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CANNOCK CHASE COUNCIL 

CABINET 

21 AUGUST 2008 

REPORT OF THE DIRECTOR OF SERVICE IMPROVEMENT 

RESPONSIBLE PORTFOLIO LEADER:  HOUSING 

CHOICE BASED LETTINGS SCHEME 

1. Purpose of Report 

1.1 To consider the outcome of the consultation with service users and other stakeholders on 
a proposed Choice Based Lettings Scheme. 

1.2 To consider an amended proposed scheme which takes into account the comments of 
service users and other stakeholders, (including the UChoose Homes Partnership) and the 
views of the former Healthier Communities, Housing and Older People Select Committee. 

2. Recommendations 

2.1 That the amended Choice Based Lettings Scheme as set out in the Allocations Policy 
Statement (attached as Annex 2) is agreed. 

2.2 That the amended Choice Based Lettings Scheme becomes operational with effect 
from 23 February 2009. 

2.3 That the guidance for housing applicants on the amended Choice Based Lettings 
Scheme, provided by the draft “Somewhere to Live” booklet (attached as Annex 3) is 
agreed and that the Head of Housing following consultation with the Housing Portfolio 
Leader is authorised to make any necessary changes to improve clarification. 

2.4 That vacant properties are advertised through the internet, at Council offices and via 
weekly advertisements in the Cannock & Rugeley Mercury for an initial period of 12 
months. 

2.5 That the proposed participation of Registered Social landlords in the proposed Choice Based 
Lettings scheme be noted and that the Head of Planning and regeneration be authorised to 
secure this through revised service level and nomination agreements.   
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2.6        That a presentation for all Members is made on the amended Choice Based Lettings     
Scheme. 

2.7        That the scheme is reviewed by the Housing Policy Development Committee following 
a  six month period of operation. 

 

3. Key Issues 

3.1 The draft proposed Choice Based Lettings Scheme agreed by Cabinet on 19 April 2007 
has been amended to take into account of the outcomes of consultation with service users, 
other stakeholders and partners of the UChoose Homes Scheme. 

3.2 Details of the amended scheme are set out in the proposed Allocations Policy Statement 
(attached as Annex 2) and a revised draft of the “Somewhere to Live” booklet for housing 
applicants (attached as Annex 3). 

3.3 Whilst the principles and framework of the amended scheme remains the same, a number 
of changes have been made to the way accommodation would be allocated in accordance 
with the priority bands.  These changes are summarised below:- 

 (a) The proposal to allocate vacant properties to each priority band in accordance with 
proposed targets has been removed from the scheme.  This will ensure that all 
vacant properties are allocated to the applicants from the “highest” priority band who 
expressed an interest in a vacancy.  

 (b) The determination of priority between applicants within the same priority band has 
been changed for priority bands One to Three from date of application to the date at 
which they were awarded the relevant priority banding.  This will ensure that 
applicants who “move up” a priority band do not receive preference over other 
applicants already within the band. 

 (c)     The composite need criteria which enables applicants to move to a higher band has 
been reduced from three to two. This will increase the sensitivity of the scheme for 
households with multiple housing need. 

 (d) The determination of priority between UChoose partnership applicants within band 
Four has been amended (following discussion with members of the UChoose 
partnership) from date of application to the priorities detailed by the UChoose 
Common Allocations Policy attached as Annex 2. 
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  Note The determination of priority between other applicants who live outside the 
district but have a local connection with the Cannock Chase district area will change 
to the date when they were awarded band Four priority. 

 (e) The use of the word “bid” for property vacancy requests has been replaced by the 
term “express an interest in”. 

 (f) The limit on the number of vacancies which an applicant can “express an interest in” 
has been removed. 

 (g) Provision has been made for applicants to request a relative, external agencies or 
the Council (through the Allocations Officer) to submit “expressions of interest” on 
their behalf. 

3.4 The proposed scheme has also been amended to reflect the agreed re-housing policy for 
the Elizabeth Road Area Redevelopment Scheme, determined by Cabinet on 19 June 
2008.  

3.5 It should however be noted that a number of partner organisations within ‘Uchoosehomes’ 
have decided to allocate all their vacant properties in accordance with a Common 
Allocations Policy. The development this policy was not envisaged at the time of the 19th 
April 2008 cabinet report and as a result did not form the basis of the (then) proposed 
choice based lettings scheme or the subsequent consultation exercise. 

3.6 As a result it is not considered appropriate to consider a common allocations policy for the 
allocation of all the Council’s properties at this time. However, as previously stated the 
common allocations policy will be used to determine the priority between Uchoose 
partnership applicants within Band Four. It is also suggested that further consideration to 
the common allocations policy should be given as part of the proposed six month review. 

3.7 Registered social landlords (RSLs) who have properties in the Cannock Chase area will 
also participate in the proposed choice based lettings scheme. The majority of RSLs have 
decided not to operate their own waiting list and will advertise and allocate all their vacant 
properties in accordance with the proposed scheme. A small number of RSLs who have a 
single supported housing scheme in the district will retain their own waiting lists but will 
advertise the percentage of their stock for which the Council has nomination rights and 
accept nominations in accordance with the proposed scheme. 

3.8 The participation of registered social landlords will be secured through revised service 
level and nomination agreements. 

3.9 Vacant properties will be advertised through the Council’s and the “Uchoosehomes” 
websites, posters at Council Offices and via weekly advertisements in the local press. 
Following the receipt of quotations, it is suggested that the Cannock and Rugeley Mercury 
is used to advertise vacant properties for an initial period of 12 months. 

 



   ENCLOSURE 11.4 

 

09a-Choice Based Lettings Scheme   

3.10 Subject to Cabinet’s approval of the amended scheme it is proposed that the scheme:- 

(a) Becomes operational with effect from 23 February 2009. 

(b) Is reviewed by the Housing Policy Development Committee after a six month period of 
operation. 
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Section 1 

1. Background  

 Cabinet on 21 September 2006 considered a report on the introduction of a Choice Based 
Lettings Scheme for the allocation of social housing. 

 It was reported that the Government require all local authorities to operate Choice Based 
Lettings by 2010 and to encourage the formulation of schemes on a regional or sub-
regional basis, had made additional resources available to assist with their development. 

 As a result, Cabinet agreed to participate in the development of a Choice Based Lettings 
Scheme for Southern Staffordshire and Northern Warwickshire and to submit a bid (in 
conjunction with partner organisations) to the Department for Communities and Local 
Government (DCLG) for resources to help develop a sub-regional Choice Based Lettings 
Scheme. 

 Following notification that the bid had been successful, Cabinet on 19 April 2008 
considered a further report which presented details of a proposed Choice Based Lettings 
Scheme and:- 

 (a) Confirmed the Councils participation in the development and implementation of a 
Choice Based Lettings Scheme for Southern Staffordshire and Northern 
Warwickshire, subsequently called “UChoose Homes”. 

 (b) Agreed the proposed Choice Based Lettings Scheme for consultation with service 
 users and other stakeholders. 

 (c) Requested the views of the (then) Healthier Communities, Housing and Older 
People  Select Committee on the proposed Choice Based Lettings Scheme. 

 (d) Agreed that the results of the consultation exercise and the views of the select 
 committee were reported to a future Cabinet meeting, together with a final draft 
 proposed Choice Based Lettings Scheme, which reflected the outcomes of the 
 consultation exercise. 

 Whilst the consultation exercise was completed in January 2008, the report on a final draft 
proposed scheme has been delayed pending the expected publication of further guidance 
from the DCLG on Choice Based Lettings Schemes.  The publication date has been 
subject of a number of postponements, and it is not now known as to when this guidance 
will be received. 

 The Councils draft proposed scheme has however been the subject of extensive 
discussion at meetings with the “UChoose Homes” partnership.  As a result of discussion 
with DCLG officials, it is understood that the expected DCLG guidance will not have any 
fundamental effect on the proposed scheme and it is therefore considered appropriate to 
proceed with a Choice Based Lettings Scheme at this stage. 
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 In particular, the Audit Commissions Housing Inspectorate consider the operation of 
Choice Based Lettings to be a key requirement for housing organisations who deliver a two 
or three star service.  It is understood that the Councils housing service will be the subject 
of an inspection during 2009-10 and in order that this key requirement is both in place and 
operating effectively, it is considered essential to progress the implementation of a Choice 
Based Lettings Scheme as soon as possible. 

 Section 2 

2. Outcomes of the Consultation Exercise  

 A consultation exercise has been undertaken with service users and other stakeholders in 
accordance with sections 167(7) and 168(3) of the Housing Act 1996 and the 
recommendations of the DCLG consultation documents “Allocation of Accommodation – 
Code of Guidance for Local Housing Authorities”.  The consultation exercise comprised of 
five elements:- 

 (a) A written consultation exercise with Registered Social Landlords and a range of 
 statutory and voluntary organisations as detailed in Annex 1. 

 (b) A survey of the tenants and applicants on the Housing Register in July 2007. 

 (c) A Focus Group of tenants and applicants from the Housing Register. 

 (d) A presentation and discussion in August 2007 to the Chase Tenants and 
Residents Federation consultation meeting. 

 (e) The views of elderly residents were sought via the Sheltered Housing Forum in 
March  2007. 

 Whilst the detailed outcomes of the consultation exercise are provided in a background 
document “Choice Based Lettings – Consultation Returns”, a copy of which is available 
from Member Services, the principal findings are also summarised below. 

 Six responses from the following organisations were received in relation to the written 
consultation exercise. 

 (a) Shelter on behalf of Rugeley and District CAB. 

 (b) The Touchstone Heart Housing Association. 

 (c) The Pathway Project (who provide services to victims of domestic violence). 

 (d) The Bromford Housing Group. 

 (e) The Chase Tenants and Residents Federation (CTRF). 
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 (f) The Eldon Housing Association (who administer Keys Court, a sheltered housing 
 scheme in Rugeley on behalf of the Masonic Housing Association). 

 Four of the responses support the introduction of the Choice Based Lettings and highlight 
areas of the (then) proposed scheme which required amendment, further consideration of 
additional clarification.  In particular, a detailed response was received from Shelter WHAS 
(on behalf of Rugeley CAB) which highlighted a number of anomalies and challenged 
certain aspects of the then proposed scheme.  A further response from the Eldon Housing 
Association accepts that “Choice Based Lettings are proving successful” but considers that 
sheltered accommodation should be allocated “outside” this process. 

 The response from the CTRF does not however support the introduction of Choice Based 
Lettings.  Whilst the CTRF believe that the (then) proposed scheme would be “more 
transparent” (than the current Unified Point Scheme), they consider that Choice Based 
Lettings schemes can only work successfully in areas where there is a surplus of 
properties.  In addition, the CTRF consider the word “bid” (for properties) to be entirely 
inappropriate. 

 A total of 210 service users from the Housing Register and via the Hometalk article (61% 
applicants and 39% tenants) responded to the survey.   The majority (95.2%) supported 
the (then) proposed scheme and 67.6% welcomed the proposals to make it easier to move 
to another local authority area.  Whilst 17% had some concerns about the (then) proposed 
scheme, an analysis of the detailed responses suggested that most of these could be 
removed by further clarification of or amendments to the (then) proposed scheme. 

 Service users were also asked about their preferred methods of requesting consideration 
for advertised vacancies.  Whilst respondents could select one or more methods, most 
(61.9%) preferred to use the telephone, compared to 50.5% by post, 29% “online” and 
21.4% by text. 

 A small focus group (attended by 7 service users) was held in August 2007.  Feedback on 
the (then) proposed scheme was generally positive and a number of issues (including 
potential barriers for certain groups of people regarding requesting consideration for 
properties) were discussed. 

 A presentation to a CTRF consultation meeting was also made in August 2007.  However , 
as previously stated the CTRF have a number of concerns regarding choice based lettings 
and do not support its introduction. 

Section 3 

3. Views of the Healthier Communities, Housing and Older People Select Committee 

The (then) proposed Choice Based Lettings Scheme was considered by the former 
Healthier Communities, Housing and Older People Select Committee on 30 October 2007, 
the 4 December 2007 and 22 January 2008.  The minutes of these meetings are included 
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in the background document “Choice Based Lettings – Consultation Outcomes”, a copy of 
which is available from Member Services.  

 The Committee considered the results of the consultation exercise and examined a 
number of aspects of the (then) proposed scheme in detail.  Concern was expressed 
regarding public expectations and the need for regular reviews of any Choice Based 
Lettings Scheme.  However, the committee noted that visits had subsequently been made 
to the Homezone and the Trent and Dove Housing Associations who currently operate 
Choice Based Lettings Schemes on behalf of Lichfield City Council and East Staffs 
Borough Council and that as a result of these visits a number of amendments would be 
suggested to the (then) proposed scheme. 

 In particular, the Committee noted that as a result of the consultation exercise that it was 
proposed to remove the “allocation targets” in relation to the four priority bands and that 
elderly applicants could ask a relative, external agency or the Council to submit 
“expression of interest” on their behalf. 

 The Committee expressed fundamental concern regarding the word “bid” for property 
vacancy requests and was noted that this issue had also been raised within the response 
from the CTRF to the written consultation exercise.  Whilst the word “bid” is a commonly 
“accepted” term within Choice Based Lettings schemes operated by other authorities, it 
was considered that it could be open to misinterpretation and an alternative would be used 
in the proposed Cannock Chase Choice Based Lettings Scheme. 

Section 4 

4. An Amended Proposed Choice Based Lettings Scheme 

 The draft proposed Choice Based Lettings Scheme (as agreed by Cabinet for consultation) 
has been amended to take account of:-  

(a) The comments of service users and other stakeholders, including the UChoose 
Homes Partnership. 

(b) The views of the former Healthier Communities, Housing and Older People Select 
Committee. 

(c) The experience of other organisations who successfully operate Choice Based 
Lettings Schemes at the present time. 

 Details of the amended scheme are set out in the proposed Allocations Policy Statement 
(attached as Annex 2) and a revised draft of the “Somewhere to Live” booklet for housing 
applicants (attached as Annex 3). 

 The principles and framework of the amended scheme remain unchanged from those 
reported to Cabinet on 19 April 2007.  Housing applications would be assessed against 
pre-determined criteria (as detailed within the Allocations Policy Statement) to determine 
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an applicants housing need.  Applicants would then be placed within one of four priority 
bands, which determine an applicant’s priority for the allocation of accommodation. 

 Vacant properties would be advertised via the local press, the Councils website and local 
offices with applicants being invited to “express and interest” in respect of properties for 
which they want to be considered.  Properties would then be allocated to the applicant 
requesting a property from the “highest” priority band who has been waiting the longest 
within that band. 

 In particular, the elements of the scheme relating to “Access to the Housing Register” and 
the “Type of Property for which applicants can express and interest” remain unchanged, 
although certain aspects have been reworded to improve clarity to applicants.  A number 
of proposed changes have, however, been made to the way accommodation would be 
allocated in accordance with the priority bands and these are summarised below:- 

 (a) The proposal to allocate vacant properties to each priority band in accordance with 
proposed targets has been removed from the scheme.  This will ensure that all 
vacant  properties are allocated to the applicants from the “highest” priority band 
who expressed an interest in a vacancy. 

 (b) The determination of priority between applicants within the same priority band has 
been changed for priority bands one to three from date of application to the date at 
which they were awarded the relevant priority banding.  This will ensure that  
applicants who “move up” a priority band do not receive preference over other 
applicants already within the band. 

   Notes 

  (i) The provision of the “three months priority status” for applicants who are either   
statutorily homeless (with a duty to re-house), occupy specialist  accommodation 
which is no longer suitable for their needs or meet two or more band One criteria 
remains unchanged. 

   (ii) Applicants who “move down” a priority band will retain their original priority  
      band award state. 

 (c) The composite need criteria which enables applicants to move to a higher band 
has been reduced from three to two. This will increase the sensitivity of the 
scheme for households with multiple housing need. 

 (d) The determination of priority between UChoose Partnership applicants within Band 
Four has been amended (following discussion with members of the UChoose 
Partnership) from date of application to the priorities detailed by the UChoose 
Common Allocations Policy attached as Annex 2. Note, the determination of 
priority between other applicants who live outside the district but  have a local 
connection with the Cannock Chase District area will change to the date when 
they were awarded band Four priority.  
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 (e) The use of the word “bid” for property vacancy requests has been replaced by the 
term “express an interest in”. 

 (f) The limit on the number of vacancies which an applicant can “express and interest 
in” has been removed. 

 (g) Provision has been made for applicants to request a relative, external agencies or 
the Council (through the Allocations Officer) to submit “expressions of interest on 
their behalf”. 

 The proposed scheme has also been amended to reflect the agreed re-housing policy for 
the Elizabeth Road Area Redevelopment Scheme, determined by Cabinet on 19 June 
2008. 

 It should however be noted that a number of partner organisations within “Uchoosehomes” 
have decided to allocate all their vacant properties in accordance with a Common 
Allocations Policy. The development of this policy was not envisaged at the time of the 19 
April 2008 Cabinet report and as a result did not form the basis of the (then) proposed 
choice based lettings scheme or the subsequent consultation exercise. 

 As a result it is not considered appropriate to consider a common allocations policy for the 
allocation of all the Council’s properties at this time. However, as previously stated the 
common allocations policy will be used to determine the priority between Uchoosehomes 
partnership applicants within Band Four. It is also suggested that further consideration to 
the common allocations policy should be given as part of the proposed six month review. 

Section 5 

5. The Allocation of Properties by registered Social Landlords 

 Discussions have been held with Registered Social Landlords RSLs who have properties 
in the Cannock Chase area regarding their participation in the proposed choice based 
lettings scheme. 

 The majority of RSLs (including Bromford, Beth Johnson, Midland Heart and Waterloo) 
have decided not to operate their own waiting lists and will allocate all their vacant 
properties in accordance with the proposed choice based lettings scheme subject to:- 

(a) Each RSL’s eligibility criteria being met 

(b) Any applicants who are not on the Council’s Housing register but are on their own waiting 
lists being treated as though they were Council applicants.  

and 
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(c) Where appropriate new developments and supported housing schemes being allocated in 
accordance with local lettings plans.(Note as outlined in the proposed policy attached as 
annex1). 

A number of RSLs who have a single supported housing scheme in the district will retain 
their own waiting lists but will advertise the percentage of their stock for which the Council 
has nomination rights and accept nominations in accordance with the proposed choice 
based lettings scheme. 

The participation of registered Social Landlords would be secured through the revised 
Service Level and Nomination Agreements. 

            Section 6 

6. Advertising Vacant Properties 

 Vacant properties will be advertised through the council’s and the Uchoosehomes’ 
websites, posters at Council offices and via weekly advertisements in the local press. 

Quotations have been sought for the weekly press advertising and the lowest quotation 
has been received from the Cannock and Rugeley Mercury. The paper is distributed free 
to 35,130 properties throughout the district and it is suggested that the paper is used to 
advertise vacant properties for an initial period of 12 months. 

In order that households who do not have internet access can log on to the Council and 
Uchoosehomes websites, it is proposed that a ‘public access computer’ is installed in the 
Housing reception area. Access will however be strictly controlled and restricted to the 
above websites only. 

Section 7 

7. Implementation of the Amended Choice Based Lettings Scheme 

Subject to Cabinet approval of the amended Choice Based Lettings Scheme, it is proposed 
that this should become operational with effect from 23rd February 2009. 

 A project plan has been developed to achieve this target which includes the following key 
 milestones:- 

 (a) Uchoosehomes Pilot Scheme - September 2008. 

 (b) Council dual banding and points - October 2008. 

 (c) “Go Live” - 23rd February 2009. 

In particular, it will be necessary to assess the needs of the 1867 households on the 
Housing Register in order that their application can be placed in one of the four priority 
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bands.   Applicants will be able to request an individual explanation of any initial decision to 
ensure that all applications have been correctly assessed. 

 The Choice Based Lettings Scheme will be operated with the aid of a computer package 
which has been developed by Scout Solutions on behalf of the Uchoosehomes 
Partnership. 

 

 Section 8 

8. Review of the Amended Choice Based Lettings Scheme 

       In order to ensure that the amended scheme is meeting the Councils stated policy 
objectives, it is proposed that it is reviewed by the Housing Policy Development Committee 
after a six month operational period. 

 Thereafter, the Choice Based Lettings Scheme would be the subject of an annual review.  

Section 9 

9. Contribution to CHASE 

 The adoption of a Choice Based Lettings Scheme would contribute to CHASE as follows:- 

 Healthier Communities, 
Housing and Older 
People 

Helping to develop a healthy community through the 
effective use of the social housing stock.  

 Access to Skills and 
Economic 
Development: 

Contributing to the development of a strong local 
economy by helping to remove barriers between labour 
mobility and the social housing market. 

 Safer and Stronger 
Communities 

Helping to build stable, viable and inclusive 
communities.  

 Environment: Contributing to a clean, safe and sustainable 
environment by providing residents with increased 
choice about where they want to live. 

Section 10 

10. Crime Prevention Implications 

 The Council undertake prevention work throughout the district to reduce the incidents of 
anti social behaviour on Council estates. It is anticipated that by giving people greater 
choice over where they live, this will help create more viable and sustainable communities, 
and as a result lead to a reduction in crime and disorder. 
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Section 11 

11. Human Rights Act Implications 

             Article 8 provides that:- 

1. Everyone has the right to respect for his private and family life, his home and his 
correspondence. 

2. There shall be no interference by a public authority with the exercise of this right 
except such as is in accordance with the law and is necessary in a democratic 
society in the interests of national security, public safety or the economic well-
being of the country, for the prevention of disorder or crime, for the protection of 
health or morals, or for the protection of the rights and freedoms of others. 

             In considering the amended Choice Based Lettings Scheme, the Council is complying with 
 legislation which empowers it do so, at the same time it is considering the needs of the 
 residents of the district. 

 A Choice Based Lettings Scheme has a number of advantages to applicants as it provides 
a transparent system which can be easily understood and ensures equality of access and 
opportunity. 

 For the above reasons the Council’s actions are considered to compatible with the Human 
Rights Act. 

Section 12 

12. Data Protection Act Implications 

 In cases where Cannock Chase applicants bid for a property owned by a Registered Social 
Landlord in the Cannock Chase area or for a dwelling in one of the partner areas, details of 
their application (as held on the Council’s Housing Management System) will need to be 
passed to the relevant Social Landlord for consideration. 

 Existing applicants will need to be advised of this and this can be achieved as part of the 
implementation panels.  Advice has been sought from the Council’s Information Manager 
and for future applications for the following paragraph will be inserted into the body of the 
application form. 

“Cannock Chase District Council will hold and use your data in accordance with 
the Data Protection 1998.  In the event that your application is for a property in one 
of our partners areas your personal information will be passed to that partner for 
the furthering of your request.  Your personal information will not be used for any 
other purpose and will not be passed on for commercial use.” 

Section 13 
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13 Risk Management Implications 

 The low demand for certain elements of the Council’s housing stock has been identified in 
the Council risk register. The potential problems include tenant dissatisfaction, vacant 
properties, income loss and unsustainable communities. 

 The score rating for the gross risk is 16 which falls within the high risk category. It is 
however, considered that the implementation of the Council’s Decent Homes Improvement 
programme, together with the sale of certain one-bedroom bungalows will reduce the risk 
score to 12 placing it in the medium risk category. 

 It is further considered that the implementation of a Choice Based Letting Scheme will give 
households additional choice in where they live, assist in combating the low demand for 
certain properties and help to build ‘stable viable and sustainable’ communities. As a result 
of these factors, it is considered that the implementation of a Choice Based Lettings 
Scheme will further reduce the risk score to 8. 

 A failure to implement Best Value Review Plans has also been identified in the Council’s 
risk register, with potential problems of a risk to the Council’s reputation and the possibility 
of Government intervention, and a gross score of 25. 

 The Government require all local authorities to operate choice based lettings by 2010 and 
as a result the Audit Commission consider the operation of such a scheme  to be a key 
requirement for the delivery of a two or three star service. It is understood that the 
Council’s housing service will be the subject of an inspection during 2009-10 and in order 
to secure the ‘best possible’ assessment it is essential that a choice based lettings system 
is in place. 

 A revise three year Housing Service Improvement Plan (which includes the introduction of 
a choice based lettings system) has however been formulated and is designed to achieve 
a two star assessment with promising prospects for improvement. It is considered that the 
implementation of this plan including the introduction of Choice Based Lettings will reduce 
the risk score to 12 placing it within the medium risk category. 

 In addition there are a number  of risks associated with the development, implementation 
and operation of a Choice Based lettings Scheme as reported to Cabinet on 19th April 
2007. These risks have been reassessed following the formulation of the amended 
proposed scheme and now include;- 

(a) Problems with the operation of the required IT system.  

(b) Uncertainty and confusion amongst applicants regarding the operation of the scheme.   

(c) A potential increase in the workload for the Allocations and Supported Housing Team. 

(d) Difficulties for some applicants in being able to ‘express an interest’ in vacancies due 
to difficulties in securing internet access. 
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(e) The proposed scheme not meeting the Council’s stated policy objectives. 

 The score rating for the gross risk remains at 16, which falls within the high risk category. 
However a number of actions have or will be undertaken to mitigate these risks which 
include:- 

(a) Rigorous testing of the IT system prior to it becoming operational. 

(b) Clear guidance to applicants regarding the Choice Based Lettings scheme, including 
the ‘Somewhere to Live’ booklet, a draft of which is attached as Annex 3. 

(c) The assessment of the additional administration tasks associated with the continued 
operation of the scheme (which includes discussions with local authorities who already 
operate a Choice Based Lettings Scheme) in order to consider how certain tasks can 
be undertaken through the use of the Council’s Customer Relations Management 
system. 

(d) Enabling relatives, external agencies or the Council (through the Allocations Officer) to 
submit ‘expressions of interest’ for vacant properties on behalf of applicants and the 
proposed authorisation of press advertisements if it is considered applicants are being 
excluded from ‘expressing their interest’ in vacant properties. 

(e) A proposed review of the scheme by the Housing Policy Development Committee after 
a six month operational period. 

 It is considered that the implementation of these actions will reduce the risk score to 9, 
placing it within the low risk category. Subject to Cabinet’s agreement to the 
implementation of the proposed scheme, the risk will be included in the Council’s risk 
register. 

 Section 14 

14. Legal implications 

"The Homelessness Act 2002 revised the legislation governing the allocation of social 
housing by local authorities, includes a provision to facilitate the introduction of advertising 
schemes. The 2002 Act also requires authorities to include a statement in their allocation 
scheme about their position on offering choice to applicants. The Revised Code of 
Guidance on the Allocation of Accommodation emphasises the Government's view that 
allocation policies should provide for choice wherever possible. 

 Section 166(3) of the 1996 Act places an obligation on housing authorities to consider all 
applications for social housing that are made in accordance with the procedural 
requirements of the housing authority's allocation scheme. Housing authorities must 
decide whether an applicant is eligible for for accommodation or whether he/she is 
excluded under the statutory provisions set out in S160A(1)(a), (3) or (5) of the Act. 
Furthermore, housing authorities have the power to decide to treat an applicant as 
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ineligible for an allocation under 160A(7) on the ground of unacceptable behaviour. If these 
provisions do not apply, housing authorities must treat all applicants as eligible for 
accommodation however, in framing their allocation scheme regard must be had to 
determine priority for the allocation of housing and ensure that preference is given to the 
categories of people as set out in s167(2) of the 1996 Act. 

  

 An allocation scheme can determine priority for accommodation in relation to applicants 
who fall within the reasonable preference criteria and any additional preferences such as 
financial resources available to the applicant to meet his/her housing costs, behaviour of 
the applicant and any local connection which exists between the applicant and the housing 
authority's district. 

 

Section 15 

15. Financial Implications 

  The Department for Communities and Local Government have allocated £109,769 of grant 
funding to the Southern Staffordshire and North Warwickshire “partnership” (UChoose 
Homes) to meet 60% of certain eligible costs regarding the development of a Choice 
Based Lettings Scheme for the area.  The allocation is however, subject to the remaining 
40% being met by the partner organisations.  The grant funding is being administered by 
Lichfield District Council on behalf of the partnership. 

 The development (and implementation) costs which need to be met by the Council are 
estimated to be £48,000.  These have or will be met from existing budgets which form(ed) 
part of the agreed HRA budgets for 2007-08 and 2008-09 or the IT reserve as appropriate. 

 The cost of press advertising is estimated to be £4,600 for the initial 12 month period and a 
budget of £15,000 for advertising vacant properties forms part of the agreed HRA budgets 
for the period 2008-09 to 2010-11. 

 The cost of providing “public access” to the internet will be met from existing budgets. 

 The potential implications of Choice Based Lettings on the Councils policy of disposing of 
certain vacant one bedroom bungalows and securing their “replacement” with alternative 
social housing is considered in a separate report elsewhere on your agenda. 
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Section 16 

16. Human Resource Implications. 

 There are no Human Resource Implications attached to this report. 

   
Section 17 

17 Conclusions 

 The Government require all local authorities to operate choice based lettings by 2010. This 
report sets out details of an amended proposed scheme which takes into account the 
outcomes of the consultation exercise with service customers and other stakeholders. 

 The recommendations are set out in Section 2 of the report. 

 

Background Papers 

Annexes 

Annex 1: Consultation exercise  

Annex 2: Proposed Allocations Policy Statement 

Annex 3: Draft “Somewhere to Live” Booklet  
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Annex 1 

Written Consultation Exercise.  

The Cabinet Office’s Code of Practice on Written Consultation lays down twelve weeks as the 
standard minimum time for written consultation periods to be used by UK government departments 
and their agencies. It is recommended that housing authorities use the same guideline.  

The list below details the organisations who were consulted wrote to during the 12 week written 
consultation period. 

YMCA - Rugeley Foyer 
Adullam Homes - Maple Place 
Pathway Project 
Domestic Abuse Support Service 
Chase Churches Housing Coalition 
Alcohol & Drug Services In Staffordshire Burntwood Pathway Project 
Chase Tenants & Residents Federation 
Cannock CAB 
Chase CVS 
Connexions Staffordshire - Cannock 
Connexions - Staffordshire - Lichfield 
Mid Staffs Mencap 
Rugeley CAB 
The Project - Cannock 
Staffs Social Care & Health 
Anchor Trust 
Waterloo Housing Association Limited 
Heantun Housing Association Limited 
Beth Johnson Housing Association  
Masonic Housing Association 
Sanctuary Housing Association 
Bromford Carintia Housing Association 
Touchstone Housing Association Limited 
Housing 21 
Birch Samson United Charities 
Focus Housing Association Limited 
Hopkins & Sneyd Almshouse Charities 
Accord Housing Association Limited  
Healthnet - Cannock Chase PCT 
Wallbrook Housing Association Limited 
Family Support Group C/o Shades 
 

 



   ENCLOSURE 11.20 

 

09a-Choice Based Lettings Scheme   

Replies were received from  

• Beth Johnson Housing Association 
• Bromford Housing group 
• Chase CVS 
• Eldon Housing Association 
• Chase Tenants and Residents Federation 
• Rugeley & District CAB 
• Touchstone 

 

Comments were received about 

 Proxy Bidding for vulnerable applicants. 

• The housing needs of the elderly are dealt with outside of any choice based lettings 
scheme. 

• The system should address those with multiple/complex needs. 
• Why are customers only going top be allowed one bid at a time? 
• Being able to apply for more than property at a time could be lulled into a false sense of 

security. 
• Demand could be only for better estates leading to others becoming run down. 
• Those with anti social problems going into better areas and creating problems. 
• Is there a guarantee of reciprocal arrangements with partner organisations? 
• Do not use the word ‘bid’ for properties. 

. 

 



Cannock Chase Council                                                                        Annex 2 
 
Proposed  Allocations Policy  
 
1. Introduction 
 
1.1. The vision for Housing Services is to maintain in good condition and 

progressively update and improve the Council’s housing stock and 
immediate environment, to meet decent homes standard and the 
aspirations of tenants.  

 
1.2. The allocations policy seeks to ensure that the Council’s properties are 

used to meet the needs of tenants and applicants, and help to build 
sustainable communities. 

 
1.3. The Allocation Policy sets out the aims, objectives and priorities to which 

Cannock Chase Council will work when allocating empty properties to new 
tenants.  

 
1.4. Cannock Chase Council will ensure in implementing this policy that its 

obligations in law are met.   
 
1.5. In developing this policy consideration has been given to the nature and 

availability of social housing within the area Cannock Chase Council 
operates.  Cannock Chase Council will work in co-operation with other 
Registered Social Landlords and landlords in the Private Sector to help 
meet housing need in the area. 

  
1.6. This Allocations Policy relates to the following Corporate Aims: 
 

 
(a) 

Healthier Communities 
Housing and Older 
People 

Helping to develop a healthy community 
through the effective use of the social 
housing stock.  

(b) Access to Skills and 
Economic 
Development: 

Contributing to the development of a strong 
local economy by helping to remove barriers 
between labour mobility and the social 
housing market. 

(c) Safer and Stronger 
Communities 

Helping to build stable, viable and inclusive 
communities.  

(d) Environment: Contributing to a clean, safe and sustainable 
environment by providing residents with 
increased choice about where they want to 
live. 
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1.7. In addition to meeting housing need, this policy aims to set the objectives 

to ensure that Cannock Chase Council provides an efficient, responsive 
and customer focused allocations and lettings service incorporating choice 
and accessibility 

 
2. Objectives 
 
2.1. The Housing Register will comprise a list of all applicants who would like 

accommodation in the Cannock Chase District.  The responsibility for the 
Housing Register will be within the Tenancy Services Section of the 
Housing Department. 

 
2.2. To meet housing need, taking into account severity of circumstances and 

housing conditions of applicants.  Applications will be assessed against 
predetermined criteria in the published allocation scheme booklet 
‘Somewhere to Live’  (draft copy attached as annex one) and will be put 
into one of 4 bands (shown below), which will determine an applicant’s 
priority.  Cannock Chase Council will also ensure that reasonable 
preference is given to homeless applicants in discharging their statutory 
duties. 

 
Priority       Applicants who have a cumulative housing need not   
Band           recognised by the allocations process or those applicants      

who may need to be shown reasonable preference. To be   
used in conjunction with Bands 1,2,3,and 4. 

 
Band 1 All applicants who have an urgent housing need (including 

households who are statutorily homeless and live or work in 
the Cannock Chase area.

 
Band 2 Applicants who have an intermediate housing need and live 

or work in the Cannock Chase area.
 
Band 3 Applicants have some housing need and live in the Cannock 

Chase area
 
Band 4          Applicants who live outside the Cannock Chase District may 

demonstrate some need for re-housing and have a 
connection to the Cannock Chase District, or are applying 
through the Uchoosehomes sub regional partnership. 
Preference will be given to Band 4 members from the 
uchoose partnership and those applications will be ranked 
by the band awarded by the uchoose partnership then by 
band valid date. 
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Cannock Chase Council reserves the right for management reasons to 
make offers of accommodation outside of the criteria within this policy. An 
internal panel will consider these offers and any recommendations will be 
authorised by Head of Housing.  Exceptions to the policy will be reported 
as part of the performance information published when advertising future 
vacancies. 
 
The type of property which applicants are eligible for will depend on the 
age and the size of the household and will be reviewed from time to time, 
applications will be assessed against predetermined criteria in the 
published allocation scheme booklet ‘Somewhere to Live’. If you are 
pregnant, your child will be counted as a member of your household 6 
months prior to the expected date of delivery. 
 
 

3. Aims  
 
3.1  The Allocations policy aims to ensure that Cannock Chase Council: 
 

3.1.1. Provides choice to applicants, this may be achieved by giving 
applicants a range of properties to choose from. 

 
3.1.2. Uses a simple accessible system that tenants, applicants and 

other agencies can understand and staff can explain and give 
informative advice about. 

 
3.1.3. Addresses vulnerability by including this as an element of need 

in the pre-determined criteria which are reflected in priority and 
develop links with other agencies to promote multi-agency 
working to identify needs and assist in developing appropriate 
solutions. 

 
3.1.4. Complies with legislative and regulatory requirements including 

the Housing Act 1985 (as amended), Homelessness Act 2002, 
Housing Act 1996, Race Relations Amendment Act 2000, Sex 
Discrimination Act 1975 and Disability Discrimination Act 1995, 
wherever it has a bearing on the allocation of housing. 

 
3.1.5. Maximises the use of stock, including transferring existing 

tenants who are under-occupying properties and can release 
family accommodation. 

 
3.1.6. Works to prevent overcrowding. 
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3.1.7. Helps to create sustainable tenancies within sustainable and 
mixed communities through giving applicants as much 
information and choice about where they live and by working 
with other agencies to address wider community issues.  

 
3.1.8. Encourage economic growth and mobility for access to 

employment through allocating to the economically active who 
may otherwise not be in defined housing need.  

 
3.1.9. Regularly reviews the allocations policy to ensure it is relevant 

to local circumstances, complies with legislation and is 
effective. 

 
4. Implementation 
 
4.1. Cannock Chase Council will publish details of the allocation scheme and 

banding criteria in plain language and make these documents available to 
all applicants whose cases are assessed using the scheme.  Audio 
versions, large print and translations will be made available on request. 

  
5. Restrictions on access  
 
5.1 With the exception of those who have been accepted as statutorily 

homeless by Cannock Chase District Council, restrictions on access to the 
Allocations Scheme apply under the following circumstances: 

 
(i) All applicants are excluded when their unacceptable behaviour is 

serious enough to make them unsuitable to be a tenant and only in 
circumstances that are not unlawfully discriminating.  In these 
circumstances, each decision will be authorised by the Head 
Housing Services, following a recommendation from the Tenancy 
Services Manager which will incorporate advice from the 
Allocations and Lettings Team.  Guidance will be provided in the 
Allocations Procedure. 

 
(ii) All applicants who owe a debt to Cannock Chase Council or 

another landlord, including registered social landlords, or mortgagor 
will be placed at the bottom of the band for which they qualify. Each 
case will be considered individually and regard will be had to 
whether they have taken sufficient steps to remedy the situation 
including the payment record, ability to pay and extenuating 
circumstances.  Each decision will be authorised by the Head 
Housing Services, following a recommendation from the Tenancy 
Services Manager which will incorporate advice from the 
Allocations and Lettings Team.  Guidance will be provided in the 
Allocations Procedure. 
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(iii) Applicants who have “leave to remain” status should have been in 

full time paid employment for up to 12 months prior to the time of 
registration and allocation. 

 
(iv) Applicants who are found to be intentionally homeless will be 

placed at the bottom of the band for which they qualify this decision 
will be reviewed at least every twelve months.  

 
(v) Applicants for transfer who have not conducted their current 

tenancy satisfactorily or who have damaged their existing home will 
have their application deferred until such breaches of tenancy 
condition have been rectified. 

 
5.2 Applicants are able to appeal against restriction on access to the scheme 

the case will be reviewed by the Head of Housing with the ultimate appeal 
being made to the council’s Appeals Panel, in line with Cannock Chase 
Council’s compliments comments and complaints procedure. 

 
5.3  Applicants will be limited to three refusals of shortlisted offers per year 

unless the property that they are bidding for has proved difficult to let.  The 
Allocations and Lettings Officer will make the decision as to whether a 
property has proved difficult to let. 

 
5.4  Applicants who are not eligible to join the scheme will be referred to the 

Housing Options Team and given advice in order to help them obtain 
housing from other sources.   
 

5.5 Any applicant will be placed at the bottom of the band for which they 
qualify for twelve months where it can be proved that they have 
deliberately worsened their own circumstances in order to gain additional 
priority within the Allocation Scheme or where false or misleading 
information has been given in order to obtain accommodation.  

 
6. Exceptions 
 
6.1 For certain properties, Cannock Chase Council may determine that people 

within a defined age range should occupy the tenancies, or those who 
require adaptations.  This will include allocations to Sheltered 
Accommodation reserved for those over the age of sixty and for blocks 
designated as mature blocks reserved for those over the age of forty. 

 
6.2  Cannock Chase Council may develop ‘Local Lettings Policies’ for certain 

schemes/areas   as necessary.  In such circumstances, specific criteria 
will be produced for each Local Lettings Policy and presented following 
consultation to Cabinet for approval. 
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7. Alternatives 
 
7.1  Cannock Chase Council will actively encourage and assist tenants who 

can resolve their housing need and/or desire to move through mutual 
exchange.   

 
7.2 Where an applicant is willing to vacate their property in order to assist the 

Council in the better management of their stock, properties may be 
allocated outside the bid regime. In all such cases applicants will be 
advised that properties have been allocated in this way through the usual 
feedback process. 

 
7.3 Cannock Chase Council will also hold a register of applicants interested in 

shared ownership for when such properties become available.  
 
8. Monitoring 
 
8.1 Allocations will be monitored through a computerised recording system 

and controls will be in place to ensure that allocations comply with the 
Equality and Diversity Policy.  Summary reports on allocations will be 
included in Heartbeat on a monthly basis and submitted to the Scrutiny 
Committee on a quarterly basis. 

 
8.2 Reports on allocations will be publicised as part of the advertising cycle in 

the local press and Council Offices and One Stop Shops. Summary details 
will also appear in the Tenant’s Newsletter ‘Hometalk’.  

 
8.3 Cannock Chase Council will provide information to the Continuous 

Recording of Lettings System (CORE) for all lettings made. 
 
8.3 Cannock Chase Council will provide a Compliments Comments and 

Complaints Procedure for use by applicants as part of the Allocation 
Scheme, for those who wish to dispute or question Cannock Chase 
Council’s allocation process. 

 
9. Priorities 
 
9.1 In making an assessment of an applicant’s housing need, the Allocation 

Scheme used by Cannock Chase Council will take account of the 
following: 
 
• property subject to a closing order 
• lack of essential facilities 
• parents and/or children forced to live apart 
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• medical conditions or disabilities which are aggravated by current 
accommodation arrangements 

• harassment 
• overcrowding 
• vulnerability and current accommodation is affecting their vulnerability 

so that it is having a detrimental effect on their quality of life 
• shared use of essential facilities 
• need to relocate due to social or employment reasons, eg to receive or 

provide support to someone who resides in the district 
• Homelessness 
• Release of property that would enable Cannock Chase Council to 

make best use of the housing stock 
• Non-successors who have contributed to the good conduct of the 

previous tenancy  
 
9.3 Applications will be assessed against these criteria and will be put into one 

of 4 bands (as outlined in 3.2), that will determine an applicant’s priority.  
Within each band, applicants will be prioritised by the date which they 
entered that band, (band effective date). 

 
9.4 This excludes certain one bedroom bungalows which require major 

refurbishment works. These will be subject to disposal following an 
assessment of the costs of bringing the property up to the decent homes 
standard. 

 
10. Publicity 
 
10.1 The Allocation Policy and Procedure will be publicised through a variety of 

ways including the tenants’ newsletter ‘Hometalk’, via the ‘Somewhere to 
Live’ booklet, and through other voluntary and statutory agencies working 
in the district. 

 
11. Responsibility 
 
11.1 All employees involved with the allocation and letting of properties will be 

responsible for compliance with this policy.  Overall responsibility for day 
to day implementation will rest with the Tenancy Services Manager. 

 
12. Consultation 
 
12.1. When undertaking a review of the effectiveness of this policy, the views of 

the following will be taken into account: 
 

• Tenants and applicants  
• The Department for Communities and Local Government. 

09b-Choice Based Lettings Scheme Annex 



• Other Social Landlords who are members of the North Warwickshire & 
Southern Staffordshire Choice Based Letting Group 

• The Chase Tenants and Residents Federation and all officially 
recognised tenant organisations. 

• Representatives from relevant voluntary agencies and community 
organisations 

• Representatives of identified local BME groups, Sheltered Housing 
Forum, and Citizens Panel 

 
13. Review 
 
13.1. This policy will be reviewed every 12 months to ensure it remains relevant 

and consistent with legislation.  
 
14. Associated Documents 
 

• Allocations and Lettings Procedure  
•  ‘Somewhere to Live’ Booklet 
• Standard housing application form 
• Change of Circumstances form 
• Nominations Agreement 
• Social Needs Assessments Form 
• Medical Needs Assessments Form 
• Void Procedure 
• What is Sheltered Housing Booklet  
• What is Sheltered Housing Booklet  
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        Annex 3 
 
 
 

Somewhere to Live. 
 

REVISED DRAFT 
032 version 

 
 

A guide to the Cannock Chase Council’s  
Choice Based Lettings Policy. 

 
 
 
 
 

Cannock Chase Councils Commitment 
 

The Council want you to be happy in your home.  
We are committed to providing applicants with a choice regarding the type of 

property they live in and the area to which they choose to move to. 
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A. INTRODUCTION
 

The Council wants you to be happy in your home. The purpose of this 
booklet is to explain how the Council decides who should be offered its 
properties when they become available. This is called the Council’s 
allocations policy. 
  
It tells you who can apply for Council accommodation, how the choice 
based lettings system works, the type of property you may express an 
interest in and where to go for further help.  
 
This document will explain the process that has to be gone through to 
register on the waiting list and to be allocated a property. 

 
1. Why have an allocations policy? 
 

Although the Council owns 5500 properties, most of them are already 
occupied by other tenants.  There is a large demand for the properties 
which become vacant, and the Council therefore needs to have a 
system for setting priorities when deciding who should have these 
properties. 

 
2. How does the allocations policy work?  
 

The policy is intended to help households who are in the greatest 
housing need, whilst providing you with a choice over what type of 
property you live in and where that property is.  
 
The Council allocates accommodation through a choice based lettings 
scheme. Applicants are placed in one of four bands depending on their 
particular circumstances, known as housing need. This applies to 
existing Council tenants requesting a transfer, and other households 
wanting Council accommodation. When your application has been 
processed, you will be entered onto a list which will enable you to 
express interest in vacant properties.  This is called the “Housing 
Register”. 

 
When a property becomes available, it is advertised and those on the 
waiting list will be able to express an interest in the vacancy. YOU CAN 
APPLY FOR ANY PROPERTY ADVERTISED, HOWEVER THOSE IN 
A HIGHER BAND WILL BE CONSIDERED FIRST. You will be able to 
express an interest for as many advertised properties as you like. The 
property will be offered to the household from the highest band, who 
meets the eligibility criteria and who have been waiting the longest.  

 
3. What type of tenancy will I get? 
 

If you are a new Council tenant, you will be given an “Introductory 
Tenancy”.  This would be for one year.  If there are no problems with 
the tenancy, e.g. the rent is paid and all other tenancy conditions are 
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met, it will become a “secure” tenancy at the end of the 12 month 
period.  In certain cases, the Council may extend the introductory 
period beyond 12 months. 
 
We also use non secure tenancies in certain circumstances.  Your 
individual circumstances will be assessed and we will offer the tenancy 
that is appropriate to your personal situation. 

 
If you are an existing secure or assured tenant of any Council or 
housing association, you will be given a secure tenancy. 
 

4. Why have different tenancies? 
 

There are important differences between an introductory, a non secure 
and a secure tenancy.  The most important is that it is easier for the 
Council to evict introductory and non secure tenants.  Other differences 
are highlighted throughout this booklet. 

 
For further information on introductory and non secure tenancies, 
please pick up a copy of the Council’s leaflet ‘Introductory and Non-
Secure Tenancies’ from our Housing Office. 

 
5. What is sheltered housing? 
 

Sheltered housing is housing for people who are aged 60 years and 
above and offers independence and privacy in a safe and secure 
environment. 

 
The Council owns and directly manages four sheltered schemes, and 
details of are provided in the ‘What is Sheltered Housing?’ booklet. 

 
Sheltered housing vacancies will be allocated depending on the band 
award to each applicant, the length of time the application has been 
valid, together with an assessment of needs. 

 
6. Tenancy Support 
 

There is a tenancy support scheme available to assist you in setting up 
and maintaining your tenancy.  We also offer a tenancy support service 
to tenants in private tenancies.  The aim of the service is to provide 
support and advice on all tenancy-related issues, such as budgeting, 
benefits information and access to other support services.  Please 
contact the Housing Office to discuss if you could benefit from this 
service.   
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B. WHO CAN APPLY FOR ACCOMMODATION? 
 
1. General 
 

You can apply for a property by placing your name on the Housing 
Register if: - 

 
• You are aged 16 or over and live in the district.  
 
• You are not deemed ineligible due to unacceptable behaviour. 

 
• You have a local connection with the Cannock Chase District. 

Defined as having immediate family, e.g. mother or father, living in 
the district. Or be working in the district and have a least two hours 
travelling time from your existing home to work. Your job must be a 
permanent post, and over 20 hours per week. 

 
• You are subject to Immigration Control but eligible for housing 

allocation and homelessness assistance. 
 

• The Council will also accept applications from other partner 
organisations within the Southern Staffordshire & North 
Warwickshire Choice Based Lettings Scheme.  

 
2. Transfers to another property. 
 

You will be treated in the same way as households who are not yet 
Council tenants.  This means that you will be placed into one of the 
four bands and you can ask to be considered for vacancies along with 
others from the waiting list. The band which you are placed in will 
depend upon your personal circumstances. 

 
Once you accept another property your application to move will be 
cancelled.  If you wish to transfer to another Council or Housing 
Association property you must make a new application.  This will be 
based on your new circumstances and you will be placed in the band 
appropriate to your housing need. 

 
An inspection of your property will be carried out prior to you being 
offered alternative accommodation. Before moving to another property 
the Council will inspect your existing home, If it is found that damage 
has been caused to the property either deliberately or by your neglect, 
the vacant property will be offered to someone else on the waiting list 
and you will be required to carry out the necessary work, at your own 
cost. The Council will defer your transfer application until the remedial 
work has been carried out. Once this has been done the Council will 
re-inspect the property, if the work is satisfactory your transfer 
application will be changed from deferred and you may once again 
express your interest for vacancies.  
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Once you have vacated your current home if, after inspection, it is 
considered that a decorating allowance will need to be awarded for the 
incoming tenant, any decorating allowance to be granted for your new 
property will be withheld or reduced in value. 

 
3. I am a Council tenant – how many times can I transfer? 
 

You can be considered for a transfer as many times as you wish, but 
you will need to submit a new application each time. 

 
The band you are placed in will be determined according to the 
circumstances at your present home; no account will be taken of past 
circumstances. You should think carefully before accepting any offer of 
alternative housing as you may be placed in a different band, if you 
want to move again. 

 
4. Can I apply with my partner? 
 

Yes – you can make a joint application by completing a housing 
registration form. 

 
5. Special Rules 
 
 Before a property can be offered, special rules apply to:- 
 

• Owner occupiers  Part B Section 6 
• Homeless households Part B Section 7 and Section D 
• Members of Her Majesties Forces and their families Part B Section 8 
• Households with no fixed abode/sleeping rough Part B Section 9 
• Persons with relationship problems Part B Section 10 
• Persons with current or former tenant arrears Part B Section 12 
• Persons who are under 18 years of age Part B Section 13 
• Households living outside the Cannock Chase Area Part B Section 14 
• Persons ineligible due to unacceptable behaviour Part B Section 15 
• Persons subject to Immigration Control and ineligible for Housing 

Allocation and Homelessness Assistance Part B Section 16 
• Residents of redevelopment schemes Part B Section 17 
• Local Lettings policies Part B Section 18 

 
If you fall into any of these groups, you must read the following notes 
carefully. 

 
6. Owner occupiers 
 

Any owner occupier can place their name on the Housing Register, 
however you can only be considered for accommodation if one of the 
following criteria is met:- 
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• The Council has an obligation to help you because you are 
unintentionally homeless and in a priority need category as defined 
by part VII of the Housing Act 1996 (as amended 2002) You will be 
placed in Band 1 and be awarded a priority status. 

• Your home is affected by a Demolition or Closing Order, you will be 
placed in Band 1. 

• You have been awarded an medium medical priority, or above, by 
the Council’s Medical Panel, and the equity released from the sale 
of your home would be £80,000 or less, you will be placed in Band 
1 and you can express an interest for a one or two bedroom 
bungalow or flat.  

 
If your application does not meet one of these criteria, then you will be placed 
in Band 4. 
 
7. Homeless Households 
 

If the Council has accepted a duty towards you as a homeless 
household you will be placed in Band 1 and be awarded priority status 
to ensure you receive reasonable preference in the allocation of 
Council properties. 

 
If you do not express interest for a property within three months of your 
acceptance the Council will make a direct offer of a suitable property. If 
such an offer is refused and the Council’s legal duty has been 
discharged, the application will lose its priority status and have the 
banding re-assessed, this may result in you being placed in a lower 
band. 

 
If you refuse this suitable offer of accommodation: 

 
• This may result in you being placed in a lower band. 
• The Council’s duty towards you as a homeless household will end, 

i.e. the Council will no longer have a statutory duty to accommodate 
you. This may result in you being placed in a lower band. 

• Your application could be deferred for a maximum period of 12 
months. 

 
8. Members of Her Majesties Forces 
 

If you or a member of your household is serving in H M Forces and you 
are living in service accommodation you may be eligible for assistance. 
 
HMF households are considered in a similar way to homeless 
households and you will be eligible for a Cannock Chase Council 
property if:- 

 
• Your household is a family with children, or you fall into one of the 

other priority groups as defined by the Housing Act 1996 and; 
• You have a local connection with the Cannock Chase area and; 
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• You are leaving service accommodation through no fault of your 
own. 

 
If you are living in service accommodation and have a local connection 
with the district, you are entitled to place your name on the Housing 
Register. You should inform this Council when you know your 
discharge date, you will be placed into Band 1 (see section F), and you 
may express an interest for suitable vacancies when they are 
advertised. 

 
9. Households with no fixed abode or who are sleeping rough 
 

A household with ‘no fixed abode’ is defined as somebody who sleeps 
at a number of different places, usually with family and friends.   

 
A ‘rough sleeper’ is defined as somebody who does not sleep in a 
recognised residential dwelling and has not done so for prolonged 
periods of time.  
 
If you are classed as no fixed abode you will be placed in Band 2, (see 
section F). 

 
10. Persons with Relationship Problems 
 

If you and your partner are joint tenants of a Council property and have 
decided to separate and require Council accommodation, you should 
both place your names on the Housing Register. 

 
Any application made for family accommodation following a 
relationship breakdown, will be deferred for a period of six months to 
allow for issues regarding the care and residency of any children to be 
resolved. 

 
Where one bedroom accommodation is required for the partner leaving 
the family home in order that the children of the relationship can 
remain, there will be no deferral period. 

 
Qualification for housing is that you are a Council tenant, private tenant 
or lodger. 

 
When confirmation has been received of the arrangements for any 
children, applications for two, three and four bedroom accommodation 
will be considered in line with all other applicants.  However, to reflect 
the fact that the children may not be resident with the applicant on a 
permanent basis, you will be placed in Band 3, (see section F). 

 
11. Owner occupiers 
 

In cases where an owner occupier has left the family home and 
requests a one bedroom flat, and continues to maintain the family 
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home, the application is to be dealt with as a lodger/tenant depending 
on their current circumstances, and you will be placed in Band 3 

 
Owner occupiers requesting other types of accommodation will be 
dealt with in accordance with the existing Allocations Policy. 

 
 
12. Households with Mortgage Arrears, Current or Former Tenant 

arrears. 
 

If you have rent arrears at your current home or a former home with 
either Cannock Chase Council or any other landlord, your application 
will be placed in the appropriate band. However you will receive a 
reduced priority within that band for a specified period, see section 17. 
 
If you have mortgage arrears either at your current property or a former 
property, your application will be placed in the appropriate band. 
However you will receive a reduced priority within that band for a 
specified period, see section 17. 

 
In exceptional circumstances it may be possible to remove this 
deferment, if you have paid a substantial part of your arrears and made 
adequate arrangements to clear the rest of the monies owing.  
 
Please let us know if you have an agreement to pay and have paid off 
substantial part of your arrears, your application will then be reviewed 
by the Tenancy Services Manager and your application may be placed 
in the appropriate band. In such cases however, you will not be granted 
a secure tenancy until all arrears are paid. 

 
13. Applicants who are under 18 years of age 
 

You can place your name on the Housing Register when you are aged 
16 or over. However you will not normally be offered a property until 
you are aged 18 as you cannot legally hold a tenancy until this age.   

 
In exceptional circumstances you may be made an offer of a property 
before you are 18, but in most cases this will be in the form of specialist 
accommodation which provides support services. 

 
14. Households who live outside of the Cannock Chase area 
 

Special rules apply to homeless applicants, please see Section D  
 

If you live outside of the district you can only place your name on the 
Housing Register if, 

 
• If you are over 60 years of age and you have, at any time in the 

past, lived in the district for at least two years. You will be placed in 
Band 3. 
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• If you have a close relative living in the district and you need to 
provide or receive support from them, you will placed in Band 3 

• You have permanent employment within the Cannock Chase 
District. You must provide written evidence from your employer that 
you work for a minimum 20 hours per week and that you are not 
employed on a fixed term contract for less than 12 months. If the 
travel time from your home to work is under two hours you will be 
placed in band 3 

• As a general rule, a travelling time greater than two hours a day is 
considered unacceptable, if your journey from home to work 
exceeds two hours you will be placed in band 2. 

 
15.  Ineligibility for Housing Allocation 
  

The council has a legal duty to check whether an applicant is eligible to 
be allocated accommodation, or whether he or she is excluded under 
section 160(A),(1)(3) or(5) of the 1996 Housing Act. The Council can 
also decide to treat an applicant as ineligible for an allocation of 
accommodation due to serious unacceptable behaviour under section 
160A(7) of the 1996 Act. 
 

16.  Serious Unacceptable behaviour 
 

The Homelessness Act 2002 allows the Council to determine whether 
an applicant is ineligible for an allocation of a tenancy due to serious 
unacceptable behaviour. 

 
The purpose is to assist local authorities to deal with the problem of 
anti-social behaviour on Council estates. 

 
All housing applications are assessed to determine if the household is 
eligible for the allocation of accommodation and any of the following 
may result in your application being investigated further:- 

 
• People who have previously been evicted by this Council or another 

local authority or social housing provider, for reason of anti-social 
behaviour or for causing damage to the landlords property. 

• People who have had an injunction under Part V of the Housing Act 
1996 obtained against them by the Council. 

• People who have been convicted of an offence relating to the 
supply of drugs and have received either a custodial sentence of at 
least 2 ½ years, or have received a shorter sentence that is not yet 
spent under the Rehabilitation of Offenders Act 1974. (Reference is 
made to the Staffordshire Joint Protocol for Information Exchange). 

• Any person where Cannock Chase Council, or any other local 
authority or Registered Social Landlord has a current injunction, or 
has obtained an injunction within the past three years against them, 
due to their behaviour towards housing employees. 

• Any person convicted of a violent or threatening offence towards a 
member of the Council, an employee of Cannock Chase Council, or 
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any other local authority or another Registered Social Landlord 
within the past five years. 

• If you, or a member of your household, are considered to have 
committed acts of unacceptable behaviour you may be requested to 
provide additional information or attend and interview.  If the 
Council then decide you are ineligible you will receive a written 
decision giving reasons why you have been determined as ineligible 
for allocation. 

 
In these cases your application will not be placed into a band and the 
application excluded. Should you disagree with the decision you are 
entitled to a review of the decision by the Council’s Appeals and 
Complaints Panel, see page 32. 
 

17. Other Unacceptable behaviour. 
 

Where the behaviour of an applicant, or a member of his/her family, 
affects their suitability to be a tenant but is not so severe as to exclude 
them from the housing register (e.g. rent arrears or low level nuisance) 
the applicant will receive less priority than others in the same band. 

 
18. Immigration Control – Eligibility for housing allocation and 

homelessness assistance. 
 
Applicants who are subject to immigration control and fulfil the following 
criteria may be eligible for the allocation of accommodation: 
 
• Refugee status 
• Exceptional leave to remain – provided there is no condition that 

you shall not be a charge on public funds. 
• Indefinite leave to remain provided you are habitually resident in the 

Common Travel Area (CTA) and leave to remain was not granted in 
the previous 5 years on the basis of sponsorship in relation to 
maintenance and accommodation. 

• Nationals of a country that have ratified the European Convention 
on Social and Medical Assistance (ECSMA) or the European Social 
Charter (ESC) provided you are lawfully present in the UK. 

• From one of the “A8” Countries and meet conditions as determined 
by the Secretary of State. 

 
If you are unsure about your eligibility as a result of immigration control 
you should register your application together with your status. You will 
be advised whether you will be placed into a band. 
 

19.     Redevelopment schemes 
 
 Residents requiring rehousing as a result of major redevelopment 

schemes will be subject to special priority agreed by the Council. If you 
are affected by such a scheme please ask for details from the 
Allocations Officer. 
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20. Local Lettings Policy 
 

The Council may from time to time implement local lettings policies for 
specific areas or schemes. This policy will have regard to 
considerations such as social mix, density, age and community 
stability.  
 
Any such policy will be time limited, but during that time properties may 
be let to applicants outside of the normal rules for priority and banding 
contained within this document. Any property let under a local letting 
policy will be reported under the normal feedback process. 
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C. APPLYING FOR ACCOMODATION?
 
1. How do I get my name on the Housing Register? 
 

You should complete a registration form and return it to the Housing 
Office or One Stop Shops detailed at the back of this booklet.  If you 
live outside the Cannock Chase area, or are unsure where to send 
your form, it should be returned to the Housing Office. 
 

 
It is important that the form is completed correctly otherwise it will be 
returned to you.  You will not be placed on the Housing Register and 
considered for Council housing until the form is fully completed.  If you 
require help in completing the form, staff at any of the Council’s offices 
will be pleased to help you. 
 

You can apply on line by visiting our website 
www.cannockchasedc.gov.uk  

and following the link to the  application form on the youchoosehomes 
website. 

 
Alternatively download an application form and return it to the Housing 
Office. 

 
Important: If you attempt to gain priority by withholding or 
giving false information, your application will be deferred and if 
you obtain a property by such means you will be taken to court 
and may be evicted. 

 
2. Do I need to send anything else in with my application? 
 
 Yes, you need to provide: 
 

• Confirmation of your current address, and your National Insurance 
number.  If you do not, your name will not be placed on the Housing 
Register 

 
• If you live outside the Cannock Chase area and are applying for 

housing because you work in the area, you will need to provide a 
letter from your employer confirming that you have permanent 
employment in the area and that you work over 20 hours per week. 

 
• If you are pregnant; proof of pregnancy certificate stating the date 

your baby is due. 
 

• If you have included children on your application you need to 
provide confirmation of the ages and address; e.g. a photocopy of 
tax credit details or child benefit award letter. 
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You may also need to provide copies of other documents and if this is 
the case you will be advised at the time your application is registered.  
 
Your application will not be deemed complete, and you will be unable 
to express an interest in vacancies, until you have provided any 
requested proof.  
 
Important - The original of any document (such as proof of 
pregnancy certificate) should not be posted, a photocopy should 
be provided. Housing staff will be pleased to take a copy for you if 
necessary. 

 
 
3. When my form has been processed, do I need to contact you 

again? 
 

Yes – all applicants, including Council tenants have to re-register each 
year on the anniversary of their application. 

 
You will receive a form which you should sign and return to the 
Housing Office or One Stop Shop.  If you do not do so your application 
will be cancelled and you would not be able to express an interest for 
vacancies. 

 
4. What type of property can I apply for? 
 

This depends on your circumstances you can however apply for any 
vacancy. Under exceptional circumstances the Council reserves the 
right to allocate properties without advertising them, these 
management allocations will be reported as part of the feedback and 
monitoring process. See section H for full details. 

 
5. Can I live on a particular estate? 
 

Yes, if you wish to live on a particular estate then you should only for a 
vacancy that is advertised in the area you wish to live in. You are 
advised however that some estates are in greater demand and you 
may have to wait longer. 

 
Generally, you will be re-housed more quickly if you express an interest 
in properties across a wide area of the district rather than restrict your 
choice to one particular estate. 
 
We would advise you to consider all housing options to maximise your 
housing opportunities.  

 
6. What if I am unable to live at my present accommodation because 

of an illness or disability? 
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If you have an illness or disability which means that your present home 
is not suitable for your needs, additional priority may be given to your 
application. Your illness or disability and how your current housing 
situation impacts on this may effect which band you are placed in.  If 
you wish to apply for a medical assessment you should complete a 
‘Medical Needs Assessment Form’.  When this has been returned, 
arrangements will be made for the Council’s medical panel to assess 
your application. 
 
 

7.    Home Visits  
 

All applicants are subject to a visit. A property will not be offered unless 
a visit has taken place. 
 
No Fixed Abode.  NFA applicants who do not have any settled 
accommodation may apply for rehousing. All addresses on the 
application will be visited for verification. 
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D. APPLICATION FROM HOMELESS HOUSEHOLDS
 
1. What if I am homeless or think I will be homeless in the future? 
 

You should contact our Housing Office as soon as possible to make an 
appointment to discuss your situation.  Your application will be dealt 
with urgently by the Housing Options Team who can assist you in your 
efforts to prevent homelessness and offer information on housing law.  
In addition, the Housing Options Team will be able to discuss other 
housing options available to you.  

 
If you are actually homeless and have nowhere to stay, it is possible 
that the Council’s Housing Options Team could help with temporary 
accommodation.  Assistance is not available in all cases and the 
Homelessness Officer will be able to advise you if this is a service we 
are able to provide you. 

 
Once your application has been thoroughly investigated, the Council 
will make a formal homeless decision in writing.  This advises you if the 
Council has a duty to re-house you or not and for how long.  You will 
be informed of the right to request a review of this decision if you 
disagree.  There are several stages to the application and it is 
necessary to provide various proofs based on your individual 
circumstances.  The Housing Options Team will advise you of the 
information required to complete your assessment.  
 
If a full homeless duty is accepted, your application will be placed on 
the Council’s Housing Register and given priority status within Band 1 
and you can express your interest for suitable vacancies immediately. 
 
Where this is not the case, we will provide information, advice and 
support to assist you in your efforts to secure alternative 
accommodation. 

 
If the Council has accepted that it has a statutory homeless duty 
towards you as a homeless household you will be placed in Band 1 
and awarded priority status to ensure you receive reasonable 
preference when Council properties are allocated.  
 
If you are homeless and do not express an interest for a property within 
three months of your acceptance, the Council will review your 
application and may make a direct offer of reasonable accommodation. 
Should you refuse this offer your application will be reviewed , which 
may mean that you loose your priority status and/or be placed on a 
lower band. 
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E. WHAT HAPPENS WHEN I HAVE RETURNED MY FORM?
 
1. When I’ve returned my form, what then? 
 

We will check the information contained in your application and send 
you an acknowledgement to confirm that your application has been 
received. 

 
If you have not completed the form correctly, it will be returned to you.  
It will not be assessed until all questions have been fully answered. 

 
If you are eligible to be placed on the Housing Register, you will be 
notified of which band you have been placed in. 

 
2. What should I do if my circumstances change? 
 

You should contact the Housing Office as soon as possible to inform us 
of your change in circumstances.  In most cases you will be asked to 
complete a ‘Change of Circumstances form’ but if you have moved 
address or if you wish to be re-housed with a new partner, you will 
have to complete a new Application for Housing Form. 

 
We will assess your change in circumstances and, if necessary re-
assess the band awarded to you.  You will be notified of the new band 
you have been placed in. 

 
Important:  You must not deliberately make your circumstances worse.  
If you do your application could be deferred for a period of up to 12 
months. 

 
3. Medical Needs Assessments.  
 

The Council’s Medical Assessment Panel is made up of Senior Medical 
practitioners and Housing Officers and Support Group representatives. 
They will assess the medical circumstances of the application and 
determine the effect re-housing would have on the applicants. The 
Medical Assessment Panel will award 
 

• High Priority  
• Medium Priority 
• Low  Priority  
• No Priority 
 

4. Social Needs Assessments. 
 

The Council’s, Social Needs Assessment Panel is made up of Housing 
Officers. They will assess the non-medical, special, circumstances of 
the application and will determine the effect that re-housing will have 
on the applicants. The Social Needs Assessment Panel will award  
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• High Priority  
• Medium Priority 
• Low Priority 
• No Priority 

 
5. How are individual properties allocated? 
 

The law only allows the Council to allocate its properties to households 
from the Housing Register.  When a property becomes available, it is 
allocated to the household in the highest band who have been waiting 
in that band the longest. 
 

6. Excluded Properties   
 

There will be occasions when certain properties will not be advertised 
and the reasons for these exclusions will be monitored and reported 
through the normal feedback process. Some examples are: -  

 
Properties required for existing tenants whose properties are 
subject to major works requiring them to vacate. 

 
A vacancy is required to enable us to discharge our duty to a 
statutory homeless household. 
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F. PRIORITY BANDS 
 
Banding is awarded based on individual circumstances. This means that 
those households in the greatest housing need have the highest priority. The 
Council will operate a system based on four bands, plus a priority card for 
those in exceptional housing need. Those applicants who demonstrate 
multiple need will be moved to a higher category if they fulfil three of the need 
criteria within their current band, this is know as composite need. 

 
Although anyone can apply, you will need to be already living in the Cannock 
Chase District or be able to demonstrate a connection with the district to be 
placed in Bands one to four. Examples include close family living in the 
district, a job in the district, the need to care for, or receive care from someone 
who lives in the district.  
 
If someone deliberately worsens their housing situation in order to obtain 
housing they will be placed into band three or four. 
 
PRIORITY STATUS. 
 
Priority status will be awarded to Band one applicants in the following 
situations:- 
 

a) Where an applicant has been accepted as being unintentionally 
homeless and in priority need. 

b) Where an applicant is in specialist accommodation and it is no 
longer suitable for their needs, and by vacating that property it is 
being made available for occupation for a household for whom it is 
suitable.   

c) Where an applicant fulfils 3 or more of the Band one criteria.  NB 
Where criteria fall between one or more bands, the applicant will be 
placed in the highest band.  

 
Priority status will be valid for 3 months, at which time the applicant’s case will 
be reviewed.   
 
Applicants awarded a priority status will take preference over other band one 
applicants applying for the same property.  
 
BAND 1 
 
All applicants who have an urgent housing need (including households 
who are statutorily homeless and live or work in the Cannock Chase 
area. 
 
Condition of property. 
 
Evidence of a Closing Order issued by the Council.  
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Homeless duty. 
 
Evidence of a determination letter from the Housing Options Team which 
states that they have a statutory duty to assist the applicant in obtaining 
housing.  
 
Lack of facilities. 
 
If the accommodation currently occupied does not have access to a hot water 
supply, bathroom, inside toilet or kitchen, e.g. bed and breakfast, hostels, 
caravans, or would be considered unfit for habitation.  
 
Parents forced to live apart. 
 
Evidence or reason must be supplied as to why the parents of dependent 
children are forced to live apart. If it could reasonably be expected for both 
parents to live in either of the homes that they occupy, they will not be 
included in band 1.  
 
Child separated from parents. 
 
Evidence must be provided as to the reason the child cannot occupy the 
current home of the parent, and that they will live as a family unit if suitable 
accommodation is allocated.  
 
High medical priority. 
 
An urgent priority awarded by the Council’s Medical Assessment Panel. 
Examples include that a wheelchair user occupies a home where facilities are 
upstairs and therefore inaccessible, where an applicant is due to be 
discharged from hospital and their current accommodation is totally 
unsuitable. Referrals will also be taken from mental health professionals 
should the current housing be having a severe effect on an applicant's mental 
well being.  
 
Domestic violence referrals. 
 
Applicants who have endured domestic violence can be referred by 
professional agencies, i.e. police or a refuge. Domestic violence would refer to 
any person being physically or mentally abused by a partner or relative.  
 
Harassment including racial. 
 
This covers applicants who are referred by statutory agencies, e.g. police, as 
they are enduring harassment, and who are therefore unable to remain in 
their current home. Note, harassment implies a degree of deliberate intent 
with some underlying motive and can be distinguished from neighbour 
disputes or nuisance. Harassment includes action on grounds of age, sex, 
religious beliefs, sexual orientation, political views, marital or social status and 
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racial harassment on the grounds of colour, race, nationality or ethnic or 
national origins.  
 
Statutory Overcrowding. 
 
An Environmental Health Officers report stating current property overcrowded 
according to statutory definition. (note the Housing Office can arrange for this 
assessment to be carried out if appropriate). 
 
Social Needs. 
 
Applicants who are awarded a High Priority by the Social Needs Assessment 
Panel This would most likely be applicants who have been referred by 
professional agencies and whose current housing is unsuitable and affecting 
them to the point where it is having a detrimental effect on their quality of life.  
 
Composite Need.  
 
Applicants who fulfil two or more of the band one criteria will move to priority 
status. Where criteria fall between one or more bands, the applicant will be 
placed in the highest band.  
 
BAND 2 
 
Applicants who have an intermediate housing need and live or work in 
the Cannock Chase area. 
 
Homeless - no statutory duty to re house. 
 
Applicants who provide proof of their homelessness (including those leaving 
institutions or tied accommodation) where there is no statutory duty for the  
Council to assist in re-housing.  
 
Under-occupation. 
 
Applicants who currently rent a property from the Council and currently under-
occupy the property by two or more bedrooms. The criteria for under-
occupation will be the same as that for overcrowding.  
 
Overcrowding. 
 
Applicants who reside in a property where there is evidence of overcrowding. 
Overcrowding is based on the standard that a separate bedroom is needed 
for each of the following:  
 

• Applicant and spouse/partner 
• Each child 
• Expected child where no bedroom available 
• A person whom the Council’s Medical Assessment Panel considers 

should sleep in a room alone and will undertake to do so. 
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• Where an applicant has to share a kitchen, living room, WC and 
bathroom with other occupants and the occupants are not immediate 
family members.  
 

Medical needs. 
 
Applicants who have been awarded a medium priority by the Council’s 
Medical Assessment Panel, to reflect how their mental/physical health is 
affected by their current housing. 
 
Social needs. 
 
Where the applicant has been awarded an medium priority from the Council’s 
Social Needs Assessment Panel. An example of an medium social need 
would be to receive support from the only available carer. 
 
Access to work. 
 
Applicants who work within the Cannock Chase District and currently live 
outside of the area, and the travelling time from your home to work exceeds 
two hours.  
 
Children in flats  
If you live in a one bedroom flat and have a child under the age of 16. 
 
Other Vulnerable Groups 
 
These will include those identified under homeless legislation as having a 
priority need such as those leaving prison or local authority care. 
 
Composite Need  
 
Where an applicant fulfils two or more of the band two criteria, they will move 
to Band one. Where criteria fall between one or more bands, the applicant will 
be placed in the highest band.  
 
 
BAND 3 
 
Applicants have some housing need and live in the Cannock Chase area 
 
Children in flats. 
 
If you are not overcrowded but have a child under the age of 16 and you live 
in a flat. 
 
Medical needs. 
 
Where an applicant's mental/physical health is being affected by their current 
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housing, and the Council’s Medical Assessment Panel has awarded a low 
medical priority. 
 
Social needs. 
 
Where the applicant has been awarded a low priority from the Social Needs 
Assessment Panel. An example of a low social need would be receive support 
from someone other than a principal carer. 
 
Composite Need  
 
Where an applicant fulfils two or more of the band three criteria, they will 
move to Band two. Where criteria fall between one or more bands, the 
applicant will be placed in the highest band.  
 
BAND 4 
 
Applicants who live outside the Cannock Chase District may demonstrate 
some need for re-housing and have a connection to the Cannock Chase 
District e.g. through family, work or the need to give or receive care.  
 
Applicants applying to move into the district as members of the 
Uchoosehomes partnership. Priority within this band will be given to members 
of the Uchoose Homes Partnership. 
 
Reducing Priorities. 
 
Where the behaviour of an applicant, or a member of his/her family, affects 
their suitability to be a tenant but is not so severe as to exclude them from the 
housing register (e.g. rent arrears or low level nuisance). Under these 
circumstances an application for accommodation may receive reduced 
priority.  
 
The applicant will remain in the same band however when assessing 
expressions of interest these applicant will only be considered after all other 
applicants in the band who have expressed an interest. This will effectively 
mean that the application will receive less priority than others in the same 
band. 
 
If an applicant persistently refuses accommodation they have expressed an 
interest in, the Council may review the banding awarded to the application or 
the priority status awarded.  
 
If the Council makes a reasonable offer of accommodation in discharge of its 
statutory homeless duty, and an applicant refuses that offer the council may 
review the banding awarded to the application or the priority status awarded.   
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G. WHAT TYPE OF ACCOMMODATION DOES THE COUNCIL HAVE?
 

The Council has a variety of housing stock throughout its district made 
up of the following:- 

 
• One, two and three and four bedroom flats. 
• Two and three bedroom maisonettes. 
• One, two and three bedroom bungalows. 
• Two, three and four bedroom houses  
• Sheltered bedsits and one bedroom flats. 
• Mature person’s flats (1 bedroom only for applicants aged over 40 

years) 
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H. WHAT TYPE OF PROPERTY CAN I HAVE?
 
1. General 
 

This depends on your age and the size of your household.  The types 
of property for which you are eligible are outlined below. N.B. If you are 
pregnant, your child will be counted as a member of your household 3 
months prior to the expected date of delivery. 

 
Important: You should examine this table carefully before you complete 
your application for housing form. 

  

Property Type Eligible Households 
One bedroom flat • Single persons or couples without children 

One bedroom flat in 
a mature block 

• Single persons aged over 40 years or 
couples where one party is aged 40 years 
or over 

Two bedroom flat • Households with one child or two children 
of the same sex, or couples with a 
housing or medical need for separate 
bedrooms 

One bedroom 
bungalows 

• Single persons aged 60 or over 
• Couples where at least one person is 

aged 60 or over 
• Single persons or couples with a medical 

need for ground floor accommodation 
• Owner occupiers with a medical priority for 

ground floor accommodation and equity of 
less than £80,000 

Two bedroom 
bungalows 

• Single people aged 60 and over 
• Couples or families with children where 

one person is aged 60 or over 
• Single people or couples or households 

with children that have a medical need for 
ground floor accommodation 

• Owner occupiers with a medical priority for 
ground floor accommodation and equity of 
less than £80,000 

Three bedroom 
Bungalow 

• Single persons or couples who are aged 
60 and over with two or more children 

• Couples who have a medical need for 
ground floor accommodation, and have 
two or more children or another family 
member who normally is expected to 
reside with them. 

• Couples with one child where they have a 
medical need for separate bedrooms 
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Two bedroom house • Households with one or more children 
Three bedroom 

flat/house/maisonette
• Households with two or more children 

Four bedroom 
flat/house 

• Households with three or more children 

Sheltered 
Accommodation 

• Single people and couples aged 60 or 
over 

• Owner Occupiers, aged 60 or over with a 
medical priority for sheltered 
accommodation who have an equity of 
less than £80,000. 

Properties with 
adaptations for 

disabled households. 

• Households who require the adaptations 
provided in the property. 

 
  

I. WHERE IS THE COUNCIL’S ACCOMMODATION LOCATED?
 

The area covered by Cannock Chase Council includes Hednesford, 
Rugeley, Norton Canes and Heath Hayes as well as Cannock. Full 
details of all estates are available from your housing office. The Council 
also works in partnership with several other housing organisations 
throughout North Warwickshire and Southern Staffordshire. Please visit 
www.youchoosehomes.co.uk for further details of the scheme and 
available properties. 
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J. FREQUENTLY ASKED QUESTIONS.
 
1. How will I get to know about available properties? 
 

All vacant properties will be advertised on the Council’s website 
cannockchasedc.gov.uk. There is a sub regional choice based lettings 
scheme for Northern Warwickshire and Southern Staffordshire, for 
further details logon to the website www.uchoosehomes.co.uk. 
As well as advertising on the internet the properties will be displayed in 
the Council’s offices and One Stop Shops. If you are disabled and have 
difficulty accessing the service please contact the Allocations Section 
who will arrange for you to receive details of all vacancies.  

 
2. How can I express an interest in a vacant property? 
 

If you see a property advertised and you meet the eligibility criteria, see 
section H, you can register your interest via the website 
cannockchasedc.gov.uk and follow the link, by telephoning, coming 
into the office or One Stop Shop, e mail or SMS text message. 
 

3. Can I express an interest for any property? 
 
 Yes you can apply for any vacant property advertised, the successful 

applicant will be the one in the highest band who has been waiting in 
that band the longest. 
 

4. Can someone express an interest for me? 
 

You can nominate someone to act as an advocate on your behalf, 
this can be a friend, relative or someone from the support 
services. They can then act for you. If you have no one to act as 
an advocate the Council’s Allocations Officer will be pleased to do 
this on your behalf.  
 

5.  Can I request more than one property? 
 
 You can express an interest for as many properties as you like. You 

will only be considered for a vacancy if you meet all of the criteria. You 
will not be considered for vacant properties once your application has 
been successful and you are considering an offer.  

 
6. Will my chances increase if I express an interest more than once 

for the same property? 
 
 No. Only one  is required for each property. 
 
7. If I express an interest early or late will it increase my chances? 
 
 No, each will be considered on the appropriate banding, the eligibility 

criteria and the length of time the application has been valid.  
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8. How will I know if I have been successful? 
 

Each property advertised will have a closing date for the receipt of 
expressions of interest. You will be notified within 5 working days if you 
have been successful. If you have not heard from us within that time 
you should assume you have been unsuccessful and continue to 
express your interest in other vacancies. 

 
9. How do I receive an offer of a property? 
 

You will be sent a letter that will make you a formal offer of the 
accommodation. This letter will ask you to contact the Housing Office 
to discuss the property that has been offered.  You will be given the 
opportunity to view the property when the keys are available before you 
make a final decision about whether or not you want to accept the 
property. 
 

10. What if I turn down the offer? 
 
 If, after viewing the property, you decide that it is not suitable you can 

refuse the property, remain on the housing register and continue to 
express your interest in other vacancies. We will ask for your reasons 
for refusal. However under certain circumstances (for example 
statutory homeless cases) the refusal could mean that you lose your 
Band one status along with any priority status if appropriate. Applicants 
will be limited to three refusals of shortlisted offers per year unless the 
property that they are bidding for has proved difficult to let. The 
Allocations Officer will make the decision as to whether a property has 
proved difficult to let. 

 
11. What if I want to transfer to another Council property? 
 

You will be treated in the same way as households who are not yet 
Council tenants.  This means that you will be placed into one of the 
four bands and you can ask to be considered for vacancies along with 
others from the waiting list.  

 
An inspection of your property will be carried out prior to you being 
offered alternative accommodation. Before moving to another property 
the Council will inspect your existing home, If it is found that damage 
has been caused to the property either deliberately or by your neglect, 
the vacant property will be offered to someone else on the waiting list 
and you will be required to carry out the necessary work, at your own 
cost. The Council will defer your transfer application until the remedial 
work has been carried out. Once this has been done the Council will 
re-inspect the property, if the work is satisfactory your transfer 
application will be changed from deferred and you may once again 
express your interest for vacancies.  
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Once you have vacated your current home if, after inspection, it is 
considered that a decorating allowance will need to be awarded for the 
incoming tenant, any decorating allowance to be granted for your new 
property will be withheld or reduced in value. 

 
12. What if I want to transfer after I move in? 
 

Once you have accepted accommodation, your application will be 
cancelled.  If you wish to move to another Council or Housing 
Association property you must complete a new Application for Housing 
Form.  Your new circumstances will be assessed and you will be 
placed in the relevant band, in accordance with your housing need. 
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K. IS THERE ANY OTHER WAY I CAN BE HELPED?
 
1. Housing Options Team (Private Renting) 
 

We recognise that there are many occasions where you might benefit 
from some housing advice and information and for this purpose trained 
staff are available to discuss your individual housing needs and wide 
range of Housing options.   The services provide include: 
 

• Housing advice and Information 
• Rent advance and loss and damage guarantee scheme 
• Details of landlords and vacancies within the district 
• Homeless prevention 
• Liaise with other agencies  
• Mediation services 
• Information on Home Buy and shared ownership schemes 

 
There is a wide range of advice and information available.  This list is 
not exhaustive but outlines some of the services you can access free of 
charge.  You can contact the Housing Options Team direct on (01543) 
462621. 

 
2. Homeless Prevention 
 

If you feel that you may lose your accommodation and become 
homeless, you should contact our Housing Office or The Housing 
Options Team for help and advice as we may be able to prevent your 
homelessness.  We can talk to your landlord, liaise with the benefits 
agencies about your claim, provide information about grants and loans 
available to you, and help explain Housing Law to ensure that you are 
fully aware of your rights and responsibilities.   
 
If you feel that your home is potentially at risk, please contact us to 
discuss your situation and identify ways in which we can help you.  We 
can also refer you direct to the Housing Options team for more 
information. 

  
3. Housing Associations 
 

A number of Housing Associations own property within the Cannock 
Chase area. These are independent non-profit making organisations 
who provide properties at affordable rents for households in need. 

 
The Council is able to nominate people who have been accepted on its 
Housing Register, for vacant properties.  If you wish to be considered 
for a Housing Association property, you should complete the relevant 
section of your Application for Housing Form. 

 
Some Associations also have properties for sale under shared 
ownership arrangements.  This means that you can buy part of the 
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property and pay rent for the remainder to the Housing Association.  If 
you are interested in this scheme, please contact the Housing Options 
Team for further information. 

 
You may also wish to apply directly to a Housing Association and the 
list of the Associations which have properties in the Cannock Chase 
area is available from your local office. 

 
4. Mutual Exchanges 
 

If you are a Council tenant you may find another tenant who would like 
to exchange (or swap) homes with you.  To help you find a suitable 
exchange you can advertise your home, free of charge at the Housing 
Office or in the Council’s Hometalk magazine. The Council have also 
joined the ‘HOMESWAPPER’ scheme, as a tenant you can register 
free of charge and seek suitable tenants to exchange with. To register 
with this scheme please visit the Council’s website and follow the 
‘HOMESWAPPER’ link or log on at www.homeswapper.co.uk . 

 
Before the exchange can take place both parties must apply to the 
Council (using a special application form available from the Housing 
Office), for written permission to move.  You must not exchange until 
you have received permission in writing. 

 
 When seeking permission from the Council for an exchange, we will  
 consider the following before any decision is made: 
  

• Neither of you have rent arrears. 
• Neither property will be overcrowded or under occupied 
• There is no Notice Seeking Possession pending or served on either 

property 
• The property has not been specially designed or adapted for a 

disabled person and no person requiring the adaptation would be 
living there if the exchange takes place 

• The property is part of a sheltered housing scheme and should the 
exchange take place, no qualifying person would be living there 

• Any other information which may affect the decision made whilst 
taking into account current legislation and offering a consistent 
service. 

  
5. Uchoosehomes 
 

The Council has formed a partnership with other social housing 
providers across Southern Staffordshire & Northern Warwickshire, to 
see if you are eligible and to express interest in vacancies please visit 
www.youchoosehomes.co.uk 
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L. APPEALING DECISIONS MADE BY THE COUNCIL 
 

You have the right to request a review of any decision initially made by 
the Council.  The original decision will be reviewed by the Head of 
Housing, should you still disagree then you have the right to have the 
case reviewed by the Council’s Appeals Panel. In certain 
circumstances you can refer the matter to the Local Government 
Ombudsman. 

 
M. COMMENTS, COMPLIMENTS & COMPLAINTS 

 
The Council is committed to serving the community in the most efficient 
and courteous way.  We are constantly trying to improve our services 
and the way we deliver them.   
 
We welcome any feedback on your experiences of accessing Council 
services and have a leaflet which explains our complaints procedure 
and encourages you to tell us your experiences so that we can 
continue to work towards serving the community to the highest 
standards. 

 

The Housing Office 
Civic Centre 

Beecroft Road 
Cannock 

Staffordshire 
WS11 1BG 

 
Telephone 01543 462621 

 

Hednesford One Stop Shop 
The Library 

Market Street 
Hednesford 

 

Cannock Chase Council Office 
Anson Street 

Rugeley 
Staffordshire 
WS15 2BA 

 
 

Web Address: www.cannockchasedc.gov.uk
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