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1. Policy statement
People First is in business to deliver services that will improve the lives of as many people as possible. A fundamental means of achieving this is to provide housing for those people in greatest need, whilst developing balanced and cohesive communities. 

[bookmark: _Hlk215663967]All of our homes are located within Hulme in Manchester. Like the majority of social housing providers in Manchester, People First allocates most of its vacant homes in line with Manchester City Council’s Allocations Scheme and via Manchester Move (a city-wide housing partnership with a common housing register). This is commonly known as a Choice Based Lettings (CBL) scheme. As a local authority, Manchester City Council is required by the provision of Part VI of the Housing Act 1996 to have an allocation scheme for assessing and prioritising applicants of social housing. 

The details of the CBL scheme can be found on the Manchester City Council website. 
There is considerable demand for social housing in Manchester. Manchester Council’s Allocations Scheme helps rehouse people in a clear, orderly and fair way, so that homes go to those who most need them, and People First’s participation with the scheme therefore ensures that those with the greatest need have priority access to a proportion of our homes.
[bookmark: _Hlk215660578]Whilst sharing the same allocation rules as the City Council for the majority of our lettings, we also aim to allocate at least 50% of our homes to households with a local connection to Hulme. Additionally, People First will allocate properties outside of the Allocations Scheme as a partner in other initiatives that have strategic priority within Manchester or where this helps move-on for existing tenants in housing need. 
It is important to note that People First’s housing stock is small in relation to other social landlords and generally we have very low numbers of properties available each year to let. Therefore, for most tenants needing or wishing to move or new applicants it is unlikely we will be able to meet their needs. An application through Manchester Move will offer the best opportunity.

2. [bookmark: _Hlk215662610]Service Standards 
When looking to find or move into a home applicants will know what they can expect from People First and also what we expect of them. 

We will:
· Offer support with help with finding a home; for example, providing information about different housing options, helping with application forms and the bidding process 
· Register housing applications promptly so that applicants can begin bidding for properties as soon as possible
· Let an applicant know when they you have been successful in finding a home and give you regular updates on when we expect your home to be ready for you
· Provide tenants with all the information they need to make their tenancy a success when signing up to their home 
· Ensure all properties we let are in a safe, clean and good condition 
We expect applicants to:
· Provide us with relevant and correct information when applying for a home 
· Inform us of any changes to their housing needs whilst they are applying for a home 

3. Equality & Diversity
In line with the Equality Act 2010 this policy seeks to ensure that no applicant for housing is discriminated against on the grounds of age, gender, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, sexual orientation.
We aim to treat all applicants as individuals. We will check the diversity strands of those we house and act if it appears any group is being discriminated against.
A comprehensive Equality Impact Assessment was conducted by Manchester City Council before implementing its Part VI Allocations Scheme in 2020. It had shown that there were no disproportionate disadvantages arising for applicants with protected characteristics.
Some exclusions will need to be applied when allocating accessible properties and those adapted through grant funding, as these will generally only be available to applicants who are assessed as needing such homes.

4. Value for money
When re-letting our homes, we will:
· Ensure re-let times are kept to a minimum, since a week’s rent lost on an empty property can never be recovered.
· Match applicants to the most suitable property to keep tenancy turnover down.
· Where more cost effective undertake major repair works whilst a property is empty. The cost savings should be weighed up against potential rent loss when considering whether to continue.
By allocating properties through the Manchester’s Housing Register, we reduce administration costs, since the burden is spread amongst partners. Additionally, the potential pool of applicants is bigger which may reduce letting times. We aim to have our say in the governance of the housing register to ensure value for money is preserved.

5. Strategic Aims and Objectives
· To minimise rent lost due to empty properties 
· To support safe and sustainable neighbourhoods, whilst housing those in need
· To ensure lettings make best use of available housing
· Offer tenancies that are compatible with the purpose of our housing stock and meet all necessary legal requirements.
· To support tenants in keeping their tenancy
· To contribute to meeting the local authority’s strategic housing function by providing opportunities for people to access our homes through their Choice Based Lettings Scheme.
· To follow the Regulatory Framework for Social Housing in England. People First’s approach to allocations has been developed in line with the Tenancy Standard.
· To ensure we let our homes in a fair, transparent and efficient way. 
· To ensure that there is a clear application, decision-making and appeal processes.

6. Scope
This policy applies to anyone over the age of 18 who wishes to be housed by People First or is already housed and seeking to be transferred. Staff members are expected to follow the policy and procedures outlined here. The policy and procedures cover:
· Prioritisation of applicants
A minimum of 50% of our homes will be advertised through Manchester’s choice-based lettings scheme – Manchester Move and applicants will be prioritised for housing according to the rules set out in Manchester City Council’s Part VI Allocations Scheme, 2020. Details on exemptions are provided in Section 10 of the Policy.
· Eligibility for housing
The eligibility criteria are set out in Manchester City Council’s Allocations Scheme. An explanation of the eligibility issues is outlined in Section 11 of the Policy.
· Management of empty properties
The key actions to be followed by Officers to both minimise rent loss and ensure properties are let to a high standard are explained in a separate procedure document.

7. Definitions
· “SASSHA” is People First’s Housing Management IT system
· “CORE” (Continuous Recording of Lettings) is a database of social lettings managed by the Ministry of Housing, Communities and Local Government (MHCLG).
· “Applicant” means any individual who wishes to be housed by People First and completes an online application form to apply for housing.
· “Transfer applicant” means any People First tenant who wishes to move to another of our homes. 
· “Manchester Move” is the single point of access for social housing run by Manchester City Council and its social landlord partners. It is a common housing register managed through a choice-based lettings system. This system allows applicants looking for affordable housing to see and apply for vacant homes that are available. 
· “Manchester Housing Register” underpins the Manchester Move system. The register is the record of all applications made by people for social housing in Manchester.

8. Related policies and procedures
This policy should be read in conjunction with the following:
· Lettings Procedures
· Tenancy Fraud Policy
· Complaints, Compliments & Suggestions Policy
· Data Protection & Confidentiality Policy
· Equality & Diversity Policy
· Domestic Abuse Policy
· Income Collection Policy
· Recharges Policy
· Mutual Exchange Policy
· Gas Safety and Servicing Policy
· Electrical Safety Policy
· Repairs Policy
· Anti-Social Behaviour Policy

9. Responsibility
Board is responsible for:
· Authorising tenant evictions
Housing Services Manager is responsible for:
· Ensuring staff are aware of procedures and follow them
· Ensuring staff are adequately trained to perform their duties
· Monitoring lettings performance and ensuring targets are met
· Reporting lettings performance to Board
· Reporting information to the Equality & Diversity Review Group
· Helping to keep the Manchester Housing Register
· Consulting with the City Council and its partners
· Conducting satisfaction surveys with new tenants to review the service provided during first six months of their tenancy
Housing Officers are responsible for:
· Helping people who wish to apply for housing
· Case management of applications to join Manchester Move and the provision of advice and help once an application has been verified
· Helping to maintain the Manchester Housing Register and responding to requests for information
· Ensuring lettings targets are met and procedures are followed
· Advertising properties through Manchester Move
· Taking and checking references for new tenants
· Completing affordability checks when a property is under offer
· Viewing properties with prospective tenants
· Signing up new tenants and explaining their obligations under the tenancy
· Helping new tenants claim welfare benefits where necessary
· Administering prospective tenants as applicants in Sassha
· Informing Finance promptly of any tenancy changes
· Sending information on lettings to CORE
· Sending information on lettings to the local authority and/or its agents
· Helping tenants who require support in the first few months of their tenancy
Maintenance Officer is responsible for:
· Promptly conducting pre-void inspections and ordering repairs against the void property checklist
· Issuing Energy Performance Certificates
· Ensuring adequate gas safety and electrical checks are conducted 
· Ensuring properties achieve an acceptable re-let standard
Finance Officer is responsible for:
· Confirming applicants as tenants in SASSHA

10.  Prioritisation of applicants
10.1Choice Based Lettings
People First has a nominations agreement with Manchester City Council and is therefore committed to advertising a minimum of 50% of our homes through Manchester’s choice-based lettings scheme – Manchester Move. Applicants will be prioritised for housing according to the rules set out in Manchester City Council’s Part VI Allocations Scheme, 2020. The following exemptions apply:
· As a community-based, tenant-led landlord, we aim to ensure that 50% of the people we re-house have a local connection to Hulme. If we fall below this target, we will advertise properties exclusively to people who have lived, worked, volunteered or had family in Hulme for more than twelve months.
· We aim to free up our larger properties for families who need them. To help us do this, we will prioritise our own tenants who wish to transfer to a smaller property when these become available and will then advertise the transferred tenant’s home to the wider applicant base on Manchester Move.
· We aim to have 16 properties throughout the stock set aside for older people who require the support of assistive technology. We may advertise such properties on Manchester Move with age restrictions.
10.2 Direct Lets 
A maximum of 25% of our homes will be available as direct lets. This is to offer the local community in Hulme a better opportunity to get social housing in the area that they have strong links and where they are likely to have support networks or be part of a support network for a more vulnerable person.
We will allocate properties as a direct let with reference to the following: 
· We will follow eligibility criteria for Manchester City Council’s Allocations Scheme. See Section 11
· Applicants will have to complete an application form so that we can assess housing need. We will use the form that enables applicants to be registered on Manchester Move.
· A priority system will be in place to show housing need as urgent, priority or low. An applicant will be placed in one of these three groups in date order of their application.
· Applicants who can prove both a local connection to Hulme and who offer a positive contribution will be awarded an added 12 months’ time on the list.
· The local connection can be one of the following:
· Live in Hulme currently and has done for at least 3 years
· Previous connection to Hulme which amounts to 3 of the last 5 years
· Children attending one of the schools in Hulme (primary of high school)
· Work address in Hulme
· Critical worker status and employed within 2 miles of Hulme
· The positive contribution can be one of the following:
· Working household – at least one member of the household moving group is in employment for at least 16 hours a week, or is self-employed, and has been in employment for at least 9 of the last 12 months.
· Volunteering – at least one member of the household moving group has a formal volunteering role for at least 10 hours per month.
· Evidence of the connection and positive contribution will be needed should any offer of accommodation be made.

11. Eligibility for re-housing
The eligibility criteria are set out in Manchester City Council’s Allocations Scheme.
To be eligible to apply for rehousing through this allocations scheme, people must not be subject to ‘immigration control’ or prescribed by regulation as being ‘persons from abroad’.
To qualify to join the allocations scheme an applicant must:
· Have at least two years’ continuous residency in Manchester. This can be at more than one address.
· Not have financial savings or assets of £30,000 or more, or a gross household income of £60,000 or more.
· Not own a home anywhere in the world.
· Not be unsuitable to be a tenant due to their behaviour. Such behaviours are noted below in Section 11.1. 
Examples of Exemptions to the two years continuous residency requirements are applicants who are:
· or have previously been serving members of the armed forces
· Manchester City Council’s former relevant children under the terms of the Children (Leaving Care) Act 2000.
· survivors of Domestic Abuse.
· seeking a move to older people’s accommodation aged 55+.
· in receipt of a homelessness duty from Manchester City Council.
· ready to move on from Manchester City Council commissioned supported accommodation schemes.
· who are already tenants of Manchester Move partners are exempt from the two years’ continuous residency requirement.

11.1.  Re-housing Review List
Partners of the Manchester Housing Register keep a Re-housing Review List (RRL), which is a list of former tenants who have rent arrears and or recharges (housing debtors) and people who have committed anti-social behaviour (ASB). People included on the RRL may not qualify for rehousing under the City Council’s allocations scheme. Officers will check the RRL before re-housing any applicant and request and check references from an applicant’s former landlord. 
People First will not usually re-house applicants who:
· have a housing debt greater than £1,000.
· specifically owe People First more than £500 in rent arrears, court fees and/or rechargeable repairs combined*.
· owe People First any other debt unless they have kept to a suitable repayment plan. The level of debt, the willingness of the debtor to pay in the past and the length of time following a repayment plan should be considered when assessing whether a tenancy offer is suitable.
· have been convicted of a ‘serious offence’ that has not been spent and may pose a threat/risk to People First, our tenants or the community. 
· have been violent or abusive towards staff.
· have a court order against them for ASB.
· have been evicted by People First during the preceding six years.
· have been evicted by another landlord for neighbour nuisance during the preceding six years.
· are unable to sustain their tenancy due to un-met support needs and where the needs are such that they will be detrimental to the needs of other tenants. Where it is identified that an applicant may have support needs that are not being met by a support provider that will impact on their ability to manage a tenancy, a needs assessment should be undertaken to determine whether the individual is able to fully meet their responsibilities as a tenant.  
*Exceptions may be made for current tenants, who are in receipt of benefits, are maintaining a suitable repayment plan and wish to move to a significantly smaller property.
Any housing related debt from previous tenancies with People First must be repaid in full at tenancy sign-up. Where this is unaffordable, the debt will be written into the new tenancy agreement for repayment over an agreed period.

11.2 Affordability Checks
We will conduct affordability checks at the point of offer to ensure that applicants can afford the rent and other costs associated with the property. There is a points system (Appendix 1), based on an applicant’s circumstances. Where the affordability risk is seen as high (i.e. equal or greater than 5), a Housing Officer should conduct a more in-depth check of affordability and the decision to let should be referred to the Housing services Manager, who may – if warranted – withdraw the offer of housing. This will not be counted as a refusal of a reasonable offer by Manchester Move. The application will remain live on the Manchester Housing Register.

[bookmark: _Hlk215662647]	11.3 Right to rent
In order to follow legal requirements introduced by the Immigration Act 2014, the immigration status of applicants and their identification will be checked. We are required by law to ensure that everyone aged 18 or over in a household has the right to rent a home in the UK. We will verify this at the application stage. Find further guidance at https://www.gov.uk/prove-right-to-rent
People First is a member of the Manchester Move Partnership and as such, all applications from persons from abroad will be assessed by Manchester City Council who will make recommendations to us in relation to the eligibility for housing.

11.4 Appeals
People First recognises that all applicants should be assessed on an individual basis. We will endeavour to make fair decisions in the allocation of housing, based on an individual’s full personal circumstances.
Where an applicant is refused an offer of accommodation the reasons for the refusal will be explained to the applicant.
An applicant can request a review of any decision adversely affecting their application for rehousing (including a decision to refuse an offer of accommodation, or a decision relating to the banding of an applicant).
Applicants can request a review of a decision in accordance with People First’s Complaints Procedure.
The applicant may reapply for housing at any time but will not be reconsidered unless there is adequate proof that the reason for the refusal no longer applies.

11.5 Assessment of risk
People First is a member of the Manchester Move Partnership, and as part of this, applications from applicants declaring serious criminal offences will be assessed by the Serious Offenders Panel at Manchester City Council which will make a recommendation on rehousing. Where an offer is made, the applicant will have to follow any imposed conditions of tenancy, e.g. floating support and other tenancy clauses.
Examples of ‘serious offences’ include:
· Public order offences, nuisance, vandalism
· Dealing, supplying or cultivating controlled drugs
· Burglary, robbery, theft
· Violence
· Schedule 1 offences
· Offences relating to hate crimes

[bookmark: _Hlk215662764]11.6 Tenancy Fraud
Tenancy fraud is unlawful and in some cases is a criminal offence. In partnership with Manchester City Council, People First is committed to finding and dealing with tenancy fraud and may prosecute offenders under the Prevention of Social Housing Fraud Act 2013. This type of fraud prevents applicants in genuine need from accessing housing and could cause People First significant and potentially irretrievable monetary loss.
Tenancy fraud can occur in a variety of ways, and we will check every applicant to prevent this. We will conduct robust identity checks and Right to Rent checks before accepting an application.
People First’s approach to tenancy fraud is explained in a separate policy document.

	11.6.1 Applicants Consent and Declaration
When an applicant applies for social housing online via Manchester Move, they will have to acknowledge a consent and declaration statement on the application form to confirm that:
· The information they have provided is true and correct.
· They will update their application online detailing any change in circumstances that affects their housing situation.
· They understand that information may be shared with other relevant parties.
· They consent to the Registered Partner making enquires of any relevant persons to confirm that the information on the application form is correct.
· They consent to the release of any relevant information.
· The information may be used to help in the detection and prevention of fraud.

11.6.2 False Statements and Withholding Information
Applicants are expected to provide People First with correct information at the time of the initial application when processing changes to circumstances and at the offer stage.
Any persons who have knowingly or recklessly made a statement which is false or misleading, or knowingly withheld information that People First has reasonably requested them to provide in connection with their rehousing application, may have their application removed from the Manchester Move Rehousing System.
People First may seek possession of a property or take criminal proceedings if a tenant has induced us to grant a tenancy by knowingly or recklessly making a false statement when they applied for the accommodation.

	11.7 Information sharing, confidentiality and data protection
We are defined as a Data Controller under the General Data Protection Regulation and are registered with the Information Commissioner’s Office. Customers’ data will be managed following our Data Protection & Confidentiality Policy which is available upon request, and our Privacy Notice which is published on our website.
A CORE form will be completed for all lettings and uploaded onto the Government website.

12. Mutual Exchanges 
Tenants of People First or another Registered Provider may wish to consider a mutual exchange if they want rehousing, as demand for properties in Manchester is exceptionally high, resulting in lengthy waiting times.
House Exchange is the largest not for profit mutual exchange system working in the UK that helps introductions between housing association or council tenants who are looking to swap their home. This service is available without charge to our tenants. 
[bookmark: _Hlk215479816]People First’s approach to mutual exchanges is outlined in a separate policy document.

13. Transfers
People First will consider transfer requests from tenants who have been resident for a minimum of 1 year (or less than one year in exceptional circumstances as agreed by the Housing Services Manager). A transfer list will be kept by People First. Transfer applicants will only be accepted from tenants where;
· There are no damage or re-chargeable repairs to their current home.
· There are no rent arrears or other charges owing, or the applicant is in arrears but following an assessment of their financial situation it is concluded that a transfer will help to alleviate financial hardship.
· The applicant is not subject to ASB enforcement or legal action as a result of breaching the conditions of their tenancy.
· The applicant has had a property inspection, and the property meets a reasonable standard. The tenant will be made aware of the standard needed when registering to transfer.
Emergency and management transfers will be considered in the following circumstances: 
· When People First need to decant tenants in order to help major refurbishment works. These tenants will take priority for a move over all other applicants on our transfer list.
· Single people or couples living in large family sized accommodation who require a smaller property. Tenants who currently ‘under occupy’ a property by two bedrooms or more will be given higher priority than a tenant who is under occupying by one bedroom.
· Serious cases of ASB and harassment, where the ASB has been investigated and prolonged/targeted abuse and harassment is having a significant impact on the victim’s quality of life. A transfer is to be offered alongside multi-agency work to both investigate and prevent the occurrence of ASB in the clear interest of wider community safety.
· Older or disabled tenants living in accommodation where severe hardship is experienced through the unsuitability of the current property. 
· In cases of domestic abuse.
· Where there are urgent safeguarding and medical issues.
· Where there are emergency health and safety issues.
· Where tenants are adequately housed but facing financial hardship.
· To aid ‘chain moves’ where a household does not meet the ‘exceptional circumstances’ criteria but their transfer would help a chain move involving at least one 3 bed (or more) property.
· Tenants who need a property with major adaptations.
Applicants who do not meet the criteria detailed above can be registered on the transfer list. Applicants will be prioritised according to their date of registration. Therefore if 2 or more applicants with comparable priorities are matched to a vacant property, it will be offered to the earliest application date first.

14. Lettings procedures
People First’s lettings procedures are outlined in a separate document. The procedures should be read in conjunction with this policy and the Operations Manual for the Manchester Housing Register’s Part VI Allocations Scheme.
15. Monitoring
· Officers should record key dates in the void management spreadsheet.
· Officers should complete an allocation monitoring sheet for each re-let.
· Officers should ensure that the Manchester Housing Register is kept up to date, including offers made and sign-ups completed.
· The Housing Services Manager should check voids on a weekly basis, discussing cases that need attention with individual officers.
· The Housing Services Manager should report lettings information to the Equality and Diversity Review Group.
· The Housing Services Manager should report performance on re-let times quarterly to Board.

16.  Relevant guidance/legislation and supporting information 
This policy has been informed by our obligations under the following legislation and regulatory guidance.
· Landlord & Tenant Act 1985
· Data Protection Act 2018
· Housing Acts 2004, 1996, 1988 and 1985
· Homelessness Act 2002
· Localism Act 2011
· Equality Act 2010
· Manchester City Council’s Part VI Allocations Scheme, 2020
· Rehabilitation of Offenders Act 1974
· Children Act 2000
· Children Leaving Care Act 2002
· Welfare Reform Act 2012
· Immigration Act 2014
· Regulatory Framework for Social Housing in England, 2024
· The application of this Policy ensures compliance with the outcomes of the Regulatory Framework for Social Housing in England, responsibility of the Regulator for Social Housing (RSH), specifically the Tenancy Standard as outlined below:
· Registered providers must allocate and let their homes in a fair and transparent way that takes the needs of tenants and prospective tenants into account
· Registered providers must support tenants to keep their tenancy or licence. Where a registered provider ends a tenancy or licence, they must offer affected tenants’ advice and help
We will ensure that all provisions in regard to lettings meet all legal and regulatory standards, which may change from time to time.
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If significant changes are made to our approach to letting homes, we will consult with stakeholders and tenants in the formulation and review of this policy and associated procedures. 





Appendix 1
New Tenant Affordability Check 

1. What debts (if any) does the applicant owe to their former landlord?
under£100				0
£100-£499				1
£500-£999				2
over £1000				5

2. What is the applicant’s employment status?
Pension age				0
Working F/T			0	
Working P/T			1
Not working				2
Student P/T				2
Student F/T				3

3. Will the tenant be reliant on welfare benefits?
No HB/UC because working	0
Partial HB/UC			1
Full HB/UC				2
No HB/UC and no income	4

4. Will the tenant be under-occupying?
No					0
Yes – by one room			2
Yes – by two rooms	`	5

5. What is the total risk?	_
____________________________________
Officer’s Signature & Date

Where affordability risk factor is greater than five, a full affordability check should be done and the decision to let must be referred to a Senior Manager


____________________________________
Manager’s Decision, Signature & Date
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