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1. Policy Context

LJHA has accommodation suitable for both general needs tenants and for people with
support needs. This policy sets out how Leeds Jewish Housing Association (LJHA)
allocates and re-lets properties to both new and existing customers. It ensures that we
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are letting our properties fairly and efficiently, and that we are using our stock
effectively to meet housing need. The policy aligns with our aim “to provide good
quality and affordable homes in Leeds, primarily for the Jewish community”.

We offer continued support for all our residents and tenants to help them feel secure
in their homes and offer a range of support services to residents and tenants to help
maintain and support their tenancy within a sustainable community.
This policy relates to homes let on social rent tenancies.

2. Definitions
The lettings system describes the range of processes used by LJHA through which an

individual or a household can access a property. It also describes how that household
can move on to other accommodation if their housing requirements change.

2.1 Types of Tenancy

The tenancy types we use will be the most suitable for the property type and individual
needs, with the aim of creating and maintaining sustainable tenancies and
communities and the efficient use of properties. We give the most appropriate type of
tenancy when letting a property.

Starter tenancies

A starter tenancy is a form of assured (shorthold) tenancy that is
fixed for 12 months initially, but can be extended by 6 months. We
will use starter tenancies as an opportunity to build a positive
landlord and tenant relationship in which tenants are aware of the
importance of complying with their conditions of tenancy.

This is only used by LJHA as a probationary tenancy, normally not exceeding 12
months, for all new tenants, after which we expect the majority will become assured
tenants. After 12 months we will review the conduct of the probationary tenant,
including consideration of any arrears, any reports of nuisance or anti-social behaviour
or any other breaches of the agreement. Where LJHA has concerns about the conduct
of the probationary tenancy we may either extend the tenancy for a further six-months
to allow the breaches to be corrected or in more serious cases may decide to bring
the tenancy to an end by serving notice.

Assured tenancies

An assured tenancy means that your tenancy will continue until you or LJHA ends it.
This can happen when you provide notice to leave the property, or if we ask you to
leave.



An Assured non-shorthold tenancy is sometimes known as a tenancy for life or
Assured tenancy. Assured non-shorthold tenants have security of tenure and cannot
lose their home unless we obtain a Possession Order from the County Court. We can
only apply for a possession order if one of the grounds specified in the Housing Act
(1988) applies.

Secure tenancy

This type of tenancy agreement was introduced by the Housing Act (1985). If the
tenancy started before 15th January 1989 it will be a secure tenancy. We do not use
secure tenancies for new tenants unless they are an existing secure tenant and
transfer to another one of our properties.

Nominations Agreement

A nominations agreement is where a housing association and a local authority work in
partnership to address housing need within the local area.

LJHA is a member of Leeds Homes (Leeds City Council’s Housing Register) and we
help Leeds City Council meet their statutory duties to rehouse customers who are
either homeless or in housing need, through nomination agreements. LJHA currently
has an agreed 60% nomination agreement with Leeds City Council.

Direct Lettings

These are properties which are advertised and re-let directly by the housing
association on the principle of a first-come, first served basis, whilst demonstrating a
need for housing set out in the eligibility criteria.

3. Aims and Objectives

3.1 Equal Opportunities Statement

LJHA ensures that it is compliant with the requirements of the Equality Act 2010 and
will ensure this policy is applied fairly to all our customers.

The Association has a separate Equality and Diversity Policy, and is committed to:

ensuring equal opportunities across all activities. We value diversity and are committed
to ensuring and promoting equality of opportunity in housing and employment and in
the provision of its services.

In relation to the lettings policy, the aim of the Association is to maximise access to the

housing list to all people regardless of age, disability, race, religion or belief,
pregnancy/maternity, sex, marriage and civil partnership, gender reassignment or
sexual orientation.



LJHA has considered equality issues in developing this policy, and we believe that it
gives fair access to housing to people from disadvantaged groups, whilst seeking to
create healthy, vibrant communities.

We will ensure that we provide information on our allocations and lettings policy in an
accessible and clear manner. If required, we will offer the use of an interpreter for
those whose first language isn’t spoken or written English.

3.2 Confidentiality Statement

All applications for housing accommodation will be dealt with in a confidential
manner. Information held under the scheme will not be disclosed to any third party,
except where:

e The individual who is the subject of such confidential information has
consented to disclosure to a third party

e LJHA is permitted to disclose the information under GDPR

e There is a requirement in law to make such disclosures

e LJHA considers that the applicant has given consent for any information held
on an application to be shared with other social housing landlords.

3.3 Fairness and Respect

As a social housing provider our aim is to be responsive and flexible to the different
needs of our community and our tenants and residents. LJHA recognises the need to
value individuals in their own right, treating people with dignity and respect and that
our services meet the needs and requirements of all our customers and employees.

LJHA aim to ensure that tenants are treated with respect and fairness when dealing
with allocations and lettings. If applicants or tenants feel that we have not acted
appropriately, the LJHA staff member concerned will inform them of our complaints
process.

4. Implementation

4.1 Access to the housing register/eligibility

People can register for housing if:

e They are homeless, occupy temporary or insecure accommodation;

e They want to live independently;

e Their present accommodation is too large, too small or unsuitable to meet
their needs;

e They have a medical or social reason for wanting to move e.g. to provide or
receive support or have a local connection to the community;

e They need to move to take up employment or be nearer work;

e They are living on a low income and cannot afford to live in their current
home;



e They want to be nearer to the Jewish community to access services such
as synagogues, schools and community facilities such as shops and other
welfare facilities;

e They are currently an LIHA tenant wanting to move.

To be eligible for a LJHA tenancy, an applicant must:

e Be over 18 years of age, or, in exceptional circumstances, over 16
and with an adult trustee approved by Leeds Jewish Housing
Association holding the legal tenancy on behalf of the young person
until they reach the age of 18

e Be a permanent resident of the UK

e Not be exempt from holding a tenancy by their immigration status

e Be nominated by a local authority under the terms of their Housing
Allocation Policy, OR

e Be assessed by us as in housing need, OR

¢ Beatenant who by moving makes a home available to someone who
is in housing need.

e Where applicable, be eligible for receipt of public funds.

4.2 Provision of Information and Advice

Anyone who is considered to be unsuitable to be a tenant will be informed of this
decision. They will also be advised what they need to do to become eligible for housing
in the future. They may be referred to another agency for support or advice if
necessary and signposted to other housing options and relevant sources of
information.

We will also support any tenant whose tenancy comes to an end after the completion
of their starter tenancy. The Housing Officer, Housing Manager, Deputy Sheltered
Housing Manager/Sheltered Housing Manager will help signpost the tenant to
alternative sources of accommodation and/or support.

We will also provide advice and support to any applicant in receipt of Universal Credit
or other benefit payments.

4.3 How Applicants can make an Application / Register

There are a number of ways in which people can apply for a property or register on
LJHA'’s housing register:

e Via Abritas, the Leeds Common Housing Register, which is
used to create shortlists of applicants interested in homes in
particular areas;

e The LJHA waiting list (that applicants can apply to directly or that
maybe populated through nominations from local authorities
and other sources);

e Through mutual exchanges and other local or national mobility
schemes;



e Through the promotion and facilitation of home ownership
where appropriate, for instance through shared ownership
schemes.

The diagrams below summarises the process for applying for a tenancy with LJHA:

1. HOW TO APPLY FOR AN LJHA TENANCY

Word of mouth

Leeds City Counci|| 1 Via LJHA website \
Y

Visit to LJHA Receptin | || ‘e Commuritty | Telenhons call o LUA

2. WHAT HAPPENS NEXT?

e Applicant to complete application form online and email to LJHA at
application@ljha.co.uk. At the assessment stage the applicant will be
advised to bring with them the following identification::

o 2 or 3 proofs of identification e.g. passport (photo evidence) and driving

licence or one of these plus birth certificate etc as per the housing application

form

2 references, one of which must be from the most recent landlord

Proof of current address, including any addresses within the last 5 years

Proof of active current bank account to enable payment of rent and bills

Applicant must also complete an online application with Leeds

City Council (www.leedshomes.org.uk) viaLJHA website

Applicant to make a note of Leeds City Council membership number

e If applicant is not able to complete online, applicant to contact
LJHA on 0113 3207777 for assistance.

o Leeds City Council website to be checked to ensure applicant has registered
and any notes printed out.

® O O O

e Appointment to be made for applicant for housing need assessment, either via
telephone or video call in the first instance. See Appendix for Covid-19



ApplicationProcess

e Housing Officer, or Deputy Sheltered Housing Manager/Sheltered Housing
Manager to write housing need assessment report following visit, points to
be checked by Housing Manager.

e Housing Administrator to write to applicant informing if a) on waiting list or b)
failedto meet LJHA criteria

4. IF APPLICANT MEETS LJHA CRITERIA:

Placed on waiting list as a live applicant

Letter sent to them every 6 months to ask if they wish to remain on the list
Offers of properties once applicant reaches top of waiting list

Viewing of property

Signing of Tenancy

4.4 Joint Tenancies

Joint tenancies are where a joint application has been made and the applicants are
living together as partners regardless of gender or marital status.

Joint tenancies may not be granted in certain circumstances. For example:

e If one of the applicants does not have the appropriate immigration status

e If one of the applicants may not be intending to occupy the property as their
only or principle home

e The request is from more than two persons

o |If there is a debt owed to LUHA.

We will consider a change from a sole tenancy to a joint tenancy if 12 months have
elapsed since the commencement of the original tenancy and the tenancy is assured,
or the sole tenant and the proposed joint tenant can demonstrate that they have been
living together as partners for 12 months.

Requests for joint tenancies may be refused based on the conduct of the existing sole
tenancy and the circumstances of the proposed joint tenant.

We will also consider a change from a joint tenancy to sole tenancy if:
e Arequestis made in writing by both joint tenants
e Both tenants confirm that they understand the implications of transferring the

tenancy into a sole name
e There is confirmation that one joint tenant has moved out.

4.5 Excluding Applicants



We will consider the individual circumstances of each application for housing and tell
prospective residents or tenants if they are ineligible for housing and why their
application is not being considered.

LJHA can reject an application at any stage:

e |If the applicant has failed to provide the evidence required under the lettings
eligibility criteria or has not followed processes.

e Where the property would be unaffordable

¢ Where the applicant requests a property in a location that LJHA has
no properties in or features that our properties do not have.

e Where the applicant has not complied with the time limits and
actions set out in the procedure.

e Where the property would otherwise be under occupied or
overcrowded.

e The applicant otherwise fails to qualify under the allocations or
lettings policy.

An applicant or a member of their household must not:

e Have been convicted of a criminal offences (such as child-related
offences), or have an injunction for anti-social behaviour, or other
unacceptable behaviour including a history of causing serious
nuisance or annoyance to neighbours within the past five years.

e Have a conviction or injunction for using accommodation or
allowing it to be used for immoral or illegal purposes such as drug
dealing.

e Have current or former tenant arrears with LIHA or any other
landlord.

e Own or have a legal interest in any residential property in the UK,
unless it is a home which is not suitable or where there is insufficient
equity in the property to afford a suitable home.

e Already hold a social or affordable tenancy elsewhere, unless this
will be relinquished as part of being rehoused.

We will assist people to find alternative accommodation if we are unable to offer
someone a property.

4.6 Choice and Preferences

Whether, and how quickly, LJHA is able to house applicants in their preferred choice
will depend on the size and type of property required, and the location.

4.7 Prioritising Applicants

LJHA'’s prime purpose is to help people who are in housing need that cannot be met
in the private market. We will however carry out an affordability and needs check
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on all applicants and transfers. LJHA uses a points system, which measures relative
need. Points will be awarded for criteria including:

Security of tenure

Property size and suitability
Property condition

Access to amenities

Health and mobility considerations
Other housing requirements

Applicants awarded Priority Extra by Leeds City Council may take precedence over
other applicants in the allocation process when a suitable property becomes available.

Applicants should contact us if their circumstances change, and may have an impact
upon their points.

Further information on how we carry out our Needs Assessment can found in
the separate Allocations Procedure document.

Medical Factors

Where a priority has been awarded for a specific type of property, or a property with
particular facility, then only properties meeting that requirement will be offered.

Adapted Properties

Wherever possible, only those households requiring the facilities will be offered
adapted properties. Options include:

e Direct letting to transfer applicants
¢ Direct letting to applicants on the Leeds city council housing register
e Referrals from relevant organisations

4.8 Accommodation Designated & Designed for Older People

Sheltered accommodation will be let primarily to applicants aged 55 years old and over.
Applicants under 55 years old will only be considered for sheltered accommodation if
medical support is available for their application and an assessment of the need for a
supported service has been completed.

It is recognised that general demand for specific schemes may change over time and
LJHA reappraise the designation of schemes for parts of schemes if necessary, in
consultation with residents and other parties.

4.9 Review of List / Register

A review of the waiting list will occur every 6 months.
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410 Local Lettings Schemes / Property Criteria

In order to achieve sustainable communities, LJHA may use local lettings initiatives
or set property criteria. Examples of local lettings initiatives might be:

e Seeking a higher percentage of working families to help to promote a mixture
of household types within an area or;

e Seeking a high number of local authority nominations in order that
the existing community feel “ownership” of a new development

Examples of property criteria might be:
e No or restricted numbers of children to balance child density or
because of the nature of the property (e.g. upper floor flat);

e Age, disability or support needs for certain properties.

New-Build/Communal Schemes — General and Sheltered Schemes

No children under the age of 12 allowed to live in communal general needs
schemes.

4.11 Pets

No pets allowed in new-build/communal schemes — general or sheltered. In communal
schemes where pets have been allowed previously, once these pets pass on then
replacement pets will not be allowed.

Individual General Needs & Sheltered Properties with own front door to the outside

Pets: a small pet is allowed in these properties e.g. bird, small dog, and indoor cats,
however written permission must be sought from LJHA prior to purchasing a pet as
per the tenancy agreement.

412 Offers, Viewings, Rejections and Refusals

If an applicant decides not to accept an offered property (either after a viewing, or
because they decide not to view) this is a refusal. LUHA needs to understand why
properties are refused both to help us to meet that applicant’s needs better, and to
help us to make sure our properties meet what people are looking for. If an applicant
refuses two offers we may contact them to discuss their options, as it may be that
LJHA cannot provide what they are looking for and therefore under these
circumstances may be removed from the waiting list.

The procedure for offering and accepting a property can be found in our
Allocations Procedure document

413 Rent charges
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Rented housing — at social rents

We let Assured non-shorthold tenancies at lower than the local market rent which is
known as "target rents". These are used for most of our homes. Using government
guidelines target rents are based on a combination of the type and size of the property
and the average local earnings.

Rented housing — at affordable rents

For some of our new build homes we use Assured non-shorthold tenancies let at an
Affordable Rent which is a rate which is 80% of the local market rent, which is normally
higher than a target rent.

4.14 Allocation of Bedrooms

Due to welfare reform changes and reduction in benefits, LIHA aims to provide a
bedroom for each member of the household requiring one i.e.one bedroom per couple,
and one for every other person living in the household. The standard is calculated as
follows:

Household Bedrooms Bed Spaces
1 or 2 adults Bedsit or 1 1or2
bedroom
With one child 2 3or4
With 2 same sex children both under 10 2 4
years of age
With 2 opposite sex children, either child 3 4o0r5

10+ years of age

With 3 children 3 50r6
With 4 children same sex 3 50r6
With 4 children- 3 same sex, 1 opposite sex 4 6or7
With 5 children 4 7or8
With 6 children 4o0r5 8or9
With 7+ 5 9o0r10

Circumstances may arise where additional rooms are required. For example:

e Where an applicant requires a carer to live with them or equipment or
adaptations which require more space

e Where medical reports indicate that room for a carer or equipment will be
needed in the future.

e Where an applicant or existing tenant has children who stay with them on a
regular basis (as a result of either a court order, or an informal arrangement),
the Association will consider the size of accommodation that is appropriate
to either parent or guardian upon the situation.
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LJHA encourages all those living in a home that is larger than they need to consider
downsizing to free up much-needed family homes and may offer incentives.

Under-occupiers of working age in receipt of benefits may find it difficult to keep up
with rent payments due to changes in welfare reform and reduction in housing benefit
payments. LJHA will encourage the offering of incentives to affected households to
review their options with us.

Mutual exchanges — please see separate policy

4.17 Succession and Assignment

Succession is the term used to describe the right of an individual to take over the
tenancy of a deceased tenant. An individual only has the right to succeed if certain
criteria are met, to include living in the property for a minimum of 12 months.

The individual will normally be a surviving joint tenant, spouse, partner or family
member. A successor takes over the existing tenancy — it is not a new tenancy.

We will respond to all succession claims sensitively and promptly, providing advice
and support to claimants and family members. We will ensure that:

e Those entitled to succeed are enabled to do so in a quick and efficient
manner and with minimum personal disruption

e Applicants who do not qualify to succeed are treated sympathetically and
consideration given to their housing needs

e When itis necessary to recover possession from a person who is not entitled
to succeed we will provide them with appropriate advice to enable them to
find suitable alternative accommodation

e We prevent tenancy fraud from successions and make the best use of our
homes

When someone passes away

When the tenancy of a deceased resident comes to an end, in most cases, we will
accept a third-party termination from a next of kin. However, where there is a person
in occupation who does not have a right to succeed, the tenancy must be ended by
either:

e An executor or a person with legal responsibility for the deceased tenant’s
estate signing a tenancy termination form, or

e LJHA serving a Notice to Quit on the deceased tenant and lodging a copy with
the Public Trustee

In the case of any rent arrears, where a joint tenant dies, the tenancy transfers to a
surviving joint tenant any arrears transfer with them. Where a sole tenant dies, any
arrears form part of the estate of the deceased tenant. They cannot be passed on to
a successor. Instead we need to find out who the executor or administrator of the
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estate is and make a claim. If it can be confirmed by a next of kin that there is no estate
the debt should be written off.

Where there is no person eligible to succeed, a tenancy can pass under a will or
intestacy and if the person inheriting occupies as their only or principal home, the
tenancy will still be assured, but LJHA has a mandatory Ground for possession when
a person takes over or inherits a tenancy in these circumstances.

Succession Rights and Processes

LJHA have produced a Succession Request Form, which allows us to assess
someone’s suitability and right for a succession.

There is no automatic right to a succession unless it is a surviving joint tenant, who
will automatically succeed to the tenancy by a common-law rule called survivorship. If
the surviving joint tenant is not living at the property, they still succeed to the tenancy.
It is not possible for anyone else to succeed.

Once the tenancy is terminated, anyone living in the property becomes an
unauthorised occupant. We will write to the occupant to confirm their status. They will
also be told that once the tenancy ends, if they remain in the property we will be making
a charge for their use an occupation in an amount equal to the rent for the property.

There are different kinds of rights relating to succession depending on who wishes to
apply for succession. For example, it may be surviving joint tenant, spouse or partner,
other family member, or requests from a carer.

There is no right of succession if the tenant who died:

e Was a successor him/herself

e Had the tenancy transferred to them following a court order in matrimonial
proceedings by a partner who was a successor

e Had moved into their home following a mutual exchange and had succeeded
to the tenancy of their previous home

There can only be one succession to a tenancy. Where a previous succession has
taken place, the person requesting the succession should be informed in writing:

e Why itis not possible for a succession to take place, and

e That we will consider any request to remain in the property or be rehoused
elsewhere

e The Housing Manager or Housing Officer will ask the surviving joint tenant for
the following information alongside a copy of the Succession RequestForm:

e A copy of the death certificate

e Photographic ID if we don’t have any confirmation that they are living at the
property as their only or principal home (e.g. recent utility bill)
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In the case of a spouse or partner, we also require:

e Confirmation of the relationship with the tenant (e.g. copy of marriage
certificate, civil partnership certificate or evidence of a settled relationship
such as joint claims for benefits, joint bank accounts)

e Confirmation that they are living at the property as their only or principal home
at the time of the tenant’s death (e.g. recent utility bills, joint benefit claims,
bank statements, official letters)

If the deceased tenant did not have a spouse or partner, it may be possible for a family
member to succeed. Family members have a succession right if they are eligible and
do not live in accommodation with shared living space or shared facilities. The Housing
Manager or Housing Officer will ask the family member to complete and returna
Succession Request Form and provide the following information:

Their name and contact details

Photographic ID

A copy of the death certificate

Who is the executor (if any) and next of kin
Their relationship to the deceased tenant

How long they have been living at the property

For all requests from a family member to take over the tenancy they must provide:

e Evidence of their ID
e Evidence of their relationship to the deceased tenant
e Evidence of their occupation of the property

Succession may also be eligible to a family member who has lived with the deceased
tenant in the property as their only or principal home for at least 12 months prior to the
sole tenant’s death. The onus is on the person claiming the right to succeed to provide
suitable evidence of residency.

A family member is defined for the purposes of succession as:

Parent, child or step child
Grandparent or grandchild
Brother or sister

Aunt or uncle

Niece or nephew

Someone under the 18 can be named as a successor, but their right must be held in
trust by an adult over 18 until such time as the successor reaches the age of 18.

If more than one family member is eligible to succeed, for tenancies that started before
1 April 2012

e They need to decide between them who will take over the tenancy as
succession results in a sole tenancy
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e |If they can’t agree, we will decide to whom we offer the tenancy. This will be
based on who we believe will be most likely to sustain the tenancy including
the ability to pay the rent

For tenancies that started after 1 April 2012

e Family members will need to decide between them who will take over the
tenancy
e |If they can’t agree then any dispute will be decided by the county court.

Processing the transfer of tenancy to a successor

We will aim to assess claims for succession within 10 working days of receipt of the
request or Succession Request Form and all necessary information being submitted
to us.

In the case of joint tenancies, we will:

e Write to the surviving joint tenant claiming the right to succeed and confirm
that they are eligible

e Arrange for the successor to come to the office and sign a Confirmation of
Succession Form

e Explain to the successor that they are taking over the terms and conditions of
the deceased joint tenant

e Provide the successor with a copy of the original tenancy agreement and a
copy of the Confirmation of Succession Form

e Process the tenancy change on our system

In the case of sole tenancies, we will:

e Write to the person claiming the right to succeed and confirm that they are
eligible and arrange a property inspection.

e Following the property inspection take the steps outlined above for joint
tenancy cases to complete the succession

In all cases where the succession is to an existing sole tenancy, whether it is to a
partner or to a family member, we will carry out a property inspection. Before arranging
the office appointment to sign the Confirmation of Succession Form, the Housing
Manager must inspect the property.

Suitable alternative accommodation for a successor

We have an obligation to ensure that we make the best use of our housing stock. This
means that we may require a successor to move if we consider that the property is not
suitable for their needs or does not make the best use of our stock.

When a person is eligible to succeed to the tenancy, we may review whether the

type and size of accommodation is suitable to the needs of the successor. During the
home visit or office appointment to process the succession claim, we will discuss the
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suitability of the successor’'s accommodation in terms of type, size and affordability.
Where a successor indicates an interest in moving to more suitable LIHA
accommodation, we will arrange this.

We would not normally require a successor to move to more suitable
accommodation if they or a household member has some specific need or
vulnerability and we consider that moving to another property would be detrimental
to their well-being. When we decide whether to require someone to move we will
consider the following:

e The length of time the successor and or a household member have lived at the
property prior to the death of the tenant
e The age of the successor and household members

We would normally require a successor to move to more suitable accommodation in
the following circumstances:

e The property has features that have been adapted or designed for a disabled
person and now nobody in the home requires those features

e The successor has taken over the tenancy of a property that we let for
occupation by people with special needs or special facilities and now nobody
has such needs and we need the home for a person with those special needs

e The successor and their household will be under occupying the property by 1
bedroom or more (only household members living at the premises at the time
of the tenant’s death will be considered)

e The property is age restricted and the successor and /or their household
members do not meet this restriction

e The successor is unable to afford to pay the rent or any shortfall in rent caused
by an under-occupation charge or other reduction in housing benefit

e |tis notin our interests to allow the successor to remain in the existing property

When we decide to move a successor in the above circumstances we will need to

make an offer of suitable alternative accommodation that is reasonable. We will
discuss an offer of suitable alternative accommodation.

Failed succession requests

We will use the Succession Request Form, the evidence provided to us and our
tenancy records to establish whether a person is eligible to succeed to a tenancy.
Where we have decided that there is no eligible successor, we need to do two things:

e Take steps to end the deceased tenant’s tenancy and confirm the status of
any non-qualifying occupants

e Decide what to do with the person who claimed the succession right if they
remain in occupation

Applicants who do not qualify to succeed are treated sympathetically and

consideration given to their housing needs. There can only be one succession,
however we will consider whether to exercise our discretion to let someone have a
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new tenancy in the property or in another property if they meet the following criteria:

e They are a spouse or partner of a tenant who was a previous successor

e They are a family member

e They cared for the deceased tenant and lived with them in the property as their
only or principal home at the time of death

The Localism Act 2011 changed the law and allows Housing Associations to grant
additional succession rights in their tenancy agreements. LUJHA may in certain
circumstances grant additional discretionary rights of succession and reserves the
right to review this at any point.

4.18 Rehousing of Staff, Contractors, Board Members and Relatives

Housing applications made by members of staff, board members, and contractors
employed currently or in the previous 12 months, and some members of their
close families , will only be considered in certain circumstances and consideration
of suchapplications will be open, fair and transparent.

Such applicants will only be housed in accordance with the published lettings policy
and will receive equal treatment to all other applicants in the allocation of housing.
This includes transfers.

Any decision to allocate properties, re-house or transfer employees and/or their
close relatives will be notified to the board and the interest of the relevant person
must be disclosed. Staff of relatives applying will not be involved in the application /
lettings process.

4.19 Appeals and Review Mechanisms

LJHA will consider appeals against our decisions, especially any decisions to:
Exclude from the waiting list;

Place an application in a lower priority level;

Refuse to offer accommodation on affordability grounds;
Suspend an application

Applicants who want to ask us to review a decision must contact us in writing
within 28 days of the decision, with their reasons. We will ask another officer
to check the original decision, and to respond within 10 working days of
receiving the request.

Should applicants be unhappy with this outcome, they should refer to LJHA’s
Complaints Policy (available online or upon request) which may involve investigation

as appropriate by the Housing Manager, Director of Operations, and / or Chief
Executive.

4.20 Performance Monitoring and Review
LJHA will monitor:
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Void rent loss;

Average re-let time split into time in repair and time in letting;

Reasons for leaving, refusing offers and for rehousing;

Annual exclusions (household composition, ethnic origin and reason);

LJHA has a Lettable Standards policy on our website. If tenants would like a
hard copy, this can be provided. We will ask applicants and tenants to give us
feedback on a regular basis, and use this to inform any future reviews of

policy.
4.21 Tenancy Fraud and Sub-letting

We have a responsibility to make the best use of our homes and protect public
resources to provide valuable social housing for people within our communities that
are in housing need. We will manage our housing stock to ensure that properties
continue to be occupied by those they were let to. We have procedures in place to
make sure that homes are not let fraudulently, and once let we undertake checks to
ensure that the home remains occupied by the person it was initially let to.

We ask for National Insurance details and photographic I.D. at registration, and when
letting the home and also check information provided by applicants.

We are committed to tackling tenancy fraud and will take action to repossess
properties where tenants misuse their tenancies in the following ways:

Unauthorised subletting

Non-occupation

Selling keys

Fraudulently obtains social housing

Wrongfully claiming a right to succeed to a tenancy

Carrying out an exchange or assignment without our consent

4.22 Tenancy checks and sustaining tenancies

On commencement of the tenancy, in sheltered accommodation, an introduction will be
made by the Support Worker who will give advice/information as to living arrangements
within the scheme, such as rubbish removal, fire evacuation procedure etc.

Sheltered checks will be carried out at 4, weeks, 6 months and 11 months as well as
the standard routine checks that the housing support team provide.

Tenancy checks will be made at regular intervals to check that tenants are settling into
their new accommodation, and to ensure any repairs are recorded and reported.

General needs tenancy checks will be made at 4 weeks, 6 months and 11 months of
being in the property.
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Tenants will be required to let contractors enter their premises to carry out gas
servicing/other regulatory checks as required.

Tenants will be kept informed of news and events by social media.

We will monitor the impact of the policy on our communities, and will also check that it
is not leading to an unfair disadvantage for any particular groups of people.

LJHA is committed to helping residents maintain their tenancy and offers support to
residents in a number of different ways.

We will provide support and assistance to residents to ensure they can maintain their
tenancies by:

e Ensuring tenancies are managed properly by providing a flexible and
responsive customer focused service;

e Making sure all new residents are given clear information about their rights
and responsibilities in their tenancy agreement;

e Making sure all residents are aware of their obligation to pay rent and other
charges and clear outstanding debts when we are aware of them;

e Focusing on preventing arrears, provide regular and correct information about
rent accounts and offering affordable debt management repayments;

e Making early contact with anyone be it a tenant, resident or a member of their
family, who may be breaking their tenancy agreement, ensure they
understand what could happen if they are, and offer appropriate support to
help them keep their home;

¢ Helping tenants to maintain their tenancies, through support, advice and by
making referrals to specialist support or advice agencies as appropriate;

e Engaging with all tenants and residents affected by welfare reform changes
by providing information, support and advice about housing options and
maximising their income.

Where tenants are in serious rent arrears, or other serious breach of their tenancy

agreement we will seek possession when all other support and
prevention options have been considered.

4.23 Ending Tenancies

Process for Termination of Tenancies

We will require tenants to give notice to terminate their tenancy as specified in their
tenancy agreement. Tenants will be responsible for the payment of rent during the full
notice period. The process will be as follows:

e On receipt of written notice the Housing Manager/Property Repairs Surveyor
will arrange to meet with the tenant to inspect the property and give advice as
to what can and cannot be left and if any damage needs to be made good.
Following the meeting all will be confirmed in writing.
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Generally, carpets, curtains, blinds, light fittings and white goods may be left
subject to approval from LJHA

Rent account must be cleared in full prior to tenancy terminating

Property to be left in a clean and tidy condition otherwise you may incur
charges

All keys to include door keys, window keys, fobs and door entry cards & store
cupboards must be returned no later than 9am on the day the tenancy expires

Where LJHA may need to terminate a tenancy

We will always support tenants to remain in their home, including offering appropriate
advice and assistance to comply with the conditions of tenancy.

However, in some circumstances, we may need to take action to end tenancies and
recover possession of a property in the following circumstances:

Where we believe that the tenant has engaged in tenancy fraud

Where there are serious or persistent breaches of the conditions of tenancy,
such as Anti-Social Behaviour.

Where a fixed-term tenancy is due to expire

Where the property is required as part of a wider redevelopment scheme or to
undertake major repairs.

Where possession is required to ensure that we make the best use of our
housing stock or is in the best interest of the community.

Where a request for succession has been turned down, and any subsequent
appeal is unsuccessful.

Associated Policies or Procedures

Allocations Procedure

Anti-Social Behaviour Policy

Complaints Policy

Equality and Diversity Policy

Lettable Standards

Mutual Exchange Policy
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Appendix 1

Application Process for Covid-19

Key to staff:

Housing Manager (HM)
Sheltered Housing (SHM)
Manager

Deputy Sheltered (DSH
Housing Manager M)
Housing Officer (HO)
Property Manager (PM)
Property Surveyor (PS)
Housing Administrator (HA)

Applying for tenancy Covid -19

Applicants who wish to apply for housing with LJHA during this current
time need to do the following:

Complete LJHA housing application online via www.ljha.co.uk
Applicants will ALSO need to complete an online application with
Leeds City Council, access via www.ljha.co.uk

o If applicants are not able to complete an application form
themselves please call LJHA for assistance on 0113 3207777,
option 5, or email application@ljha.co.uk

Checking completed Applications

e LJHA Housing Manager (HM) to check form is completed
correctly and to ensure applicant can apply for housing e.g.
refugee status, immigration rules.

e Housing Administrator (HA) to check on LCC Abitras system that
applicant has registered with them and to advise of any information
that may be required prior to LJHA conducting housing need
assessment.

Housing Need Assessment

e HM to establish if telephone needs assessment is suitable for
applicant e.g. hearing impaired, disability.

o |f telephone assessment is not appropriate or applicant prefers,
assessment can be conducted via Zoom meeting, often easier
when you see who you are assessing.

¢ |f the above is not possible, applicant to be assessed in the office.
Applicants will be assessed in the boardroom; access for the
applicant is via the reception door, to enable applicant, to access
via the door on the corridor on Stonegate Way.
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No face to face assessment can take place if the applicant is
Covid-19 positive and is self-isolating for 7 days post symptoms
and or 14 days if anyone is living with them as per Government
guidelines.

Identification: The HO will ask for identification, Photographic I.D.,
e.g. passport, driving licence, or three forms of household bills if
not). The applicant must take a photograph and email, whatsapp
or text message this to the HO.This is downloaded onto LJHA'’s
housing management system;

If photographic identification is not available, along with the 3
pieces of alternative identification, the applicant must send a
picture of themselves via email, WhatsApp or text message for
the tenancy file.

Once initial checks completed, housing application to be emailed
to Housing Officer (HO).

HO to contact applicant to arrange housing need assessment via
one of the above methods.

Sharing Information Agreement: this will form part of the online
housing application.

Following Assessment HOto complete Points Allocation form and
report and send to HM for checking with all needs assessment
documentation.

HO/HM to send all documentation for each needs assessment to
HA when checked to add to LJHA housing management system
waiting list.

Pre-void inspection

Once termination of tenancy form received arrange pre-void inspection.

Tenants either to be out of the property when this is conducted or
tenant can remain in a separate room whilst pre-void inspection
takes place.

Tenant to open all flat windows prior to inspection taking place.
Tenant to open the flat door and move into another room prior to
inspection taking place.

If tenant refuses to give access for a pre-void inspection and
works are required, tenants may be recharged. Tenants will not
be allowed back in the property once void to make good any works
that may have been required to be done pre-void.

Key return when property going void:

All property keys to be returned in an envelope and put into the
letterbox in the entrance to Skyte House (office hours only).

Inventories:

To be conducted by PS (Property Surveyor) when property is
ready to let, PS to take photographs and video of property. Video
to be downloaded via YouTube to enable HM/HO to send link to
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applicant and talk through when making the offer of a property.
e Alternatively HO to conduct virtual live viewing directly via
Whatsapp video or Facetime, whichever suits the applicant.

Lettings

e HM to check waiting list to establish which applicant to be offered
relevant property.

e HO/HM to conduct virtual viewing of property; i.e. send
photographs and floor plans and video link via Youtube of the
property to the applicant and talk through this with them to see if
they would like the property.

If applicant wants the property but requires a viewing follow process below.

e HO to meet at property following guidelines for viewing.

e HM to contact applicant to ensure they are well and not self-
isolating to arrange for viewing.

¢ No viewing can take place if the applicant is Covid-19 positive and
is self- isolating for 7 days post symptoms and or 14 days if
anyone is living with them as per Government guidelines. If an
offer of a property is made to an applicant, they cannot view without
adhering to the above guidelines and viewing will take place after
the relevant timescale.

¢ An hour prior to the viewing appointment HM to contact applicant
to ensure still well and able to proceed with viewing.

e HO to open the flat and all the doors within the property a short
while prior to the viewing.

e HO to leave gloves and sanitizer outside the property for
applicant to use prior to entering the property.

¢ HO to meet applicant at the property — social distancing observed.

o General Needs properties and sheltered within own external front
door: HO to arrive earlier than applicant at the property, to open
door of property and move 2 meters away from the door, applicant
then safe to view property. When applicant completed viewing
and moved away from the door observing social distancing, HO
to lock up property.

e Applicant to take gloves with them for disposal themselves.

e HM/HO to ask applicant (social distancing observed) toconfirm
within 24 hours if they wish to take the property.

e Sheltered properties in communal block: SHM/DSHM to conduct
risk assessment to identify if viewing safe to proceed,

e DSHM/SHM to open the flat and all the doors a short while
prior to the viewing in the sheltered complex.

e Applicant to meet DSHM/SHM at the designated building observing social distancing.

e Applicant to sanitize hands and put on gloves provided in
entrance to the building.

e DSHM/SHM to show applicant to the flat observing social
distancing. If flat is above ground floor applicant to use the lift
and DSHM/SHM to use
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the stairs.
e DSHM/SHM to stand outside the property whilst applicant views the property.
e DSHM/SHM to show applicant out of the building following the

viewing; applicant to sanitize hands on removal of gloves.

Applicant to dispose of gloves outside of LJHA.

Applicants offered a property whilst in hospital

e Applicants who are offered a property whilst in hospital because
their current home is not suitable to return to or they are homeless:
HM to ask applicant if they have been tested for Covid-19 prior to
discharge and have a negative result before moving to an LUIHA
property.

Tenancy Paperwork

¢ Once applicant has confirmed to HM acceptance of property, HM
confirms tenancy start date and instructs HA to create leasepack.
e HO/DSHM to arrange to meet the new tenant to sign the lease
paperwork in the reception of LJHA.
New tenant to arrive at appointed time at the entrance to the reception.
New tenant to use sanitizer prior to entering LJHA building.
HO/DSHM to enter the reception via the communal corridor outside reception.
HO/DSHM will allow door entry for the new tenant through the main reception door.
HO/DSHM to sit on the far side of the table behind the
screen. Newtenant to sit opposite.
e HO/DSHM will pass documentation once explained to the new tenant to sign.
¢ New tenant will pass documents back to HO/DSHM when
signed and HID8-M pass the property keys to the new applicant.

Keys new tenancy:

e HO/DSHM to issue keys once documents have been signed and
givento HO/DSHM by the new tenant.

¢ Receipt of keys signature incorporated on the same page as
tenancy agreement signature on the lease.

¢ HO/DSHM to leave application pack for HA to scan onto
housing management system.

e HM to create tenant account for new tenancy.
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