Please include documents from your G.P. hospital or medical practitioner in support
of your (or the member of your family's) medical problem.

I CONFIRM THAT ALL THE INFORMATION GIVEN IS CORRECT.

Signed: Date:
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APPENDIX H

Property Acceptance / Refusal Form
( Internal Transfer)

Re: Offer of accommodation at:

Offer made to Mr/Mrs/Miss/Ms:
Of:
I/We accept the offer of the above accommodation and agree to commence the

tenancy on Monday or within days of being informed
by the Association when the accommodation is ready for occupation.

Signed: Date:

Signed: Date:

I/We refuse the offer of the above accommodation for the following reasons:

Signed: Date:
Signed: Date:
Signed: Date:

On behalf of the Housing Association

North London Muslim Housing Association
15B — 15C Urban Hive, Theydon Road, Upper Clapton London E5
9BQ
Tel: 020 8815 4200
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Appendix |
Property Acceptance / Refusal Form
( External Nominations / Referrals )

This form is to be filled out when an offer has been made to the Nominee/s.
Under the choice based lettings scheme the nominee will not incur any
penalties for refusing an offer of accommodation. Any other nominations may
incur penalties.

Property
Address:

Name(s):

Contact
Telephone

Nominated By

Housing Ref: Nom.
position

Accepted / Refused

Reason for
refusal

Sign

Date

North London Muslim Housing Association
15B — 15C Urban Hive, Theydon Road, Upper Clapton London E5
9BQ
Tel: 020 8815 4200
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Appendix J

RELINQUISHMENT OF TENANCY FORM

Important - at least 4 weeks notice is required; if you give less notice than
this, you may still be charged 4 weeks rent;
- all keys should be returned when you leave; if locks have to be
changed because keys are missing, you may be charged for this;
- your rent account should be up to date

Tenants Name:

Joint Tenant:

Present Address:

Date of Move:

Date Tenancy ends:

New Address:

Single Tenancy

| am moving to a new property (m]

Joint Tenancy

We are moving to a new property (m |
| am giving up my part of the tenancy O
Sign Sign
Date Date

, North London Muslim Housing Association
15B — 15C Urban Hive, Theydon Road, Upper Clapton London E5 9BQ
Tel: 020 8815 4200
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Appendix K

SIGN-UP CHECK LIST:

1.

Tenancy agreement
(Explain basic responsibilities)

Tenants Record Form

Rent Card / Rent book / Direct Debit form

(Explain methods of payment, rent increases and importance to pay rent
as per tenancy agreement ))

Explain service charge make-up

CORE form (explain context; take copy for CORE file)

Tenants Handbook

Tenants Newsletter / Contact numbers / Emergency service information

Decorations allowance, where applicable.

For new schemes - Tenant Information pack and operating instructions as
necessary.

10.Estate Rules — if applicable.

11.Parking
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Appendix - L

NORTH LONDON MUSLIM HOUSING ASSOCIATION ( NLMHA)
Code of Conduct: Housing Applications Q&A’s
Connected Individual

Your Housing Application

We are currently assessing your housing application / you have recently been
nominated to us for accommodation from your local authority / referral agency.
As part of your application it has been identified that you belong to one of the
following categories.

e You are a Member of Staff of NLMHA staff.
e You are a NLMHA board member.
e You are connected to NLMHA staff or NLMHA board member.

What this means?

As you fall into the above categories, your case has been referred as a
‘Connected Individual’. We would like to assure you that we will handle your
housing application in the same way as other applicants, but due to your
connection to NLMHA, your case will be subject to additional scrutiny to make
sure that we have handled your application in the correct way and have not
given you any additional preference or priority due to your connection with
NLMHA.

What happens next?

A report will be produced to show how your housing application has been
assessed, what level of priority has been given to your application as well as
showing how you have been shortlisted / nominated for the property you are
being considered for. This report will then be viewed by the Chief Executive
and will be sent to the Board of Management for consideration.

All cases will be subject to approval by the Board of Management or by the
Chair of NLMHA in accordance with the delegated authority, due to the cycle
of the Board meetings.

We are unable to make you a firm offer of accommodation until we have had
Board approval that we can make an offer. We will complete the report and
request for approval as quickly as we can.

What we expect?
We will keep you updated with the progress of your housing application, but
please remember as we need to get Board approval before making an offer of

accommodation it may take a little longer. We are grateful for your openness
in declaring a connection with a NLMHA member of staff or Board Member.
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