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Allocations Procedure 

1. Decision Making  

The Property and Housing Service Manager has overall responsibility for 

ensuring that lettings are made according to Ekaya’s policy and procedure.  

2. Applications for Housing  

The Customer Services Officer is responsible for maintaining the applicant and 

lettings databases and records details of any new applications from referral 

agencies. Where required, applications received must be accompanied by a 

completed medical form filled out by the applicant’s GP or other medical 

professional. All application forms must be date stamped, filed and recorded on 

SDM.  

Housing Officers in conjunction with the Customer Services Officer are 

responsible for requesting referrals for any vacant property from the local 

authority. 

3. Transfer application procedure  

Tenants who wish to transfer need to complete a transfer application form. Once 

assessed the original form must be kept on the central transfer file following 

inputting of data onto SDM transfer and allocations module.  

A home visit may need to be arranged by the Housing Officer to assess existing 

housing circumstances/inspect the condition of the property. If any damage exists 

we must advise the tenant that we usually will not approve the transfer request 

until it is made good.  

Applicants who do not attend interviews, or do not return medical forms will be 

given seven days to contact the Association. If they fail to do so the case will be 

closed and the application will remove their name from the waiting list. However, 

officers must take into account any literacy or language issues and ensure that if 

identified as a possible reason for the above, appropriate support is made 

available.  

 

If appropriate a medical form is issued and should be completed by the 

applicant’s GP or other medical professional. At this stage the applicants should 
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be asked for letters or reports from social services, doctors, etc. which will help 

assess the needs of the tenant or their family.  

When the application has been assessed, the tenant is written to with details of 

their point and priority.  

4. Local authority nominations  

If a vacancy arises and the local authority is entitled to make a nomination, the 

housing department should be contacted for a suitable nomination as soon as we 

are aware that the property will become void.  

The local authority will either select a suitable nomination/s or advertise it on their 

Choice-Based lettings scheme. The nominee/s will be contacted and an office 

interview arranged and an application form completed. If the applicant is 

accepted, an accompanied viewing will be arranged.  

The viewing should be arrange for multiple viewing  at one time and usually the 

local authority will “rank” the nominations in order and Ekaya must abide by this. 

At the viewing, the officer must explain how the process works, details of the rent 

and service charge and any other property information.  

If the nominee refuses the offer, they must provide reasons to the local authority. 

In some cases local authority nominees will be entitled to one offer only. 

However, they may have the right to appeal if they feel the offer is inappropriate. 

Ekaya Housing Association reserves the right to reject local authority nominees 

that are found to be unsuitable. The applicant will be given 24 hours to decide 

whether they will accept the offer. If they refuse a further nomination will be 

requested immediately.  

Most nomination agreements will clearly state the circumstances where an 

Association can turn down a nomination and will set out clearly defined 

timescales for all the processes.  

Ekaya will try to ensure that there is also a provision enabling the association to 

let a property to a tenant on our transfer waiting lists if the authority fails to 

successfully nominate within the timescale or after a specific number of attempts. 

In such situations we reserve the right to make a direct offer from those lists to 

the highest priority case rather than advertise to speed up the lettings process. 

Officers should check the relevant nominations agreement for each local 

authority.  

 

5. Sign-up procedure  

Before a top priority applicant can be signed up, officers must ensure that a 

viewing has been completed and assessment interview has taken place to 
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ensure the applicant is suitable. Once this process has been followed a “signing 

up” appointment should be arranged at the next available date.  

The applicant should be asked to bring along identification, a passport photo and 

all personal documents relating to benefits, income and also details of any 

support network e.g. Doctors and social workers.  

The tenancy date should preferably be the following Monday, however, it may be 

necessary to allow up to one week if there are acceptable reasons why the tenant 

could not move in before.  

During the sign-up interview the Housing Officer should take time to explain the 

conditions of tenancy, tenant’s handbook, and housing management policies eg, 

rent arrears. New tenants should be informed of methods for paying rent, 

reporting repairs and the repairs classifications.  

The new tenancy “check list” should be referred to at every sign-up interview. 

Two sets of keys will be issued.  

Assistance should be given with completing housing benefit and other forms and 

the tenant will be advised where to obtain further advice.  

The new tenant’s personal details should be recorded on file including details of 

next of kin, doctor, and social workers name if appropriate, other support 

agencies addresses and telephone numbers, National Insurance numbers, plus 

tenant adjustment form and form of authority. A CORE form must be completed.  

  

6. Audit and recording  

All lettings are subject to review by internal audit and therefore records must be 

clear and transparent showing how lettings have been made. This includes 

nomination papers from local authorities and internal transfer shortlists. When a 

letting is made, the lettings notification form showing rent and service charge, 

name of tenant and signatures of the housing officer and property and housing 

service manager must be given to the finance department.  

  


