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1. Introduction to Harlow Council’s Housing Allocations Scheme 
This policy replaces the previous version of the Housing Allocations Scheme 
(Allocations policy), which was produced in September 2020, as part of the Council’s 
commitment to regularly review and refresh of the policy.  There are some significant 
changes to this policy, and a separate document highlighting these is available on the 
Council’s website. The focus of these changes is to strengthen the Housing 
Allocations Scheme with a stronger focus on local housing for local people, with 
priority for those most in need.  

 
Part 6 of the Housing Act 1996, as amended (“the Act”) requires all local authorities to 
have an allocation policy for determining the priorities and for defining the procedures to 
be followed in the allocation of housing accommodation. 

 
The purpose of this document is to set out Harlow District Council’s (the council) 
housing allocations policy, by setting out the general policies relating to the 
allocation of social housing and the procedures and processes used by Officers to 
implement those policies. 
 
In framing the allocations policy, the council had regard to the Localism Act 2011, the 
Allocation of Accommodation: guidance for local housing authorities in England (DCLG 
June 2012), the Council’s Harlow Homelessness and Rough Sleeping Strategy 2019 to 
2024, and the Tenancy Strategy. Recent legislation that has been taken into account 
includes the Homelessness Reduction Act 2017 along with updated statutory guidance. 
 
This Housing Allocation Scheme has considered: 

 
The council’s statutory obligations and discretion as to who is eligible for a 
housing allocation. 

 

• The council’s statutory obligation to provide Reasonable Preference to 
certain categories of applicants set down by law (i.e. those who must be 
given a head start under the council’s Housing Allocation Scheme. 

• The council’s statutory discretion to grant “additional preference” 
and/or to determine priority between applications with Reasonable 
Preference. 

• The general and specific statutory discretions the council can 
exercise when allocation housing in support of its Housing Strategy. 

• The local flexibility offered through the Localism Act 2011. 

 
In writing this updated policy, the council would like to acknowledge the contribution 
and commitment of its partners. The development of this policy has been strengthened 
by the support of registered provider partners for a Common Housing Register, with 
an increasing number agreeing to provide 100% nominations to the council.  
 
A summary of the Housing Allocation Scheme must be published and made available 
free of charge to any person who asks for a copy. A Summary of the Scheme and 
general principles is available through Harlow Council at the Civic Centre, and 
accessed via the council’s website www.harlow.gov.uk 

 
This document is the full version of the Housing Allocations Scheme (Allocations 
policy) and is available for inspection at: 

Harlow Council 
Civic Centre 
The Water Gardens 
Harlow, Essex, CM20 1WG 

http://www.harlow.gov.uk/
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1.1 Statement on choice and the expression of preference 
The council’s ability to offer choice to housing needs applicants is severely limited by the 
acute pressure on social housing in Harlow. In order to maximise choice and mobility for 
applicants within Harlow, the council will only let properties to applicants who have a strong 
residential connection. 
 
Applicants will be given the opportunity to express their preferences for location and the 
type of property in line with their housing need. The council can offer no guarantee that it 
will be able to meet any such expressions of preference. In certain circumstances the 
council will place time limits under which an applicant may bid for their preferred 
property, after which an offer will be made. In addition, the council may, under certain 
circumstances, make direct offers in order to make best use of its stock and/or enable it 
to effectively discharge its statutory duties. 

 
To help applicants make informed choices about their future housing the council will 
provide wherever possible accurate and relevant information about the supply and 
demand of housing in Harlow and their prospects for being housed. 
 
The council operates a bidding system in which applicants are encouraged to actively 
search for a property. Vacant social rented housing including Registered Providers 
is advertised and applicants are able to express an interest or “bid” for properties 
they are entitled to. 
 
The council will also make available information about, and access to, other affordable 
housing options: for example, affordable housing schemes are advertised through the 
website and a matching service is available through a nationwide internet site (currently 
Homeswapper) for current social housing tenants wishing to explore the option of 
mutual exchange. 

 
1.2 Equalities 

The Housing Allocation Scheme is drafted and framed to ensure that it is compliant with the 
council’s equality duties including the duty to eliminate unlawful discrimination and to 
promote good relations between persons who share a relevant protected characteristic and 
those who do not. The protected characteristics are age, race, disability, sex, pregnancy 
and maternity, sexual orientation, religion or belief and gender reassignment. 

 
A copy of the Corporate Equality Policy can be accessed by the website  
www.harlow.gov.uk. 

 
1.3 Statement on the Protection of Public Funds and Data Protection 

The council is committed to the protection of public funds entrusted to it. The allocation 
of social housing in Harlow through the Housing Allocations Scheme is considered to 
be the allocation of a public fund. The council will seek to ensure that all allocations 
(under Part 6 of the Act) are in accordance within this policy and that all applicants 
on the Housing Needs Register are subject to thorough verification and identity check 
to minimise losses to fraud and corruption. 
 
All information given, or obtained, in connection with a housing needs application will be 
held in confidence in accordance with the Data Protection Act 1998. Such information may 
however be used for the prevention and detection of fraud and crime, including a 
fraudulent application for housing.  Consent is given by the applicant on the initial 
application form. Harlow Councils Privacy Notice can be found by accessing this link 
https://www.harlow.gov.uk/your-council/accessing-information/privacy-notice 

 
 
 

http://www.harlow.gov.uk/
https://www.harlow.gov.uk/your-council/accessing-information/privacy-notice
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1.4 Types of Tenancies 
This policy sets out how the council selects applicants to make an offer of a Harlow 
Council tenancy to them or selects applicants to nominate them to be a tenant of another 
Registered Provider. (Previously called Housing Association). 

 
The council believes that a social housing tenancy should be for as long as the 
tenant wishes to live in their home and will offer lifetime tenancies for its own stock. The 
council also seeks to offer security for its tenants to be able to build their lives and play a 
positive role in the local community, which is essential. 
 
All offers of council owned property with the exception of temporary accommodation will 
be on the basis of an introductory tenancy for 12 months, at the end of the introductory 
period, the tenancy will be made secure, subject to the tenancy being conducted to a 
satisfactory manner. If the applicant is already a secure tenant a secure tenancy will be 
offered. 

 
1.5 How does the council allocate? 

The council will continue with a single allocation policy for both transfer and Homeseeker 
applicants. 

 
The Housing Act states that a local authority allocates housing accommodation when they: 

 Select a person to be a secure or introductory tenant of housing 
accommodation held by them; or 

 Nominate a person to be a secure or introductory tenant of 
housing accommodation held by another housing provider; or 

 Nominate a person to be an assured tenant of housing accommodation 
held by a private registered provider of social housing or a registered social 
landlord. 

 
The council allocates properties in one or two ways: either through the Housing Allocation 
Scheme or by a direct let. This is explained in detail further on in this policy. 

 
1.6 Applicants not included in the Housing Allocation Scheme 

The following situations are not included in the Housing Allocation Scheme and therefore 
outside of the scope of this policy: 

 
 In exceptional cases there may be a need for allocating a property 

to an applicant who needs an urgent move on harassment or 
management grounds (including temporary moves) 

 A need for urgently allocating an adapted property to an applicant who is not 
able to cope with the usual requirements of the bidding system. 

  A Notice to Quit is served on the council by one party to a secure tenancy, the 
former joint tenant left in occupation will be offered the tenancy providing the home 
is not larger than required. This will be determined using the property entitlement 
criteria within this policy. This will not apply if the remaining occupant has been in 
breach of their conditions of tenancy to an extend that the council had already 
secured a possession order, or where the departing tenant had been forced to 
leave due to domestic violence.  

 The council agrees to a joint tenancy being granted in place of an existing sole 
tenancy providing the home is not larger than required. This will be determined using 
the property entitlement criteria within this policy. 

 Allocation of a property for older people at Sumners Farm Close Extra 
Care Scheme will be made where the applicant has been assessed with 
care needs by Social Services. 
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 Harlow Council tenants who are required to move on a temporary basis whose 

current homes requires major refurbishment. Households will be required to return 
to their original homes upon completion of repairs. 

 
 Households requiring an alternative home through the Witness Protection 

Scheme, a maximum of two units of accommodation per annum may be 
allocated. 

 
In all of these situations a suitable property will be identified by the council or in 
some cases an Occupational Therapist and matched to the applicant outside of this policy. 

 
1.7 The Allocations Policy and the Housing Needs register 

The council maintains a register of applicants who are interested in being accommodated 
by either Harlow Council or other landlords.  The council operates one combined Housing 
Needs Register. This includes people who are current social tenants and who want to 
transfer to another property and those that are not. 
 
The purpose of this policy is to set out: 

 
 Who is eligible to join the Housing Needs Register 
 Who is eligible for an allocation and who are qualifying persons 
 How the Housing Needs Register is maintained 
 How the council determines priorities within the policy using bands 
 How applicants are allocated properties (through the Housing 

Allocations Scheme and by a direct let) 
 How applicants can request a review of certain decisions made on their 

application. 
 

2. The Housing Needs Register 

In order to be offered an allocation under this scheme, an applicant must be on the 
council’s Housing Needs Register. Only applicants who are both eligible for an allocation 
and qualify may join Harlow Council’s Housing Needs Register. 

 
2.1       Joining the Housing Needs Register 

 
Applicants can apply to join the scheme, subject to meeting the qualifying conditions. The 
council will verify the application and make an initial assessment of need. 

 
Before an application can be verified, applicants will be asked to provide proof to support 
their application. For example, they may be asked to provide proof of income, benefits, 
care of children or levels of capital, this list is not exhaustive. 

 
The council will make any other enquiries deemed necessary in order to verify the 
application.  This may involve contacting previous landlords, health or medical 
advisors, police etc. 

 
The information given on the form must be correct. Harlow Council reserves the right to 
disqualify any applicant from joining the register, withdraw any offer of tenancy or 
recover possession of an existing tenancy if a person knowingly withholds information. 
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It is the responsibility of all applicants to advise the council of any changes in 
their circumstances. 
 

2.2       Definition of a Household 
 

Applicants should only include persons on their application who will be a permanent 
member of their household and occupying the accommodation offered as their only or 
principal home. 

 
Joint Applicants Married, civil partners and cohabiting couples who wish to 

live together can make a joint application, providing they have 
been in a permanent relationship for 12 months or more. 

 
**Shared Care In order for dependent children to be included in the application, 

only the applicants own children aged below 16 where they are 
the sole legal guardian will be accepted as part of the 
household. Where there is another Legal guardian, a decision will 
be made whether it is reasonable to accept the child as part of the 
application. 

 
Dependent Children  Dependent Children are those aged below 18 years, or in full time 

education. 
 

Non Dependent Children  Will only be considered where they have continually resided with 
the applicant without previously leaving the parental family unit. 

 
  Live in Carer A carer who provides permanent 24 our ‘live in’ care – 

confirmation is required from social services – will be eligible 
for one bedroom. An extra bedroom will not be considered if 
the carer does not/will not reside permanently with the 
applicant as their main and principal home.   

 
  **Applicants who take over principal responsibility for a child will be suspended from    
  the Housing Needs Register if accommodation occupied by the other parent or gardian   
  is capable of being pursued by the applicant under the Family Law Reform Act or the  
  Childrens Act. Flexibility will inform Officers‟ decisions on this matter where there is a  
  concern about issues such as domestic abuse. 

 
2.3       Who can apply to join the Housing Needs Register? 

Anyone aged 18 or over who is eligible and meets the qualifying conditions can apply to 
join the Housing Needs Register. 

 
Where an applicant is under the age of 18, they will only be accepted onto the housing 
needs register where the Council has accepted a duty under homelessness; where they 
have been referred under Section 27 of the Childrens’ Act 1989; those residing in a 
supported housing scheme in Harlow. 

 
Existing Social Housing Tenant in Harlow 
Applicants who have a permanent tenancy provided by Harlow Council or a Registered 
Provider in Harlow may apply and are defined as transfer applicants for housing. 

 
All household members must be leaving the property for an application to 
be considered as a transfer. 
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Non Social Housing Tenant in Harlow 
Applicants who are not current social housing tenants in Harlow are defined as 
new applicants for housing. 

 
2.3.1 Right to Move 

 
The Right to Move applies to transferring tenants who have reasonable preference, that 
is to say the local authority is satisfied that they need to move to a particular locality 
in the area of the housing authority where failure to meet that need would cause 
hardship (to themselves or others). 
 
The council must be satisfied that the tenant does not simply need to move for work, 
but that, if they were unable to do so, it would cause them hardship. The council must 
be satisfied that the tenant needs, rather than wishes, to move for work related 
reasons. A number of factors will be taken into account in determining this including: 

 
 The distance and/or time taken to travel between work and home 
 The availability and affordability of transport, taking into account level of 

earnings 
 The nature of the work and whether similar opportunities are 

available closer to home 
 Other personal factors, such as medical conditions and child care, which 

would be affected if the tenant could not move 
 The length of the work contract 
 Whether failure to move would result in the loss of an opportunity to 

improve their employment circumstances or prospects, for example, by 
taking up a better job, a promotion, or an apprenticeship 

 
This is not an exhaustive list. 

 
The tenant will not qualify if work is short-term or marginal in nature, or if it is ancillary to 
work in another district. Voluntary work is also excluded. In determining short term, the 
council will consider the following: 

 
 Whether work is regular or intermit tent - This is likely to be particularly 

relevant in the case of the self -employed. 
 The period of employment and whether or not work was intended to be 

short-term or long-term at the outset. A contract of employment that was 
intended to last for less than 1 2 months could be considered to be short-term. 

 
The council will take account of the following in determining whether the work is 
marginal: 

 
 The number of hours worked. Less than 16 hours a week is likely to be 

considered to be marginal in nature. 
 The level of  earnings. 

 
Voluntary work does not count. Voluntary work means work where no payment is 
received or the only payment is in respect of any expenses reasonably incurred. 

 
The term ‘work’ includes an apprenticeship. This is because an apprenticeship 
normally takes place under an apprenticeship agreement which is an employment 
contract (specifically a contract of service). 
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W here the tenant has been offered a job and needs to move to take it up, they 
must be able to demonstrate to the council’s satisfaction t hat they have a genuine 
intention to take up the offer. The council will ask to see a letter of acceptance 
and may wish to contact the employer to verify the position. 

 
In line with the statutory guidance, the council is required by law to agree a 
reasonable preference when awarding priority; therefore any approved “Right to 
Move” applications will be awarded a Band 3 position. 

 
2.4  Eligible and Qualifying Persons 

 
2.4.1  Applicants ineligible to join the Housing Needs Register 

 Applicants housed by the council or Registered Provider in 
Harlow on an introductory or Starter tenancy. 
 
People from abroad who are subject to immigration control under the Asylum 
and Immigration Act 1996, unless they are:- 

 
 Already a secure or introductory tenant of this council or an assured tenant of a 

Registered Provider living in Harlow or in a class prescribed by regulations 
made by the Secretary of State. 

 
Any applicant making an application who is identified as falling under the Asylum and 
Immigration Act 1996 will be assessed in accordance with the Act. The council 
reserves the right to seek independent advice and assistance to resolve issues of 
eligibility. 

 
2.4.2  Qualification 

A decision that an applicant is not a qualifying person may be made at the time the 
applicant applies to join the Housing Needs Register; at any time the applicant notifies 
the Housing Options and Advice Team of a Change of Circumstances through a review 
of the application or during short listing for an offer of accommodation. This may also 
depend on when the relevant information came to the council’s attention. 

 
To decide whether an applicant or a member of their application is a 
qualifying person, the applicant must meet the qualifying conditions as 
detailed below: 

 
 
2.4.3 Local Connection 

The applicant must demonstrate that they have lived continuously in Harlow for 7 years 
immediately before the application date.  There are a few exceptions to this: 
 

• Where the applicant wishes to move into Harlow to receive support of family members 
and is over the age of 65 years and is seeking supported/Sheltered accommodation. 

• Special reason (for example where the applicant has no safe connection in another 
area due to violence or need to be near special medical support services). 

• Existing social housing tenants residing in Harlow.  

• Members of the Armed Forces and former Service personnel, where the application is 
made within five years of discharge.  

• Bereaved spouses and civil partners of members of the Armed Forces leaving 
services family accommodation following the death of their spouse or partner. 
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• Divorced or separated spouses or civil partners of Service personnel who need to 
move out of accommodation provided by the Ministry of Defence. 

• Serving or former members of the Reserve Forces who need to move because of 
serious injury, medical condition or disability sustained as a result of their service 
where the application is made within five years of discharge. 

 
Residence will not be considered to be by choice if the person has been placed 
in temporary accommodation in Harlow by another local authority in discharge of its 
homelessness duties, or because a facility is available to offer accommodation 
with support. 

 
The applicant must continue to meet the qualifying conditions to maintain their 
priority on the Housing Needs Register. If the applicant no longer meets these 
conditions their application will be cancelled and removed from the register. 
 
Additional Priority for Harlow Born and Bred 
Applicants who can demonstrate they were born in Harlow and have lived in Harlow 
all of their life, will have their application backdated by 12 months, in order to give 
additional priority for those people with a strong connection to Harlow. 

 
Born and bred means that you were born in Harlow and have lived in Harlow 
continuously without leaving for any more than 6 months during that whole period. 
This applies to the main and / or joint applicant.  

 
If an applicant moves out of Harlow, then the born and bred priority will be 
withdrawn. 

 
The onus is on the applicant to prove that they have lived in Harlow all their life. 
Where they cannot prove this, the priority will not be awarded.  

 
2.4.4  Financial Resources 

With regard to finances, single and joint applicants will not qualify to join the register if 
they have earnings in excess of the following amounts: 
 

• Where there is a 1 bedroom need – £38k  

• Where there is a 2 bedroom need – £60k  

• Where there is a 3 bedroom need or over - £75K 
 

Bedroom need is based on the size of property you are entitled to as outlined in this 
policy. 
 
These financial limits will be reviewed periodically, in line with the financial market. Non- 
dependent children’s incomes are not considered as part of the application and will not 
form part of the household’s income assessment. 

 
Applicants who are exempt from meeting the financial resources criteria are: 

 
 Existing social housing tenants in Harlow. 
 Applicants w h o r e q u i r e s h e l t e r e d accommodation where it has been 

identified through a medical or social need assessed by the Senior 
Officer. 
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2.4.5  Housing Related Debt 
Single and joint applicants who owe a housing debt from a current or former tenancy, 
including those from the private sector and social housing tenants who owe debts 
totaling more than £1,000 do not qualify to join the Housing Needs Register. Debts 
considered are: 

 
 Rent arrears current and former. 
 Arrears of other housing costs where the applicant is contractually liable 

under their tenancy agreement. 
 Housing related Court costs. 
 Housing Benefit Overpayment. 

 Debt owed to the council to applicants that have accessed the Rent Deposit 
Guarantee Scheme and a claim has been made on the Bond by the landlord 

 
Applicants who are exempt are: 

 
 If the applicant has sustained a repayment plan over a 12 month period to 

reduce their debt. 
 Applicants with mortgage arrears. 

 
2.4.6 Behaviour 

Applicants will not qualify to join the housing register where their behaviour, or that of a 
member of their household, is serious enough to make them unsuitable as a tenant, or 
where they are currently involved in committing anti-social behaviour or criminal activity 
whilst living in social housing or elsewhere, to include the following: 

 
 With a current Anti-Social Behaviour Order. 
 With an outstanding injunction. 
 With a recent conviction related to Domestic Abuse or Hate Crime. 
 Loss of a previous settled home due to anti-social behaviour. 
 W here their current or previous address was closed by the Police due 

to direct involvement with drugs or drug abuse. 
 Behaviour where the council would have been entitled to obtain a 

possession order under Schedule 2 of the Housing Act 1985. *** 
 Behaviour that is serious enough to make the applicant or member of their 

household unsuitable as a tenant. 
 Providing false information in order to obtain a social housing tenancy. 

 
***An applicant (or member of his/her household) who has been guilty of 

unacceptable behaviour serious enough to make him or her unsuitable to 
be a tenant of this authority, who remains unsuitable to be a tenant and 
where a possession order was not or would not have been obtained with 
be placed in band four. 

 
The council will not allow an applicant to qualify if it considers it proportionate and 
reasonable to do so. In deciding this council will take into account: 

 
 Whether the circumstances that caused the behaviour have changed; for 

example, if the nuisance was caused by drug or alcohol problems that the 
applicant or member of their household has since successfully resolved. 

 Whether the member of the household responsible for the behaviour is still a 
member of the household. 

 Whether the council can accept any assurances from the applicant as 
to future behaviour 
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 If the unacceptable behaviour is believed to be due to physical, mental or 
learning difficulties or with appropriate support the applicant could maintain a 
tenancy. 

 The applicant’s current circumstances, for example health 
needs, dependents, and other relevant factors. 

 
2.4.7  Repeat Applications 

A repeat application following a decision to make an applicant either ineligible or 
considered as non-qualifying will only be considered if there has been a material change 
in the applicant’s circumstances. In the instance where there has been no material 
change, the council will rely on its previous decision. If the applicant believes there is a 
material change of circumstances, this must be put in writing to the council, together 
with sufficient supporting evidence. 

 
W here a decision has been made that an applicant does not qualify on the grounds of 
bad behaviour or housing-related debt, they will be excluded from the register for a 
minimum of 12 months before they can reapply. 

 
W hen applicants reapply they will need to demonstrate that their behaviour has 
improved or that they have reduced their housing-related debt to an appropriate 
level. 
 

2.5 Assessing Housing Needs Register Applications 
The council will make an assessment of the applicant’s eligibility to join the register and 
their housing needs based on the information provided and other documentation and 
references provided to the council. The applicant will be placed into one of the three 
priority bands. 

 
Band One - Urgent need to move 

Band Two - High priority 
Band Three - Identified housing need 

 
Those in Band 1 will receive this priority for 6 months. If applicants have failed to bid for 
suitable homes that were available during this time, they will have their Band 1 
assessment removed. This will not apply to those downsizing to free up larger homes.   

 
A priority date will be given to each new application processed which will be the date the 
application was received except: 

 
 W here an applicant is moved from one band to a higher band. The new 

priority date will be either the date the circumstances changed or the date the 
applicant has notified the council. 

 W here an applicant receives priority on medical or social grounds their 
priority date will be the date the medical form received. 

 W here an applicant has been accepted as homeless their priority date 
will be the date the Homeless Relief Duty triggered by Harlow Council and 
residing in temporary accommodation,  

 W here an applicant is moved to a lower band, the priority date will revert 
to the first priority housing date which the applicant had in that band. 

 
Where an applicant has additional born and bred priority, their application is backdated by 
12 months. If an applicant moves band for any reason, their “priority date” will also reflect 
the 12 month back-date for being born and bred.  
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Should the initial assessment identify factors requiring further information, appropriate 
follow up action may be taken. 

 
The housing need of each person or household applying will be considered on 
a case-by-case basis dependent on circumstances. The council will offer support 
and assistance to all applicants who are not eligible or do not qualify to join the 
register.  
 

2.6  Notification of registration 
Once an applicant has been accepted on the Housing Needs Register, a letter will be 
sent to the applicants last known contact address and/or email address. This letter will 
set out: 

 

• Their priority date. 

• Their priority housing band and reason for it. The type and size of 
property they can bid for How to access the Housing Allocations 
Scheme. 

• Their right to request a review if they do not agree with the assessment 
 
2.7  False Information 

Any applicant who deliberately attempts to deceive or defraud the council in order to 
secure a tenancy to which they are not entitled, may lose any property provided for 
them and may also be prosecuted. 

 
It is an offence, under Section 171 of the Housing Act 1996, for anyone seeking 
assistance from the council under the Housing Allocation Scheme to: 

 
1. Knowingly or recklessly give false information, and, 
2. Knowingly withhold information reasonably required in respect of the application. 

 
A person guilty of an offence under this section is liable on summary conviction to a 
fine not exceeding level five on the standard scale (currently £5,000). 

 
Additionally, where applicants are found to have provided incorrect information or withheld 
information in order to gain advantage through this policy, they will be disqualified from the 
Housing Needs Register. 

 
If accommodation has been provided and the tenant is the person, or one of the persons, 
to whom the tenancy was granted and the landlord was induced to grant the tenancy by a 
false statement made knowingly or recklessly by the tenant or a person acting at the 
tenants instigation, the council or Registered Provider can seek possession of the property 
through the Courts. 

 
2.8  Review of the Housing Needs Register 

The council will undertake regular reviews of the Housing Needs Register. All applicants on 
the register will be contacted and asked to confirm whether they want to remain on the 
register and whether their circumstances have changed. 

 
The review will take the form of a letter. Households will be expected to respond 
within 28 days. Failure to respond will result in a follow up letter being sent advising the 
applicant that their registration will be cancelled within 14 days unless there is a response. 

 
It is the applicant’s responsibility to respond to the review letter. Failure to respond 
within 14 days will normally result in the registration being cancelled. Any subsequent 
application will be treated as a new application. 
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2.9  Responsibility of the applicant 
It is the responsibility of the applicant  to inform the Housing Options and Advice Team 
of any changes to their circumstances and to complete a “Change of Circumstances‟ form. 

 
Failure to do so may result in action being taken by the council. 
 
On allocation of accommodation, or being successfully shortlisted through the Housing 
Allocations Scheme, verification checks into the applicant’s circumstances will be 
made to ensure that the allocation is made in accordance with this scheme. Any 
material changes in circumstances, which may impact on eligibility for an allocation, 
eligibility for a particular size or type of property or level of priority on the register, may 
result in the allocation being withdrawn and the application being reassessed. 

 
3         Assessment and priority for housing 

 
  The council operates a banding scheme to assess the priority of applicants on the    
   Housing Needs Register. The council uses the bandings to ensure that, priority is  
   given to the reasonable preference groups as set out in Part 6 of the Housing Act. 

 
 People who are homeless (within the meaning of Part 7 of the Housing Act). 
 People who are owed a duty by any local housing authority under section 

190(2), 193(2) or 195(2) of the act (or under section 65(2) or 68(2) of the 
Housing Act 1985 or who are occupying accommodation secured by any such 
authority under section 192(3) of the Act. 

 People occupying insanitary or overcrowded housing or otherwise living 
in unsatisfactory housing conditions. 

 People who need to move on medical or welfare grounds, including grounds 
relating to disability; and 

 People who need to move to a particular locality in the district of the 
authority, where failure to meet that need would cause hardship (to 
themselves or to others). 

 
The council uses the banding scheme to give reasonable preference. 

 
3.1 Priority/Bandings 

 
The following sets out the description of the type of categories and priority applied to 
housing need for each band subject to applicant being eligibly and meeting the qualifying 
conditions: 

 
Band One – Urgent Need to move 

 

• Member of the household has a life-threatening medical condition which has been 
assessed as a “Special‟ medical priority, which is seriously affected by current 
housing. 
 

• Member of the Armed Forces, or former Service personnel, or serving or former 
members of the Reserve Forces and the application is made within 5 years of 
discharge as assessed by the Council’s Senior Officer a person suffering from a 
serious injury, illness or disability which is wholly or partly attributable to their service. 
 

• Harlow Council agrees to a recommendation by Essex County Council Social Care 
Services that there is an urgent need for the household to be provided with 
alternative accommodation. 
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• A Harlow Council tenant who needs to move because their home is about to be 
demolished or developed. 

 

• A Harlow Council tenant living in an adapted property that no longer requires 
adaptions and the property could be used by another applicant with such a need. 

 

• A successor to a Harlow Council tenancy who is required to move. 
 

• An adult son/daughter of a deceased tenant who is identified within the councils 
“Succession‟ policy as eligible to an offer of accommodation following a 
previous succession between parents.  

 

• A Harlow Council joint tenant, who remains in occupation following service of 
a Notice to quit ending their joint tenancy and is under occupying the property 
and eligible for an offer of alternative accommodation. This will not apply if the 
remaining occupant has been in breach of their conditions of tenancy to an 
extent that the Council had already secured a Possession Order, or where the 
departing tenant had been forced to leave due to domestic abuse 

 

• A household occupying a property which is subject to a compulsory purchase order 
and/or Harlow Council has a statutory duty to move. 

 

• A person or household that has a need to move from care or supported housing 
and rehousing has been agreed under a special quota scheme. 

 

• A council or Registered Provider tenant of a Harlow property who is willing to move 
by giving up all surplus bedrooms. 

 

• An applicant that is statutory overcrowded unintentionally and residing in self-
contained accommodation. 

 

• Exceptional circumstances agreed by Assistant Director of Housing following a 
recommendation by the Housing Options and Advice Manager. 

 

• An agreed recommendation from Essex County Council Social Services (Children 
Services) of three nominations per annum or prospective adopter carers. 

 

• An agreed recommendation from Essex County Council Social Services (Children 
Services) of two nominations per annum for prospective foster carers. 

 
Band Two – High need to move 

 

• The household has a high need to move for medical or social reasons (assessed as a 
“high‟ priority) as defined by Harlow Council. 

 

• A homeless household towards whom the full duty has been accepted by Harlow 
Council under Section 193 of the Housing 1996 (as amended) 
 

• Household with no security of tenure with dependent child (or children) and sharing 
facilities within their accommodation. This includes those in HMO accommodation or 
sharing with family or friends. 

 

• Former Harlow Council tenant, whom the council, at the time the former tenancy 
was relinquished, undertook to re-house at a future date. 
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• A council or Registered Provider tenant of a Harlow property who is willing to 
move to smaller accommodation and still under occupy by a maximum of one 
bedroom. 

 

• An occupant of a one bedroom self-contained property where parent/s have to share 
their bedroom with a child aged three or older. 

 

• The household is considered as overcrowded and deficient of two or more bedrooms. 
 

• Giving up two social housing properties in Harlow for one property where two separate 
households who wish to live together and where each home is not large enough to 
accommodate the family together. 

 
Band Three –Identified housing need 

 

• A person or household who has a need to move for medical or social reasons, assessed 
a moderate‟ medical priority, or because of unsatisfactory housing conditions such as 
insanitary conditions. 

 

• The household is considered overcrowded and deficient of one bedroom. 
 

• A person or household who has a need to move as identified by Essex County Council 
Social Care Services care plan or has been agreed with Social Care as a means of 
relieving hardship. 
 

• A member of the Armed Forces, or former Service personnel, or serving or former 
members of the Reserve Forces where the application is made within 5 years of 
discharge and have no identified housing need. 

 

• The Right to Move applies to transferring tenants who have reasonable preference, 
that is to say the local authority is satisfied that they need to move to a particular locality 
in the area of the housing authority where failure to meet that need would cause 
hardship (to themselves or others). 

 

• Where it has been verified that a person is rough sleeping in Harlow regardless of 
whether they have made a homeless application. 

 

• Where a person is owed the homeless relief duty and are in temporary accommodation 
provided by Harlow Council  
 

• Where a person/s aged over 65 years and requires an age restricted property 
sheltered/supported housing 

 
3.2  Medical assessments 

Priority for medical conditions affected by an applicant’s existing accommodation will 
be considered by a suitably trained Senior Officer. Consultation with an applicant’s 
GP, surgeon etc., and the opinion of an independent medical service will be sought 
where required. 

 
Any applicant who bids for accommodation other than identified as suitable on medical 
grounds will be considered at the band position they would have without medical 
priority. 
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   3.3  Applicants with a disability 
If an applicant or a member of the household indicates they have a disability and/or require 
an adapted property to meet their housing needs they will be assessed by the council. 

 
The assessment will determine how their condition is related to their housing need, i.e. 
their level of priority and also their requirement for an adapted property to meet their 
needs. These properties are placed in categories by the council and the person will be 
notified of these. 

 
People with a disability will be placed into one of the following categories: 

 
Band one - life threatening condition which is seriously affected by 

current housing. 

Band two - the applicant is experiencing considerable difficulty and has a 
an high need to move 

Band three - A move is not essential, but would enhance the Applicant’s 
ability to cope. 

 
People will also be awarded a mobility level to provide them with a guide to bidding 
for properties that are advertised and maybe suitable to meet their housing need: 

 
Mobility Level One- Suitable for wheelchair users for full time indoor mobility. 
Mobility Level Two- Suitable for people who do not use a wheelchair 

indoors, but cannot climb steps or stairs. 
Mobility Level Three-Suitable for people who do not use a wheelchair but have 

limited mobility. 
 

A successful accommodation bid will not be offered if, in the opinion of a suitably qualified 
officer, it is unsuitable for medical/mobility reasons and is not capable of being adapted 
or cannot be adapted at reasonable cost. 

 
Any applicant who bids for a property other than identified as suitable on medical or 
social grounds will be considered at the band position they would have without priority. 

 
3.4  Members of the Armed Forces 

The Council may also consider applications from members of the armed forces 
community as defined within the armed forces covenant, even where local 
connection and financial resources criteria are not met.  This definition includes 
Veterans (those who have served as a regular or reservist in the armed forces) 
Spouses, civil partners, and children for whom regular personnel, reservists and 
veterans are responsible. Bereaved immediate family of service personnel who have 
died, whether or not the death has any connection with service. Divorced or 
separated spouses or civil partners of Service personnel who need to move out of 
accommodation provided by the Ministry of Defence. 

 
3.5  Prospective Adopter and Foster Carers 

For prospective adopters and foster carers Harlow Council shall make available five 
nominations per year, with a maximum of three nominations for prospective Adopters and 2 
nominations for foster carers to be placed into Band one to encourage households to adopt 
or foster. They will be offered one extra bedroom to accommodate additional children. 
Social Care Children Services will be responsible for prioritising clients to go into Band 
one. The definition of foster carers includes kinship carers. 
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3.6  Relocation 
Relocation applies to Harlow Council tenants whose homes are to be demolished or re-
developed and their move will be a permanent one; households being housed through this 
route will be subject to the Housing Allocation Scheme and properties will be advertised. 

 
Applicants who are identified as being part of a relocation programme due to re- 
development will be placed in Band 1 and be subject to time limited bidding. In such 
cases, households will only be eligible to bid on a like-for-like basis unless they 
would, as a standard transfer applicant, be eligible for band one or two.  
 
Applicants who would qualify for band one or two under normal circumstances will be 
able to bid for any property for which they are entitled. This may differ where a separate 
relocation policy per area has been agreed where large scale re development applies. 

 
3.7  Exceptional circumstances 

Applicants are assessed on a case-by-case basis and exceptional cases cannot always 
be dealt with within existing policy. Applicants who are considered to have an urgent 
need to move and do not meet a defined criteria within the existing policy are dealt with 
under delegated powers granted to the Assisted Director of Housing following 
recommendation from the Housing Options and Advice Manager. 

 
3.8  Move-on from supported housing 

A maximum of 36 units of bedsit accommodation shall be made available each financial 
year to ensure the efficient use of supported housing schemes in Harlow. Quota 
numbers and distribution of move-on accommodation will be determined on an annual 
basis by the Assistant Director of Housing in conjunction with the Housing Portfolio 
Holder, taking into account performance against the previous year’s quota and other 
housing demand factors. 

 
3.9  Time limited bidding 

To ensure the council meets its statutory duty and other obligations, certain categories of 
applicants will be given a limited time within which they may bid for properties. These are 
as follows: 

 
 Tenants who need to be moved because their home is about to be demolished or 

redeveloped - bidding time limited to three months. If no bid or no successful 
bid is received within the first two months the household would be interviewed and 
a further four weeks for bidding allowed. If no subsequent successful bids are 
received, the council would make one offer of accommodation. The offer will be 
made by the council placing bids on behalf of the applicant and amending bids 
placed by the applicant if the bid is not reasonable to secure a property quickly. An 
offer will be made in accordance with the Housing Allocation Scheme 

 
 Successor to a council tenancy and required to move - bidding time limited to 

three months. If no bid or no successful bid is received within the first two 
months the household would be interviewed and a further four weeks for 
bidding allowed. If no subsequent successful bids are received, one offer of 
accommodation would be made. The council’s succession policy states that an 
offer must be made within 12 months of death of tenant. The offer will be made 
by the council placing bids on behalf of the applicant and amending bids placed 
by the applicant if the bid is not reasonable to secure a property quickly. An offer 
will be made in accordance with the Housing Allocation Scheme. 
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  Where one tenant of a joint tenancy has served notice to quit on the council, and 
the remaining occupant is under-occupying, they will be given three months to bid 
for an alternative property. After this time, the council will place bids on suitable 
properties or make a direct letting. 

 
 Adult son or daughter of a deceased Harlow Council tenant who is eligible for an 

offer of accommodation under the council’s „Succession Policy‟ following a 
previous succession between parents – bidding time limited to three months. If 
no bid or no successful bid is received within the first two months the individual 
would be interviewed and a further four weeks for bidding allowed.  

 
If no subsequent successful bids are received, one offer of accommodation 
would be made. The offer will be made by the council placing bids on behalf of 
the applicant and amending bids placed by the applicant if the bid is not 
reasonable to secure a property quickly. An offer will be made in accordance with 
the Housing Allocation Scheme. 

 
 Bidding time will only be extended beyond three months in exceptional 

circumstances as determined by the council. 
 
  3.10  Bidding for homeless applicants occupying temporary accommodation  

Council officers will make bids for homeless applicants placed in temporary 
accommodat ion as  and when necessary, in order to reduce time spent in unsettled 
accommodation (in line with government requirements) and to ensure that a supply of 
accommodation continues to become available for newly homeless households. Any such 
successful bids will constitute the “one reasonable offer‟ made to homeless applicants. 

 
4 Allocation criteria 

This section sets out how the council determines who can be allocated certain 
types of property and the size an applicant may be allocated. 

 
4.1  Property entitlement 

Properties will be allocated on the basis of type and size. The council considers 
exceptional circumstances, whereby people who are ineligible for certain property types 
or schemes can be considered as eligible. In making this decision, the council takes into 
consideration the needs of each household and the needs of each landlord to make best 
use of their housing stock. 

 
The number of bedrooms allowed per member of the applicant’s household will be: 

 

Each adult single or couple One bedroom 

Any other person aged 16 or over One bedroom 

Two children of the same sex under the age of 16 One bedroom 

Two children under the age of 10 regardless of their 
sex 

One bedroom 

Any other child One bedroom 

A full time carer if you or your partner need overnight 
care 

One bedroom 

 
A household may choose to opt for a smaller accommodation so long as it does 
not result in statutory overcrowding as defined by the Housing Act 1985 part 10. 

 
 
 
 
 



Housing Allocations Scheme  
(Allocations Policy) 

Page 21 of 28 
April 2024 

   

 

 

4.2  Exceptions 
 
4.2.1  Applicants with particular medical needs 

Larger accommodation may be bid for by people who require an additional bedroom to 
cater for a medical or social need. This would include for example, the need to 
accommodate live in carers who are not part of the application, or where a couple 
needs to sleep separately because of a medical condition. An applicant will only be 
entitled to a property with an additional bedroom if agreed by the Senior Officer in relation 
to a medical or social needs assessment. 
 

4.2.2  Hard to let properties 
Flexibility will inform the letting of those properties, which are defined hard to let, for 
example two bed flats above the second floor. W here a property advert designates a 
property as ”Hard to Let‟, the property sizes outlined above will not apply and any person 
can bid, providing they would not statutorily overcrowd the property. 
 

4.2.3  Accepted homeless households 
To ensure the council meets its statutory duty towards homeless households to secure a 
property and to reduce time spent in temporary accommodation, the council may offer a 
property that is considered suitable to meet the immediate need and does not result in 
statutory overcrowding as defined by the Housing Act 1985 part 10. 

 
4.2.4  Sheltered housing schemes 

Properties within schemes designated as „sheltered housing‟ will only be offered to people 
aged 65 and over. Flexibility on the minimum age is permitted where there is a defined 
medical and support need. 

 
4.2.5  Allocation of de-commissioned and over 55 general needs housing 

All de-commissioned and over 55’s housing will be classified with an age restriction of 
over 55’s general needs housing and/or with appropriate mobility requirements to match 
the individual attributes of the property. 

 
4.2.6  One bedroom bungalows  

One bedroom bungalows within the general stock, will be offered to people aged 55 or 
over, or to people whom the council’s Senior Officer or Occupational Therapist recognise 
as having a specific medical need for this type of accommodation. W here there is no 
successful bid from anyone in these groups, the property will be offered to people 
aged 40 or over. In the event that there is still no successful bid, the property will be let 
through general allocation. 

 
4.2.7  Applicants requiring an adapted property 

The council will normally advertise vacant properties as they become available, making 
clear in the advertisement the extent to which the property is adapted for use by people 
with mobility or disability issues and therefore the categories of applicants who will be 
given priority. 

 
Properties that have already been adapted, or have been assessed as meeting Lifetime 
Homes standards, will be offered to those people whose needs most closely match the 
facilities available. People whose housing needs are of sufficient priority and have an 
identified requirement for such a property will therefore be given priority when bidding for 
these properties. 

 
W here it has not been possible to allocate an adapted property by advertising it 
through this route, it may subsequently be made available to people applying for general 
needs housing to bid for. 
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4.2.8  Under-occupation 
The council wishes to encourage council or Registered Provider tenants in Harlow 
under-occupying much needed larger properties to transfer to a smaller property. 

 
The council will allow tenants to bid for a property which has one additional bedroom than 
they would be entitled to. 

 
4.3  Deliberate worsening of circumstances 

The Council will consider whether an applicant has deliberately made their housing 
situation worse to improve their chances of rehousing through the housing needs register.  
 
To reduce the likelihood of applicants moving deliberately into poorer accommodation in 
order to qualify for higher priority and quicker re-housing, applicants who are deemed to 
have deliberately worsened their circumstances will be excluded for a period of 24 months 
from the date of their housing needs application. At the end of this period, the applicant 
may apply to join the housing needs register for a further assessment. All relevant facts 
and information available will be considered in the re-assessment process.  

 
Some examples of worsening housing circumstances are given below: 

• Applicants who have abandoned or voluntarily given up a social housing property.  

• Moving without good reason to accommodation which is more overcrowded or 
unsatisfactory than their previous accommodation. 

• Selling a property or giving notice on a tenancy without having alternative 
accommodation available to them. 

• Allowing a property to become overcrowded by inviting additional households to 
move in. 

• Applicants who have allowed family members to move into their property who 
previously had suitable accommodation, or the financial means to secure their 
own accommodation, and this has resulted in the property being overcrowded.  

• Moving out of a property against housing advice when the applicant could stay in 
the accommodation.  

• Moving out of a property that has been adapted to meet the needs of a household 
member into accommodation without adaptations.  

• Homeowners who transferred their property to another family member within the 
last 5 years before applying to the housing register. 

• Applicants who have given up affordable and suitable private rented 
accommodation which they were able to maintain, to move in with other 
relatives/friends, or to move to a smaller private rented property creating a 
situation of overcrowding or sharing. 

• Requesting or colluding with a landlord of family member to issue them with a 
Notice to quit. 

 
4.3.1  Reviews relating to decisions about joining the Housing Needs Register 
 

Non qualifying persons and eligibility 
If a decision is made that the applicant does not qualify, is ineligible or is to be placed in 
a lower band due to deliberately worsening their circumstances, the applicant will 
receive written notification of the decision. The notification will include clear reasons for 
the decision. The notification will also include how the applicant can request a review 
of the decision. 
 
Applicants also have the right, on request, to be informed of any decision about the facts 
of their case which has been, or is likely to be, taken into account in considering whether 
to make an allocation to them. 
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The council will base all decisions on the completed application form provided by the 
applicant and details held on file. It is the responsibility of the applicant applying and the 
council will not review an application without details being provided in writing. 
 
Applicants who request a review of the decision need to submit a written request 
within 21 days of the date on the notification letter. The council will accept requests 
submitted by a representative. The request for a review should be addressed to: 

 
Housing Options and Advice Team 
Harlow Council 
Civic Centre, The Water Gardens 
Harlow, Essex, CM20 1W G 

 
The council will normally carry out the review within eight weeks. A written notification of 
the decision, including reasons for the decision, will be sent to the applicant. 

 
All correspondence will be sent to the applicant’s current address or a mailing address of 
their choice. If the applicant has no fixed address the correspondence may be 
collected from the Civic Centre. 

 
5 The bidding process 

Only applicants who are both eligible and qualify may be allocated a property. Applicants 
will be given information about how to bid for properties advertised. Each applicant may 
make three bids per bidding cycle. 

 
5.1  The type and size of properties the applicants can bid for 

Applicants may bid on all advertised properties for which they are eligible and entitled to 
bid. An applicant is eligible to bid for a property if: 

 
 The advert does not restrict them from bidding, for example if a property is adapted 

for wheelchair access or age restrictions. 
 The property is of the type and size which is deemed suitable for their 

household as defined by property entitlement. 
 

If an applicant makes a bid on a property for which they are not eligible then their bid will 
be deemed ineligible and will not be accepted. 

 
5.2  How applicants are short listed 

Highest banding applicants will be matched first, if more than one applicant from the 
same band applies then date of priority date is the deciding factor. If no one in band 
one bids, the council will look at bidders from band two and so on. 

 
This will generally mean applicants who receive a lower banding are less likely to 
be successful when bidding for those properties that are in greatest demand. 

 
People will be given time to consider an offer of a tenancy. The person or household will 
normally be allowed one calendar day from when they view a property to make a 
decision. 

 
Some people who have been identified as vulnerable may be given longer to consider 
the offer of a tenancy. Examples of this may include people who are currently in hospital 
or in some form of temporary accommodation, such as a hostel or refuge. 
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5.3  Refusal of property 
Applicants may refuse one offer of accommodation, but if they refuse a second, they will 
be suspended from bidding for a 12-month period.  
 
The exception is in the case of certain categories subject to time limited bidding and 
applicants whom the full homeless duty has been accepted (where a refusal may be 
considered as a discharge of legal duty). 

 
5.4  Offer withdrawn 

The council reserves the right to withdraw any offer of accommodation where there is just 
cause. An explanation of why the offer has been withdrawn will be made to the person or 
household directly affected. 

 
5.5  Joint tenants 

The council and Registered Providers within Harlow encourage joint tenancies to be offered 
to married, civil partners and cohabiting couples and those who have been in a permanent 
relationship for 12 months or longer who wish to live together. The council will not normally 
offer a joint tenancy to a parent and child. 

 
If one person of a household is ineligible to join the register then a joint 
tenancy cannot be granted. 

 
5.6  Bids not accepted 

 
5.6.1 The Council will not accept a bid for a property where a debt is owed for: 

 
 Social housing rent arrears current and former. 
 Arrears of other housing costs where the applicant is contractually liable under 

their tenancy agreement. 
 Housing related Court costs. 
 Housing Benefit overpayment 
 Debt owed to the council to applicants that have accessed the Rent Deposit 

Guarantee Scheme through arrears or claim against the bond from the 
landlord. 

 
All housing related debts must be cleared prior to an offer of accommodation. 

 
5.6.2  The applicant’s current social housing property is not considered to be in a satisfactory 

condition by the landlord. These standards are defined in their signed tenancy 
agreement. 

 
5.6.3  The applicant has accessed the council Rent Deposit Guarantee Scheme and the 

landlord does not consider the property to be in a satisfactory condition. These standards 
will be defined in their signed tenancy agreement and inventory. 

 
5.6.4  The applicant has failed to verify circumstances, which may impact on eligibility for an 

allocation, eligibility for a particular size or type of property, or level of priority on the 
register, may result in the allocation being withdrawn and the application being 
reassessed. 

 
5.6.5  The council considers each application to join and remain on the Housing Needs 

Register, on a case by case basis and will offer support to assist applicants, where 
required. The support will consist of housing advice and assistance, accessing internal and 
external services. 
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6  Feedback information 

          The council seeks to provide every applicant on the Housing Needs Register with      
           feedback information on previous allocations. 
 
           Every property allocated through the Housing Allocations Scheme will be included in  
           the feedback information. 
 
          The feedback information will include details of the number of eligible people who bid  
            for each property, the priority band and date of registration of the successful applicant. 
 
7    Complaints procedure 

  Harlow Council has a complaints procedure to help customers get their needs met in a     
  fast, courteous, fair and consistent manner. If you feel this has not been the case, the   
  procedure aims to reach a resolution as quickly as possible. We take complaints seriously  
  as each one helps us learn and enables us to improve our services. 

 
  For more information, please ask Contact Harlow or telephone 01279 446655 or Email:     
  contact@harlow.gov.uk 

 
  Contact Harlow 
  Harlow District Council 
  Civic Centre 
  The Water Gardens    
  College Square    
  Harlow Essex 
  CM20 1W G 

mailto:contact@harlow.gov.uk

