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** to be completed after the document is agreed.   

 



 

 

 

 

 
 



 

 

 
 
 
 

 
 

 

 

 
 

There are a number of timescales that are highlighted in the policy and these are subject to 
change depending upon staff resources and the level of demand for the services.  Any changes to 
the timescales will be highlighted on the Council’s website and in future editions of this policy.   
 
There are a number of appendices attached to this policy and these are also subject to change.  
Appendix three covers the financial circumstances of applicants and this will be subject to an 
annual review.   

 
 
 

 

 
 
 
 

 



 

 

a “sensitive let” is required 

It is important that the Allocations Policy is clear and understood by applicants.  Information can be 
made available in a variety of formats and languages through the Council’s website.   

 

 



 

 

 

People who are already Brentwood Borough Council tenants or 
tenants of housing providers (normally Registered Providers and 
Housing Associations) who had been nominated to that tenancy 
by Brentwood Borough Council.   

www.homeoption.org

 
• www.homeoption.org  
 
 

http://www.homeoption.org/
http://www.homeoption.org/


 

 

 
 
 
 
 
 



 

 

 
 
 
 

• Be eligible to register on the Council’s Housing Register.  
 

 
 
 
 
 

www.HomeSwapper.org 

 
 
 

 

 

http://www.homeswapper.org/


 

 

 

  

 

 

 

 

 

 

 

We will need to know whether you have any physical, learning, 
mental health problems or any other medical factor.  If so, we will 
consider whether they may affect your ability to maintain a tenancy 
or if you would be able to maintain a tenancy with provision of 
appropriate care and support. 
 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

  

 

 Any applicant and their household that in the Council’s opinion 
does not have sufficient funds to meet their own housing needs in 
the private rented sector or through home ownership (including 
shared ownership).   
 
Included as Appendix Three to this policy is the financial criteria 
used by the Council to determine whether or not someone can join 
the HomeSeeker register.   
 
The criteria will also be used to determine if following a change in 
a household’s financial circumstances if they can remain on the 
HomeSeeker register or be offered a property through the 
HomeSeeker register or the transfer register.   
 
The financial criteria in Appendix Three will be reviewed on an 
annual basis.   

 

 

 

 Any compensation payments or lump sums received for an injury or 
disability sustained on active service by members of the British Armed 
Forces will be excluded.   

 

 

 



 

 

 

 

 
 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 



 

 

  

  

  

 

 

 

 

 

 
• Evidence which would be presented in court action for possession had a tenancy not ended 

by other means. 
 
 

 
 

The Council
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If you require significant support to live independently and you are moving from a supported 
housing scheme or from a scheme registered with the Care Quality Commission (CQC) the 
Council will request a medical assessment to demonstrate that independent living can be 
achieved.   

 

 

 

 

 

 

 

 



 

 

 

 
 
◦ The property not above first floor (if this is not lift assisted). 
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deliberately contrived their living arrangements and made their 
circumstances worse to achieve more points and a higher priority for housing.

Affordability 



 

 

Awarding Discretionary Priority  
 
Where the defining features of an application (e.g. need for a specifically adapted property) are 
considered to be so exceptionally severe as to warrant immediate rehousing, the Council reserves 
the right to make a direct offer outside of the framework of the Allocation Policy.   
 

The Council may conclude that applicants who hold a criminal record (as set out above) may be 
deemed ineligible or be suspended from the register.  The Council will have regard for the 
seriousness of the offences and their materiality as to the possible conduct of the tenancy granted.  
In addition, the Council may choose to limit the areas or types of accommodation that an applicant 
may express an interest in.  
 

Anti-social Behaviour (ASB) 
 
This section covers applicants who have been guilty of antisocial behaviour, domestic abuse, hate 
crime or who have been violent or aggressive to the Council’s staff or staff of a Registered 
Provider. 
 
Where an applicant, joint applicant or a member of the applicant’s household has been subject to a 
formal sanction by a landlord or other body due to antisocial behaviour.  This can include Notices, 
ASBOs, ASBNs, ABCs, convictions, injunctions and warning letters.  This list is not exhaustive.   
 
Disqualification will be for an initial period of two years from the time of the action taken against the 
household for ASB.  The applicant may reapply after the disqualification period, and will be 
required to provide evidence of improvement in the behaviour (e.g. successful maintenance of a 
tenancy). 
 
The following categories of people will also be regarded as guilty of antisocial behaviour. 



 

 

 
• Perpetrators of domestic abuse – evidence will be sought from the Police and/or other supporting 

agencies. 
• Perpetrators of Hate Crime – evidence will be sought from the Police. 
• Applicants or members of their household having a gang affiliation - evidence will be sought from 

the Police.   
• Applicants, or joint applicants, who have behaved in a violent or aggressive manner to 

employees of the local authority or its agents and Registered Providers. 

Re-housing of dangerous offenders will be carried out in full consultation with the other relevant 
agencies to minimise the risk to the public and to influence the successful long-term resettlement 
of the offender, thereby also minimising the risk of re-offending.   
 
Where appropriate the Council may seek accommodation out of the Borough to assist in achieving 
suitable accommodation.   

 

 

 
 

 

 

 

 



 

 

 

Your application will be cancelled if: 
 
• You request it. 
• You become ineligible for housing. 
• You do not return a review application form within the required timescale. 
• Where you move home and do not provide a contact address for the Council’s housing 

department to contact you.    
• When you have been housed by another registered provider. 
• If you are a tenant and you have completed a mutual exchange. 
• If you have provided fraudulent or misleading information.   

 



 

 

 

 
 

 

 

 

Housing applicants have the right to request from the Council any information regarding the facts 
of their case which is likely to be, or has been taken into account in considering whether to allocate 
accommodation to them.  
 

Homeless applicants 
 



 

 

The council has a statutory duty under Part 7 of the Housing Act 1996, as amended by the 
Homelessness Act 2002 and the Homelessness Reduction Act 2017, to secure housing for those 
who fall within the criteria as described in the legislation and are homeless or threatened with 
homelessness within 56 calendar days. 
 
The council has adopted a homelessness prevention approach to all enquiries relating to 
homelessness and in every case will seek to prevent the applicant from becoming homeless by 
using a variety of interventions. 
 
Such interventions may include negotiating with landlords to extend a private rented sector 
tenancy, assisting with securing a private rented sector tenancy with the help of a tenancy deposit 
guarantee, or mediation with family or friends to allow an applicant to remain in their present home 
 
In exceptional cases, where a full housing needs appraisal establishes that the council would 
otherwise owe the full homelessness duty to assist under section 193 of the Housing Act 1996 as 
amended by the Homelessness Act 2002, we are able to negotiate to enable an applicant to 
remain in their present home on a short term basis only. 
 
This may be an offer of accommodation secured by one of the following: 
 
• The council securing suitable accommodation with a private sector landlord. 
• The applicant bidding under choice based lettings. 
• The council bidding on behalf of the applicant. 
• The council making a direct allocation of suitable accommodation. 
 
Discharge of duty under section 193 of the Housing Act 1996 as amended. 
 
In cases where homelessness prevention interventions are unsuccessful, the Council may refer 
the case to the homelessness team for an assessment under homelessness legislation. Where a 
full duty under section 193 of the Housing Act 1996, as amended by the Homelessness Act 2002 is 
triggered, the applicant will be given temporary accommodation, which may be accommodation in 
the private rented sector or in the council’s own housing stock. While we will try to offer 
accommodation in our own area, this may not always be possible and in some circumstances an 
offer of temporary accommodation will need to be made out of area. Offers of temporary 
accommodation will be made according to the availability of such accommodation.  No choice of 
temporary accommodation will be given. 
 
This may be an offer of accommodation secured by one of the following: 
 
• The council securing suitable accommodation with a private sector landlord in accordance with 

the Council’s Discharge of Homelessness Duty into the Private Sector.   
• The applicant bidding under choice based lettings. 
• The council bidding on behalf of the applicant. 
• The council making a direct allocation of suitable accommodation. 
 
Refusal of an offer to homeless or homelessness prevention applicants - whatever option results in 
an offer of suitable alternative accommodation, this will be considered a final offer of 
accommodation and only one such offer will be made. 
 
Where this offer is made in discharge of a section 193 duty and is refused, if the applicant is 
occupying temporary accommodation they will be required to vacate this accommodation and 
make their own arrangements for their future housing.  Applicants may request a review of a 
decision. 
 
Applicants being considered under homelessness prevention measures will also be required to 
make their own arrangements for their future housing. 
 



 

 

The Council considers that this approach is consistent with the Council’s homelessness prevention 
agenda and also supports the commitment to ensure that applications from homeless households 
do not dominate allocations to the detriment of other applicants who also have a reasonable 
preference for an allocation of housing. 
 
Review of decisions on final offers of accommodation under section 193 - under the terms of the 
Housing Act 1996 section 193 (2) Part VII as amended by the Homelessness Act 2002, an 
applicant has the right to a review of the suitability of a final offer of housing in discharge of the 
final duty owed under this legislation.  
 
Reviews must be requested in writing within 21 calendar days of the date the applicant was 
notified of the decision. An applicant may accept a final offer of accommodation and at the same 
time request a review on its suitability and applicants will be encouraged to take up this option to 
ensure that if they lose their appeal they will still have accommodation available to them. 
 
Victims of domestic abuse 
 
Applicants who have fled the Brentwood Borough due to domestic abuse may retain a local 

connection if they wish to return within 12 months of fleeing the area.  Supporting 
information will be sought from the police to confirm that returning to the borough is a 
safe area.   

 
Applicants applying to join the Housing Register from outside of the district in order to flee 
violence, threats of violence and domestic abuse are required to seek assistance from this council 
via a Homelessness application, under the Homelessness Reduction Act 2017.  
 

 

 



 

 

 
 
Priority for people giving up a disabled adapted property 
 
Disabled adapted properties are in short supply.  Tenants occupying but who no longer need 
(either for themselves or a member of their household) accommodation with adaptations that 
would meet a particular demand for another household, will be prioritised to enable them to vacate 
the adapted property.   
 
Awarding priority to people who have succeeded to a larger property than they require 
 
Under Part 6 of the Housing Act 1985 the Council can require a Statutory successor in these 
circumstances to move to another more suitable property.  To facilitate such a move the successor 
must apply to transfer through the Housing Register.  They will be awarded additional points and 
the applicant may bid for up to 12 months. 
 
If an applicant has been granted a tenancy under the Council’s  ‘Local Policy’ but is under-
occupying the property then they will be made one direct offer of alternative accommodation in 
accordance with their assessed bedroom need. 
 
If no bids have been made after six months or a property has been refused then  a Notice of 
Seeking Possession (NOSP) or Notice to Quit (NTQ) will be issues and legal action taken as 
necessary before twelve months from the death of the tenant has elapsed.   
 



 

 

Local Lettings Plans  
 
Local Lettings Plans (LLPs) are agreed local plans for the allocation and letting of homes within an 
agreed community or location or across a type of property.  The LLP sets out how properties will 
be allocated in exceptional circumstances to meet area specific needs.   
 
Section 167(E) of the Housing Act 1996 enables local authorities to allocate particular 
accommodation to people of a description, whether or not they fall within the “reasonable 
preference” categories, provided that overall the authority is able to demonstrate compliance with 
Section 167 of the Act.  This is the statutory basis for LLPs.   
 
LLPs may be used under this Allocations Policy to achieve wider objectives for the Borough and to 
make best use of the stock, including (but not limited to): 
 
• To support the regeneration of the Council’s stock, such as the use of property guardians and to 

guarantee residents impacted by regeneration are provided with alternative accommodation.  
• Create mixed and sustainable communities. 
• To manage the composition of households on new estates.   
• Attract key workers to the borough. 
• Provide accommodation to members of the British Armed Forces. 
• Ensure properties that suited to people with adaptation needs are prioritised. 
• Consider child density within communities.   
 
The Council will also work with Registered providers to develop LLPs for new developments and 
disadvantaged areas.   
 
Where LLPs exist these will be made clear on the adverts used in the Choice Based lettings 
scheme.   
 
Offers to Council Employees, Councillors or their Relatives  
 
Where an offer is being made to a Council employee, Councillor or one of their relatives for friends, 
the relevant Strategic Director/Director must authorise the offer before it is made.   
 
Reciprocal Arrangements with other Landlords  
 
From time to time other local authorities may request in exceptional circumstances, assistance with 
accommodation for a particular applicant whose needs cannot be met in their borough.  Such 
requests will be considered based on an assessment of priority and the suitable vacancies 
available.   



 

 

 

or you cannot view 
the property within 2 working days

Joint tenancies will normally be offered to couples where marriage, civil partnership or a committed 
partnership is shown. A committed partnership will be shown by a long-term commitment to the 
home, for at least twelve months. The Council will need to be assured of the likely continuance of a 
partnership, and that there will be no adverse legal implications from a joint tenancy for good use 
of the housing stock and the ability to provide housing need.  
 
For accepted homeless households a sole tenancy will be offered to the person in priority need 
only.  After 12 months the tenant can apply to amend this to a joint tenancy.   
 

 
 
 
 

 
 
 

 
 

The Local Lettings Policy will be agreed between 
Brentwood Borough Council and the Registered Provider whose property is being 
advertised. 

 



 

 

 

 

 
 
 

 

of more than 3 months gross rent 

 housing benefit 
 
 
 

 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 Where a household has been accepted for a 
succession (i.e. they are a family member) and they are 
under-occupying their property or have no need for an 
adapted property the Council will make one direct offer 
of accommodation.   
 
Where a household has succeeded to a tenancy (i.e. 
they are a civil partner) and they wish to move to 
smaller accommodation or non-adapted 
accommodation the Council will make up to two direct 
offers of accommodation.   

 
 

 

 

 

 



 

 

 
 
 
 

 

 

 
 

 

 

 

 
 
 

 
 

 
 

• Statutory Succession of tenancy or Local Policy tenancies. 

Right to Review 
 
This section sets out the procedure for reviewing the following decisions: 
 
• Not to put someone on the Housing or Transfer Register (or exclude them from bidding) who has 

applied to be put on it or to remove someone from the Housing Register other than at his or her 
request. 

• That an applicant is ineligible for an offer. 
• Other decisions relating to this Policy, including awarding points and priority dates. 
 
Applicants may request a review of the decision to exclude their application at any time during the 
exclusion period. If the original decision to exclude the application is upheld, the suspension will 
continue for the remaining period. If the exclusion is overturned the application will be re-activated 
immediately. 



 

 

 
Procedure for carrying out the review 
 
A request for a review must be made within 28 calendar days from the day on which the applicant 
is notified of the Council’s decision and the reasons for it. The Council has discretion to extend the 
time limit if it considers this would be reasonable. 
 
An officer senior to the officer making the original decision (and who was not involved in making 
the original decision) will carry out these reviews. 
 
The officer carrying out the review will complete an investigation, taking careful note of the relevant 
legislative requirements, Statutory Instruments and the prevailing Code of Guidance. If not already 
received, they will invite the applicant to make written representations or, if the applicant is unable 
to do this or would be disadvantaged by this method, the reviewing officer may hear oral 
representation. In some cases both written and oral representations may be allowed and the 
applicant may appoint someone to act on their behalf in making them. 
 
In reviewing a decision on ineligibility for an offer, the reviewing officer will determine (where 
appropriate) whether the applicant has remedied the reason for the ineligibility being imposed.  
 
Where an applicant is excluded because they have sufficient financial resources to meet their own 
housing needs, they would need to prove a change in their financial circumstances that removed 
the reason for their exclusion.  
 
Where the applicant is excluded due to a breach of their tenancy, they would need to demonstrate, 
for example, that they have modified their behaviour e.g. by paying off rent arrears, remedying 
damage or allowing repairs to be carried out. If legal action has been withdrawn or a Court Order 
has been given in favour of the tenant, then the local authority will carry out a review. 
 
If the reviewing officer finds that the officer who took the decision did not take relevant information 
into account they will refer the file back to that officer for re-consideration of their original decision 
as part of the review process. 
 
The reviewing officer will notify the applicant of their decision within 8 weeks of the request for a 
review (although this time limit may be extended by agreement with the applicant). Where a review 
is requested the applicant has the right to be informed of the review decision along with the 
grounds. 
 
Decision which the Reviewing Officer can make 
 
The outcome of the review could be one of the following: 
 
• Original Decision Upheld: the letter will give the reasons supporting the review decision.  
• There is no right to request a review of the decision reached on this review.  
 
In cases of exclusion from the Register or of ineligibility for an offer, the applicant will be advised 
(as appropriate): 
 
• A fresh application will be considered if the applicant was ineligible due to being subject to 

immigration control and the applicant’s immigration status has changed. 
• Applicants/ex-applicants who have been excluded from the Housing Register on grounds of 

serious anti-social behaviour must demonstrate good behaviour for the period of their exclusion 
(i.e. 2 years) before a fresh application will be considered. 

• Applicants or any member of their household who knowingly gave false/misleading information or 
withheld information will not have a fresh application considered for 5 years. 

• Applicants who have assaulted a member of staff must demonstrate good behaviour for 5 years 
before a fresh application will be considered. 



 

 

• When the applicant has paid off rent arrears, remedied damage, legal action has been withdrawn 
or they can prove that a local connection has been established they can apply to have the 
ineligibility for an offer removed from their file. 

 
Original Decision Quashed: the letter will explain what action the Council will take as a result and 
their reasons for doing so and the application will be reactivated immediately. 
 
Applicant provides the Reviewing Officer with New Information (i.e. information not known to the 
officer who took the original decision): the review will end and the file will be returned to the 
Registration Officer for fresh enquiries to be made and a fresh decision to be issued. In such cases 
applicants will be advised of their right to request a review of the new decision. 
 
Where an applicant has been excluded at the discretion of the senior manager or relevant panel 
(e.g. MAPPA, supported housing panel) the applicant would need to appeal against the 
recommendation. 
 
An applicant has the right to request: 
 
• Such information to enable him/her to assess how the application is likely to be treated.  
• Whether housing appropriate for their needs is likely to be available and how long it is likely to be 

before an offer is made. 
• A local authority to inform them of the facts of the case that are likely to be taken into account 

when considering whether to allocate accommodation to the applicant. 
• Notification in writing of a decision that they fall within a lower preference category on grounds of 

behaviour and the reasons for it. 
• A review of the decision to give lower preference on the grounds of behaviour, of the facts 

considered and of any decision to exclude them from the Policy. 
 
Where an applicant has not been considered suitable for independent living an assessment of their 
medical needs may be referred to the Council’s Medical Adviser. 
 
Complaints 
 
The Council has a formal complaints procedure.  Applicants can use the complaints procedure if 
they believe that: 
 
• Something has been done badly or wrong in the service delivery. 
• Something has not been done that should have been done. 
• The service has not been delivered in accordance with the policy. 
• If they have been treated in an impolite or discourteous manner 
 
All complaints will be investigated and the applicant will receive a written response within the 
timescale set out in the complaints policy. 
 
Full details of the Council’s complaints process can be found on the Brentwood Borough Council 
website. 
 



 

 

 

 

 



 

 

 
 
 

Any household that has committed fraud will be suspended from the registers operated by the 
Council for 5 years.   
 

 
 

 
 
 

 

Debts Owed to the Council 
 
Applicants with any outstanding housing debt or debt to the Council will be suspended from the 
Housing and Transfer Registers.   
 
The exception for housing debts is where there is a proven issue of affordability in their current 
accommodation or there is an identified Category 1 hazard in the accommodation they reside. 
 



 

 

We may also take into account, in accordance with S166A(5) of the Housing Act 1996 (as amended), 
current or former tenancy arrears due to non-payment of rent, charges for use and occupation or 
due to damage to the property owed to this Council, another Council, social or private landlord, and 
claims made against a Rent Deposit Bond provided by the Council. 
 
In these circumstances the application will be registered but may be suspended until the debt is 
reduced to a reasonable level. A reasonable level is generally considered to be £400 or less, or no 
more than four weeks rent arrears or the applicant can provide a repayment plan agreed with the 
applicant’s landlord and can evidence payment against the plan for the last 6 months, at the time of 
being verified for a property. 
 
If the application is already registered but falls into arrears which exceed £400 or four weeks rent, 
the application may be suspended until the situation is remedied. 
 
Each case will be considered on its own merits. 
 
Where applicants have lost their accommodation through non-payment of rent and have been found 
intentionally homeless they will be excluded from the Housing Register for a period of 2 years (unless 
there are exceptional circumstances).   
 
Where an application is suspended for the above reasons the applicant will be notified in writing of 
the decision and the grounds for it (S166A(5)). 
 
If Court action is being taken to get an Outright Possession Order or a Bailiff’s Warrant for eviction, 
no offers of housing will be made without the agreement of the Housing Services Manager. 
 

Registered Providers (i.e. housing associations) participating in the choice-based lettings scheme 
may have policies which prevent them offering a tenancy to an applicant who has former tenant 
arrears with another local authority or other Registered Providers. 
 

 

 

 
 

 



 

 

Moving into a council property 
 
When you are offered a property, you will be asked to move into the property on the agreed date.  
You will be asked to make the appropriate arrangements to move in and to end the arrangements 
for existing accommodation.   
 
If you are in receipt of benefits you will need to check on whether or not your housing costs will be 
affected and in particular if you are intending to claim housing costs for two properties at the same 
time. 
 
If you are existing Council tenant completing a transfer you will be expected to end your existing 
tenancy as agreed with the Council.  There may be exceptional circumstances that mean that you 
will have access to two properties for a period of time, however these situations will be in the minority 
and tenants of the Council will be expected to hand in their existing home as soon as possible.   
 
If the home seeker or transfer applicant does not move into their new property within the agreed 
timescale, the Council may withdraw the offer of accommodation for the new property.   
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Appendix Three  
Financial Circumstances  
 
The following financial criteria will be used to establish whether or not a household can join the 
housing register or offered a property if their circumstances have changed since joining the housing 
register or transfer register. 
 
If an applicant has income and/or capital, which would enable them to purchase a suitable property 
(including low cost home ownership) or afford private rented housing in the Borough they will not 
qualify for entry onto the Homeseekers Register.  
 
In order to determine this the Council will undertake a financial assessment, which may include the 
following and is not an exhaustive list: 
 
•  The total income of the applicant/partner. 
•  Any capital, assets or savings available to the applicant/partner. 
•  Average property prices in the Council area for the type of accommodation needed by the   

household. 
•  The ability of the applicant/partner to service the required mortgage or rent payments based 

on a realistic assessment of their financial position and commitments. 
 
Single person households who earn £30,000, and non-single person households with incomes over 
£50,000 a year, or applicants who have assets or savings over £16,000 or more will not normally be 
allowed access to the Homeseekers Register. Such applicants will be given advice on the various 
low-cost home ownership schemes open to them. 
 
Under-occupying Council tenants shall not be subject to the above income thresholds.  
 
Applicants for sheltered housing shall not be subject to the above income thresholds and are 
expected not to have an income greater than £30,000 for an individual or £50,000 for a couple, or 
more than £150,000 savings or capital.   

The income and savings thresholds outlined above will be reviewed annually by the Council and the 
details of any updates will be published on the Council’s website. 
 

 


