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1.0 Overview

1.1 Transfer applications will be encouraged, and to a certain extent will receive priority when vacancies occur.  This action is specifically designed to contribute to the outcomes listed in the lettings policy.  That is:-
· A reduction in the number of empty properties
· A reduction in the number of refusals of offers of property
· An improvement in the average time taken to let empty 
properties
· A much improved match of applicants to their chosen area
· A reduction in the level of complaints about anti-social 
behaviour
· An increase in overall levels of satisfaction that tenants have 
with us.
1.2
However we recognise that transfer applicants cannot have a 
permanent priority over all lettings.  To ensure this, all transfers will 
be counted within the 40% lettings stream as explained in the 
lettings policy i.e. the majority of our lettings will be based on 
priorities decided by a banding system. However, we are 
introducing another access stream. 

1.3
The two streams will be: 
a)
Access via priority given by the banding system
b)
Access given by virtue of an applicants desire to live in a 
particular area for community or financial reasons.  At all times, 
the majority of lettings (at least 60%) in any one year will be to 
applicants prioritised on the banding system.  The remaining 
allocations (which must be no more than 40%) can (but not 
must) be allocated to the other stream.
1.4 
Size matching of people to places will be a consideration for us.  
We do not wish to create significant over or under occupation of 
properties. 
1.5
The conduct of the existing tenancy and the condition of the 
property will 
be taken into account when considering a transfer 
request.  Tenants with current rent arrears, with letters on file 
regarding anti-social behaviour or with domestic standards that 
would not be considered acceptable by the majority of 
prospective applicants will not automatically qualify for a 
transfer.  This condition will be lifted when a solution to the problem 
has been agreed with the housing officer. 
1.6 
If more than one tenant applies for a vacancy, the following criteria 
will be used to decide the outcome: 
· Length of time as a Chevin tenant 
· Length of time on waiting list 
· Suitability of property to needs. 
1.7
New tenants will usually need to have occupied their property for 
six months before a transfer is considered unless urgent or 
exceptional circumstances apply. 
2.0
Reasons for Transfer Requests
2.1
There are many reasons why a tenant may want to transfer to 
another property.  The most common reasons are listed below.

2.2
Changed Circumstances:
· Mobility

· Support issues – family, hospitals etc

· Reduced / increased household size.
2.3
Social Situation:

· Neighbour disputes

· Isolation

· Relationship breakdown

· Location of property.
2.4 
Administrative requirements:
· Decants

· End of Lease / disposals.
3.0
Advantages of a Transfer
3.1
There are many advantages to agreeing to a transfer request:
· Life-long tenancies – stable customer base/recognition of 
changing requirements over time

· Reduced customer turnover

· Creation of stable, sustainable communities

· Long term reduction of void costs

· Improved control of placements in prime properties

· Creates positive image of a caring organisation.
4.0
Disadvantages of a Transfer 
4.1
Short-term:
· Void costs

· Increased administration.
4.2
Long term

· Nil.
5.0
Transfer Process
5.1
Upon receiving a transfer request, the tenants rent account and 
tenancy file should be checked for evidence of rent arrears and / or 
anti social behaviour.  Any issues found should be addressed with 
the tenant at this stage, prior to completing a housing application 
form.  It may be necessary to put a completed application on hold 
until a solution to the problem has been agreed.

5.2
When a transfer applicant appears on a property shortlist, the 
housing officer will use their discretion to decide which shortlisted 
applicant they are going to visit.  This decision will be based upon 
the applicants need, community sustainability and length of time on 
the waiting list.

5.3
A visit to the tenants’ home will then be arranged for the purpose of 
collecting information regarding the tenants’ current circumstances 
and inspecting the condition of the property.  If there is evidence of 
neglect, damage or misuse, the tenant should be advised that they 
will not automatically qualify for a transfer.  The reasons should be 
explained and an improvement plan agreed with the tenant and 
confirmed in writing.  The application should then be put on hold 
until all the improvements have been completed to our satisfaction.
5.4
Under no circumstances should the current letting be delayed 
to allow time for the tenant to work through the items listed in 
the improvement plan.
6.0
Examples of Neglect, Damage or Misuse
6.1
Neglect:
· Overgrown gardens

· Cobwebs

· Thick layer of dust everywhere 

· Dirty / greasy walls

· Filthy sanitary ware.
6.2 Damage:
· Missing fixtures (internal doors, radiators, kitchen cupboards 
etc.)

· Holes in internal doors or plasterwork

· Kitchen cupboard doors hanging off

· Scorched work surfaces

· Broken or cracked window panes.
6.3
Misuse:
· Heating system not operated properly

· Shower not operated properly

· Forced taps

· Door closers unhooked

· Batteries taken out of smoke detectors.
7.0
Exceptional Cases

7.1
There may be occasion where transfers are granted despite the 
tenant having rent arrears, anti-social behaviour and poor condition 
of property.  
7.2 For example, someone fleeing domestic violence or having urgent health requirements.  Such cases will be exceptional and must be approved by the area manager prior to an offer being made.  The offer must be subject to a written agreement with the transfer applicant to rectify the issue/s.  

8.0
Offer of Property
8.1
If the condition of the transferee’s property is good and there are no 
outstanding issues, a formal written offer should be made giving a 
tenancy commencement date and confirming the date on which 
their existing tenancy will terminate.  There should be no 
overlapping period unless the tenant chooses to pay for one.
9.0
Void Works
9.1
With the exception of mandatory gas / electrical safety checks and 
fair wear and tear repairs, there should be no other void repair 
works required to the transferee’s property.  In the event of further 
repairs being found during the course of the void inspection, the 
transferee should be notified immediately and charged for the cost 
of the repair/s.  It may be prudent to take photographs of the 
required repairs in case of a dispute.
9.2
Void works will be required to the property to which the transfer 
applicant is moving.
10.0
Appeals
10.1
A tenant has the right to request a review of our decision to refuse 
their transfer request.  To do so, they should write in or speak to the 
area manager explaining the reasons why they think the refusal is 
unfair.  The request will be logged and dealt with in accordance 
with our complaints policy.
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