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1. Introduction 

This Manual describes how the Council’s Housing Allocations Scheme and Choice Based 
Lettings will be implemented and operated including what officers should do, how decisions 
are made and the processes to follow. Its purpose is to guide the operation and 
implementation of the policy as described in the main body of the Allocations Scheme.  

This Manual is a working document, maintained by Birmingham City Council and outlines 
the procedures to be followed by Officers in the operation of the Birmingham City Councils 
Housing Register and Choice Based lettings Scheme. This version takes into account the 
legal requirements of the Housing Act 1996, the Homelessness Act 2002 and the Localism 
Act 2011. 

This manual is devised to provide officers with a set of procedures which should be applied 
in conjunction with the Allocation Scheme and Abritas User Guides. 

The content has been written in a succinct style which is intended to be accessible to a 
wide range of users. This should be used by officers administering the Allocations Scheme 
and Choice Based Lettings, for training and orientation. 

A glossary (Keywords) of terms is available. The intention of the keywords is twofold: 

 To ensure that definitions remain accurate and consistent throughout the manual 

 To avoid cluttering the content of the chapters with repetitive definitions. 

In order to make this manual as accessible as possible it is stored in the electronic Abritas 
Resource Centre (ARC). This Manual should normally be viewed on line but can be printed, 
for reference only. Please note, this Manual will be updated and modified when appropriate, 
so staff should avoid retaining printed versions. 

For further details or for feedback on any aspect of this Manual, please contact Vicki 
Pumphrey or Audit and Policy Team, Housing Options. 

Email:  Auditandpolicy@birmingham.gov.uk 
Telephone:  0121 303 3209 
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2. Registration - How to apply 

Purpose 

The purpose of this section is to define the process of how applicants apply to join the 
housing register on-line and the procedure for BCC officers to identify when applicants 
require assistance to apply.  
 
This procedure relates to section 5, Registration, of the Allocation Scheme. 

Procedure 

Applicants, and officers on behalf of applicants, who wish to apply to join will need to 
complete an online registration and application form. This can be accessed at 
www.BirminghamChoice.co.uk. Before applying, applicants should be advised to read the 
registration guidance and Allocations Summary Document.  
 
STEP 1 
 
Access www.BirminghamChoice.co.uk.  
 
STEP 2 
 
Read the registration guidance. 
 
STEP 3 
 
Complete household registration form. 
 
STEP 4 
 
Complete housing application form (Apply for Social Housing). 
 
STEP 5 
 
Submit housing application. 

When the online form has commenced, its status is Online incomplete. If an applicant 
contacts for assistance and their form is only partially completed, you will be able view the 
“On-line incomplete application” and advise the applicant of the questions to be completed 
before they can submit the application.  

Only when the final page has been submitted does it become Online complete and ready 
to be assessed. 

http://www.birminghamchoice.co.uk/
http://www.birminghamchoice.co.uk/
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Exceptions 

There are no exceptions to this procedure.  All applications are to be completed and 
submitted on-line.  Please see the next section for providing assistance to applicants in 
applying. 

Flowchart 

 

 

 

 

Assistance Applying On-Line 

Purpose 

The purpose of this section is to define the process to assess if applicants require 
assistance to apply on-line to join the housing register and the procedure for arranging 
assistance for applicants to apply.  

This procedure relates to section 5, Registration, of the Allocation Scheme. 

Procedure 

Some applicants will require assistance to apply on-line however even extremely vulnerable 
people may have sufficient support to enable them to manage with minimal assistance from 
ourselves. The following guide should be followed by HNOs to identify the most appropriate 
level of assistance required.  

Access Website 
View 

Registration 
Guidance 

Register 
Household 

Complete 
Application 

Form 

Submit 
Application 
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STEP 1 
 
Consider the following: 
 

 Is the applicant visually impaired and 
 Has no friends, advocate or family or support worker to assist 

 
Or 

 Is a younger or older person, physically or mentally disabled and 
 Has no facilities to apply on-line and 
 Have no friends, family, advocate or support worker to assist and  
 Cannot visit a resource centre/HAC to obtain assistance in applying on-line 

 
Or 

 Does the applicant have limited English, require a translator and is new to the UK 
and 

 Has no friends, family, advocate or support worker to assist 
 Cannot visit a resource centre/Customer Service Centre (CSC) to obtain assistance 

in applying on-line 
 

Or  
 Is unable to read and write and 
 Has no friends, family, advocate or support worker to assist 

 
Or 

 Has a learning disability or a mental health issue and 
 Has no friends, family, advocate or support worker to assist 

 
Or 

 A combination of the above or other special reason. 
 
The above provides an indication of the criteria however this is not exhaustive list. 
Assistance should be provided to applicants who are unable to apply without assistance as 
opposed to not wanting to self-serve/self-help. 
 
STEP 2 
 
If it is determined that assistance is required, HNOs should arrange for either a telephone 
appointment, completed by HNOs, or a visit to be arranged by a visiting officer (VO).  
 
The reason for the appointment should be included on the appointment record, for example, 
if translation services are required via language line, the language should be recorded.  
 
Please refer to the on-line appointment procedure.  
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STEP 3 
 
A letter confirming this appointment should be sent together with registration guidance.  
See letter templates.  
 
The availability of the following information for the registration appointment should be 
emphasised to avoid any unnecessary delays. 

 Full names and dates of birth for all household members 
 

 NINOs for all household members aged 16 and over 
 

 A memorable date 
o This will be required each time the applicant wishes to login to their account 

once they are registered.   
 

 Primary and joint applicants address history for the last 5 years 
 

 Household net income and details of any assets, savings or property 
ownership 
 

 For Council tenants only, their TRN (If tenants cannot locate their TRN – this will 
be a back-office check). 
 

 Email address  

HNOs should advise applicants that the appointments are for approximately 45 to 60 
minutes. 

STEP 4 
 
Following completion of an on-line application form on behalf of an applicant the HNO or 
VO assisting the applicant should confirm their login reference and any further information 
that is required for their application to be assessed.  
 
This reference is displayed on-line once registration has been completed: 

For example “Your login reference is 123456” 

It is recommended that this is provided in writing, see letter templates. 
 
STEP 5 
If it is identified during completion of the application form that the applicant is ineligible or 
does not qualify to join the housing register, they should be notified verbally and that a letter 
will also be sent notifying of this decision. 
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STEP 6 
 
The application form will be processed in the normal way by the registration team. 
 
STEP 7 
 
The outcome of the telephone appointment or home visit must be recorded on the 
appointment calendar.  

Exceptions 

There are no exceptions as to how a housing application should be completed. All 
housing application forms must be completed on-line by the customer or with support 
and with their full knowledge. No “back office” applications should be created 
unless approved by the Housing Options Senior Service Manager as this bypasses 
the workflow and calculations of the on-line form. 

In exceptional circumstances, an office interview may be arranged where it is believed a 
home registration would put the officer or applicant in danger.   This should be arranged in 
consultation with the Registration and Local Delivery Service Manager. 

The registration team mailbox (Registrationteam@birmingham.gov.uk) should be recorded 
as an applicant’s email address for exceptional cases only. Decision and offer letters should 
then be issued by post. Any emails received into the team mailbox will alert officers to send 
the correspondence by post and/or contact the customer by telephone.  With these 
exceptional cases, we can also agree for auto bids to be placed. In addition and for band 1 
cases only, where they have absolutely no facilities and support an officer will be allocated 
to case manage the application. In addition, an alert should be recorded that all contact is 
by post/or via the registration team. 

If an email account is created for an applicant during a home visit this would only be 
appropriate if the applicant is able to log on to a device to retrieve the messages and bid. 

If there is no exceptional circumstances application should be rejected when a no valid 
email address is provided. 

Flowchart 

 

 

 

 

Assess 
Support 

Arrange 
Telephone 

Appointment 
or Visit 

Confirm 
Support 

Needs and 
Appointment 

Appointment Outcome 

mailto:xxxxxxxxxxxxxxxx@xxxxxxxxxx.xxx.xx
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3. Eligibility  

Purpose 

The purpose of this section is to define the process for HNOs to assess if applicants are 
eligible to join the housing register.  

This procedure relates to section 4.1 and 4.2, Eligibility of the Allocation Scheme. 



   

 

 

 

20 | P a g e  

 

Procedure 

In order to assist you in assessing eligibility a range of pre-defined questions have been 
incorporated into the on-line application. Please see flowchart below:

 

Not Eligible 

Some applicants will not be eligible based upon their self-disclosure during the on-line 
application stage. If applicants do not pass this test they will not be able to complete the 
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application. The applicant will automatically receive an on-line message that the form has 
been submitted and is awaiting a decision.  

The HNO must check all failed eligibility applications daily and notify applicants within 10 
working days, in writing, of this decision and of their right to request a review. 

The applicant must however be notified in writing of the reason why they are ineligible and 
how to request a review of this decision (see letter templates). 

Eligibility – potentially eligible applicants 

HNOs will need to complete an eligibility assessment for applications in the following 
circumstances: 

1. Applicants who are British, Commonwealth or Irish Citizen’s and have not been resident 
in the CTA for the last 2 years  
 

2. An applicant being sponsored 
 

3. A citizen of a country within the EEA 
 

4. Family member of a citizen of a country within the EEA 

The following process should be followed: 

STEP 1 

Each application should be considered on a case by case basis and in in accordance with 
the following: 

The Allocation of Housing and Homelessness (Eligibility) (England) Regulations 2006. This 
can be viewed at: 

http://www.legislation.gov.uk/uksi/2006/1294/contents/made 

Guidance is available at: 

 http://www.housing-rights.info/habitual-residence-test.php  

And Annex 10 of the Homeless Code of Guidance suggests a range of factors to be 
considered when applying a habitual residence test to CTA citizens who have not been 
resident within the last 2 years.  

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/7841/152056
.pdf. 

http://www.legislation.gov.uk/uksi/2006/1294/contents/made
http://www.housing-rights.info/habitual-residence-test.php
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/7841/152056.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/7841/152056.pdf
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STEP 2 

If the HNO considers that the applicant is eligible, note the reasons and proceed with 
assessing the application. 

If the HNO considers that further information is required, proceed to the next step. 

If the HNO is satisfied that the applicant is ineligible, note the reasons why and within 10 
working days, notify the applicant in writing of the decision and right to review (see letter 
templates). 

STEP 3 

Contact the applicant by telephone or in writing to request further information and update 
records. Refer to the verification framework, appendix 1. 

STEP 4 

Set a reminder to follow up in 10 working days. 

STEP 5 

Upon receipt of the further information requested, return to STEP 1. 

If no further information is provided, notify the applicant in writing that it is not possible to 
assess their application until the further information has been provided. 

HNOs should consult with SHNOs if there is any uncertainty as to whether an applicant is 
eligible. 

Exceptions 

There are no exceptions. Eligibility is defined by legislation including the Housing Act 1996 
s160ZA(3) and the Asylum and Immigration Act 1996. 

Flowchart 
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Eligibility Changes 

The legislation governing eligibility may change from time to time as well as the eligibility of  
applicants, for example, a change of immigration and/or worker status. Therefore, eligibility 
for an allocation of housing will be kept under review. The applicant is responsible for 
informing us of any change in their eligibility status. 
 
We must consider applicant’s eligibility at the time of the initial application and again when 
considering making an allocation to them, particularly where a substantial amount of time 
has elapsed since the original application. 

Repeat Applications 

A repeat application following a not eligible decision (and including a review upholding the 
decision) will only be considered if there has been a change in the applicant’s 
circumstances. In instances where there has been no factual change, the previous decision 
will be relied upon. 
 
Where the applicant believes there is a change of circumstances an on-line change of 
circumstances form should be completed and submitted. HNOs may request supporting 
evidence from the applicant regarding their immigration status. Refer to the verification 
framework, appendix 1. 

4. Qualification 

Purpose 

The purpose of this section is to define the process for registration officers assessing if 
applicants qualify to join the housing register.  

This procedure relates to section 4.3, Applicants who do not qualify, of the Allocation 
Scheme. 

Procedure 

The on-line application form includes a series of questions in relation to qualification as 
described in the allocation scheme. If applicants do not pass the on-line qualification test 
they will not be able to complete the application. The applicant will automatically receive an 
on-line message that the form has been submitted and is awaiting approval. 

Qualification is initially based upon applicants’ self-disclosure. If applicants answer to any of 
the following questions which mean they do not qualify, they will not be able to proceed with 
the application: 
 

 Persons with no housing need 
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 Persons with a household net income in excess of £53,500 (Applicants’ qualification 
will be based upon the threshold when assessed at the time of their application being 
submitted.) 

 Persons with assets and/or savings in excess of £16,000 (Applicants’ qualification 
will be based upon the threshold when assessed at the time of their application being 
submitted). 

 No local connection to Birmingham 

 Persons incapable in law of holding a legal tenancy (aged 16 or 17) unless the 
person:  
 

 Is in the care of the Council, or a care leaver 

 Has been defined as a child in need as a result of a s17 Children Act 1989 statutory 
assessment 

 Is owed a full statutory homeless duty following a s20 Children Act 1989 statutory 
assessment, or 

 Has an adult or adults who will act as a trustee(s) and hold a legal tenancy until the 
legal incapacity to hold a tenancy ends. 

 

The application it will be submitted automatically and the application will move to the “online 
complete” status. Whilst the application is in this status applicants are unable to make ANY 
further changes to their application or create a new application.   
 
The applicant must be notified in writing by the HNO of the reason why they do not 
qualify and how to request a review of this decision (see letter templates). They 
should also be directed to obtaining advice and assistance.  Housing Options advice 
and information is available at Birmingham City Council's main website 
https://www.birmingham.gov.uk/homepage/220/your_housing_options.   

HNOs must check all failed qualification applications daily and notify the applicant in writing 
of this decision and of their right to request a review; within 10 working days. 

Exceptions 

There are no exceptions to this procedure. 

Flowchart 
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https://www.birmingham.gov.uk/homepage/220/your_housing_options
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Passed Qualification Applications 

Although the on-line application asks a series of questions, passed qualification 
applications should be checked at the assessment and/or shortlisting stage. Refer to the 
table below and verification framework, appendix 1. 

Unacceptable Behaviour 

STEP 1 
HNOs must check whether applicants and members of the household do qualify and that 
there is no unacceptable behaviour by applying the checks listed in the table overleaf and 
the verification framework, appendix 1.  
If the applicant has declared an unacceptable behaviour this should be accepted. The same 
assessment process applies.   
 

Behaviour  
by Applicants and/or any member of 
an applicant's family  
 

Check Assessment or 
Shortlisting 

Who have had a possession order 
made against them for arrears of 
rent regardless of tenure 

Northgate (BCC current or 
former  tenants only) 

Assessment and 
shortlisting. 

With a recoverable housing related 
debt associated with a tenancy that 
has now terminated 

Northgate and Data 
Warehouse 

Assessment – 
Northgate only 
Shortlisting - Northgate 
and Data Warehouse 

Who have been served with a 
Notice of Seeking Possession [or 
equivalent notice] in relation to 
behaviour or conduct of tenancy, 
excluding non-payment of rent, 
regardless of 
Tenure 

Northgate (BCC tenants 
only) 

Shortlisting only 

Who have been given an order 
made in a civil court that is linked to 
a property or the locality of a 
property 

None – dependent upon 
self-disclosure 

N/A 

Perpetrators of domestic violence 
who are subject to a non-
molestation order, an injunction 
order, an occupation order or a 
restraining order 
 

Data Warehouse Shortlisting only 

Who have been evicted from a 
tenancy due to a breach of any 

Northgate (BCC tenants 
only) 

Assessment and 
shortlisting. 
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tenancy condition 

Who have been convicted of using a 
property for immoral or illegal 
purposes 
 

None – dependent upon 
self-disclosure 

N/A 

Who have an unspent criminal 
conviction committed in, or in the 
locality of a property 

None – dependent upon 
self-disclosure 

N/A 

Who have committed an act of 
fraud, withheld, falsified or 
misrepresented any information 
pertaining to access to public funds 
and/or services 

Data Warehouse Shortlisting only 

Who have displayed threatening, 
violent or otherwise abusive 
behaviour towards a Council or 
partner registered provider 
employee or person employed to 
undertake work on their behalf. 

Northgate/Abritas Person 
Alert 

Assessment and 
shortlisting. 

 
STEP 2 
 
Record the outcome of your findings and the reasons for reaching this decision. For 
example, Northgate rent account records confirm that an applicant had a possession order 
made against them for arrears of rent that have now been cleared in full and qualification 
has passed.  
 
STEP 3 
 
If you decide that an applicant qualifies and there is no unacceptable behaviour, proceed 
with the assessment. If not, proceed to STEP 4. 
 
STEP 4 
 
If you decide that an applicant has met the disqualification criteria you need to go on to 
consider:  
 

 Was the unacceptable behaviour serious enough to deem the applicant unsuitable to 
be a tenant? 

 At the time of the application is the applicant still unsuitable to be a tenant by reason 
of that behaviour, or the behaviour of a member of his household?  

 
In deciding this, you should take a number of factors into account, such as: 
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1. The reason for and the seriousness of the breach; its location, frequency, how 
recently it has occurred, its relevance, the nature of the offence and what type of 
action has been previously taken. This may include formal intervention by other 
parties including Police, Probation, other Council services and support providers 
including the Landlord Services or Tenancy Enforcement Officers. You will consult 
with these and any other organisations in determining qualification. 

2. Whether the tenant has had an opportunity to remedy the breach, or whether it has, 
in fact, been remedied. 

3. Whether any further breaches have occurred since initial breach. 
 
STEP 5 
 
Where you have reason to believe that unacceptable behaviour is due to a physical, mental 
or learning disability, or as a result of abuse, the person will not be determined as non-
qualifying without first consulting, as appropriate, with any relevant agencies, for example, a 
social worker, support worker or CPN. 
 
STEP 6 

The application should be rejected if a behaviour is deemed unacceptable which continues 
to make them unsuitable to be a tenant. You should notify the applicant in writing within 10 
working days of this decision and of their right to request a review. 

NB: a decision that an applicant is suitable to be a tenant even though the applicant 
or a household member has engaged in unacceptable behaviour must be authorised 
by the registration Service Manager.  Documents relating to decisions of this nature 
should be uploaded to Abritas for auditing purposes. 

 
Circumstances may arise where we may need to re-consider an applicant’s qualification to 
remain on the housing register.  Steps 1 to 6 should be followed.  

Exceptions 

There are no exceptions to this procedure.   

a) Possession Orders made against them for arrears regardless of tenure 

This includes the following: 

 Outright possession orders 

 Suspended possession orders 

 Postponed possession orders 
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b) Housing related debt associated with a tenancy that has now terminated 

This includes:  

 Former tenancy arrears from either private or social landlord (including temporary 
accommodation) 

 Housing benefit overpayments in relation to a former tenancy 

 Rechargeable repairs or legal costs arising from court action in connection with a 
former tenancy. 

This does not include: 

 Non self-contained accommodation, for example, Bed and breakfast charges 

 Garage charges 

 Unlawful occupier charges 

 Debts solely accumulated due to the Social Sector Size Criteria where the tenant 
has moved to smaller bedroomed accommodation cooperation 

 Unrecoverable debts under the Limitation Act 1980, for example, a debt older than 7 
years and no contact has made. 

Applicants will qualify where they or member of the household have cleared the arrears in 
full or they or member of the household have:  

 A repayment arrangement in place and  

 are repaying the debt in an acceptable manner. 

If the applicant gives an undertaking to repay the debt and fails to maintain the payment 
plan then the applicant can be considered as no longer qualifying and removed from the 
register. 

c)  Notice of Seeking Possession 

This excludes for reasons of rent arrears and is in relation to breaches of tenancy 
conditions, for example, anti-social behaviour. 

d) Civil Court Orders 

An order in a civil court can be issued for a range of reasons and must be linked to a 
property or locality of a property, for example: 

 Excessive noise 

 Anti-social behaviour orders 

 Boundary disputes 

 Non-return of property 
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 Small claims and damages 

 Un-lawful occupation 

e) Perpetrators of Domestic Violence 

The types of orders include: 

 Non-molestation order 

 Injunction order 

 Occupation Order 

 Restraining Order 

f) Evicted from tenancy for breach of tenancy conditions 

Examples include: 

 Anti-social behaviour 

 Disrepair and unauthorised repairs 

 No maintenance of garden 

g) Convicted of using property for illegal and immoral purposes: 

A conviction is the verdict that results when a court of law finds a defendant guilty of a 
crime. Examples include: 

 Drug dealing 

 Drug cultivation 

 Uses property as brothel 

h)  Unspent criminal convictions committed in, or in the locality of a property: 

The difference between a spent and unspent conviction is based on the Rehabilitation of 
Offenders Act. A conviction becomes spent after a period of time. The rehabilitation period 
varies according to the sentence given, not to the offence committed. For a custodial 
sentence, the length of time actually served is irrelevant: the rehabilitation period is 
determined by the original sentence. Examples include: 

 Violent and sexual offences 

 Curfew orders 

 Murder and manslaughter 

 Arson  

https://en.wikipedia.org/wiki/Verdict
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i) Committed an act of fraud, withheld, falsified or misrepresented any 
information pertaining to access public funds and/or services. 

Examples include: 

 False housing and homeless applications 

 Benefit fraud, including housing benefit 
 False/ineligible grant applications 

 Right to buy fraud 

j)  Displayed threatening, violent or otherwise abusive behaviour 

Examples include: 

 Assaults against staff, contractors or partners 

 Threats of abuse, verbally and in writing. 

Persons with income/assets 

If you identify through a desktop check that an applicant or their household member’s 
income or assets exceeds the following  threshold, for example, ownership of a property, 
you should reject the application.   

 Persons with a household net income in excess of £57,880  

 Persons with assets and/or savings in excess of £16,000  

New applications submitted from the aforementioned applicants should only be accepted 
upon receipt and verification of the following: 

 Property valuations and mortgage statements 

 A statement or letter from the mortgage company that shows their mortgage 
payments are up to date.  

 If they own their home outright provide an office  copy from the Land Registry Title  

This information can be used to establish the current equity that the household has.  

If you identify a property was sold, evidence of how much profit was made on the property 
is required. In taking into account the funds now available from this sale, it is important to 
look at when the sale was made and investigate how much of that money has been spent 
and what this has been spent on. This will require the applicant providing evidence, such as 
receipts and bank statements.  

You must write to the applicant informing them of the decision that they do not qualify and 
stating the reasons why, for example, the threshold being exceeded. The applicant must 
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also be informed they have the right to request a review of the decision, and that any 
request for a review, must be submitted in writing within 21 days of receiving the decision 
letter. 

Persons with no Local Connection 

The following applicants do not qualify for a local connection: 
 

 Homeless applicants who have been placed in Birmingham by another authority 
(unless BCC have accepted a S198 or S213 Referral).      

 Occupation of a mobile home, caravan or motor caravan which is not placed on a 
residential site.  

 Occupation of a holiday letting which includes a permanent building, hotel or bed and  
           breakfast accommodation, for the purposes of a holiday.  

 Residents of HMP Winson Green, Bail Hostels or other such accommodation if no 
           previous connection with the City exists.  

 In-Patients of Hospitals/specialist centres.  

Local Connection Exceptions 

Exceptions apply to the following applicants: 

 Persons who are serving in the regular armed forces or have done so in the 
           five years preceding their application for an allocation of housing  
           accommodation. 

 Bereaved spouses or civil partners of those serving in the regular forces  
           where their spouse or partner’s death is attributable (wholly or partly) to their  
           service and the bereaved spouse or civil partner’s entitlement to reside in 
           Ministry of Defence accommodation then ceases. 

 Seriously injured, ill or disabled reservists (or former reservists) whose injury,  
           illness or disability is attributable wholly or partly to their service. 

 Out of Birmingham social housing tenants for work related reasons under 
          “Right to Move” statutory guidance. 

 
Exceptional circumstances may arise where it is not appropriate to apply the local 
connection criteria and SHNO’s may override disqualification when cases are identified, for 
example: 

 MAPPA cases who are eligible and qualify except for local connection. 

 Witness protection cases who are eligible and qualify except for local 
           connection. 

 Applicants who have been placed outside of Birmingham while being looked  
           after by BCC Children’s Services. 

 Homeless applicants fleeing Domestic Abuse from another Local Authority. 

      Domestic abuse applicants referred by a Council Accredited Supported 
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     Scheme who are eligible and qualify except for local connection. 

Persons who are incapable in law of holding a legal tenancy (16 and 17 year olds), 
unless: 

Applicants aged 16 and 17 do not qualify unless the person: 

 is in the care of the Council, or a care leaver 

 has been defined as a child in need as a result of a s17 Children Act 1989 

 statutory assessment 

  is owed a full statutory homeless duty following a s20 Children Act 1989 statutory 
assessment, or 

 has an adult or adults who will act as a trustee(s) and hold a legal tenancy until the 
legal incapacity to hold a tenancy ends. 

Refusal of offers of social housing 

Applicants who have refused 2 suitable offers for social housing are disqualified from the 
housing register for 12 months. The 12 month count commences from the date of the 
refusal of the second offer.  Applications are held in a pending status during this time which 
restricts applicants from submitting a further application. 

Upon the 12 month period elapsing, a new application may be submitted. 

*Offers made prior to the introduction of the allocation scheme 2016 are not be counted. 

Exceptions 

Statutory homeless households are entitled to one offer of accommodation.  If this offer is 
refused and the applicant has no other housing need, they will no longer qualify to remain 
on the register. 

 

 

 

 

2nd suitable 
offer refused 

Disqualified 
for 12 months 

from 2nd 
refusal date 

12 months 
lapsed  

New 
Application 
Completed 
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5. Who will be considered - Applicants and Household Members  

Purpose 

The purpose of this section is to define the factors to be considered by registration officers 
when assessing who should be included in an applicant’s household,  at the time of 
applications being submitted and throughout the life of an application.  
 
This procedure relates to section 5.2, Registration, of the Allocation Scheme. 

Procedure 

Household members who are declared as or identified by an officer as temporarily living 
away from home, for example in further education or serving in the armed forces, will 
normally be included as part of the household after applying the following process.   
 
Step 1 
 
The registration officer will request that the individual currently living away confirms in 
writing that they wish to be considered as part of the household. See letter templates. You 
should request a response within 15 working days. The registration officer will set a 
“reminder” to review this application on the response deadline. 
 
Until this letter is provided the application will not be fully assessed and made ‘active’.  
 
Step 2 
 
The primary and joint applicant (if applicable) should be notified by email/letter that 
information has been requested from the individual currently living away and their 
assessment is pending enquiries. 
 
Step 3 
 
Upon receipt of confirmation in writing (including by email) from the individual living away 
HNO should attach a copy of the correspondence to the application and proceed with the 
assessment. 
 
If the individual living away responds to advise that they do not wish to be considered as 
part of the household, delete the household member and proceed with the assessment.  
 
Step 4 
 
If a response is not received by the response date from the individual living away, the 
registration officer should notify the primary and joint applicant (if applicable) that no 
response has been received and no further enquiries will be completed until a response is 
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received.  The applicant may choose to proceed with their application and omit the 
household member living away by editing and re-submitting an updated application. 

Exceptions 

There are no exceptions to this procedure unless at the discretion of the Registration 
Service Manager. 

Flowchart 

 

 

 

People who have an extenuating need to live with the applicant 

Purpose 

The purpose of this section is to define the factors registration officers should consider 
when people have an extenuating need to live with an applicant declared at the time of an 
application being submitted or declared after an application has been accepted.  
 
This procedure relates to section 5.2, Registration, of the Allocation Scheme. 

Procedure 

Registration officers will need to take into account the details of people who normally reside 
with applicants or who would reasonably be expected to reside with applicants as a 
member of his/her household. Each case should be considered based upon its own merits.  
The below guidance should be considered for consistency. 
 
It is reasonable to expect applicants applying together already to be residing together 
unless there are demonstrable extenuating circumstances that require them to move with 
the applicant. The extenuating need is to provide or receive on-going and substantial care 
which can be evidenced. See Care and Support. 

Parental Responsibility 

The parent or guardian in receipt of any welfare benefits, including child benefit, to which 
the household is entitled to will normally be regarded as the primary carer of the child/ren.  
 

Where there is no legal involvement and both parents have agreed that one parent should 
have 'full custody' of a child/ren then you will need to be satisfied that adequate evidence 

Household 
Member 

Living Away 

Request 
confirmation 

within 15 
working days 

 

Response 
Received – 

Assess 
Application 
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e.g. proof of child benefit being received by the applicant for the child/ren. Officers of the 
registration team will form a view as to which address is the primary address of the 
dependent child/ren. 
 
In cases where a parent/parents’ consent for their child/ren to live with a carer or other 
parent on a full-time basis or for more than 50% of the week then it is acceptable if you are 
satisfied that there is reasonable evidence (as described above) that the child/ren are part 
of the applicants household. You should complete a data warehouse check to verify 
applicants’ household circumstances. If records cannot be validated, evidence from the 
applicant should be requested. 

A parent/guardian with access to children only is not eligible for any additional bedrooms, 
for example, children visiting at weekends, school holidays. A parent without primary care 
responsibilities cannot include any children concerned when claiming consideration for an 
assessment for any other priority award for, e.g. overcrowding, or medical priority. This 
means that any dependent children subject to access arrangements should not be included 
on a housing application. 

When an application form is received from a customer claiming shared parenting duties, 
you must first establish that the child/children is/are equally dependant on both parents and 
spends an equal amount of time at both homes. Evidence of the arrangements must be 
requested, for example, a ‘child arrangements order’.  This decides: 

 where your child lives  

 when your child spends time with each parent  

 when and what other types of contact, like phone calls, take place  

‘Child arrangement orders’ replace ‘residence orders’ and ‘contact orders’. 

You may seek to establish how the orders are operated and adhered to in practice and 
request specific evidence in such cases. 

Family members not currently living with the applicant in the UK (see also HM Forces) 

Applicants may apply who have family members who are not living in the UK, for example, 
where a person granted refugee status or humanitarian protection has applied for pre-
existing family members to join them in the UK.  
 
The application will be registered and the applicants will not be offered the size of 
accommodation for all the household members until the family have been reunited in the 
UK.  
 
Upon the family members arriving in the UK, the applicant will need to complete an on-line 
change of circumstances form and provide confirmation of their family resettlement, for 
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example, a copy of all family members’ passports.  You will then need to check if the family 
members are eligible and re-assess the application. 

Fostering, Adoption and Special Guardianship 

Applicants approved for fostering, adoption or special guardianship that have been referred 
via BCC’s Children’s Services will be able to include children for whom they have been 
approved to foster/adopt within their household. Applicants should submit a housing 
application and it is expected that Children’s Services referrals will be sent directly to the 
Registration Team confirming this housing need.  
 
STEP 1 
 
View the application and identify if any household members have been included who are 
living at another address. If yes, proceed to step 2. If no, proceed with assessment. 
 
STEP 2 

 
Are the household members included on the application and living apart reasonably 
expected to reside with the applicant? Or, is there and extenuating circumstance that 
require them to move with the applicant. If yes, proceed to step 3.  

 
If no, delete the household member, record the reason why and proceed with assessment. 
 
STEP 3 
 
Check if evidenced on “Care First” that there is an extenuating need to provide or receive 
ongoing support. If yes, record this evidence and proceed with assessment. 
 
If no, return to STEP 3 or consider if the criteria within the following three sections are met. 
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Flowchart 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

6. Assessment of Applications 

Purpose 

The purpose of this procedure is to provide HNOs with the process for assessing an 
application.  

This procedure relates to section 6, Assessment of Need, of the Allocation Scheme. 
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Procedure 

STEP 1 

All forms submitted will be held in an “exception” folder and they will then be allocated on a 
workflow basis to officers of the registration team. Officers will be able to view “my 
applications” for applications allocated to them or view all summited applications at “all 
applications” awaiting assessment. 

 

The Service Standard is to assess all applications within 25 working days. 

STEP 2 
 
HNOs will assess all applications in accordance with the scheme and this will involve 
checking eligibility, qualification, the household composition, circumstances and priority. 
Should the assessment identify factors requiring further investigation, appropriate follow-up 
action should be taken. Please refer to the following chapters. 

Exceptions 

All applications submitted must be assessed following the normal process below. Please 
see the end of section 6 for assessing applications the same day as submission or if the 
interface from Northgate fails. 

Flowchart 
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Additional checks will need to be completed using the overnight/hourly interface. Refer to 
Overnight/hourly Interface at the end of section 6. 

Standard On-Line Assessment Workflow   

To support officers in following the assessment process a standard workflow is provided in 
Abritas. See the diagram below:
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Please refer to the separate Abritas user guides for navigating the on-line assessment 
process. 

Current BCC Tenants 

Current BCC tenants are asked to confirm on the on-line application form if all members of 
his/her household will be moving with them. Upon transferring/vacating it is a tenancy 
condition to provide vacant possession of their current home.  

STEP 1 

Check and enter the correct Northgate person reference has been recorded for the primary 
applicant on the application. If it has not, enter the reference number and await the 
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overnight interface. If a same day assessment is essential, follow the overnight interface 
exception above.  

If the Northgate person reference is already entered correctly, proceed to step 2.   

STEP 2 

Complete Northgate and Data Warehouse checks to identify if the re-housing group 
matches the record of current residents. If the records match, proceed to the next section. If 
not, proceed to STEP 3. 

STEP 3 

Where additional household members are identified as residing at the tenancy and are not 
included on their application form, the application should be rejected. 

STEP 4 

Notify the applicant in writing within 10 working days of this decision and of their right to 
request a review; (see letter templates). 

STEP 5 

No further applications should be accepted until the applicant has confirmed vacant 
possession of the property will be provided. For example, the applicant submits a new 
housing application form and: 

 The applicant’s Northgate and Data Warehouse records now match the housing 
application household member data and 

 The household members missing have been added to the application or 

 The applicant has confirmed the household members missing have moved address. 

Exceptions 

The only exception to accepting an application from a BCC tenant where additional 
household members are identified and not moving with the applicant is where the Senior 
Service Manager has approved “an exceptional need to move” and this information was 
considered as part of the assessment. 

Flowchart 
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Sole and Joint Tenants 

Purpose 

It is important to check that an application from an existing tenant and/or joint tenant 
matches the tenancy records of current BCC Tenants. This will ensure that the transfer of 
tenancies at the time of an allocation is processed correctly. This avoids generating tenancy 
queries or leaving unlawful occupiers in residence. 

This procedure relates to section 6, Assessment of Need, of the Allocation Scheme. 

Procedure 

STEP 1 

You must check that the current and joint tenant (if applicable) forenames and surnames 
recorded on Northgate are the same as the primary and joint applicants.  

STEP 2  

If the tenancy records do not match, refer to the table below: 

Current Tenancy 

 

Primary/Joint Applicant Action 

Sole Tenancy  Sole Applicant If matches - proceed  

 

Sole Tenancy Sole Applicant 

 

If no match – further information 
required and notify customer. 

They may not be a BCC tenant, 
changed their name or are 
illegally subletting. 

Sole Tenancy Primary applicant and joint 
applicant 

If matches - proceed with 
application.   

A joint tenancy will be created 
upon transfer  

Sole Tenancy Joint applicant is the sole 
tenant and primary 
applicant not a tenant. 

The joint applicant should be the 
primary applicant.  

Update, notify customer and 
proceed with application. A joint 
tenancy will be created upon 
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transfer 

Joint Tenancy Primary and joint applicant  If matches – proceed 

The joint tenancy will continue 
upon transfer 

Joint Tenancy 

 

 

Sole applicant Both of the joint tenants must be 
registered to transfer. 

Further information required and 
notify customer. 

Joint Tenancy Primary and joint applicant Only one match – further 
information required and notify 
customer. 

Both of the joint tenants must be 
registered to transfer. 

Joint Tenancy Primary and joint applicant If no match - further information 
required and notify customer.  

They may not be a BCC tenant, 
changed their name(s) or are 
illegally subletting. 

STEP 3 

When an applicant has applied and the tenancy of the property is in different names, it will 
not be possible to assess the application until the tenancy records match the application 
details and vice versa.  

You should direct applicants with any tenancy queries arising from applications to their 
Tenancy Management Housing Officer. A letter should be sent to the applicant advising that 
their application cannot proceed and requesting further information. A copy of the letter 
should be copied to the relevant Tenancy and Estate Management team (TEM).  

STEP 4 

HNO to set reminder to check if the tenancy query has been resolved in 20 working days. If 
resolved, proceed to STEP 5. 

If unresolved, close the application and notify the applicant that we are unable to proceed 
with the assessment without further information. 

STEP 5 
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Once the tenancy query has been resolved and it is confirmed on the Northgate records, it 
will be possible to proceed with the assessment. 

Exceptions 

There are no exceptions to this procedure which must be adhered to in all instances. 

 

Flowchart 

 

 

 

 

 

 

 

 

Overnight/hourly Interface 

An overnight/hourly check is completed of all applications with the Northgate records for 
current tenants, people, person alerts and homeless applications.  

Assessments, unless exceptionally urgent, should be assessed the following working day 
after submission and the overnight interface activity. 

If you assess an application on the same day/hour as submission you should manually 
check Northgate for the following information: 

STEP 1 

Check and record Northgate Person Reference, if applicable. 
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STEP 3 

Check and record Northgate rent account balance and status of any arrears action, and 
other household debts (current or previous tenancies). 

 

STEP 4 

Check and record Homeless Application Number and status, if applicable. 

 

STEP 5 

Check and record and Person Alerts, if applicable. 

You must record all the checks you have made including your findings on the household 
customer record. The person interface will continue and any data from Northgate will be 
updated automatically. 

Exceptions 

There are no exceptions to this process and these additional checks must be undertaken 
for application forms submitted and to be assessed the same day/immediately.   

Flowchart 
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Purpose 

The purpose of this section is to define the process for registration officers assessing each 

of the housing need categories for applicants. 

This procedure relates to sections 6.5, assessment of additional preference, 6.6, 

assessment of reasonable preference and 6.7 the assessment of other specified groups of 

the Allocation Scheme.  

This process will be applied by officers of the registration team. 

8. Unsatisfactory Accommodation  

Clearance, Demolition and Lease Expiry  

Clearance and Demolition - Bands 1 and 2  

Purpose 

The purpose of this procedure is to set out the process for awarding band 1 or 2 to 
applicants who are required to move because their home will be demolished or required for 
major works within 6 or 12 months and the tenant will not be returning. 

This procedure relates to section 6.5.1.1 and 6.6.1.1 of the allocation scheme. 

Procedure 

This housing need will predominantly be awarded to BCC tenants’ identified within an 
approved clearance or regeneration area/scheme and owner occupiers subject to a CPO or 
occupying properties. 

STEP 1 

Check the housing application form and confirm the applicant is a BCC tenant or owner 
occupier.  

If the applicant is not, do not proceed with this housing need assessment. 

If yes, proceed to STEP 2. 

STEP 2 

Verify the address is included in a clearance programme by accessing the programme list 
in the ARC. 
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If yes, proceed to STEP 3. 

If no, do not proceed with this housing need assessment. 

STEP 3 

Verify the clearance date is correctly entered against the clearance programme list. 

If the clearance date is not within 12 months, this award will not be granted and you cannot 
proceed with this housing need assessment. 

If the clearance date is within 12 months, proceed to STEP 4.  

STEP 4 

Check and confirm the clearance date entered on Abritas is correct.  The IT system will 
calculate the number of days before the clearance date.  If possession is required within 6 
months, band 1 will be awarded, if the date is between 6 and 12 months band 2 will be 
awarded. 

STEP 5 

If band 1 applies, send to SHNO for approval. 

Flowchart 

 

 

 

Exceptions 

There may be occasions where an owner occupier has been issued with a CPO who will 
qualify for this award and this must be checked and confirmed in writing to the Registration 
Senior Service Manager by the Senior Service Manager, Investment and Development. 

Lease Expiry – Bands 1 and 2 

This housing need will predominantly be awarded where BCC’s lease of a property is due 
to expire. 
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Check the housing application form and confirm the applicant is a BCC tenant.  

If the applicant is not, do not proceed with this housing need assessment. 

If yes, proceed to STEP 2. 

Email land&property@birmingham.gov.uk to request confirmation that the tenant is required 
to move because the BCC lease on the property is due to expire and when. 

STEP 3 

Set a reminder to follow up this email in 5 working days. 

STEP 4 

Upon receipt of a response from the Land and Property team: 

If lease expiry is confirmed within 12 months, proceed to step 5. 

If lease expiry is not confirmed within 12 months, do not proceed with this housing need 
assessment. 

STEP 5 

Confirm the lease expiry date entered on Abritas is correct.  The IT system will calculate the 
number of days before the required possession date.  If possession is required within 6 
months, band 1 will be awarded, if the date is between 6 and 12 months band 2 will be 
awarded. 

STEP 6 

If band 1 applies, send to SHNO for approval. 

Flowchart 
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Exceptions 

There may be occasions where tenants of Registered Providers will qualify for this award 
and this will be confirmed in writing to the Registration Senior Service Manager by the 
Senior Service Manager, Investment and Development. 

Acute Overcrowding – Band 1 

Purpose 

This procedure sets out the process of how this award should be assessed for applicants 
who are at least 3 bedrooms short in accordance with the bedroom standard.  

This procedure relates to section 6.5.1.2, Acute Overcrowding of the Allocation Scheme. 

Procedure 

Please also refer to the Abritas User Guide. There are a number of fields that are 
automatically calculated by the Abritas system. 

STEP 1 

Check the housing application for the following: 

 Property details (this award does not apply where the applicant has been 
placed in any bed and breakfast accommodation by any authority). 

 Bed spaces are correct (A bedsit/studio will be treated as having 1 bedroom) 

 Household makeup including age, relationship and gender of moving and 
stating group 

Tenants and owner-occupiers with lodgers in the staying group will not have the lodgers 
taken into account in the overcrowding calculation where the lodgers cause the 
overcrowding. There may need to be a manual override of the number of bedrooms 
calculated and notes added onto the application to explain this.  

For the purpose of calculating overcrowding all bedrooms are counted and it doesn't matter 
which rooms are actually slept in. 

An expected child is not counted. Upon the birth of the children applicants are required to 
complete a change of circumstances form and the overcrowding calculation (and re-
housing bedroom entitlement) will be re-calculated. 

STEP 2 

Complete desktop verification utilising the Data Warehouse and Northgate. (If a homeless 
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duty has been accepted, check if the reason for acceptance is statutory overcrowding. If 
yes, a copy of HHSRS report will have been saved to Erecords.) 

If the property details and household makeup is verified, proceed to STEP 5 

If the property details and household makeup cannot be verified, request a home visit. 

STEP 3 

Set a reminder to follow up this email in 5 working days. 

STEP 4 

A visiting officer will arrange a home visit and verify the acute overcrowding. 

If the visiting officer verifies the property details and household makeup is correct, proceed 
to STEP 5 

If the visiting officer does not confirm the property details and household make up is correct 
and there is not acute overcrowding, do not proceed with this housing need assessment. 

STEP 5 

Update Abritas to confirm acute overcrowding has been verified. 

STEP 6 

Send to SHNO for approval. 

Flowchart 
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Exceptions  

There are no exceptions to this procedure. 

Under-occupied social housing – Bands 1 and 2 

Purpose 

This procedure sets out the process of how this award should be assessed for social 
housing tenants in Birmingham currently under occupying houses, bungalows, flats and 
maisonettes and willing to move to a smaller property.  

This procedure relates to section 6.5.1.3 and 6.6.1.3, Under-occupied social housing of the 
Allocation Scheme. 

Tenants leaving people unlawfully occupying their tenancy upon vacating will not be able to 
register for a transfer. 

Procedure 

STEP 1 

Check the housing application form and confirm the applicant is a BCC or RP tenant 
residing in Birmingham. 

If the applicant is not, do not proceed with this housing need assessment. 

If yes, proceed to STEP 2. 

STEP 2 

Check the type of property is correctly recorded as a house, bungalow, flat or maisonette. 

STEP 3 

Complete desktop verification utilising the Data Warehouse and Northgate to confirm the 
tenant will be releasing at least one bedroom.  

If this cannot be confirmed, request a home visit and proceed to STEP 4. 

If yes, proceed to STEP 6. 

If the property is not under-occupied, do not proceed with this housing need assessment. 

SHNO 
Approval 
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STEP 4 

Set a reminder to follow up this email in 5 working days. 

STEP 5 

A visiting officer will arrange a home visit and verify the under-occupancy. 

If the visiting officer verifies the property details and household makeup is correct, proceed 
to STEP 6. 

If the visiting officer does not confirm the property details and household make up is correct 
and there is no under-occupancy, do not proceed with this housing need assessment. 

STEP 6 

Update Abritas to confirm tenant releasing under-occupied social housing.  

For houses and bungalows, send to SHNO for approval of Band 1. 

For flats and maisonettes, Band 2 will be awarded. 

Exceptions 

There is no exception to this procedure. 

Flowchart 

 

 

Chec 

 

 

 

 

 

 

Birmingham 
Social 

Housing 
Tenant 

Confirmed 

Check 
Property 

Type 

Check date 
Warehouse 

and 
Northgate 

Under-
occupancy 
confirmed 

Yes – 
Update 
Abritas 



   

 

 

 

52 | P a g e  

 

 

 

 

 

Significantly adapted social housing – Band 1 

Purpose 

This procedure sets out the process of how this band should be assessed and awarded to 
social housing tenants in Birmingham releasing a significantly adapted house or older 
person’s accommodation.  

This procedure relates to section 6.5.1.3, Under-occupied and significantly adapted social 
housing of the Allocation Scheme. 

Procedure 

This procedure applies to BCC and RP tenants only who want to move and release their 
adapted house or older person accommodation (bungalows only). It is expected that the 
tenant either no longer requires the adapted property or requires different types of 
adaptations.  

Applicants who require another different type of adapted property will need to have an 
assessment completed by an Occupational Therapist.  Refer to medical/disability 
procedure. 

STEP 1 

Check the housing application form and confirm the applicant is a BCC or RP tenant 
residing in Birmingham. 

If the applicant is not, do not proceed with this housing need assessment. 

If yes, proceed to STEP 2. 

STEP 2 

Check the type of property type is a house or older persons’ accommodation bungalow. 

If yes, proceed to STEP 4. 

No – request 
home visit 

Visit 
Outcome 

No - end of 
assessment 
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If not, do not proceed with this housing need assessment. 

STEP 3 

The Occupational Therapy Service has defined a significantly adapted property as having 
the following adaptations:  

Stair lift 

Through floor lift 

Level access shower 

Ceiling track hoist 

Wheelchair access 

Wider doorways 

Ramped/level access from external 

Lowered kitchen facilities 

Accessible bathing facilities 

Level access internal layout 

Check the applicant has declared there are as a minimum the adaptations listed in red are 
at the property. 

If yes, proceed to STEP 4. 

If not, do not proceed with this housing need assessment. 

STEP 4 

Email the tenants landlord to request verification of the adaptations at the property. 

STEP 5 

Set a reminder to follow up this request in 10 working days. 

STEP 6 

If the landlord confirms the tenant property is significantly adapted, proceed to STEP 8. 

If not, do not proceed with this housing need assessment. 

STEP 7 

Refer the application to the SHNO to confirm that the property can be re-let to a suitable 
tenant. 
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STEP 8 

The SHNO checks there are suitable applicant(s) requiring a significantly adapted property 
of the bedroom size and location. 

If yes, proceed to STEP 9. 

If not, this housing need cannot be awarded. 

STEP 9 

Update Abritas to confirm the tenant is releasing a significantly adapted property.  

STEP 10 

SHNO approves Band 1. 

Exceptions 

There are no exceptions to this procedure. 

Flowchart   

 

 

 

 

 

 

Private rented sector properties – Band 1 

Purpose 

This housing need can be awarded to applicants who are renting privately owned properties 
where the Council has determined that the property poses a Category 1 hazard (excluding 
overcrowding) under the HHSRS. 
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Procedure 

STEP 1 

Check the housing application form and confirm the applicant is renting a privately owned 
property. 

If the applicant does not rent a privately owned property, do not proceed with this 
assessment. 

If yes, proceed to STEP 2. 

STEP 2 

Email Private Rented Services (PRS) at prs@birmingham.gov.uk. Provide a copy of the 
housing application form and ask if there has been any involvement by this service and if 
any enforcement action taken. 

STEP 3 

Set a reminder to follow up your email in 10 working days. 

STEP 4 

If PRS confirm there has not been any involvement or the property poses no category 1 
hazards the applicant will not qualify for this award. If it does not, do not proceed with this 
assessment. 

STEP 5 

If PRS provide a HHSRS inspection report, verify that there are: 

 Category 1 hazards that cannot be rectified within 6 months or 

 A prohibition or  

 A demolition order. 

Save this report as an attachment to applicants records (Environmental Health Officer 
Report).   

Once this has been received the HNO should update the application and attach a copy 
to the application. 

If the report does not confirm the property poses category 1 hazards, return to STEP 4. 

STEP 6 

mailto:xxx@xxxxxxxxxx.xxx.xx
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Send to SHNO for approval of Band 1. 

Exceptions 

PRS may contact the registration team directly to notify of a private tenant who meets this 
housing need and provide the HHSRS report. In these instances the registration team 
should check if an application has been submitted and if not, advise the customer to 
complete an application.  Upon receipt the process above applies.  

Flowchart 

 

 

 

 

 

 

 

 

 

 

 

Medical and Disability  

Medical – Bands 1 and 2 

Purpose 

The purpose of this procedure is to set out the process for awarding band 1 emergency 
medical or disability and band 2 medical or disability. 

This procedure relates to section 6.5.2.1 and 6.6.2.1 of the allocation scheme. 
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Procedure 

The procedure for assessing applicants for this band 1 or 2 award of medical and/or 

disability is different. The medical and disability processes are detailed separately below.  

Applicants who indicate that they have a medical and disability need should have both 

assessments completed following the steps below. 

Applicants indicating that they or anyone in their household has an illness or disability, 
which is affected by their current home, or who may be vulnerable on physical or mental 
health grounds and in need of settled accommodation, are requested to provide supporting 
information provided by, for example, the applicant’s general practitioner, hospital 
consultant or occupational therapist. 

Medical – bands 1 and 2 

STEP 1 

The HNO assesses the contents of the medical practitioners report and the impact the 
applicant’s current housing has on the health of any member(s) of the household against 
allocations scheme criteria. 
 
In reaching a decision consideration should be given as to the medical practitioner’s view 
and whether the overall impact on the household or any individual member of the 
household is sufficiently severe to warrant priority on medical grounds. 
 
If there is no indication from the medical practitioner that the current housing circumstances 
are impacting adversely on the health of the household, do not proceed with the 
assessment. 
 
If the medical practitioner’s report confirms that the applicant’s circumstances meet the 
band 2 criteria, proceed to STEP 2. 
 
If the medical practitioner’s report confirms that the applicant’s circumstances meet the 
band 1 criteria, attach the medical report to the applicant’s record and send to the SHNO for 
approval, proceed to step 3. 
 
STEP 2  

Attach the medical report to the applicant’s record and approve the band 2 award. The 
assessment is then complete. 

STEP 3 

If band 1 is proposed, the SHNO will review the contents or the medical information and the 
allocation scheme criteria and: 

No award 
Complete 

assessment 
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1. Approve the band 1 emergency medical award 
2. Reject the band award 
3. Vary the band award and/or 
4. Determine a mobility assessment by an occupational therapist is appropriate. Refer 

to disability procedure. 

The assessment is then complete. 

Exceptions 

There are no exceptions to this procedure. 

Flowchart 

 

 

 

 

 

 

  

 

 

Disability – Bands 1 and 2 

All applicants are required to have had a physical function assessment by an Occupational 
Therapist (OT) from the Independent Living Service.  An assessment can be requested 
preferably by email to: 1stResponseOccupationalTherapy@birmingham.gov.uk or by 
telephone 0121 303 1760.  They will work directly with the applicant in assessing their band 
award and future rehousing needs.  

Procedure 

STEP 1 

Check “CareFirst” and identify if an assessment has been completed by an OT. 
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If one has not, do not proceed with this assessment. 

If yes, go to STEP 2 

STEP 2 

Identify the OT’s priority needs assessments (PNA) score of: 

PNA 3  

This is the highest award and level of need which qualifies applicants for band 1, 
emergency disability. 

PNA 2 

This is a medium level of need and qualifies applicants for band 2, disability. 

PNA 0 or 1 

This means there is no substantial level of need or a low level need and the applicant does 
not qualify for a band award. 

If the score is PNA 0 or 1, do not proceed with this assessment. 

If the score is PNA 2 or 3, proceed to the next step. 

STEP 3 

Check “CareFirst” and identify is there are specific re-housing requirements for adaptations 
and/or accessible features recommended. If there are identify the mobility category the 
applicant has been placed in of: 

Mobility 1- full wheelchair access.   

Property will include ramped or level access in and out of the property. Accessible kitchen 
and level access to bathroom. 

Mobility 2- mobility accessible.   

Property will include ramped or level access.  Accessible bathroom facilities. 

Mobility 3- partially adapted.   

Property will include level access or shallow steps with handrail.  Accessible bathroom 
facilities. 
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Not all applicants will be assessed as requiring accommodation listed in the above mobility 
categories. 

STEP 4 

HNO to update Abritas with the PNA score of  2 or 3. 

If a PNA score of 2 has been recommended, the HNO will award band 2. The assessment 
is then complete. 

If a PNA score of 3 has been recommended, refer to the SHNO for band 1 approval. 
Proceed to STEP 5. 

STEP 5 

If a PNA score of 3 has been recommended, SHNO to consider and approve band 1 award. 

The assessment is then complete. 

Exceptions 

There are no exceptions to the above assessment procedure. 

Flowchart 
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Serious threat to child – Band 1 

Purpose 

The purpose of this procedure is to set out the process for awarding band 1, serious threat 
to child. 

This procedure relates to section 6.5.2.2 of the allocation scheme. 

Procedure 

This housing need assessment will be triggered by the HNO receiving a Multi-Agency 
Proforma (MAP) from a BCC Social Worker, signed by both social worker and applicant. A 
copy of the relevant elements of the child protection plan (CPP) will be attached to this 
referral. 

The applicants referred may already be registered or may have been assisted in submitting 
a housing application. 

STEP 1 

Upon receipt of an application citing a housing need of “child in need” check a MAP and 
CPP has been received. 

If yes, attach the MAP and CPP to the applicant’s application and proceed to step 4. 

If not, proceed to the next step. 

STEP 2 

Email the applicant’s social worker detailed on the application form requesting a MAP and 
CPP within 10 working days. 

STEP 3 

Set a reminder to follow up the Social Worker in 10 working days. 

STEP 4 

Check the ”child in need” is included as part of the applicant’s household. 

If yes, proceed to the next step. 

If not, notify the MAP referee by email. Do not proceed with this assessment. 
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STEP 5 

Assess if the MAP and CPP confirm the criteria for this award. 

If not, notify the referee with reasons. 

STEP 6 

The SHNO will review the contents or the MAP and CPP and the allocation scheme criteria 
and: 

1. Approve the band award 
2. Reject the band award 
3. Request further information. If yes, return to STEP 2. 

The assessment is then complete. 

Exceptions 

There may be occasions where court judgements determine a child has to be moved.  The 
same process will apply. 

Flowchart 
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Move on from Care – Bands 1 and 2  

Purpose 

The purpose of this procedure is to set out the process for awarding band 1 move on from 
care. 

This procedure relates to section 6.5.2.3 of the allocation scheme. 

Procedure 

BCC, acting as a ‘corporate parent’, aims to ensure care leavers have a smooth transition 
into independent living. A joint housing / children’s services protocol exists to facilitate the 
transition from care into an independent social housing tenancy, where this is assessed as 
being the appropriate pathway for the young person concerned. 
 

An applicant who has been given priority because Birmingham City Council owes a duty of 
care to the applicant under the Children Act 1989 or the Children (Leaving Care) Act 2000 
will be eligible for an offer of accommodation whilst they are under the age of 18.  For this 
specific client group a pathway plan and access to a designated personal adviser (PA) will 
be available to the young person via Children’s Services. 

In the majority of cases for this housing need assessment will be triggered by the HNO 
receiving a referral provided by a BCC After Care Advisor (Social Worker) from the 16+ 
Care Leavers Service.  A referral must be made via the Housing Pathways Care Leaver’s 
referral form. 

The referral must attach relevant elements of the Pathway Plan approved by an 
Independent Review Officer (IRO) which evidences that applicant is ready for independent 
living or will be within 3 months.  

The applicants referred may already have registered or may have been assisted in 
submitting a housing application. 

STEP 1 

Upon receipt of an application citing a housing need of “care leaver” check a Care leaver’s 
referral and Pathway Plan form has been received. 

If yes, attach Care leaver’s referral and Pathway Plan form to the applicant’s application 
and proceed to step 4. 

If not, proceed to the next step. 
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STEP 2 

Email the applicant’s After Care Advisor worker detailed on the application form requesting 
a Care leaver’s referral and the relevant elements of a Pathway Plan within 10 working 
days. 

STEP 3 

Set a reminder to follow up the After Care Advisor in 10 working days. 

STEP 4 

Upon receipt of a Care leaver’s referral check the referral is approved by an IRO and the 
relevant elements of the Pathway Plan is consistent with the applicant’s details. 

If yes, proceed to the next step. 

If not, notify the After Care Advisor by email. Do not proceed with this assessment. 

STEP 5 

Assess if the Care leaver’s referral meets the criteria for this award, either band 1 or band 
2. If not, notify the After Care Advisor by email with the reasons. 

STEP 6 

The HNO will approve the band 2 award. 

The SHNO will review the contents or the Care leaver’s referral and the allocation scheme 
criteria and: 

1. Approve the band 1 award 
2. Reject the band award 
3. Request further information. If yes, return to STEP 2. 

The assessment is then complete. 

Exceptions 

There are no exceptions to this procedure. 
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Flowchart 
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Foster Carers, Adopters and Special Guardians – Band 1 

Foster Carers and Adopters 

Purpose 

The purpose of this procedure is to set out the process for awarding band 1 Foster Carers 
and adopters. 

This procedure relates to section 6.5.2.4 of the allocation scheme. 

Procedure 

This award will be given following a referral from the BCC’s children’s services to those 
foster carers and adopters who have been assessed and approved and whose housing 
prevents them from being able to start or continue to provide foster care to a BCC looked 
after or former looked after child. 

In the majority of cases for this housing need assessment will be triggered by the 
registration team receiving a Multi-Agency Proforma (MAP) from a BCC Social Worker or 
designated key worker, signed by both social worker and applicant.  

The applicants referred may have already registered or may have been assisted in 
submitting a housing application. 
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STEP 1 

Upon receipt of an application citing a housing need of “Fostering and adoption” check a 
MAP has been received. 

If yes, attach the MAP to the applicant’s application and proceed to step 4. 

If not, proceed to the next step. 

STEP 2 

Email the applicant’s Social or Key Worker detailed on the application form requesting a 
MAP within 10 working days. 

STEP 3 

Set a reminder to follow up the Social or Key Worker in 10 working days. 

STEP 4 

Upon receipt of a MAP check the applicant’s details are consistent. 

If yes, proceed to the next step. 

If not, notify the Social or Key Worker by email with reasons. Do not proceed with this 
assessment. 

STEP 5 

Assess if the MAP meets the criteria for this band 1 and refer to the SHNO for checking and 
approval. 

If not, notify the Social or Key Worker by email with the reasons. 

STEP 6 

The SHNO will review the contents of MAP and the allocation scheme criteria and: 

1. Approve the band award 
2. Reject the band award 
3. Request further information. If yes, return to STEP 2. 

The assessment is then complete. 
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Exceptions 

There are no exceptions to this procedure. 

Flowchart 

 

 

 

 

 

 

 

 

Special Guardians 

Purpose 

The purpose of this procedure is to set out the process for awarding band 1 to Special 
Guardians. 

This procedure relates to section 6.5.2.4 of the allocation scheme. 

Procedure 

The award will also be given to special guardians, holders of a residence order and family 
and friend carers who have been formally approved to provide long term care of a child(ren) 
because the parents are unable to provide care and there is a potential for the child(ren) to 
become a Birmingham City Council looked after child and there is a need to move to larger 
accommodation in order to accommodate the child(ren). 

In the majority of cases for this housing need assessment will be triggered by the 
registration team receiving a Multi-Agency Proforma (MAP) from a BCC Social Worker or 
designated key worker, signed by both worker and applicant. A copy of the one of the 
following evidence may also be attached to this referral. 

1. A Special Guardianship Order or 
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2. A Residence Order or 
3. A court order 

NB Officers need to be mindful that legislative changes may mean that other forms of 
evidence may be deemed acceptable, as appropriate.  For further advice, speak to your 
SHNO. 

The applicants’ referred may have already registered or may have been assisted in 
submitting a housing application. 

STEP 1 

Upon receipt of an application citing a housing need of “Special Guardian” check a MAP 
has been received. 

If yes, attach the MAP to the applicant’s application and proceed to step 4. 

If not, proceed to the next step. 

STEP 2  

Email the applicant’s Social Worker detailed on the application form requesting a MAP 
within 10 working days. 

STEP 3 

Set a reminder to follow up the Social Worker in 10 working days. 

STEP 4 

Upon receipt of a MAP check the applicant’s details are consistent. 

If yes, proceed to the next step. 

If not, notify the Social Worker by email with reasons. Do not proceed with this assessment. 

STEP 5 

Assess if the MAP meets the criteria for this band 1 and refer to the SHNO for checking and 
approval. 

If not, notify the Social Worker by email with the reasons. 

STEP 6 
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The SHNO will review the contents of MAP and the allocation scheme criteria and: 

1. Approve the band award 
2. Reject the band award 
3. Request further information. If yes, return to STEP 2. 

The assessment is then complete. 

Exceptions 

There are no exceptions to this procedure 

Flowchart 

 

 

 

 

 

 

 

Exceptional Circumstances- Band 1 

Purpose 

The purpose of this procedure is to set out the process for awarding band 1 Exceptional 
Circumstances. 

This procedure relates to section 6.5.3 of the allocation scheme. 

Procedure 

The allocation scheme is intended to cover the vast majority of applications so that they can 
be assessed in a consistent, equitable and accountable way. The banding system takes 
into account a wide range of circumstances that many applicants detail in their housing 
applications. 
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However there is discretion to award exceptional need to move or a direct offer where it is 
not sufficiently recognised by the allocation scheme or it is in the Council financial or 
strategic interest to award additional preference.  

This is only to be considered in exceptional circumstances where it can be demonstrated 
that an applicant’s specific needs have not been sufficiently recognised anywhere in the 
allocations scheme or where the award of these points would facilitate best use of BCC 
housing stock. This award is officer driven and will usually be identified by an officer or 
agency due to the circumstances of the applicant.  All relevant factors must be considered 
and all information relating to the customer’s current situation should be recorded on the 
exceptional need form together with any supporting documentation. 

It is not possible to give a definitive list of when this award may apply as each case must be 
considered on its own merits. Examples of exceptional circumstances include, but are not 
limited to: 

 Threat to life (Tier 1 Police Referral) 

 Applicants who are at risk of/suffering domestic abuse, extreme violence or harassment 

whose facts and circumstances demonstrate to the Council that the threat is immediate and 
it is not safe for the applicant / household to remain in their present home. This will be 
based upon verification by (MARAC) senior officers within the police or other agencies as 
necessary in conjunction with a council approved risk assessment. 
 

 Emergency cases whose homes are damaged by fire, flood or other disaster may be 

provided with an alternative tenancy if it is not possible to repair the existing home, or if any 
work to repair is to take such a long period of time that there will be serious disruption to 
family life. 
 

 Households who must be moved immediately due to serious threats to one or more 

members of the household, or whose continuing occupation would pose a threat to the 
community and where a designated approved risk assessment has been received from a 
relevant agency such as the police 
 

 Cases nominated under the Police National Witness Protection Scheme or other similar 

schemes that the council has agreed to be part of. 
 
Emergency circumstances are determined by a Senior Service Manager or officer of 
equivalent authority. 
 
The Service Manager must be satisfied that the customer’s exceptional needs are not 
catered for within the scheme, and other housing options have been considered (e.g. 
assignments, renting in the private sector, changing preferences i.e. chosen areas/property 
types) before making the decision to award band 1. 
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Former Joint Tenants 

Former joint tenants who can demonstrate a long term commitment to the property as their 
home (for example, adults who have shared accommodation as partners) will be 
considered for the tenancy of the property. 
 
Cases will be reviewed in relation to former joint tenants whether the property will not be 
significantly under-occupied by the grant of the tenancy and the allocation has no other 
adverse implications for the good use of the housing stock. 
 
In either case, consideration will only be given if the former joint tenant qualifies to join the 
housing register. 

Non- successors 

Discretion may be exercised to make an allocation to a non-successor who is eligible and 
qualifies for an allocation and: 
 

a) A family member residing with the tenant at the time of the death but who is not 
entitled to succeed to that tenancy and has: 
1. Been living with the tenant for 12 months prior to the tenant’s death and  
2. The property was their sole or principal residence or    

 
b) Where a tenant dies and another household member (who does not have  

succession rights to the tenancy) has: 
1. Been living with the tenant for 12 months prior to the tenant’s death and  
2. The property was their sole or principal residence and   
3. Been providing care for the tenant or 
 

c) Has accepted responsibility for the tenant’s dependants and needs to live with them  
in order to do so. 

 
Where the tenancy of the property is not granted to the non-successor on the basis of 
making best use of stock and it is agreed to offer alternative accommodation, the applicant 
shall be placed in Band 1.  This will be considered and decided by the Registration Service 
Manager. 
 
STEP 1 
 
Exceptional need identified and form completed. 
 
STEP 2 
 
SHNO checks form and once satisfied, attaches to applicants record.   
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STEP 3 
 
Pass to the Registration Service Manager for decision and then returns application to 
SHNO confirming decision. 
 
STEP 4 
  
SHNO updates Abritas and notifies officer/agency of decision. 

Exceptions 

There are no exceptions to this procedure. 

Flowchart 

 

 

 

 

 

 

 

 

Current or Former member of Her Majesty’s Armed Forces – Bands 1 and 4 

Purpose 

The purpose of this procedure is to set out the process for awarding band 1 Her Majesty’s 
Armed Forces. 

This procedure relates to section 6.5.4 of the allocation scheme. 

Procedure 

The band 1 award will be given to the following applicants if they also have another 
reasonable preference (bands 2 or 3) category:  
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 former members of Her Majesty’s regular armed forces 

 serving members of Her Majesty’s regular armed forces who need to move because they 

    are suffering from a serious injury, illness or disability which is attributable (wholly or  
    partly) to their military service 

 bereaved spouses or civil partners of members of Her Majesty’s regular forces who have 

    left or will be leaving services accommodation provided by the Ministry of Defence  
    following the death of their spouse or civil partner and whose death was attributable  
    (wholly or partly) to their military service 

serving or former members of Her Majesty’s reserve forces that need to move because  

    they are suffering from a serious injury, illness or disability which is attributable (wholly or 
    partly) to their military service. 
 

The band 4 award will be given to the following: 
 

 Applicants who have served in the British Armed Forces and lived in Birmingham for 
at least 6 months immediately prior to enlisting will qualify for a community 
contribution award automatically, with the exception of those who have been 
dishonourably discharged. 
 

This includes people who have served in the Royal Navy, Royal Air Force and British Army. 

STEP 1 

Upon receipt of an application citing a housing need of “Her Majesty’s Armed Forces” check 
if a copy of the applicant’s military discharge papers or  supporting information from the 
MOD confirming the spouse or partner needs to move due to bereavement has been 
provided. 

If yes, attach to the applicant’s application and proceed to step 4. 

If not, proceed to the next step. 

STEP 2  

Contact the applicant and request a copy of the applicant’s military discharge papers or 
supporting information from the MOD confirming the spouse or partner needs to move due 
to bereavement within 10 working days. 

STEP 3 

Set a reminder to follow up the 10 working days. 

STEP 4 
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Upon receipt of the evidence, check the reason for discharge is not dishonourable. HNO 
approves band 4 award. 

If it is not a dishonourable discharge, proceed to the next step. 

If yes to a dishonourable discharge, do not proceed with this assessment. 

STEP 5 

Assess if the applicant meets the criteria for this band 1 by also having another reasonable 
preference category in bands 1, 2 or 3. If yes, refer to the SHNO for checking and approval. 
 
If no other reasonable preference category in bands 1, 2 or 3 HNO to award band 4. 

If the reason for re-housing is the applicant’s suffering from a serious injury, illness or 
disability, ensure a medical and/or medical assessment is also completed. 

STEP 6 

The SHNO will review the application and: 

1. Approve the band 1 award 
2. Reject the band award 
3. Request further information. If yes, return to STEP 2. 

The assessment is then complete. 

Exceptions 

There are no exceptions to this procedure. 

Flowchart 
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Overcrowding – Bands 2 and 3 

Purpose 

The purpose of this procedure is to set out the process for awarding band 2 or 3 for 
applicants who are 1 or 2 bedrooms overcrowded in accordance to the bedroom standard. 

This procedure relates to section 6.6.1.2 and 6.6.5 of the allocation scheme. 

Procedure 

Please also refer to the Abritas User Guide. There are a number of fields that are 
automatically calculated by the Abritas system. 

STEP 1 

Check the housing application for the following: 

 Property details (this award does not apply where the applicant has been places 
in any bed and breakfast accommodation by any authority).Bed spaces are 
correct (A bedsit/studio will be treated as having 1 bedroom) 

 Household makeup including age, relationship and gender of moving and staying 
group 

Tenants and owner-occupiers with lodgers in the staying group will not have the lodgers 
taken into account in the overcrowding calculation where the lodgers cause the 
overcrowding. There may need to be a manual override of the number of bedrooms 
calculated and notes added onto the application to explain this.  

For the purpose of calculating overcrowding all bedrooms are counted and it doesn't matter 
which rooms are actually slept in. 

An expected child is not counted. Upon the birth of the children applicants are required to 
complete a change of circumstances form and the overcrowding calculation (and re-
housing bedroom entitlement) will be re-calculated. 

STEP 2 

Complete desktop verification utilising the Data Warehouse and Northgate. If the property 
details and household makeup is verified, proceed to STEP 5 

If the property is overcrowded by 2 bedrooms details and the household makeup cannot be 
verified, request evidence of household members from the applicant. 

If the property is overcrowded by 1 bedroom, accept the applicant’s self-disclosure. 
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STEP 3 

Contact the applicant and set a reminder to follow up in 15 working days. 

STEP 4 

If the applicant provides evidence of all occupants at the application address to confirm 
overcrowding by 2 bedrooms, proceed to STEP 5 

If the applicant does not provide evidence to confirm overcrowding, the application cannot 
continue to be assessed for this aware whilst information is outstanding. 

STEP 5 

HNO awards band 2 or 3 overcrowding. 

Exceptions 

There are no exceptions to this procedure. 

Flowchart 
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Purpose 

The purpose of this procedure is to set out the process for awarding band 2 lacking basis 
facilities. 
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This procedure relates to section 6.6.1.4 of the allocation scheme. 

Procedure 

This will be awarded in cases identified by Environmental Health as hazardous to the 
occupant’s health and safety using the HHSRS and confirm applicants who permanently 
lack any or all of the following: 

A bathroom 
A kitchen 
An inside wc 
Hot or cold water supplies 
Electricity, gas or adequate heating in the living area where a temporary supply cannot    

be installed 
 
and there is no prospect of the conditions being remedied with a 6 month time period. 
 
Applicants who have access to shared facilities in shared accommodation do not 
qualify under these criteria. 

STEP 1 

Check the housing application form and confirm the applicant states they are lacking one or 
more of the above facilities. 

If the applicant does not, do not proceed with this housing need assessment. 

If yes, proceed to STEP 2. 

STEP 2 

If the tenure is privately rented, email Private Rented Services (PRS) at 
prs@birmingham.gov.uk. Provide a copy of the housing application form and ask if there 
has been any involvement by this service and if a HHSRS inspection has been undertaken. 

If the tenure is social housing, email the landlord to request confirmation that the property is 
lacking the above facilities. 

For any other tenure type, request a VO to visit to verify. 

STEP 3 

Set a reminder to follow up your email in 10 working days. 

mailto:xxx@xxxxxxxxxx.xxx.xx
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STEP 4 

If PRS, the social landlord or VO confirms there the property does not lack any of the 
facilities and there is no prospect of the conditions being remedied with a 6 month time period, 
the applicant will not qualify for this award. Do not proceed with this assessment. 

STEP 5 

If PRS, the social landlord or VO confirms that there are facilities lacking and there is no 
prospect of the conditions being remedied with a 6 month time period; save this report as 
an attachment to applicants records (Environmental Health Officer Report).   

HNO to award band 2. 

Exceptions 

There are no exceptions to this procedure. 

Flowchart 
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Move On from Supported Housing – Band 2 

Purpose 

The purpose of this procedure is to set out the process for awarding band 2 ready to move 
on from council accredited supported scheme. 

This procedure relates to section 6.6.2.2 of the allocation scheme. 

Procedure 

The Council will ensure that designated supported housing providers have the opportunity 
to help people into permanent accommodation and thereby create vacancies in supported 
housing to meet priority cases. 

The applicants referred may already be registered or may have been assisted in submitting 
a housing application. 

This priority award can apply to residents of supported accommodation in Birmingham 
designated by BCC. The designated supported schemes covered by the move-on 
provisions are listed in the ARC.  

This housing need assessment will be triggered following the receipt of a “Move On” 
Referral Form from a Support Worker which should confirm the following: 

• The applicant is ready to move to independent settled housing on the 
            recommendation of the support service manager.  
• That a support package has been assessed and where required, is in place.  

The scheme manager or relevant equivalent officer from the supported housing scheme 
must confirm that the applicant meets the above requirements and details any ongoing 
support that they will be providing or have arranged for the applicant.  

STEP 1 

Upon receipt of an application citing a housing need of “Move On” check the address of the 
applicant is included in the list of designated support schemes. 

If not, do not proceed with this assessment. 

If yes, proceed to the next step. 

STEP 2 
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Check a “move on” referral has been received from the applicant’s support officer and has 
been approved by the Scheme Manager. 

If yes, proceed to 5. 

STEP 3 

Email the applicant’s Support Worker detailed on the application form requesting a “Move 
On” referral within 10 working days. 

STEP 4 

Set a reminder to follow up the Support Worker in 10 working days. 

STEP 5 

Upon receipt of a referral check the contents are consistent and have been approved by the 
Scheme Manager. 

If yes, proceed to the next step. 

If not, notify the Support Worker by email with reasons and the further information required. 
Return to STEP 3.  

STEP 6 

Assess if the Move on referral meets the criteria and HNO to approve Band 2 award. 

If not, notify the Support Worker by email with the reasons and the further information 
required. Return to STEP 3. 

Exceptions 

There are no exceptions to this procedure. 

Flowchart 
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Child in Need – Band 2 

Purpose 

The purpose of this procedure is to set out the process for awarding band 2 child in need. 

This procedure relates to section 6.6.2.4 of the allocation scheme. 

Procedure 

An applicant with a child 16 years of age and under and who meets the following criteria will 
qualify for Band 2: 

Where a child(ren) are part of the application where there is a need to move and the 
accommodation is a contributory factor to the risk to the child or children and that 
accommodation issue cannot be resolved through practice and procedure, for example, 
fitting or repair  of  window locks. This will occur where the child or children are the subject 
of a child protection plan and the Child Protection Conference recommends rehousing as 
being important for the welfare of the child. 

This housing need assessment will be triggered by the HNO receiving a Multi-Agency 
Proforma (MAP) from a BCC Social Worker, signed by both social worker and applicant.  

The applicants referred may already be registered or may have been assisted in submitting 
a housing application. 

STEP 1 

Upon receipt of an application citing a housing need of “child in need” check a MAP has 
been received. 

If yes, attach the MAP to the applicant’s application and proceed to step 4. 

If not, proceed to the next step. 

STEP 2 
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Email the applicant’s social worker detailed on the application form requesting a MAP within 
10 working days. 

STEP 3 

Set a reminder to follow up the Social Worker in 10 working days. 

STEP 4 

Check the ”child in need” is included as part of the applicant’s household. 

If yes, proceed to the next step. 

If not, notify the MAP referee by email. Do not proceed with this assessment. 

STEP 5 

Assess if the MAP confirms the criteria for this award. 

If not, notify the referee with reasons. 

STEP 6 

The HNO will award band 2. 

Exceptions 

There are no exceptions to this procedure. 

Flowchart 

 

 

 

 

 

 

 

Applicant 
declares 
child in 
need 

MAP 
Received Yes 

Criteria Met 

HNO 
awards 
band 2 

HNO emails 
S/W 

requesting 
MAP 



   

 

 

 

83 | P a g e  

 

Threats of Abuse, Violence and Harassment – Band 2 

Purpose 

The purpose of this procedure is to set out the process for awarding band 2 threats of 
abuse, violence and harassment. 

This procedure relates to section 6.6.2.5 of the allocation scheme. 

Procedure 

Any applicant not in immediate danger and that needs to move due to domestic abuse, 
violence or harassment can be considered for an award of priority once the steps below 
have been followed. 

If any applicant is in immediate danger and needs to move or they cannot return to their 
own home please refer to exceptional circumstances. Officers completing assessments 
need to be mindful that the circumstances outlined in applications may mean that the 
authority have “reason to believe” that applicants may be homeless. Applicants should be 
offered the option to book an appointment at the housing advice centre for an interview. 

The applicant referred may already have registered or may have been assisted in 
submitting a housing application. 
 
Decisions will be based upon all the relevant information available, including any 
information obtained as a result of enquiries made or representations received from the 
police and/or other multi-agency partners. 

STEP 1 

A detailed historical statement should be taken by the officer or referring agency from the 
victim ensuring that the nature of the harassment, violence or abuse has been established 
including as much detailed information relating to all incidents.  

STEP 2 

Risk assessment completed by referral agency. If yes, proceed to STEP 4 
 
If not, request that, within 10 working days, a referral and risk assessment is provided and 
proceed to the next step. 
 

STEP 3 
 
Set reminder for 10 working days. 
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STEP 4 
 
HNO attaches referral and risk assessment to applicant’s record. 
 
STEP 5 
 
HNO assesses if referral and risk assessment satisfies band 2 criteria and confirms a need 
to move. 
 
If yes, approve award and notify referral agency. 
 
If no, record reasons and notify referral agency. 

Exceptions 

There are no exceptions to this procedure. 
 
 
Flowchart 
 
 
 

 

 

 

 

 

 

Care and Support – Band 2 

Purpose 

The purpose of this procedure is to set out the process for awarding band 2 Care and 
Support. 

This procedure relates to section 6.6.2.6 of the allocation scheme. 
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Procedure 

All applicants are required to have had an individual or carer assessment completed by 
Assessment Support Planning (ASP) officers under the Care Act 2014. 

If required, an assessment can be requested at: ACAP@birmingham.gov.uk 

Or initially by telephone 0121 303 1234.   

Upon completion of the assessment applicants will be awarded band 2 if the following 
criteria is met: 

 Applicants assessed as needing to move to give or receive care that is substantial 
and ongoing  
 

 Older or disabled applicants assessed as requiring retirement, extra care or 
sheltered housing. 

STEP 1 

Check if the applicant has recorded that a Needs Assessment, a Carers Assessment or 
Care Plan has been completed. 
 
If one has, proceed to the next STEP. 
 
If not, advise the applicant to request and assessment at: ACAP@birmingham.gov.uk 
 

and do not proceed with this housing need assessment. 

If the applicant is subsequently assessed by ACP and qualifies for care or support, the 
applicant should re-submit their housing application or if already they have an active 
application, a change of circumstances form. 

STEP 2 
 
Check CareFirst and identify if the applicant has been assessed for their care and support 

needs. HNO to assess if the housing need criteria has been met and record your findings.  

If the criteria of needing to move to give or receive care is met, award band 2. 
 
An extra care category based upon the level of support hours required per week will be 
recorded as: 
 
 

mailto:xxxx@xxxxxxxxxx.xxx.xx
mailto:xxxx@xxxxxxxxxx.xxx.xx
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E3 = 7 hours or less 
 
E2 = 8 to 14 hours 
 
E1 = 15 or more hours 
 
If the criteria are not met, do not proceed with the assessment. 

Exceptions 

There are no exceptions to the above assessment procedure. 

Flowchart 

 

 

 

 

Hardship – Band 2 

Purpose 

The purpose of this procedure is to set out the process for awarding band 2 Hardship. 

This procedure relates to section 6.6.3 of the allocation scheme. This includes the Right to 
Move Statutory Guidance 2015 for social tenants who need to move to take up a job or live 
closer to employment or training. 

Procedure 

This procedure applies to all applicants irrespective of their current tenure as well as 
addressing the Right to Move regulations for social housing tenants residing within or 
outside Birmingham. 

Hardship will be awarded to applicants in exceptional circumstances. This award applies 
when the applicant and/or members of their household are experiencing “hardship” which 
can be alleviated and it is achievable to move to a particular district(s) within Birmingham. 
Each case must be considered on its own merits. 
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Check the hardship grounds provided by the applicant for claiming this award. 

If the applicant is a social housing tenant from outside Birmingham seeking a move due to 
employment or training proceed to the next step. 

If the applicant is not a social housing tenant from outside Birmingham, proceed to step 3. 

STEP 2 – Out of City Social Housing Tenants 

If the applicant is a social housing tenant from outside Birmingham they will only qualify to 
join the register if they meet this hardship criteria.  You should consider and record the 
following when determining whether the tenant needs to move in order to be closer to take 
up a job or live closer to employment or training (the regulations exclude voluntary work and 
includes apprenticeships): 
 

 The distance and/or time taken to travel between locations 

 The availability and affordability of transport, taking into account level of income 

 The nature of the work and whether similar opportunities are available closer to  
           home 

 Other personal factors, such as medical conditions and child care, which would be 
affected if the tenant could not move 

 The length of the work contract 

 Whether failure to move would result in the loss of an opportunity to improve their 
employment circumstances or prospects, for example, by taking up a better job, a 
promotion or an apprenticeship. 

 
This is not an exhaustive list and you may wish to consider other appropriate factors to take 
into account.  
 
If you have assessed that the applicant may meet the hardship criteria, proceed to the next 
step. 
 
If you have assessed that the applicant does not meet the criteria, do not proceed with this 
assessment and notify the applicant that they do not qualify to join the housing register.  

STEP 3 

The HNO will request by email/letter (see letter templates) that the applicant provides, 
within 10 working days, the information and/or evidence to support this award.  
 
The HNO will set a “reminder” to review this application on the response deadline. 
 
Examples of evidence and information are listed below. This is not an exhaustive list and 
you may wish to consider other appropriate factors to take into account. 
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EMPLOYMENT (including apprenticeships) 
 

 The distance, method of travel and/or time taken to travel between locations 

 The availability and affordability of transport, taking into account level of income 

 The nature of the work and whether similar opportunities are available closer to  
           home 

 Other personal factors, such as medical conditions and child care, which would be 
affected if the applicant could not move 

 The length of the work contract 

 Whether failure to move would result in the loss of an opportunity to improve their 
employment circumstances or prospects, for example, by taking up a better job, a 
promotion or an apprenticeship. 

 A contract of employment 

 Wage/salary slips covering a certain period of time, or bank statements (this is likely 
to be particularly relevant in the case of zero-hours contracts) 

 Tax and benefits information (if eligible, for example, proof that the applicant is in 
receipt of working tax credit) 

 A formal offer letter. 

EDUCATION/TRAINING 

 Location of education/training establishment 

 The nature, hours and duration of the education/training 

 Whether failure to move would result in the loss of an opportunity 

 Confirmation of attendance or offer of education/training 

 The distance, method of travel and/or time taken to travel between locations 

 The availability and affordability of transport, taking into account level of income 

 Whether similar opportunities are available closer to home 

 Other personal factors, such as medical conditions and child care, which would be 
affected if the applicant could not move. 

FINANCIAL HARDSHIP 

 Nature of financial hardship 

 Evidence of income and expenditure (travel, rent, childcare costs)  

 Debts and/or repayment plans 

 The reason, distance, method of travel and/or time taken to travel between locations 

 The availability and affordability of transport, taking into account level of income 

 Other personal factors, such as medical conditions and child care, which would be 
affected if the applicant could not move 

 Whether similar opportunities are available closer to home 

ONGOING SPECIALIST MEDICAL TREATMENT 
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 Recipient of treatment and relationship to applicant 

 Diagnosis and nature of treatment 

 Nature, duration and frequency of treatment 

 Specialist treatment confirmation from consultant 

 The availability and affordability of transport, taking into account level of income 

 Whether specialist treatment opportunities are available closer to home 

 Other personal factors, such as medical conditions and child care, which would be 
affected if the applicant could not move 

TO PROVIDE OR RECEIVE CARE 

 Name and address of provider and recipient of care 

 Needs Assessment 

 Carers Assessment 

 Care Plan 

 Whether similar care is available closer to home 

 Other personal factors, such as medical conditions and child care, which would 
be affected if the applicant could not move 
 

Until this evidence is provided the application will not be fully assessed and made ‘active’.  

STEP 4 

Upon receipt of all information and evidence the HNO will record the information on the 
applicant records and attach a copy of the evidence and refer the application to a SHNO for 
assessment. Proceed to step 5. 

STEP 5 

The SHNO will review the application and: 

1. Approve the band 2 award 
2. Reject the band award 
3. Request further information. If yes, return to STEP 2. 

The assessment is then complete. 

Exceptions 

There are no exceptions to this procedure. 
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Flowchart 

 

 

 

 

 

 

      

 

 

 

 

 

Homelessness – Bands 2 and 3 

Purpose 

The purpose of this procedure is to set out the process for awarding band 2 and 3 
Homeless. 

This procedure relates to section 6.6.4 of the allocation scheme.  

Procedure 

This procedure applies where an applicant has been accepted as homeless by BCC and 
until such time as BCC has discharged its duties. 

Applicants accepted as homeless will have provided their homeless application reference 
number.  Homeless decisions are made separately and recorded in the Northgate system. 
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The interface between the two systems updates the status of applications and minimal 
officer intervention is required. 

HNO’s are however required to activate the application upon verification or a band 2 or 3 
award.  Please refer to the Abritas user guide. 

Exceptions 

There are no exceptions to this procedure. 

Flowchart 

 

 

 

Retirement or Extra Care Housing – Band 4 

Purpose 

The purpose of this procedure is to set out the process for awarding band 4 retirement or 
extra care housing. 

This procedure relates to section 6.7.1 of the allocation scheme.  

Procedure 

This procedure applies to applicants and their household aged 55 or over only or disabled 
applicants seeking retirement or extra care housing.  Applicants will qualify for this award if 
they have no other housing need, are aged 55 and or disabled and are seeking retirement 
or extra care housing only. 

No assessment of this band award is required however HNO’s are required to activate the 
application to generate a band 4 award.  Please refer to the Abritas user guide. 

Exceptions 

There are no exceptions to this procedure. 

Flowchart 
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Ex Armed Forces Personnel – Band 4 

Purpose 

The purpose of this procedure is to set out the process for awarding band 4 ex armed 
forces personnel. 

This procedure relates to section 6.7.2 of the allocation scheme.  

Procedure 

This procedure applies to applicants who have served in the British Armed Forces and lived 
in Birmingham for at least 6 months immediately prior to enlisting. One exception applies to 
those who have been dishonourably discharged. 

STEP 1 

The HNO will request by email/letter (see letter templates) that the applicant within 15 
working days provides the following information: 
 

1. A copy of their discharge papers and  
2. The dates and address in which they lived in Birmingham before enlisting (if not 

detailed in the applicant’s address history on the application form). 
 

The HNO officer will set a 15 day “reminder” to review this application. 

STEP 2 

Upon receipt of the above information the HNO will save the information to the applicant’s 
records and confirm that the applicant: 

1. Was not dishonourably discharged and 
2. The dates and address was in Birmingham 6 months prior to enlisting. 

If the criteria is not met, do not proceed with this assessment. 

If the criteria is met, HNO to award band 4.  

Exceptions 

There are no exceptions to this procedure. 
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Flowchart 

 

 

 

 

 

 

Change in Circumstances 

Purpose 

The purpose of this procedure is to set out the process for reassessing applications 
following a notification by the applicant of a change in circumstances. 

This procedure relates to section 6.8 of the allocation scheme, registration date and priority 
within bands.  

Procedure 

Applicants registered and awaiting an offer are required to declare any changes to their 
housing circumstances by updating and re-submitting their on-line application form. 

Changes may include, for example, household members (new born children), application 
address, housing need, preferred and excluded areas. 

During the case management of an application, it may be identified by an officer that an 
applicant’s circumstances have changed and this has not been declared by the applicant.  
In these circumstances, the applicant should be contacted and advised to update their 
housing application. Upon receipt, proceed with the process below.  

STEP 1 

Changes to applications need to be checked and approved by a HNO. The HNO will 
identify the sections of the forms that have changed. The procedures for assessing 
eligibility, qualification and housing need should be followed. 
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When a change to an application could place the applicant into a band 1 award or band 2 
hardship award, the HNO should refer the application to a SHNO for approval. 

When a change to an application is assessed as being in the same band or a lower band, 
the HNO should proceed and re-assess the application. 

If a change to an applicant’s circumstances makes an applicant ineligible or no longer 
qualifies for an allocation, the HNO should proceed with the assessment and notify the 
applicant accordingly. 

Please refer to the table included in section 8.8 of the allocation scheme in relation to the 
relevant dates for changes to banding. 

Exceptions 

A change to an applicant’s contact information is excluded from this procedure.  
Applications are automatically updated when applicants submit changes to their contact 
details, for example, telephone number or email address.  

Flowchart 

 

  

 

 

 

 

 

 

Decisions and Reviews 

Purpose 

The purpose of this procedure is to set out the process for reviewing decisions at the 
request of applicants and/or their representatives.  

This procedure relates to section 3.4 and 9.6.7 of the allocation scheme.  
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Procedure 

An applicant has the right to request a review of any decision taken in relation to their 
housing application, for example, ineligibility and disqualification. Applicants are notified of 
this right, in writing, following a decision with reason(s).  

Applicants should request a review in writing within 21 days of being notified of the 
decision. 

STEP 1 

Upon receipt of a review request, the A/HNO should record receipt on the applicant’s record 
(see Abritas user guide) and check if the request was received within 21 days (and with 7 
days officer discretion) of a decision being notified to the applicant. 

If the request is made within time and relates to disqualification in exceptional 
circumstances, please refer to the next procedure. 

If the request is within 21 days (and with 7 days discretion), attach the correspondence to 
the applicant’s records and proceed to the next step. 

If the request exceeds 21 days (28 days with discretion) and no acceptable explanation for 
the delay has been provided, for example, the applicant was in hospital, the request should 
not be accepted and the applicant notified that their review was submitted out of time (see 
letter template). 

If no decision has been made in relation to the application, attach the correspondence to 
the applicant’s records and refer the enquiry to the case management officer or customer 
services team to respond accordingly. 

STEP 2 

The A/HNO should acknowledge receipt of the review request within 10 working days (see 
letter template). Any additional information required from the applicant in support of their 
application should also be identified and requested from the applicant to provide within 10 
working days.  

If the review request relates to a disability decision in which an OT recommendation has 
been made, the request should be emailed to the OT manager to request a review of the 
original recommendation within 10 working days. 

If the review does not require any further information from the applicant or does not relate to 
a disability assessment, proceed to step 4. 
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STEP 3 

If further information is requested or an OT manager review, the A/HNO officer will set a 
“reminder” to review this application in 10 working days. 
 
Proceed to the next step. 

STEP 4 

An officer from the Review Team who is independent and senior to the original decision 
maker should consider and document their findings: 

1. The reason for the review 
2. Any second or supplementary issues raised by the applicant and/or 

representative 
3. The information upon which the original decision was based  
4. If there was any irregularity in which the original decision was made 
5. New information provided by the applicant and/or representative 
6. New information identified as part of the officers enquiries, for example, data 

warehouse check or visiting officer report 
7. Any relevant and additional information provided or identified  
8. Where appropriate, the OT manager’s review and recommendation 

All review requests should be considered within 56 days (the deadline date will be 
automatically calculated from the date of receipt on Abritas).  

An extension to this timescale should only be sought with the agreement from the applicant 
and where the review cannot be concluded due to further information being required; or 
where the complexity of the case requires further investigation. 

STEP 5 

The outcome of the review will be recorded and notified to the applicant in writing. The letter 
will confirm if the original decision is upheld, overturned or varied stating the reasons why 
(see letter templates). 

STEP 6 

The reviewing officer will update the application according to the review decision. 

Exceptions 

There are no exceptions to this procedure. 
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Flowchart 

 

 

 

 

 

 

 

 

 

 

 

 

Disqualification – Exceptional Circumstances 

Process 

The purpose of this section is to define the process for disqualified applicants with extreme 
exceptional circumstances.  

This procedure relates to section 4.4, Applicants who do not qualify, of the Allocation 
Scheme. 

Procedure 

All applicants who are determined not to qualify are entitled to request a review. The 
applicant or a representative may request a review within 21 days of the disqualification 
decision.  
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STEP 1 

The A/HNO should acknowledge receipt of the review request within 10 working days (see 
letter template). Any additional information required from the applicant in support of their 
application should also be identified and requested from the applicant to provide within 10 
working days.  

Assign the review request to a SHNO. 

STEP 2 

A SHNO who is independent and senior to the original decision maker should consider and 
document their findings: 

1. Is the reason for requesting a review of the disqualification decision an 
extreme exceptional circumstance, for example, where there is a threat to life 
and no other housing options are available? 

2. Any second or supplementary issues raised by the applicant and/or 
representative 

3. Information upon which the original decision was based  
4. If there any irregularity in which the original decision was made 
5. New information provided by the applicant and/or representative 
6. New information identified as part of the officers enquiries, for example, data 

warehouse check or visiting officer report 
7. Any relevant and additional information provided or identified. 

All review requests should be considered within 56 days (the deadline date will be 
automatically calculated from the date of receipt in Abritas).  

An extension to this timescale should only be sought with the agreement from the applicant 
where the review cannot be concluded due to further information being required; or where 
the complexity of the case requires further investigation. 

STEP 3 

A SHNO decides whether to uphold or overturn disqualification decision and notifies the 
applicant in writing.  

The letter will confirm if the original disqualification decision is upheld or overturned (see 

letter templates). 

STEP 4 
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The SHNO will update the application according to the review decision. 

STEP 5 

If the disqualification decision is upheld, the application will be closed. 

If the disqualification decision is overturned, the applicant will be advised to proceed with 
the remainder of their on-line application form and submit for assessment. The assessment 
will proceed with an assessment of need, refer to section 5. 

Exceptions 

It is at the discretion of the SHNO to consider review requests submitted out of time and 
where there is information provided of an extreme exceptional circumstance. 
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9. Choice Based Lettings 

Adverts and Shortlisting  

Purpose 

The purpose of this procedure is to define the process for allocating properties. This 
procedure relates to section 7, How Properties Are Allocated and specifically 7.1 Choice 
and Constraints, of the allocation Scheme. 

Procedure 

All housing applicants are to be shortlisted in accordance of the allocation scheme. This 
procedure should be followed together with the Abritas CBL user guide.  

STEP 1 - Property Adverts 

Properties should be advertised with a full description and whenever possible, at least one 
photo image.  

For Registered Provider Adverts only: All properties due to be advertised will be checked 
and approved by an officer of the Allocations team by midday on the Wednesday of the 
bidding cycle opening.  

Incomplete or incorrect adverts may be rejected and the Registered Provider will be 
required to update the advert before being approved.  Every effort will be made to recitify 
and anomolies or errors however any delay may consequently result in the advert being 
approved for the following weeks cycle. 

Landlord Services will aim to approve all adverts of BCC properties by 4.00PM on the 
Wedneday prior to the bidding cycle opening. 

Property adverts must not be amended once the property is advertised when this will affect 
the eligibility of applicants, for example bedroom size.  

It is only in exceptional circumstances that a property will be withdrawn from a current 
bidding cycle and this must be authorised by the Allocations Senior Service Manager and in 
consulatation with the voids manager. The reason for withdrawal will be recorded for audit 
purposes, for example, withdrawn for an emergency direct let. All bids placed by customers 
during the period the property was advertised will have their bid recorded as unsucessful. 

STEP 2 – Bidding Cycle 

The bidding cycle for applicants commences each Thursday and ends on the following 
Monday at midnight.  
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Applicants will need an active application and have been issued with a log in and 
memorable date to access the system. They will only be able to bid for properties they are 
eligible for example, bed size and property type and may place a maximum of 2 bids per 
cycle. When an applicant places a bid, the following message will be dispayed:   

“The position indicated when placing your bid is a true reflection at that time.  However, the 
position given may change as other applicants make or remove bids prior to the end of the 

bidding cycle.” 

Applicants already shortlisted for another property (“Match Suggested”) will not be able to 
bid on any other properties. 

One assisted bid will be placed for applicants who have requested assistance with bidding 
or who are not engaging or bidding realistically. 

NB. in order for an assisted bid to be placed the applicant must have the correct districts 
and wards selected and excluded. 

STEP 3 – Shortlisting 

Once the bidding cycle ends properties are ready to be shortlisted by HNO/SHNOs from the 
Allocations team.  

Shortlisting will be prioritised in the order of the properties viewing dates. Properties with no 
viewing dates recorded will be shortlisted last. All shortlists will aim to be completed by the 
Monday after of the bidding cycle ends. 

The shortlist is automatically ordered according to the allocation scheme. Applicants will be 
displayed in the shortlist with the highest band award (with 1 being the highest and 4 the 
lowest) and earliest award date and then registration activation date. 

If there are no eligible bids or the shortlist is empty for a property, proceed to the next step. 

Shortlisting should commence from the top of the list with a maximum of 3 matches being 
made per property.  

Data warehouse checks will be completed at registration stage and by case management 
officers.  Checks are noted on the applicants’ records. A data warehouse check should be 
completed at the shortlisting stage if one has not being completed within the last 3 months. 

If the data warehouse records do not confirm the applicant’s circumstances, for example, 
the applicant is recorded from another address, the shortlist should be skipped and 
application pended until the applicants current circumstances and band award is verified. 
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If you unable to make an offer to the applicant at the top of the shortlist, for example, the 
applicant has been matched to another property then you must “skip” it, giving a reason.  

Preference for houses with two or more bedrooms will be allocated to families with 
dependent children.  Applicants in the highest band, for example band 1, should be 
prioritised with dependent children first.  If there are no band 1 applicants with dependent 
children, applicants without dependants in band 1 should be shortlisted before 
consideration is given to applicants in a lower band, for example band 2. 

This similarly applies to houses with adaptations of two bedrooms or more. Applicants in 
the highest band with dependent children should be shortlisted first and if there are none 
within the same band then applicants without dependent children should be shortlisted. 

All applicants matched should be notified the same day by telephone, email, text or system 
message of their match and shortlist position, confirm the property address, viewing date 
and time and the consequences of refusal (see letter templates). A record of the notification 
should be made on the customer details. 

Offer letters must be sent to all homeless applicants and a copy of the notification should be 
attached to applicant’s records. 

If there are no eligible bids, proceed to the next step. 

If there are matches, proceed to STEP 5. 

STEP 4 - Empty shortlists/ Adverts no requests 

If there are no eligible bids on a shortlist because all of them have had offers rejected, or 
bids were skipped, or another property has been offered, then the property appears in 
“Empty shortlists”. 

If there have been no bids on an advert, it will appear in “Adverts no requests”. The voids 
officer will then decide whether to re-advertise the property or for BCC properties only, 
follow the low demand procedure. 

If the property is to be re-advertised, return to STEP 1. 

If the property is to be advertised as low demand, go to the next section. 

STEP 5 – Property match outcomes 

The offer should be confirmed to the applicant in bid position 1 and if refused, offered to the 
applicant in bid position 2, and so on. The void/lettings officer will record the responses of 
applicants offers made.  

If the offer is refused, enter the reason for refusal and record any relevant notes. 
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If the offer is accepted, the housing register application status changes to “Housed” which 
will prevent future bidding. The property status is now set to “Let”. 

NB: no further matches can be made following an initial shortlist until the suggested 
matched case outcomes are recorded. 

If a property is refused by all shortlisted applicants it is expected that the property will be re-
advertised in the next available bidding cycle or for BCC properties only, as a property of 
low demand. 

Re-shortlists will only be completed in upon request and usually within 4 weeks of the 
original shortlist. This is because the original shortlist will become quickly out of date as 
applicants who had originally bid are likely to have been shortlisted for other properties. 

This decision is at the discretion of the Allocations Service Manager.   

Exceptions 

All allocations are to be made in accordance with the scheme except for BCC low demand 
properties.  Please see the next section. 

Flowchart 

The flowchart overleaf displays the standard on-line Abritas workflow: 
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Low demand properties  

Purpose 

The purpose of this procedure is to define the process for managing properties of 
lesser/lower demand where the CBL lettings process has not enabled a successful letting to 
be achieved.  

The scope of this procedure applies to all BCC general needs and sheltered properties only 
which are identified as lesser demand.  

This procedure relates to section 7, How Properties Are Allocated and specifically 7.4 Low 
demand properties, of the allocation Scheme. 

Procedure 

Identifying a property of lesser demand 

STEP 1 - Empty shortlists/adverts no requests 
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If a property has been advertised through BCC’s choice based lettings cycle at least once 
and has not been allocated by any form of allocation method, for example, there are no 
eligible bids on a shortlist it may be classed as low demand. 

The void officer/manager will review the property details and advert to determine if it is of 
lesser demand and take action accordingly:- 

 If it is identified that there is a specific issue with the advert or the property that can 

be remedied e.g. a poor photograph, an error on the description, an estate 

management issue, this should be remedied and the property re-advertised as a 

standard void in the next available bid cycle. 

 Where it is assessed that the issues preventing the property being re-let :- 
- relate to demand for that property type 
- cannot be remedied by other means this process should continue to be 

followed. 

This assessment must be done by the Void officer/manager on the day of the viewing or at 
the end of the unsuccessful bidding cycle. 

STEP 2  

Following identification of a lesser demand property the voids officer must on the same 
working day:- 

a) Ensure Abritas has been updated correctly, for example the outcome of the last 

refusal or record the reason for the identification of the property being low demand 

b) Consider reasons for refusal and address any estate management and/or repair 

issues 

c) Update Abritas with the revised view date and time  

d) Update Northgate void path and event VWAD 

STEP 3 – Low demand property adverts 

When it is determined that a property is of lesser demand it should be advertised as a RAP 
with reduced eligibility as follows:- 

 Bed size 

Standard eligibility Reduced eligibility 

3 bed 2 bed 
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2 bed 1 bed 

 Age Restriction Sheltered Scheme 

Scheme Type Standard 
Eligibility 

Reduced 
Eligibility 

High rise 55 50 

Cat 1 55 50 

Cat 2 55 55 

When preparing an advert a clear note for customers to view must be added on the advert 
to confirm eligibility is reduced and implications for housing benefit payments due to under 
occupation. 

Update Northgate void path with a ‘General note ‘of “‘Reduced eligibility advert agreed” with 
by whom and when. 

Priority at shortlisting will be given to bidders with the correct eligibility for the property type. 

STEP 5 - Low demand (RAP) bid cycle  

The property can be advertised immediately and can be opened at any start date. The 
bidding end date may be open for an extended period, normally a maximum of 3 weeks.  

The advert will be closed once a bid is received. 

Bids for these properties will be considered in the order that they are received. Bidding 
must be closed on the day a bid is received irrespective of the day (i.e. does not tie in with 
the bid cycle close dates). Where a bid is unsuccessful the property will be opened for 
bidding again. 

STEP 6 - Bulk messaging and promotion of properties 

Bidding will be encouraged for low demand properties by: 

a) promoting the low demand/RAPs on the Abritas website  

b) Bulk messaging applicants in Bands 3 and 4 to encourage bidding.  

c) Promoting lower demand properties in the HAC 

STEP 7 - Shortlisting 

Once an eligible bid is received and the advert closed the property is ready to be shortlisted 
by AHNO/SHNOs from the Allocations team.  
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If there is more than one bid, the shortlist automatically orders applicants according to the 
allocation scheme. Applicants will be displayed in the shortlist with the highest band award 
(with 1 being the highest and 4 the lowest) and earliest award date and then registration 
date.  

Data warehouse checks will be completed at registration stage and by case management 
officers.  Checks are noted on the applicants’ records. A data warehouse check should be 
completed at the shortlisting stage if one has not being completed within the last 3 months. 

If the data warehouse records do not confirm the applicant’s circumstances, for example, 
the applicant is recorded from another address, the shortlist should be skipped and 
application pended until the applicants current circumstances and band award is verified. 

If an offer to the applicant at the top of the shortlist cannot be completed, for example, the 
applicant has been matched to another property then you must “skip” it, giving a reason.  

Upon identifying a suggested match the applicant should be notified the same day by 
telephone, email, text or system message of their match and shortlist position (if 
applicable), confirm the property address, viewing date and time and the consequences of 
refusal (see letter templates). A record of the notification should be made on the customer 
record. 

Offer letters must be sent to all homeless applicants and a copy of the notification should be 
attached to applicant’s records. 

The void officer will then contact the applicant to arrange a viewing. 

STEP 8 - Viewing Arranged 

An escorted viewing will be arranged and the outcome of the viewing recorded as per a 
standard cycle. 

 Update Abritas to outcome the  viewing 

This is the end of the allocation process. 

Advertising Properties to applicants with no Housing Need. 

Where it has not been possible to let a property to an applicant which has been through one 
bid cycle the property may be allocated to a person who is eligible but does not qualify to 
join the housing register. (see 4.2 Allocation Scheme 2016 ).  

Please refer to the following table: 
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Disqualification reason Applies to low demand 

Unacceptable behaviour Yes 

No Housing Need No 

Income and assets No 

Local connection No 

Incapable of holding a tenancy Yes 

Refusal of 2 offers No 

Bedroom standard No – subject to affordability check 

Age – sheltered Cat 2 scheme Yes 

Age – Sheltered high rise and Cat 1 
schemes 

No- 50 age limit 

Refused reasonable offers No 

Advertising and promoting low demand properties 

Non-qualifying applicants applying the above table may be contacted by the case 
Management Team using the “bulk messaging” facility.  

Offer and Letting to applicants with no housing need 

Expressions of interest in properties from non-qualifying applicants and who meet the 
reduced eligibility criteria will be prioritised on the date of expression of interests. 

Only 1 offer will be made per person. 

STEP 1 

Upon an expression of interest being confirmed from a non-qualifying applicant, the void 
officer will request a registration HNO/SHNO via the team mailbox to override the 
disqualification pending the offer of a property of lesser demand.  

STEP 2 

The HNO/SHNO will contact the applicant requesting that they complete and submit their 
housing application within 3 working days. 

HNO/SHNO to set a reminder in 3 workings days to check for submission of the form. 

STEP 3 

Once the application is submitted, the HNO/SHNO will verify the applicant’s application by 
completing a Data Warehouse check. 

If the application is verified, the HNO/SHNO will: 
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a) Activate the application specifically for the low demand property to be offered. No 
registration letter should be issued. 

b) Email the voids team to arrange a viewing 

c) Arrange for a direct let to be created with the Allocations team. 

STEP 4 

If the offer is accepted, the letting will be arranged and tenancy created. 

If the offer is declined, the registration HNO/SHNO will disqualify the applicant from the 
housing register. 

Exceptions 

The only exception to this procedure is in the event of a low demand property in an extra 
care scheme. 

Flowchart 

 

 

 

 

 

 

 

 

Lettings to staff, council members and relatives of these groups 

Purpose 

The purpose of this section is to define the process for council staff and Members and their 
relatives of these groups in declaring their interest and having no direct input into any 
decisions regarding their housing applications and allocations. 

Void 
Identified 

as low 
demand 

Update 
Abritas and 
Northgate 

Low 
Demand 
Advert 

Shortlisting 

Viewing and 
outcome 

Bulk 
messages 

and 
expressions 
of interest 

Application 
checked 

and 
activated 



   

 

 

 

110 | P a g e  

 

This procedure relates to section 10.3, Lettings to staff, council members and relatives of 
these groups, of the Allocation Scheme. 

Procedure 

Employees, members and relatives must not put themselves in a position where duty and 
private interests conflict, this includes housing applications and allocations.  

BCC staff and Members and their relatives are treated as any other applicant and must be 
seen not to be gaining any advantage, disadvantage or any preferential treatment in the 
course of their application. For this reason, the application form asks all applicants if they or 
any members of their household are employees, members or relative of an employee 
working for Birmingham City Council.   

Accordingly, if you feel you have an interest which may relate to your work with the Council 
and could result in a conflict or apparent conflict of interest you must declare your interest 
and have no direct input into any decisions regarding their re-housing. Please note the 
failure to declare any potential conflict of interest during the course of your employment with 
BCC may result in disciplinary action being taken. 

If you are unsure about declaring a conflict of interest, please seek further advice 
immediately from your manager or Human Resources. 

STEP 1 

If you identify an interest by, for example: 

1. You or a relative submits an application form 
2. You receive an application form from a relative 
3. You receive an application form from a BCC employee who you know 
4. You are required to review, case manage of shortlist an application  

Do not proceed, access or view the application and associated records. Alert your manager 
verbally and/or by email and proceed to the next step.  

STEP 2 

The City Council’s Code of Conduct for Employees requires the completion of a “BCC 
declaration of potential conflict of interest form”. if you feel you have an interest which may 
relate to your work and could result in a conflict or apparent conflict of interest. 

In circumstances that affect you please select the following link Declaration of Potential 
Conflict of Interests Form.  If you do not have access to People Solutions (for example, you 
are an agency worker), please speak to your manager immediately who will provide you 
with a copy of the declaration form and guidance. 

http://peoplesolutions.sap.brm.pri/irj/go/km/docs/documents/peoplesolutions/Codeofconduct/Declaration%20of%20Potential%20Conflict%20of%20Interests%20FINAL.doc
http://peoplesolutions.sap.brm.pri/irj/go/km/docs/documents/peoplesolutions/Codeofconduct/Declaration%20of%20Potential%20Conflict%20of%20Interests%20FINAL.doc
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Send the declaration form to your Head of Service (HoS), retaining a copy. 

STEP 3 

The HoS will decide what action should be taken in light of information provided, for 
example, re-allocation of work. 

Exceptions 

There are no exceptions to this procedure. 

Flowchart  

 

 

 

10. Housing Advice 

Applicants should be directed to housing advice services. 

BCC wants to increase the opportunities for social tenants in Birmingham to transfer. 
Outside of this scheme, BCC and Registered Providers will help tenants move through 
‘mutual exchanges’. This includes promoting mutual exchanges through local, regional and 
national initiatives. 

We aim to provide applicants with detailed information regarding, not only, the availability of 
social housing but also information on alternative housing options available in Birmingham. 
Please refer to the Housing Advice toolkit. 

11. Request for information and general provisions  

Applicants are entitled to a copy of the Allocations Scheme and summary of the document 
free of charge. A copy is available on the website and a copy can also be requested.  Upon 
receipt of a request, this should be emailed or posted to the recipient within 10 working 
days. 

Subject access requests (SARs) should be responded to following the corporate procedure.  
See inline for further details. 

Recent letting data (within the last 180 days) is available of all property types and areas 
within Birmingham and can be viewed at www.BirminghamChoice.co.uk.  This can be used 

Conflict 
Identified 

Do not 
proceed 

and notify 
manager 

Complete 
and submit 
declaration 

to HoS 

HoS 
decision 

and action 

http://www.birminghamchoice.co.uk/
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to provide guidance to applicants on the likely availability of property types within areas 
across Birmingham. 
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12. Glossary 

This section contains a list of key words and terms used in this document.  These are not 
meant to be legal definitions. 

Abritas 

Housing register and choice based letting computer system 

Active application    

Assessed and live housing application. 

ARC  

Abritas Resource Centre 

Adapted Properties 

Adaptations are alterations to a property, ordinarily funded by BCC, that make it accessible 
or suitable for a tenant with mobility difficulties or disabilities. Adapted properties are not 
necessarily wheelchair accessible and levels of adaptations vary from property to property. 

Allocation 

Where an applicant from the housing register has his or her details matched to an empty 
BCC or RP (via nomination) property and an offer of tenancy is made. When an applicant 
bids for a property and is successfully shortlisted for and is offered a tenancy, this is an 
allocation. 

Applicant 

Someone seeking or has been accepted onto BCCs housing register. 

Application Form 

The on-line form which new applicants have to complete and submit in order to apply to join 
the housing register. 

Band 

When the applicant is accepted onto the housing register, they will be placed in a priority 
band, which reflects their current housing circumstances.  
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BCC  

Birmingham City Council 

Bedroom Standard 

A standard number of bedrooms are allocated to each household in accordance with the 
age, sex and relationship of the members to one another. 

This calculated standard for the household is then compared with the number of bedrooms 
available. The minimum size in floor space of a bedroom is 7.0 square metres or 
75.35 square feet and the room must have a minimum width of 2.15 metres or 7 feet 1 inch.  

This definition is from the “Housing Standards Review” from the Department of 
Communities and Local Government (CLG).  

Bid 

An applicant’s way of expressing an interest in a property that is advertised through the 
choice based letting scheme.  

Bidding Cycle 

This is from 12.01 am every Thursday to 11.59pm the following Monday. 

Bulk Messaging 

The bulk messaging functionality allows you to send messages to a selection of applicants 
en masse.  Each message can be sent via email, to the client website, or a combination of 
the two. 

CareFirst 

The People’s Directorate computer system. 

CBL    

Choice based lettings. This is the method of allocating most properties to applicants. 
Properties are still allocated according to the applicant with the highest band award on the 
register, but only those where a bid is placed will have an opportunity of being shortlisted. 

Clearance 

BCC may decide that a property is to be demolished or redeveloped and require vacant 
possession of the property to do this. 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/230251/2_-_Housing_Standards_Review_-_Technical_Standards_Document.pdf
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CPO    

Compulsory Purchase Order 

Decant 

The process of moving residents from their homes, for example while work to the property 
is carried out or the property is demolished. Decants to alternative accommodation are not 
classed as allocations under this scheme. 

Demand 

Demand is measured by the number of people who are requesting housing in a certain 
property type and in a particular location. The more applicants requesting to be housed in a 
property type and specific area, the greater demand. 

Eligible 

Applicants have to satisfy certain immigration rules to be eligible to join the housing register 
and be allocated a property. 

Property eligibility rules relates to the applicants household being allocated certain property 
types. 

Extra Care Housing 

A type of accommodation to meet the housing, care and support needs of older people, 
while helping them to maintain their independence and privacy. 

Expression of Interest 

Often also known as a bid. This expression of interest can be made through the website 
where applicants selects a property that has been advertised through the CBL scheme. 

Feedback 

This tells applicants how properties have been let in the weeks before. The feedback also 
informs applicants on the priority (band) of the offer made and how long that person had 
been on the housing register. 

HAC  

Housing Advice Centre 

Harassment 
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Any unwanted behaviour directed at an individual or group that is offensive or objectionable 
to the recipient. It is behaviour that is calculated to interfere with the peace and comfort of 
individuals or groups, which has an effect of hurting, intimidating, humiliating, ridiculing 
them or undermining their confidence. 

Harassment includes racial harassment, hate crimes which include homophobia, sexual 
harassment, threats of violence or intimidation.  

Homeless 

An applicant is considered homeless when she/he meets the definition contained in part 7 
of the housing Act 1996. 

HoS 

Head of Service 

Housing Allocation Scheme 

This sets out the rules for qualifying to go on the Housing Register, how applicants are 
prioritised and how BCC manages the allocation of available properties. 

Housing Register   

A list of people who have successfully applied for an allocation of a BCC or RP property.  

Ineligible  

Certain descriptions of people are ineligible to join the housing register and for an allocation 
of accommodation. These are people from abroad, unless they are re-included by order of 
the Secretary of State. 

Joint Applicants/tenants 

Where normally two people have applied or are tenants of the same property, and share a 
contractual responsibility for the tenancy. 

Low/Lesser Demand 

A property that cannot be allocated using the standard allocation rules because there are 
no applicants on the housing register who meet the allocation criteria usually applied. 

MAP    

Multi-Agency Proforma 
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MAPPA - Multi-Agency Public Protection Arrangements 

A set of arrangements established by police, probation and the prison services to assess 
and manage the risk posed by sexual and violent offenders. A number of agencies are 
under a duty to cooperate, these include: Local Authority Social Services, Primary Care 
Trusts and strategic health authorities, Youth Offending Teams, local housing authorities, 
registered social landlords, local education authorities, Jobcentre Plus, and electronic 
monitoring providers. 

The aim of MAPPA is to ensure that a risk management plan drawn up for the most serious 
offenders benefits from the information, skills and resources provided by individual 
agencies including the police, prison and probation services is coordinated through 
MAPPA. 

MARAC  

A Multi Agency Risk Assessment Conference is a local, multi agency victim-focussed 
meeting where information is shared on the highest risk cases of domestic violence and 
abuse between different statutory and voluntary sector agencies. 

PRS   

Private Rented Services 

RAP    

Readily Available Property 

Reasonable Preference 

The Housing Act 1996, (as amended) requires local authorities to give reasonable 
preference in their allocation schemes to people with high levels of assessed housing need. 

Registered Providers 

Registered providers are also known as Housing Associations. Housing providers, who also 
provide housing for rent and shared ownership at affordable prices. 

Resource Centre 

These include libraries, children centres, community centres where access to the internet is 
provided. 

Review 
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Applicants who have had their application to join the housing register refused, who have 
been removed from the housing register or have received an unfavourable decision have 
the right by law to request a review against the decision. 

Only reviews in this document relate to BCC housing register (part 6 of the Housing Act 
1996) functions. 

Shortlisting 

This is the list of applicants who have expressed an interest in an advertised property 
(placed a bid). This list is used to offer the property to the applicant with the highest priority 
according to the allocation scheme. 

Transfer 

This is where a tenant of a local authority or registered provider moves to another rented 
property. This may be with the same, or a different, social landlord. 
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