                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                   
SELHP
‘Just Right’ Homes Out of London
 Underoccupation Scheme Procedure
The ‘Homes Out of London’ underoccupation scheme is a tailor made service designed specifically for social rented under occupying tenants who have bedrooms they no longer need and who want to move outside the South East sub-region of Bexley, Bromley, Greenwich, Lewisham & Southwark.

A dedicated Underoccupation Officer will have knowledge of a ‘caseload’ of tenants who wish to move to smaller properties.  They will act as an intermediary between the new landlord Town & Country HA and the underoccupying tenant ensuring suitable properties are identified or purchased.  The Officer will assist customers in moving into smaller accommodation offering advice and support throughout the move.

In addition, the scheme can offer financial assistance for removals and the reconnection of white goods, a nominal cash incentive (£200 per bedroom released paid via Perfect Fit or by the tenants landlord if they have an underoccupation scheme in place paying incentives) to move and negotiable ‘extra void’ works, i.e. internal decorations.

Who is eligible
· A social landlord tenant living in the SE sub-region who is giving up 1 or more bedrooms and who is relinquishing a home that has 3 or more bedrooms.
· Clear rent account (or not exceeding agreed financial incentive to move), subject to approval by the outgoing landlord.
RSLs involvement

· RSLs & LAs to assist in identifying underoccupying tenants, e.g. by promoting the scheme and forwarding details of tenants who have already expressed interest in such a scheme to the Underoccupation Officer.

· Each RSL & LA landlord will have a point of contact, responsible for providing information on underoccupiers i.e. warnings, rent accounts, current property details etc.  

Policy

· Ideally all underoccupying cases will be home visited by the Underoccupation Officer and who will then complete an assessment of their home and their rehousing requirements.  The visit will include discussion of realistic options for moving and the implications of moving to a coastal town

· Underoccupation Officer to request (from outgoing landlord) tenancy reference i.e. rent / ASB / medical etc.
· If household eligible for scheme, Underoccupation Officer to assist household in completing Town & County nomination form
· Underoccupation common register/database maintained by designated Officer detailing specific requirements, social and property type for household

· Priority will be awarded as such:-


	Priority
	

	1
	Size of property released – i.e. a greater number of bedrooms will attract a higher level of priority

	2
	Type of property released in the following order
    - houses
    - ground floor flats/maisonettes
    - 1st floor flats/maisonettes
    - 2nd floor and above flats/maisonettes

	3
	Housing Need as recorded on the boroughs housing register, e.g. medical recommendation, carer or support etc.

	4
	Length of time on boroughs housing register




Offers
· Officer to liaise with Town & Country to ensure suitable properties are identified for eligible households

· Property offered to identified household (‘Just Right’ officer to ensure that Town & Country nomination form is completed, dated and signed 

· If household rejects property:-
1st -  offer to another household on underoccupation database according to 
        priority (above)
2nd - advertise via SE sub-region CBL newsletters - adverts must stipulate that 
        preference will be given to underoccupying social tenants
3rd -  offer to Shepway LA – ideally for an underoccupying household (and 
         property they release offer to an overcrowded household) ?

· The “First Re-let” is used by the landlord (LA or RSL) that owns the larger property vacated by the underoccupier to offer to a severely overcrowded household (by 2 bedrooms) from its own stock.

The subsequent void (the “Second Re-let”) i.e. the property vacated by the overcrowded household, whether a LA or RSL property offer to the host borough to nominate to. 

“First Re-let” - if the RSL/LA does not have a suitable severely overcrowded households (lacking 2 bedrooms) the property should be offered to another LA/RSL in order for them to nominate an overcrowded household lacking 2 bedrooms and the
“Second Re-let” then offered back to the original host LA for them to offer to nominate to


· Monitoring will be undertaken throughout the process via a ‘tracking list’, liaising with landlords and clients

· Properties allocated should meet under occupying client’s needs i.e. medical - as assessed by their own landlord

· Underoccupying tenants moving through the scheme will be able to underoccupy their new home by 1 bedroom

· Underoccupation Officer will maintain regular contact with the tenant prior to ‘offer’ to ensure they are still interested 

· Designated Underoccupation Officer to assist in accompanied viewings, sign-ups and negotiating any additional void works if necessary

· Designated Underoccupation officer to stipulate the importance of tenants completing and returning Vacation/Termination Notices and Housing Benefit/Council Tax forms, and to assist accordingly

· Designated officer to assist and provide guidance regarding removals & connections)
Process
Underoccupiers

1) Following advert u/occ household applies (via reply slip or phone call).  If they ‘seem’ to meet the criteria then.

2) Send a letter with consent slip and information sheets – within 3 working days.

3) Tenant returns completed consent slip to Hazel (Perfect Fit).

4) Hazel will contact tenant’s landlord for checks within 3 working days of receiving consent slip.

5) Boroughs will complete checks and return to Perfect Fit within 3 working days.

6) Once borough checks are completed Hazel will contact households within 3 working days to make appt to home visit within 5 working days (dependant on household) to:-
- verify details
- assess suitability for scheme
- discuss realistic housing
- discuss support and financial assistance
- if eligible Hazel will help them complete a Shepway District Council Housing  
   application form)

7) If eligible and suitable Perfect Fit will add u/occ households to verified Just Right database and place in order of priority and send completed housing application form to SDC.


Purchased properties

1) T&C will source suitable properties (i.e. 2 bed bungalows, houses) and inform SELHP (and SDC & Perfect Fit).

2) T&C to send Authorisation Checklist to SELHP to complete - seeking approval within 5 working days.

3) Once sale is agreed T&C will inform SELHP and Perfect Fit.

4) T&C will let SELHP, Perfect Fit & SDC know as soon as possible the expected completion date. 

5) T&C will give Perfect Fit 6 weeks to nominate an u/occ household – ideally 4 weeks before expected letting plus 2 weeks after. 

6) Perfect Fit will match/nominate an u/occ household - initially from the database but it is expected that in the long term nominations will come via CBL to ensure transparency.

7)  If no nomination is forthcoming from Perfect Fit then the property is to be offered to the host borough to offer to an overcrowded household.

Priority

1) u/occ households giving up 5 bed properties, then 4 beds, then 3 bed properties.

2) priority will be given to households in houses first within that bed size i.e. 5 bed houses, then flats and maisonettes, then 4 bed houses, then flats and maisonettes etc.

3) medical conditions are taken into consideration (once verified).

4) If necessary and there is a ‘tie’ situation, priority will be awarded to who has been on the local housing register the longest.

Assistance

1) Hazel to assist u/occ clients with reasonable cost of removals (3 estimates) and white good connections plus PO redirection (3 months) and phone reconnection.  Reconnection of showers considered if there is a medical need.  Assistance with the disposal of up to 6 large items of furniture via LA Refuse & Collection Service – NOT FRIDGES & FREEZERS.

2) Hazel to provide assistance regarding disconnection & reconnection of utilities

3) Hazel to assist with ending tenancy (vacation/termination notice) and new HB claim where necessary.

4) U/occ households will be offered £200 per bedroom released – subject to rent arrears (paid by Just Right scheme unless LA or RSL landlord has their own incentive payments).  To be paid once u/occ tenant has moved.


Landlord (boroughs/RSLs)

1) Landlord to do required checks as outlined above.

2) Landlords NOT to enforce the 4 week notice period (as with Perfect Fit’s working arrangement).  Tenants will be encouraged by Perfect Fit to submit a vacation/termination notice as soon as possible (and withdraw if necessary).

3) Landlords to ensure that the void created by the underoccupier is ring fenced and offered to an overcrowded household and to inform Hazel who will keep a Just Right ‘tracking list’.  (It would also be interesting to track who is offered the overcrowded households void property).

Removals / Connections & Incentives

· £200 per bedroom released payment – subject to rent arrears (paid by scheme unless LA or RSL have their own incentive payments)
· Removals – 3 reasonable estimates should be obtained – tenants must complete their own packing (negotiable for severe vulnerable cases)
· Cookers, washing machines and dishwashers - reasonable disconnection and reconnection charges
· Telephone – reconnection of line

· Postal redirection – for up to 3 months

· Showers – reasonable cost for reconnection of showers (may only be considered if there is a medical need)
· Disposal of furniture – reimbursement of disposal charge of up to 6 large items of furniture via the local boroughs Refuse & Collection Service – (please note  fridges and freezers cannot be disposed of in the same way as furniture)

Most reputable companies are willing to send their invoices directly to organisations; in turn the Scheme will pay the companies direct.

Paperwork

· Useful information pack listing: -
Removal Companies
Gas Safe Registered Contractors – need to identify companies local to Shepway
Electricians – need to identify companies local to Shepway
BT
Gas & Electricity Providers 
Thames Water
Veolia Water Southeast Ltd (formerly Folkestone & Dover)
Local Authorities 

· Standard: -
Home Visit Letters
Visit Assessment Forms
Referral forms i.e. Medical / OT
Negotiated ‘extra void works’ agreement 


· Common under occupying register
Record of properties offered and used by the scheme and of successful lettings (‘tracking list’).


· Vacation/Termination Notices

· RSL/LA contact list

Nina Morris. SE London Overcrowding  Co-ordinator.

SELHP
160 Tooley Street
SE1 2TZ
nina.morris@southwark.gov.uk 
020 7525 0382 
15th March 2010 

