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PART ONE – GENERAL PRINCIPLES 

 

1. INTRODUCTION 

 

 

 

2. PRINCIPLES 

 

2.1 Legal and Regulatory Framework Legislation 

 

Legislation 

 

When allocating houses we will comply with the law and best practice 

contained within performance standards and guidance notes issued by 

the Scottish Housing Regulator.  This policy complies with the 

following: 

 

 Housing (Scotland) Act 1987 as amended by the Housing 

(Scotland) Act 2001 

 The Matrimonial Homes (Family Protection) (Scotland) Act 1981 

which protects a person’s rights to live in the family home 

 The Equality Act 2010 consolidated a number of anti-

discrimination laws.  It requires equal treatment in access to 

employment as well as private and public services, regardless of 

the protected characteristics of age, disability, gender 

reassignment, marriage and civil partnership, race, religious 

belief, sex or sexual orientation. 

 The Data Protection Act 1998 which requires procedures and 

process in terms of applicants personal information held by the 

Association. 

 The Civil Partnership Act 2004 which requires the provision of 

legal recognition of same sex couples. 

 The Management of Offenders (Scotland) Act 2005 which 

places a duty to co-operate with responsible authorities in the 

rehousing of offenders. 

Regulation 

AS1.1 Access to Housing 

We ensure that people have fair and open access to our housing 

list and assessment process. 

We work with others to maximise and simplify access routes into 

our housing. 



AS1.2 Lettings 

We let houses in a way that gives a reasonable preference to those 

in housing need and makes best use of available stock, maximise 

choice and help sustain communities. 

AS4.2 Partnership Working 

We work actively with other organisations and within our own 

organisation, to ensure that the needs of homeless people are met 

appropriately and quickly. 

AS4.4 Prevention 

We help to prevent homelessness in the first place and address its 

reoccurrence. 

AS4.10 Accommodation Provision 

We supply accurate and up-to-date information about our stock to 

local authorities as requested and in agreement with them.  We 

comply with requests from local authorities for accommodation for 

homeless people, unless we have a good reason for not doing so.  

We make sure we treat homeless people fairly in terms of quality of 

housing and location we offer them. 

GS2.1 Equal Opportunities 

We embrace diversity, promote equal opportunities for all and 

eliminate unlawful discrimination in all areas of our work. 

In summary we let houses in a way that gives reasonable 

preference to those in greatest need, makes best use of available 

stock, maximises choice and helps sustain our community. 

2.2 Equality 

 

Wellhouse Housing Association aims to ensure that all services 

including the delivery of this policy takes cognisance of equality of 

opportunity. 

 

We will respond to the different needs and service requirements of 

individuals and they will not be discriminated against, for any reason 

including age, disability, gender re-assignment, marriage and civil 

partnership, pregnancy and maternity, race, religion or belief, sex or 

sexual orientation, or other status. 

 

2.3 Openness 

 



We will enter a dialogue with applicants with respect to the stated aims 

and objectives of the policy.  This policy is a significant departure from 

previous policy and, as such, we will carefully monitor outcomes. 

We will publish the Allocation Policy in a variety of formats. 

 

2.4 Confidentiality 

 

Any information, including sensitive information, provided by an 

applicant or sought by the Association in assessment of an application, 

will only be seen by staff directly involved in the allocation process.  

Such information will be treated in the strictest confidence. 

 

Information which is required to reach Committee level will be 

presented in such a way that protects the identity of the applicant.  No 

names or addresses will be used. 

 

The Association will not divulge any details of an application to a third 

party without the express consent of the applicant. 

 

3. AIMS AND OBJECTIVES 

The aim of this policy is to ensure we create a stable and sustainable 

community and to ensure that we treat each applicant in a fair and consistent 

manner. 

 

Objectives 

 To create and maintain a balanced, stable and sustainable community, 

whilst make the best use of our housing stock. 

 To provide a customer focussed allocation service that is transparent, 

consistent and perceived as fair. 

 An allocation policy that is effective, efficient and value for money. 

 Meeting the expressed or felt needs of individuals. 

 Recognise local housing markets and address local needs. 

 Support social and economic regeneration 

 Promote social housing 

 Highlight a range of housing options relevant to the applicants 

circumstances. 

 

4. SECTION 63, SCHEDULE 7 OF THE HOUSING (SCOTLAND) ACT 2001 

GRANTING OF TENANCIES TO RELATIVES OF STAFF OR COMMITTEE 

MEMBERS 



The Association will follow the strict guidelines as set down in Section 63 of 

the act.  This section details the types of payments and benefits a landlord 

can make to employees, Committee Members or close relatives of employees 

or Committee Members. 

 

This includes any former employees or Committee Members within the 

previous 12 months. 

 

The Association may grant a tenancy, transfer of tenancy or mutual exchange 

to an employee, former employee, Committee Member or former Committee 

Member, providing that person meets the necessary criteria and has had no 

involvement in or influence over the process. 

 

Within the Housing Application Form, there is a duty on all applicants to 

declare if they are related or connected to any staff or Committee Member. 

 

If an application falls under these criteria the Management Committee must 

provide approval and the decision recorded within our Schedule 7 register 

prior to an offer being made. 

While these guidelines have been repealed and are no longer obligatory we 

will continue to record as previously to comply with good practise  

 

PART TWO – APPLYING FOR HOUSING 

 

1. WHO CAN APPLY? 

 

Anyone can apply for housing with us if they are aged 16 years and over. 

 

Applicants must provide us with all the information and supporting evidence 

that we need to assess their housing application.  It is also critical that 

applicants provide accurate up-to-date information. Applications may not be 

processed if supporting information is not provided within 14 days of 

application. 

 

2. JOINT APPLICANTS 

 

We will consider an application form from more than one person, where the 

applicants wish to live together as joint tenants. 

 

When making an offer of housing to joint applicants we will generally create a 



joint tenancy. 

 

3. WHAT WE DO NOT TAKE INTO ACCOUNT 

 

When accepting your application we will not take account of the following:- 

 

 Whether you live in the area 

 The length of time you have lived in the area 

 Any debts you have that are not related to your tenancy 

 Any debts you have already repaid 

 Debts relating to your tenancy that are less than 1/12th of the annual 

rent 

 Debts to which you have arranged a repayment plan and have kept it 

for at least three months 

 Your household income 

 Your age as long as you are 16 years or over 

 Owner occupier or value of property. 

 

4. REMOVAL OR SUSPENSION OF APPLICATION 

 

We aim to provide an open allocation policy that can be accessed by people 

in a variety of housing circumstances. 

 

However, we will remove an application if:- 

 

 Applicant has requested in writing to be removed from the list 

 Applicant has failed to respond to a periodic review of the housing list 

 Applicant has died 

 

In certain circumstances it may be appropriate to suspend an application:- 

 

 Where there are current or former tenant arrears of more than the 

equivalent of one month’s rent or other rechargeable tenancy costs 

outstanding and no payment agreement in place or agreement has not 

been maintained for at least three months 

 Where an NPRP has been served as rent lawfully due from the tenant 

has not been paid or any other obligation of the tenancy has been 

broken 



 Proceedings to recover the tenancy are ongoing in court due to rent 

lawfully due not paid or any other obligation of the tenancy being 

broken 

 We may suspend your application on the grounds of ASB if you or 

anyone in your household has: 

- has been evicted for anti-social behaviour; 

- has reached the ‘final warning’ stage in the ASB process; 

- has been given an Anti-Social Behaviour Order (ASBO); 

- has had a NPRP served due to a you, someone residing in your 

house or someone visiting it has pursued a course of anti social 

conduct within the house or locality or been convicted of using the 

house for illegal or immoral purposes 

 - or there is clear evidence of anti social behaviour regardless of legal 

  action 

 An unsatisfactory tenancy reference 

 If you break the conditions of your current tenancy agreement, for 

example, if you do not keep your home in an acceptable state of repair 

or keep common areas or gardens tidy and well maintained. 

 If you are violent or aggressive towards staff. 

 If you have support needs and we believe the tenancy would be 

unsustainable under current conditions we may, as a last resort, 

suspend your application until support issues are resolved. 

 Where false or misleading information has been provided by the 

applicant in support of their application. 

 

Each application will be considered on its own merits, clear and 

reasonable reasons for suspension will be provided. 

 

Applicants will be informed of suspension in writing, stating the grounds 

for suspension, the length of the suspension and what action must be 

taken to end the suspension. 

 

Where an applicant has been suspended it is their responsibility to 

inform us when a situation has been resolved, this would result in the 

suspension being removed. We will however review all suspended 

applications 3 months from the date of suspension and 3 monthly 

thereafter.  Should the situation resulting in the suspension have been 

resolved within the 3 months then the suspension will be removed. 

Where an NPRP has been served suspension will remain in place for 

duration that NPRP remains live on the account. Where court action is 

ongoing suspension will remain in place until court action is resolved 

and case sisted / dismissed. 



If suspension removed date of application will be the date of removal of 

suspension (giving applicant bidding priority only from this date) not 

date application was originally submitted 

Rents and Tenancy Sustainment Officers will have discretion to waive 

these requirements in exceptional circumstances. Both teams have to 

be in agreement prior to this being waived and authorisation given by a 

Senior Officer. 

 

5. TENANCY REFERENCES 

 

We will seek references from the appropriate landlord(s) for any applicant who 

has been a tenant of::- 

 

 Any local authority; 

 Any Registered Social Landlord 

 Any other landlord 

Applications from any applicant in the above categories will not be processed 

until we have received a tenancy reference. 

 

We will ask all applicants, and anyone applying to be housed with them as a 

joint tenant, who has held a tenancy to sign a mandate confirming that they 

are happy for us to write to any current and all previous landlords within a 3-

year period, prior to the date of the application for a tenancy reference.  

Without this authorisation we cannot contact landlord(s) for a reference and 

we cannot process an application. 

 

We will not make an offer of housing if we are not satisfied with any of the 

tenancy references that we received.  We may suspend the application and 

monitor the case for improvement, e.g. in terms of rent arrears, anti-social 

behaviour, tenancy breaches, etc. 

 

However, if the tenancy reference is unacceptable because of rent arrears, 

which the applicant accrued as a tenant of a house, it is the applicant’s 

responsibility to advise us when the account is clear or that the applicant has 

kept to an agreed repayment plan in respect of the arrears for a continuous 

period of 3 months. 

 

Where we suspend an application because we are not satisfied with a 

tenancy reference the applicant can request to see the reference.  We will 

deal with the request under the Data Protection Act 1998. 



Where an application is suspended due to an unsatisfactory tenancy 

reference we will review on a 3 monthly basis as outlined above. We will only 

lift the suspension where there is evidence of improvement. It is the 

applicant’s responsibility to provide this evidence. 

 

6. NOMINATIONS AND REFERRALS 

 

In addition to Section 5 Homeless Referrals, the Association will accept 

referrals from any relevant agency at any time.  From specific special needs 

projects operating in Greater Easterhouse or other agencies that offer 

specialist support to applicants to assist them to sustain their own tenancy. All 

referrals will be assisted to complete a CBL registration form and allocated to 

the appropriate band. We will liaise with the referring agency as and when 

houses become available in this band so they may assist the applicant to bid.                           

   

 

7. CHANGES OF TENANCY 

 

7.1 Succession 

If a tenant dies and a member of the household applies for the tenancy 

we will consider them for the tenancy under the provisions of the 

Housing (Scotland) Act 2001. 

 

The law is very clear on who is eligible to be a ‘qualified person’ and 

can therefore succeed to a tenancy.  It also specifies the order in which 

each category is given priority. 

 

Where there is a joint tenancy, the tenancy automatically remains with 

the other joint tenant(s).  In all other circumstances the order is:- 

 

(a) the tenant’s spouse, partner or co-habitee providing that the house 

has been their only or principal home at the time of the tenant’s death.  

In the case of a co-habitee he or she must have occupied the house as 

their only or principal home for at least six months prior to the tenant’s 

death; 

 

(b) if (a) does not apply, then the tenancy may be offered to a member 

of the tenant’s family, providing that he or she is aged at least 16 and it 

was their only or principal home at the time of the tenant’s death; 

 

(c) if neither (a) nor (b) applies then the tenancy may be offered to the 

carer if 16 or over, providing that the house was their only or principal 



home at the time of the tenant’s death and that they gave up their only 

or principal home in order to move in with the tenant before their death. 

Other household members (non dependents) if they have permission to 

reside and are qualifying occupiers may also be allowed to succeed to 

the tenancy but must have occupied the house as their only or principal 

home for at least six months prior to the tenant’s death; 

 

 

The type of tenancy given after succession is a full Scottish Secure 

Tenancy.  However, where a house has been designed or substantially 

adapted for the use of someone with special needs, the law clearly 

states that only spouses, partners, joint tenants or persons with similar 

special needs can succeed the tenancy.  Other who would otherwise 

be eligible to succeed to the tenancy would, therefore, be offered 

reasonable, alternative accommodation. 

 

7.2 Assignation 

 

If a tenant moves out of their home or is no longer able to live in their 

home permanently due to their health, we will consider assigning the 

tenancy to a member of the household under the provisions of the 

Housing (Scotland) Act 2001. 

 

We will normally do this if the person is the tenant’s son or daughter or 

the person has lived in the house as a member of the household or the 

person has been a full time carer to the tenant.  The applicant (the 

assignee) must be 16 or over and have had our permission to reside in 

the property and lived in the house as their only or principal home for at 

least 6 months prior to the date of the application seeking our consent 

to the assignation. 

 

The assigned tenancy will be on the basis of a full Scottish Secure 

Tenancy. 

 

7.3 Sub-Letting 

 

Tenant’s may sub-let their property providing that our prior written 

permission has been granted (we will not unreasonably withhold our 

consent).  A property can be sub-let for a period of up to one year 

where the tenant is going to be absent on a temporary basis (e.g. 

working, training, studying away, prison, extended holiday, etc). 

 



However, at all times a sub-let property will remain in the name of the 

tenant and the person sub-letting the property cannot succeed to the 

tenancy.  The tenant will continue to be legally responsible for ensuring 

adherence to the conditions of tenancy, including payment of rent, not 

causing nuisance, etc.  If there are any breaches of tenancy we will 

take legal advice and may take steps to remove the person sub-letting 

the property. 

 

7.4 Lodgers 

 

Tenants may take in lodgers providing that our prior written permission 

has been granted. 

 

We will not unreasonably withhold our consent, however, we will not 

permit lodgers to move in if:- 

 

 Overcrowding results; 

 The proposed lodger has been given an Anti-Social Behaviour 

Order (ASBO); 

 They have been evicted for anti-social behaviour in the past 3 

years; 

 They have reached the ‘final warning’ stage in the ASB process; 

 They have had a NPRP served due to a breach of tenancy 

conditions or 

 there is clear evidence of anti social behaviour regardless of 

legal action 

 They owe the Association in relation to rent arrears and/or 

rechargeable repairs;  

 

Lodgers are separate from non dependants and have no rights of 

succession nor can the tenant assign the tenancy to a lodger  

 

8. MUTUAL EXCHANGES 

 

We will encourage mutual exchanges between tenants where both 

households would benefit from the exchange and be housed in appropriately 

sized accommodation. 

 

Any of our tenants may request a mutual exchange with another Wellhouse 

Housing Association tenant or with a tenant of another social landlord.  

Tenants must request the mutual exchange in writing and a form is available 



for this. 

 

We will not normally permit mutual exchanges during the first year of a 

tenancy.  However, there may be exceptional circumstances, such as 

medical cases or to make best use of the housing stock, where there may be 

a justification for approving a mutual exchange within this timescale.  Any 

such exceptions will require to be authorised by the Senior Policy Officer who 

will report the number of exceptions granted annually to the Committee. 

 

To qualify for a mutual exchange tenants must:- 

 

 Obtain our written consent and the written consent of any other 

landlord involved in the exchange; 

 Have a clear rent account or have a repayment arrangement for rent 

arrears which they are keeping to; 

 Have a Scottish Secure Tenancy (SST); 

 Have an acceptable tenancy reference, which will include the condition 

of the house and garden and adherence to all terms and condition of 

tenancy. 

 Not have a current Anti-Social Behaviour Order against them or a 

member of their household;  

 and agree to reinstate any unauthorised alterations made to their 

property, prior to the exchange being approved. 

When considering which house the tenant would like to mutually exchange to, 

the tenant must make sure that they will not overcrowd the house.  Similarly, 

they must make sure that they will not underoccupy the house by more than 

one bedroom.  If the move will cause overcrowding or underoccupation as 

above, we will not approve it. 

 

Any tenant who wishes to exchange with a tenant from another social landlord 

must advise the other tenant that they must also fill out an application form 

and must comply with all of the above criteria. 

 

We will make our decision on the application within 28 days of the date from 

which we receive the application.  If we do not receive all of the information 

required to allow us to make a decision within 28 days we will refuse the 

application.  However, both applicants can re-apply. 

 

If we decide that a mutual exchange application should be refused we will 

advise both applicants in writing and will encourage both applicants to 

complete application forms. 

 



If we approve the application, both applicants will require to sign new tenancy 

agreements for their new homes, regardless of who the landlord may be. 

If we require to carry out a periodic Gas or Electric check at the time of the 

mutual exchange the ingoing applicant will be responsible for the costs 

incurred.  

Tenants accept the property in the condition at the time of the exchange. No 

routine repairs (repairs other than those covered under the Right to Repair 

scheme, repairs where there is a threat to the safety of the tenant or property 

or those required to make the property secure, wind and watertight) will 

normally be carried out within the first year following exchange. 

 

PART THREE – ASSESSMENT FOR HOUSING 

 

1. GROUP SYSTEM 

 

A group system allows us to provide priority across a range of circumstances.  

These priorities reflect our stated aims and objectives. 

 

Where an applicant fits into more than one category they will be placed in the 

Band where they are best placed (based on date of application) If someone’s 

circumstances change and they wish to move band their date within the new 

band will be the date of the reassessment / change in circumstances to ensure 

they do not impact on other applicants position on the waiting list.  

 

 

2. GROUP CATEGORIES 

 

2.1 Band A – Immediate Housing Need 

This priority will be awarded to applicants with an immediate need for 

rehousing.  Applicants in Band A will be prioritised by the date their 

application was approved as Band A.  Where applicants have the same date 

they will be ordered by time in need. 

 

Qualifying Criteria – Band A 

 

 Statutory Homeless or Threatened with Homelessness 

The Association has a legal duty under Section 5 of the Housing 



(Scotland) Act 2001 to comply with a request from Glasgow City 

Council to rehouse statutory homeless applicants. 

Where an applicant has been assessed as statutory homeless 

we will accept such referrals. 

Also, where a formal decision has not been made but it is 

considered that homelessness is imminent and inevitable. 

 Those with Band A status will be reviewed on a six monthly basis and 

 analysis done on number of applicable properties and number of bids made. 

 Applicants may lose their Band A priority if they fail to bid within the six month 

 period.  We will liaise with the Homeless casework team when reviewing 

 these applicants. 

 

2.2 Band B – Urgent Housing Need 

 

This priority will be awarded to applicants with an urgent need for rehousing.  

Applicants in Band B will be prioritised by the date their application was 

approved as Band B.  Where applicants have the same date they will be 

ordered by time in need. 

 

Qualifying Criteria – Band B 

 

 

 Urgent Medical Need 

The applicant needs to be urgently rehoused to reduce the 

impact of their current housing situation on their health or well-

being. 

Evidence will be required to establish the impact on the 

applicant’s well-being and lifestyle and management of daily 

living, and how rehousing may be able to alleviate the 

circumstances. 

The applicant will be asked to complete a medical form, with 

assistance if required.  This together with any supporting 

information will be considered. See Appendix 1 for guidelines on 

medical assessment 

 

 Regeneration and Demolition 

Where <previously ‘EHRA tenants’ – now removed to be all 

tenants> tenants are living in regeneration areas where their 

property is scheduled for demolition. 

 

 Victims of Racial Harassment or Harassment 

Where an applicant is not safe in or around their current home - 



where rehousing may alleviate circumstances, this may include 

applicant or members of their household being the victims of 

physical attack; the applicant or a member of their household is 

the target of harassment, where there is the potential for serious 

harm; the Police recommend a move for safety reasons. 

 

 Victims of Domestic Abuse 

We will adopt the Scottish Executive definition ‘Domestic abuse 

(as gender-based abuse) can be perpetrated by partners or ex-

partners and can include physical abuse, sexual abuse and 

mental and emotional abuse’. 

If the applicant gives domestic abuse as the reason for applying 

for a house we will collect information to support the case, but 

we will not contact the person responsible for the abuse. 

The Association will also refer the applicant to Glasgow City 

Council Housing Advice for assessment.  Where the applicant is 

placed in temporary accommodation we will accept a Section 5 

referral. 

 

 Young People Leaving Local Authority Care 

Applicable to young people who have been ‘looked after’ by the 

Council and are due to leave their care home or foster home.  

Applications will be accepted on or after the young person’s 16th 

birthday but accommodation would not normally be offered 

unless support is in place, either through aftercare provisions or 

GENR8.  A rehousing and support plan will be agreed with the 

young person, prior to offer of tenancy.  Band B priority is 

dependent on the support plan being implemented. 

 

 Former Armed Forces Personnel Leaving the Services 

We will require evidence in the form of a letter from the Commanding 

Officer of the date of discharge.  We will endeavour to make an offer, 

two months prior to discharge.   

Soldiers that have received a dishonourable discharge will not be 

eligible. 

 Tenants under occupying by 2 or more bedrooms (so at risk of 25% 

‘bedroom tax’ deductions) 

 Tenants overcrowded by 2 or more bedrooms 

 

 

2.3 Band C – Housing Need 



 

The applicant currently resides in a property that is unsuitable for a number of 

reasons. 

Applicants in Band C will be priorities by the date their application was 

approved as Band C.  Where applicants have the same date they will be 

ordered by time in need. 

 

 

 

Qualifying Criteria – Band C 

 

 Property below the tolerable standard 

The Association will use the current legal definition in deciding if a 

house is below tolerable standard.  The current definition is set out in 

the Housing (Scotland) Act 1987 (as amended by the Housing 

(Scotland) Act 2011 will include criteria such as houses that do not 

have a sink with a supply of hot and cold water and houses that do not 

have an effective waste water system. 

We will require confirmation from Glasgow City Council Environmental 

Services. 

 

 Medical 

The applicant needs to be rehoused to reduce the impact of their 

current housing situation on their health or well-being. 

Evidence will be required to establish the impact on the applicant’s 

well-being and lifestyle and management of daily living and how 

rehousing may be able to alleviate the circumstances. 

The applicant will be asked to complete a medical form, with 

assistance if required.  This, together with any supporting information, 

will be considered. See Appendix 1 for guidelines on medical 

assessment 

 

 Overcrowded 

The Association will use the current legal definition of overcrowding.  

This is contained in Sections 136 and 137 of the Housing (Scotland) 

Act 1987, which says that a house is overcrowded when the number of 

people sleeping in the house affects either the room standard or the 

space standards – see section 4 

 

 Sharing Facilities 

Applicants who share facilities (that is a bathroom or kitchen) with 

people outwith their own household. 

 



Under-Occupation 

Existing tenants who are under-occupying their property by at least 1 room, 

see section 4. 

 

 

2.4 Band D – Community Contribution (Socio Ecomomic) & Aspirational 

(Good Neighbour Status) 

 

This will include applicants who aspire to live in the area and who possess 

socio-economic characteristics which are currently under-represented within 

the area.   

 

This will also include aspirational transfers. A significant number of our 

tenants conduct excellent tenancies, adhering to all terms and conditions of 

tenancy and contributing to their community.  However, due to the fact they 

have no perceived need they have previously been unable to aspire to a new 

home.  Where an applicant has applied under aspirational criteria they must 

hold a positive tenancy report for 6 months prior to applicant and the same 

prior to any offer. 

 

Applicants in Band D will be prioritised by the date their application was 

approved as Band D.  Where applicants have the same date they will be 

ordered by local connection to Wellhouse. People who play a part in making 

their community strong, stable and healthy – those who make Wellhouse a 

good place to live, work and play – are valuable people.  They are the 

backbone of our community and we believe that such people should be 

granted priority for social housing to continue contributing to and sustaining 

our community. 

 

Qualifying Criteria – Band D 

 

We want to encourage people who are in work or education and want to raise 

levels of aspiration and ambition.  Priority will be awarded to applicants 

working but who are having difficulty in accessing good quality housing. 

Households where at least one adult member is in employment, for the 

purposes of this policy, employment is defined as having permanent contract, 

working as a temporary member of staff or being self employed. 

Employment must be ongoing at the point of offer. 

Verification will be sought at point of application as well at point of offer. 

Applicants must provide payslips, P60, bank statements or a verifying letter 

on headed paper. 

For non-contracted or temporary/agency staff a letter of support from 

employer will be required. 



 

Applicants must have a current positive tenancy history to be eligible:- 

 

 No ongoing involvement in anti-social behaviour 

 No breaches of tenancy in past 3 years 

 No outstanding housing debt 

 No outstanding unspent conviction 

 

 Volunteering 

Volunteering must be for a not for profit organisation or charity within 

Greater Easterhouse and must be ongoing at the point of offer. 

Evidence will be required in the form of a letter from the Manager 

responsible for volunteer, confirming extent of involvement.  This 

person must not be related in any way to the applicant. 

 

 Training 

Applicants who are participating in a recognised course or training 

scheme, with the aim of securing full time employment. 

 

 Further Education 

Where it can be demonstrated that living in Wellhouse would make it 

easier for the applicant to remain or take up part-time or full-time 

education. 

 

 

3. QUOTAS 

 

The Associations will allocate according to quotas for each Band.  These 

quotas will reflect our aims and objectives to meet housing need, increase 

choice and address local priorities. 

These targets are indicative. 

 

Band A  
Immediate 
Housing Need 

Band B 
Urgent 
Housing Need 

Band C 
Housing 
Need 

Band D 
Community/ 
Contribution 

25% 25% 25% 25% 

 

  

4. WHAT SIZE OF HOUSE YOU REQUIRE? 

 

We try to make the best use of the housing available.  You will be eligible for a 

particular size of house based on the size of your household.  We will work 



out your house size based upon the following rules. 

 

 Couples living as partners, and a single person, should have a 

separate bedroom 

 Children of different sexes, aged 10 or over, should have a separate 

bedroom 

 Children of the same sex, aged 16 or over, should have a separate 

bedroom 

 Any other person living as part of the household, aged 16 or over, 

should have a separate bedroom. 

 Unborn children or children from 3 months before the due date will be 

taken into account as part of an application. 

 Applicants with access arrangement for children will be considered for 

a property with 1 additional bedroom, regardless of the number of 

children 

 Applicants who are registered as foster carers will be considered for a 

property with 1 additional bedroom. 

 Applicants who have carers that are required to stay over will also be 

considered for an additional bedroom 

 The latter 3 criteria will be impacted by the Welfare Reform as those in 

receipt of full or part Housing Benefit will have to complete an 

additional room allowance request to qualify for Housing Benefit to 

cover the full rent charge for the extra room. Those whose children are 

for access only may not be granted this and may have to apply for DHP 

(which is discretionary therefore not guaranteed) This will be discussed 

with applicants at the point of their Housing Options interview to ensure 

they will be able to meet the proposed 14% reduction in benefit 

 Where the size of property required by an applicant is in particularly 

scarce supply (i.e. 2apts & 4apts) we will allow applicants to bid or a 

property that they would under occupy by a MAXIMUM of 1 bedroom. 

Priority will be given to applicants based on best use of stock however 

and where an applicant will under occupy we will need to be satisfied 

that any financial implications of welfare reform can be met  



 

5. HOMELESSNESS 

 

Wellhouse Housing Association is committed to make a significant 

contribution to the provision of accommodation for homeless people, as 

detailed within Section 5 of the Housing (Scotland) Act 2001. 

Annually, the Association will agree a target for the quota of lets for statutory 

homeless applicants. Statutory homeless applicants will be housed through 

the Immediate Housing Need band. Some homeless applicants will also be 

housed through the Urgent Housing Need band. 

 

6. VICTIMS OF DOMESTIC ABUSE 

 

Domestic abuse can affect women, children and men, regardless of their age, 

race, colour, nationality or ethnic origin, faith, religion, gender, sexual 

orientation or marital status.  Adults, with or without children, can experience 

domestic abuse. 

We recognise that safety is paramount, confidentiality is crucial and believing 

the victim is important. 

If any applicant advises us that they are suffering domestic abuse, they may 

wish to move from their home or from the area where they are experiencing 

the abuse and if they do we will assist them to complete an application form.  

We can also refer the applicant to the local authority, if they wish, who will 

deal with the case under homelessness legislation. We will refer to relevant 

support agencies if they wish where appropriate. 

If the applicant already resides within the Wellhouse area and it is here that 

they are experiencing the abuse we will assist them to move outwith the area 

if they so wish. 

 

7. RELATIONSHIP BREAKDOWN 

 

If anyone has a breakdown in their marriage or in their relationship with their 

partner, they may qualify for housing (or rehousing) with us. 

We will accept an application for housing even if the applicant has to stay on 

temporarily in the same house as their former spouse or partner. 

 

In considering admission to the list we will not take account of:- 

 Any outstanding liability (e.g. rent arrears) in a property where the 

applicant was not the tenant when the liability accrued; or 

 Whether or not a divorce or judicial separation has been obtained. 

We will award priority to the applicant for all of their housing needs and we will 

always  consider the nature of the relationship breakdown before we make 



any offer of housing. 

 

We will give applicants who are experiencing a relationship breakdown and 

seeking accommodation general advice on occupancy rights. 

 

We may also refer applicants to relevant advice agencies and/or solicitor 

where appropriate. 

 

Depending upon the circumstances, local authorities may also be able to help 

an applicant suffering from a relationship breakdown through their 

homelessness service.  Such applicants should contact the Council directly 

for more details if the applicant is homeless or threatened with homelessness 

due to relationship breakdown.  We can refer the applicant to the local 

authority, if they wish. 

 

8. VICTIMS OF RACIAL HARASSMENT 

 

If an applicant is experiencing racial harassment, we will meet with them to 

discuss the problem.  If they require an interpreter, we will arrange this as 

quickly as we reasonably can. 

 

As with other types of harassment, we recognise that victims of racial 

harassment may wish to move from their home or from the area where they 

are experiencing the problems and will consider applications from them. 

 

Where a housing applicant alleges racial harassment and they appear to be at 

risk, we will in the first instance believe them and take prompt action to ensure 

their safety as far as possible.  This may mean that we will move them 

temporarily or in extreme cases, move them permanently whilst we 

investigate the matter. 

 

We recognise that confidentiality is crucial to ensure safety and will ensure 

that the applicant’s wishes are respected with regard to contact points and 

people.  We will signpost applicants to appropriate agencies that may be able 

to give detailed or specialist advice and assistance. 

 If the applicant already resides within the Wellhouse area and it is here that 

 they are experiencing the harassment we will assist them to move outwith the 

 area if they so wish. 

 

9. VICTIMS OF HARASSMENT 

 

‘Harassment’ is defined in Section 8 of the Protection from Harassment Act 



1997 (c40) as causing a person alarm or distress.  We recognise that people 

have a right to a life free from violence and abuse as well as alarm and 

distress caused by harassment.  We also recognise that fault in such 

circumstances rests with the perpetrators and not the victims. 

 

We recognise that victims of harassment may wish to move from their home 

or from the area where they are experiencing the problems and will consider 

applications from them. 

 

We acknowledge that harassment can take many forms including 

harassment, sexual harassment, and harassment against people who have 

mental health issues, learning difficulties, are HIV positive, are gay or lesbian, 

or victims of domestic abuse.  Harassment can have a seriously detrimental 

effect on quality of life and at its most acute can be life-threatening. 

 

Where a housing applicant alleges harassment and they appear to be at risk, 

we will in the first instance believe them and take prompt action to ensure 

their safety as far as possible.  This may mean that we will move the 

individuals temporarily or, in extreme cases, move them permanently whilst 

we investigate the matter.  We will take reasonable steps to obtain information 

to support the applicants case.  However, if it proves impossible to obtain 

evidence of abuse or threat of violence, the applicants expressed fears would 

be considered as sufficient evidence.  A statement of circumstances will be 

requested from the applicant, allowing priority to be awarded accordingly. 

 

We recognise that confidentiality is crucial to ensure safety and will ensure 

that the applicants wishes are respected with regard to contact points and 

people.  We will also signpost applicants to appropriate agencies that may be 

able to give detailed or specialist advice and assistance. 

 

If the applicant already resides within the Wellhouse area and it is here that 

they are experiencing the harassment we will assist them to move outwith the 

area if they so wish. 

 

10. ASYLUM SEEKERS 

 

We will accept applications from asylum seekers and place their application 

on our housing list provided that they are aged 16 or over.  However if at the 

time of applying for housing we are advised that the applicant is homeless, 

and we are unable to offer housing at that time, either because there is no 

suitable housing available or their immigration status is unclear, we will refer 

them to the local authority who will assess the case under homelessness 

legislation.  In accordance with legislation we are unable to make an offer of 



housing to anyone who is subject to immigration control. 

 

11. COMMUNITY CARE 

 

We recognise the key role that housing plays in the planning and provision of 

community care and seek to address the housing situation of identified 

community care groups through this policy.  Meeting the needs of community 

care groups involves:- 

 

 A joint housing and care services approach 

 Identifying the individual needs of services users 

 Sustaining people in their own homes, where possible 

 Making the best use of the housing stock, and 

 Avoiding over concentrations of vulnerable people in any one area 

 

We will work in partnership with local authority and health partners to seek 

appropriate methods of assessing and addressing the housing needs of a 

range of care groups, including the following:- 

 

 Frail older people 

 People suffering from dementia 

 People with mental health issues 

 People with learning disabilities 

 People with physical disabilities and people with HIV and AIDS 

 People with addiction issues 

 

12. MEDICALLY ADAPTED PROPERTIES 

 

Where properties have had major adaptations to make them suitable for 

people in wheelchairs, we will allocate to a person who will most benefit from 

such a property. 

 

We will keep a list of tenants and applicants who require a wheelchair 

adapted property. 

 

Where there is more than one potential applicant for an adapted property, we 

may ask the advice of the occupational therapist service.  Where that is not 

the deciding factor, time in need will be the determining criteria. 

 

13. REGISTERED SEX OFFENDERS 

 

The National Accommodation Strategy for Sex Offenders (NASSO) was 



introduced as part of the Multi Agency Public Protection Arrangements 

(MAPPA) in March 2007.  No education or training programme was provided. 

 

Following discussions with the Management Committee, the Association does 

not have the capacity to form the role of maximising community safety by 

minimising the risk from Registered Sex Offenders. 

 

Raising Standards in Housing published by the Scottish Federation of 

Housing Associations in 2002, stated that Housing Associations are best 

placed to identify risks they face and outside agencies should not assess risk 

on their behalf.  Wellhouse Housing Association will assess the risk if a 

registered sex offender applies for housing in the Wellhouse area. 

 

Where an applicant or a member of an applicant’s household has to register 

with the Police under the Sex Offenders Act 1997, we will work with the 

relevant authorities to establish whether there is a risk to community safety.  

Where a threat is deemed to exist, the application for housing will be 

suspended.  The  position will be reviewed if there is a material change in 

circumstances and the applicant will have the right of appeal against the 

decision. 

 

14. MANAGEMENT TRANSFERS 

 

The Association recognises that circumstances will arise that require the 

immediate transfer of a tenant on serious management grounds.  Such 

occasions will be rare and each case will be dealt with on its merits. This 

could include the transfer of remaining tenants in a clearance area to suitable 

decant accommodation when it becomes available  

 

PART FOUR – OFFERS AND REFUSALS 

 

1. There are no limits on the number of offers of housing an applicant can 

receive.  However, in order to meet the needs of the applicant a full 

discussion following each refusal must take place to make sure the 

application is updated to reflect their needs and requirements in respect of 

location and type of property. 

 

Following this discussion it will be made clear to the applicant what their 

prospects for rehousing are, if it is unlikely we will provide advice and options 

on alternative accommodation. 



 Where an applicant repeatedly bids for, then does not accept properties an 

 interview will be held with the Tenancy Sustainment Officer to ensure they 

 have a clear understanding of the allocations system. 

 

2. MAKING AN OFFER 

 

When an applicant has met the criteria for a forthcoming vacant house and we 

match the house to the applicant, we will then consider the applicant for the 

provisional offer usually in advance of keys being available. 

 

Applicant lives in Wellhouse Housing Association Property 

 

If the applicant lives within a Wellhouse Housing Association property, we will 

telephone the applicant to arrange a suitable date and time to visit their home.  

If we are unable to contact the applicant, we will write to the applicant advising 

that we need to carry out a home visit to discuss their application and will 

request that the applicant contact us. 

 

We will always carry out this visit before we make any offer of housing.  

During this visit we will carry out a house inspection and also check that there 

has been no change in the circumstances of the application which could affect 

the applicant’s banding.  We will ask for proof of residence for all members of 

the household who may be moving. 

 

We will carry out a house inspection where the applicant has a tenancy.  The 

applicant’s current property must be in a lettable condition.  If there are any 

property defects that have been caused by neglect or wilful damage, these 

must be rectified by the tenant prior to an offer being made. 

 

If the visiting Officer is satisfied that all of the details are correct, that there are 

no breaches of tenancy and that the house inspection is satisfactory, the 

Officer will make a provisional offer of housing.  This provisional offer will be 

made in writing, stating the address, size and rent of the property offered.  

The Officer may arrange a date with the applicant for an accompanied viewing 

of the house.  If the details have changed and the applicant no longer qualifies 

for the offer, or the applicant’s accommodation is in unreasonable condition, 

we will not make the offer.  However if the details have changed and the 

applicant still qualifies for the offer, we will make the provisional offer as 

detailed above. 

 

Where an offer of accommodation is made, the applicant will have a time limit 

of 2 working days to contact us to register an interest.  Applicants will have 1 

working day to accept or reject an offer after the accommodation has been 



viewed. 

 

New tenants will normally be offered a Scottish Secure Tenancy but in certain 

circumstances it may be necessary to offer a Short Scottish Secure Tenancy 

(SSST).  When we make an offer of housing to joint applicants, we will 

generally create a joint tenancy in respect of each of the applicants.  This will 

help protect the rights of each joint tenant, while making them jointly and 

severally responsible for maintaining their conditions of tenancy. 

 

Applicant does not live in a Wellhouse Housing Association Property 

 

If the applicant does not live in a Wellhouse Housing Association property we 

will pursue a tenancy reference where appropriate.  We will telephone the 

applicant to arrange a suitable date and time to visit their home where it is 

reasonably practical for us to do so.  If we are unable to contact the applicant 

by telephone, we will write to them requesting that they contact us so that we 

can carry out a home visit or otherwise arrange to discuss their application 

and current housing circumstances. 

 

Where it is reasonably practical to do so, we will usually carry out a home visit 

before we make any provisional offer of housing.  During this visit, or through 

interviewing applicant where it is not possible for us to visit, we will check that 

there has been no change in the circumstances of the application which could 

affect the applicant’s banding.  We will ask for proof of residence for all 

members of the household who may be moving. 

 

If the visiting/interviewing Officer is satisfied that all of the details are correct, 

and that any house inspection is satisfactory, the Officer will make a provision 

offer of housing.  This provisional offer will be made in writing, stating the 

address, size and rent of the property offered.  The Officer may arrange a 

date with the applicant for an accompanied viewing of the house. 

 

If the details have changed and the applicant no longer qualifies for the offer, 

we will not make the offer.  However, if the details have changed and the 

applicant still qualifies for the offer, we will make the provisional offer as 

detailed above.  Where an offer of accommodation is made, the applicant will 

have a time limit of 2 working days to contact us to register an interest.  

Applicants will have 1 working day to accept or reject an offer after the 

accommodation has been viewed. 

 

New tenants will normally be offered a Scottish Secure Tenancy but in certain 

circumstances it may be necessary to offer a Short Scottish Secure Tenancy 

(SSST).  When we make an offer of housing to joint applicants, we will 

generally create a joint tenancy in respect of each of the applicants.  This will 



help protect the rights of each joint tenant, while making them jointly and 

severally responsible for maintaining their conditions of tenancy. 

 

3. NOT MAKING AN OFFER 

 

Applicant lives in a Wellhouse Housing Association property 

 

If the visiting Officer is not satisfied with the house inspection or finds that 

there is a change in the circumstances, which affects the band, the Officer will 

advise the applicant of the issues identified and confirm them in writing.  The 

visiting Officer will not make the offer of housing under these circumstances. 

 

If the house inspection has failed due to condition or damage to the property 

which is the applicant’s responsibility, the Officer will advise the applicant in 

writing of the timescale that they have to bring the house up to standard.  In 

exceptional circumstances, the Senior Policy Officer may extend the 

timescale – it is the applicant’s responsibility to request this extension.  If the 

house is not brought up to an acceptable standard within the timescale set by 

the Officer or the Senior Policy Officer, we will not make the offer and the 

application will be suspended.  The suspension will continue until the house 

has been brought up to an acceptable standard.  If the house is brought up to 

an acceptable standard within the timescale, we will make the offer. 

 

If the visiting Officer determines that the details on the application have 

changed and that the applicant no longer qualifies for an offer, we will not 

make the offer.  However, if the details have changed but the applicant still 

qualifies for the offer, we will make the offer. 

 

Applicant does not live in a Wellhouse Housing Association property 

 

If the applicant does not live in a Wellhouse Housing Association property and 

they advise us that the details on their application have changed we will 

reassess their application using the amended details.  If the assessment 

confirms that the applicant no longer qualifies for the offer, we will withdraw 

the offer.  However, if the assessment confirms that the applicant still qualifies 

for the offer, we will make the offer as detailed above. 

 

4. NOT MAKING CONTACT 

 

If we have written to an applicant regarding their application, and an offer of 

housing, and the applicant has failed to contact us within the agreed timescale 

we will not make the offer.  We will write to the applicant advising of this, 

stating our reason for doing so and asking them to confirm if they wish to 

remain on the list.  If we receive no further contact within 14 days we may 



remove the application from our list, although the applicant will be able to 

reapply for housing at a future date. 

 

 

PART FIVE – APPEALS AND COMPLAINTS 

 

1. APPEALS 

 

If at any time an applicant is unhappy with any decision taken in respect of 

their application, or any part of the allocation process, they can lodge an 

appeal. Appeals must be submitted within 10 working days of receiving a 

decision. Appeals will be dealt with by the Senior Policy and Procedure Officer 

An appeal can be made in writing, verbally, over the telephone or in person by 

appointment.  The Senior Policy and Procedure Officer will provide a written 

response within 10 working days. 

 

If the applicant remains dissatisfied they can make a further appeal to the 

Management Committee.  This appeal should be made in writing.  The appeal 

will be considered by the full Management Committee.  The Director will 

prepare a full and confidential report.  Following the meeting the applicant will 

be informed of the decision within 5 working days. 

 

2. COMPLAINTS 

 

The Association has a separate Complaints Policy and Procedure, a 

complaint can be raised in respect of the following:- 

 

 The outcome of the policy 

 Treatment by a member of staff 

 How the application was processed 

Leaflets and copies of the Complaints Policy and Procedures are available 

from the office.  They also include information regarding final recourse to the 

Scottish Public Services Ombudsman, 4 Melville Street, Edinburgh EH3 7NS 

Tel 0800 377 7300. 

 

The Ombudsman will not normally deal with complaints regarding our policies 

unless it is considered that the policy operates unfairly and the applicant has 

followed our Complaints Policy. 

 

 



PART SIX – SERVICE STANDARDS AND TENANT INVOLVEMENT 

 

1. ADVICE 

 

We recognise that there are advantages of direct contact with applicants at 

the point of their initial application for housing.  We will, therefore:- 

 

 Assist applicants with the completion of Application Forms.  This will 

provide us with detailed and relevant information which will save us 

time when processing the applications; and 

 Aim to carry out a Housing Options interview with applicants either at 

the point of application or within 14 days. 

 

The purpose of this interview is to:- 

 

 Ensure all addresses and tenure types during the previous 3 years 

are listed.  Where an applicant has held a tenancy with a local 

authority or an RSL we will advise the applicant that they should 

provide a tenancy reference from their previous landlord. 

 Where an applicant has not held a previous tenancy advise them 

they should provide a reference from an appropriate referee (as 

outlined on the reference form) 

 Check accuracy of information given on the Application Form and 

confirm the applicant’s current housing situation. 

 Check the applicant’s needs and preferences and give appropriate 

advice as to their prospects of securing housing in their areas of 

choice and property size and type.  Applicants should also be 

advised only to bid for properties where they are prepared to live to 

keep refusals and void turnaround to a minimum. 

 Ensure that applicants are aware that they can bid for as many or 

as few properties as reasonably meet their needs and expectations. 

 Ensure that all applicants are aware that they will only be given 

priority for housing of the size and property type that they qualify for 

based on the information stated on their application form. 

 Ensure that applicants understand the importance of informing 

Wellhouse Housing Association of any change of circumstances, 

e.g. change of address, household formation, or any medical or 

social factors which may affect their application. 

 Assist applicants with medical or social factors to complete these 

sections of the form so we can establish the impact on the 

applicant’s well-being and lifestyle and management of daily living, 



and how rehousing may be able to alleviate the circumstances. Also 

advise them of any supporting information we require in relation to 

these issues. 

 Establish if the applicant is working with any support agencies so 

we can make contact with them and they can assist the applicant in 

future bids. Establish if there will be ongoing support needs once 

rehoused and try to ensure support plan is fully in place prior to let. 

 Advised of possible impact of Welfare Reform on future tenancy 

 Advise applicants of other housing options within their areas of 

choice including other Housing Associations, other EHRA landlords 

and Private Lets / Shared Equity schemes if applicable. 

 Assist applicants who have expressed an interest in sheltered 

housing to make a direct application to providers of specialist 

accommodation who operate within the area. 

 Promote services available within the Wellhouse community e.g. 

wider role activities, training & volunteering opportunities. 

 

 

2. SERVICE STANDARDS 

 

The Association is committed to seeking continuous improvement in delivery 

of all services.  In order to do this we have set minimum service standards 

and we will measure our performance against these targets. 

 

Process application and issue letter  5 working days 

Process any change in circumstances  5 working days 

Respond to any correspondence  5 working days 

Acknowledge letter of support  5 working days 

Select an applicant for property following termination  5 working days 

Average re-let period 10 working days 

 

3. TENANT INVOLVEMENT 

 

We consulted tenants and strategic partners in developing and reviewing our 

Housing Allocation Policy and have sought to reflect current legislation and 

good practice. 

 

We publicise our Housing Allocation Policy through our newsletter, our 

Tenants’ Handbook and on our website.  A copy of our Housing Allocation 

Policy is also available on request at our office. 

 

If any applicant has difficulty in filling out any of our forms they can contact us, 

or call into our office, and our staff will be pleased to help.  We may also be 



able to arrange for one of our staff to call at an applicant’s home to help with 

the form.  We seek to provide information in a format that is clear, concise and 

in plain English.  On request, we will provide translations of all our documents, 

in various languages and other formats such as computer disc, tape, large 

print Braille, etc.  This can be arranged by contacting the Association ‘s office. 

 

 

 

PART SEVEN - MONITORING 

 

1. The main purpose of monitoring is to ensure the outcomes of the policy meet 

our stated aims and objectives. 

 

We will monitor against stated targets and quotas, service standards and 

performance standards. 

 

Quarterly reports will be presented to the Management Committee:- 

 

 Number of new lets and relets including relet period 

 Phase, size and type of property let and priority source 

 Number of and reasons for refusals 

 Number of suspensions and reasons 

 Number of Section 5 referrals accepted and outcomes 

The outcomes of all monitoring will form an integral part of any policy or 

procedural reviews. 

 

Annually we will report : 

 Number of applicants within each band 

 Number of applications and allocations made against equalities 

categories 

 

 

 

 


