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[bookmark: _Toc219398849]Referral & Allocation Policy
Policy Statement
This document sets out St Basils’ policy and procedures relating to the allocation of accommodation and support services.

The procedures of this policy are written to give employees, young people, and other partner organisations guidance on the services St Basils provides, and how these services may be accessed. 

Through the organisation’s range of accommodation and support services it aims to help local authorities in delivering their strategic housing functions, and to support their aims of promoting sustainable communities.

This policy will be used to regulate the processes of young people’s allocation to accommodation and/or support from St Basils. This policy should be used together with St Basils’ Assessment and Support Planning Policy.

St Basils provides Accommodation and Services across a number of Local Authorities and recognises that its referrals and allocations policy needs to reflect the needs of local services and meet its contractual requirements with our funders. 

Within the RSH Consumer Standards 2024 – Tenancy Standard, this policy satisfies: 
· Allocations & Lettings requirements 1.1–1.2 (Transparency / Sustainment)
· Local-Authority co-operation 2.1.1 (Nominations and Homelessness Duties).

[bookmark: _Toc219398850]Scope of Policy
This policy applies to all employees, in all departments and services as well as young people who are, or apply to become St Basils’ residents and/or support service users.
For the purposes of this policy the term ‘employee’ will include all employees (whether full time or part time), volunteers, casual workers and contracted workers.

[bookmark: _Toc219398851]Definitions
Referral is the action of transferring a young person’s application from one completed process to begin another resulting process. For example, when a young person’s completed assessment finds that they may benefit from supported accommodation, they may then be referred on to the allocations process, which aims to find the young person accommodation/support which is appropriate to their assessment’s findings.

Allocation is the process of matching a young person to potential accommodation and/or support services based on the findings of their assessment; this is the role of St Basils Allocations Team. 

Letting is the process of legally renting a property to someone and activating the occupancy agreement. Once a young person has been offered a property under the allocations process, they may accept it by completing the lettings process, this process is completed by the project the young person is moving in to.

[bookmark: _Toc219398852]Legislation
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· Housing Act 1996
· Homelessness Reduction Act 2017 
· Housing and Regeneration Act 2008
· The Social Housing (Regulation) Act 2023
· The Supported Housing (Regulatory Oversight) Act 2023.
· The Supported Accommodation (England) Regulations 2023.
· 
· The Data Protection Act 2018
· The Children Act 1989 and 2004
· The Protection of Children Act 1999
· Safeguarding Vulnerable Groups Act 2006
· Mental Capacity Act 2005
· Sex Offenders Act 1997

[bookmark: _Toc219398853]General Principles
In allocating accommodation and/or support services, St Basils aims to ensure that: 

· Through the use of thorough assessments, accommodation and/or support services are allocated appropriately to young people, with the aim that the services provided give the maximum benefit to those accessing them.

· The processes of referral and allocation are open, fair, and consistent with the organisation’s commitment to equal opportunities. Help is available to aid those wishing to make an application, complaint or appeal relating to allocations where needed.

· The processes of referral and allocation, are carried out with the minimum delay, recognising that many young people referred to the organisation are homeless or in severe housing and/or support need.

St Basils will publicise its services to statutory and voluntary agencies, local community organisations, that may have contact with young people in housing and/or support need.

The organisation may use local allocations criteria to meet specific local priorities and needs, and/or commissioner’s eligibility criteria requirements.

The following principles apply to the Referrals and Allocations processes:

· Each young person’s application must be considered on an individual basis 

· Young people must be informed of the outcome of their application(s), the reason for any decisions they receive, and the process of appeal, in a timely and appropriate manner. Assistance to make an appeal should be provided where needed.

· Where services cannot be offered from within the organisation, or where other providers’ services would be more appropriate, young people must be given information to help them to access other suitable services which may be available to them from other providers.

· Referrals and allocations will be delivered within a Psychologically Informed Environment (PIE) framework, supporting trauma-aware, person-centred practice

· Young people must be given clear information on how their applications will be assessed, including the criteria used to do this; the criteria for access to services under each contract will typically be published in the procedures attached to this policy.

Referrals involving domestic abuse will be managed in accordance with St Basils’ Safeguarding and Domestic Abuse Policies and the local authority’s strategy for safe accommodation.

All data collected during the referral and allocation process will be handled in accordance with St Basils’ Data Protection Policy, Information Security policy and CCTV Policy.

[bookmark: _Toc219398854]Roles and Responsibilities
Each local service will have its own eligibility criteria and as such each Manager will create the procedure for the service(s) they are responsible for ensuring that this policy is applied within their own area.  Any queries on the application or interpretation of this policy must be discussed with the appropriate Director prior to any action being taken. Managers are responsible for providing information in a timely, open, honest and understandable way. 

[bookmark: _Toc219398855]Training Requirements
St Basils will ensure that all staff and volunteers involved in referrals and allocations receive training as part of their induction and continuing development on: 

· St Basils local Referrals and Allocations policy and procedures
· needs and risk assessments (or equivalents where applicable)
· services and support provided by other agencies
.	
Staff and managers have a shared responsibility for recognising training needs.

[bookmark: _Toc219398856]Communication
This policy will be communicated effectively to all employees via the policy App and can be produced in other formats where needed. 

[bookmark: _Toc219398857]Responsibility
The Director of Housing is responsible for ensuring this policy is implemented and monitored.

Equality, Diversity and Inclusion
St Basils is committed to creating and maintaining an environment for young people, staff and partners that is free from all forms of discrimination and where diversity is embraced. St Basils aims to ensure that its policies and procedures do not create an unfair disadvantage for anyone. To ensure fair access, reasonable adjustments will be offered at each stage of the process as per our Reasonable Adjustment Guidelines (please refer to St Basils Equality, Diversity & Inclusion policy – Appendix 5) and St Basils Additional Needs & Adaptations Guidelines.

St Basils will ensure that the implementation of this policy is proactively inclusive across all activities with particular attention towards the protected characteristics as defined in the Equality Act 2010 whilst also being mindful towards the inclusivity of other vulnerable and marginalised groups that may be affected. This policy reflects equal opportunities and anti-discrimination in practice and service delivery. An Equalities Impact Assessment has been completed for this policy

[bookmark: _Toc219398858]Continuous Renewal Clause 
This procedure will be reviewed every 3 years by the organisation to ensure it is in accordance with good practice guidance, prevailing legislation and statutory frameworks. However, this policy may be assessed before that time as necessary – such as: 
· if it becomes ineffective
· to reflect substantial changes in practice
· following inspection, as recommended by auditors
· or changes required by law
[bookmark: _Toc219398859]Disclaimer
This document can only be considered valid when viewed on the St Basils intranet/Shared: Drive. If this document has been printed or saved to another location, you must check that the version number on your copy matches that of the document online. Hard copies of this document are considered uncontrolled - please refer to the St Basils shared drive for latest version.

The following procedures show our overall standard practice and the local pathways for each service area.

Procedure A – Referral & Allocation Standard
Procedure B – Birmingham Lead Worker Plus Accommodation Services
Procedure C – Birmingham Children’s Trust Accommodation
Procedure D – Birmingham Move On Accommodation
Procedure E – Solihull Accommodation Services
Procedure F – Worcestershire Accommodation Services
Procedure G – Coventry Accommodation Services
Procedure H – Warwickshire Accommodation Services
Procedure I – Live and Work Birmingham
Procedure J – Live and Work Sandwell
Procedure K – Supported Lodgings
Procedure L – Internal Move On
[bookmark: _Procedure_A_–][bookmark: _Toc219398860]Procedure A – Referral & Allocation Standard

1.   Eligibility Criteria 

1.2	St Basils have a number of access points throughout the West Midlands and to be considered for St Basils’ accommodation and/or support services applicants must meet the following criteria:

· They are aged 16-25 years old at the first letting – unless otherwise stated in the procedure) 
 
· They are homeless; or at risk of homelessness, or in housing need, or vulnerable and require support as a step towards living independently including care leavers. 

· There is evidence they are eligible for public funds/benefits, or there is another viable way that their accommodation/support may be funded.

· They have proof of their identity 

· The young person’s application meets the relevant funder’s requirements about their local connection, where applicable. 

1.3	The organisation reserves the right to offer services with requirements which differ from those stated above, dependent on the contract as stated in a specific procedure.

1.4	Some services may have additional criteria as outlined in the relevant support contract to those stated above. Please refer to procedure for each local pathway.

2.   Assessment Criteria
2.1	In order to be considered for housing and or support within St Basils the young person will be assessed at one of St Basils access points. 

2.1.1	The referral process is initiated when St Basils receives a referral from a single point of access, Local Authority or Partner agency.

2.1.2	St Basils will assess the information provided in the Housing Needs Assessment and Risk Tracker to determine if the young person meets the eligibility criteria in the attached procedures.

2.2	Where a young person is assessed by a partner organisation (e.g. Youth Offending Team, Social Services etc.) and referred to St Basils’ accommodation or support services, satisfactory assessment and documentation standards will be agreed with the relevant organisation. This additional information is taken into account when reviewing a young person’s eligibility.

2.3	Before a young person’s application is referred for St Basils accommodation or support services the additional criteria under 3.1 must be considered. 

3.   Additional Considerations – Assessing high risk and removing barriers
3.1	There are no set criteria which will cause a young person automatically be rejected from entering St Basils’ accommodation or support services. However, beyond the criteria in 1.2, where there is a need for further consideration the following processes will be used to assess applications from applicants covered by Table 1 (below). To make an appropriate and fair decision a robust risk assessment must be part of the referral process.

3.2	In the event that a point from table 1 has been identified it will be necessary to ensure a robust risk assessment has been completed in order to facilitate a thorough review prior to an offer

3.3 	The objective of this review is to find a way for the young person to move in, trying to find remedies to the barrier and not to exclude the young person. In Birmingham this review is undertaken by the removing barriers panel (RBP) and in other local authorities this will be completed by the Youth Service Operations Manager/Registered Manager.

Table 1

Please note – process for consideration detailed in the table below must be discussed with a relevant member of SLT before a final decision is reached.

	Referral 
	Process for consideration

	Conviction for serious offences – potentially posing a high level of risk 
	Considered where a robust risk management plan is in place - decision to accept to be made by a Youth Service Operations Manager.

	Arson conviction
	Considered where a robust risk management plan is in place, where our insurers grant clearance - decision to accept to be made by a Youth Service Operations Manager 

	No entitlement to public funds
	Alternative means of supporting the young person to meet their legal and financial obligations must have been clearly identified - decision to be made by a Youth Service Operations Manager.

	Previously evicted from St Basils, not for rent arrears – e.g. anti-social behaviour. 
	Considered for another project subject to a Risk/ Needs Assessment, Safeguarding, and Health and Safety considerations - decision to be made by a Youth Service Operations Manager. 


	Banned Young People 
	Will not be considered unless there has been a relevant change in circumstances so that the ban would no longer be appropriate - decision taken by a Youth Service Operations Manager. Agency bans do not prevent young people from using the Single Point of Access (SPA) to access services from other providers – however, banned young people will not be able to access St Basils’ accommodation through the SPA.

	Former rent arrears
	Young people who owe St Basils rent arrears from a previous stay will only be considered if they have been following an agreement to repay the rent arrears or are willing to make a Rent Arrears Agreement as a condition of their tenancy, as detailed in the Maximising Rent Collection and Tackling Arrears Policy. A decision will be made on a case-by-case basis by a Youth Service Operations Manager. 

	Risk of Suicide/Self Harm
	Considered where a robust risk management plan is in place. Decision to accept to be made by a Youth Service Operations Manager.

	Complex Needs
	Considered where a robust risk management plan is in place. Decision to accept to be made by a Youth Service Operations Manager.

	Evidence of historic/ current behaviours of an individual that might put young people or staff at risk
	Will not be reconsidered unless there has been a relevant change and/or robust risk management plan can be implemented. Decision taken by Youth Service Operations Manager. 

	Young person’s needs are more of a care provision than support
	St Basils provide support services and are not a care provider. This will be made clear to any referral agency.



4.   Accommodation Based Services – Waiting Lists
4.1	Within Birmingham the waiting list will be managed by the Allocations Officer, in all other areas the waiting list is managed by the Youth Service Operations Manager and/or a dedicated officer (normally the Housing Management Officer, or HMO). 

4.2	If a young person has met the Section 3 requirements and has been assessed, and has provided all the required documentation and information, they will be put on the waiting list.

· Where a young person meets the criteria for accommodation, their referral will be considered according to the local area pathway

· If the Local Area Pathway into Supported Accommodation (LAPSA) permits, a young person requiring emergency accommodation will be allocated dependant on availability of accommodation.	

4.3	Young people deemed eligible, according to the local area pathway, into supported accommodation, will be notified in writing. within 3 working days: 
a) That they have joined the waiting list (they will be informed of which waiting list they have joined – primarily based on support need); or 
b) Of an offer of accommodation

4.4	St Basils operate several waiting lists at any given time. These lists are time based; from the date the application is received and take into consideration personal factors. Young people will not be considered for the waiting list until all information required is received.

4.5	Once accepted onto the waiting list the Allocations Team, or HMO (for services outside of Birmingham), will keep in regular contact with the young person to ensure they are still eligible to be on the list and that their contact information is up to date. When a young person is put on the waiting list, they must be told that they must notify St Basils immediately if there are any changes in their contact details.

4.6	Young people who are not accepted onto the waiting list will be referred back to their access point or referring agent and will have the right to appeal the decision. See section 11 below.

5. Types of Accommodation on Offer
5.1	Across St Basils accommodation portfolio there is a range of property types. These are shown in table 2 below.

Table 2


	
	Supported Housing Schemes 
	Emergency Accom 
(E-Beds)
	Supported Lodgings
	Live and Work and General Needs
	Care Leaver Pathways
	Transition Hub

	Coventry
	
	
	
	
	
	

	Worcestershire
	
	
	
	
	
	

	Birmingham
	
	
	
	
	
	

	Warwickshire
	
	
	
	
	
	

	Solihull
	
	
	
	
	
	

	Sandwell
	
	
	
	
	
	


Please see procedures for the local area pathway to access services



6.   Couples Sharing/Joint Applications

6.1	Where a couple approaches St Basils seeking accommodation together, a separate assessment for each individual must be completed, and each individual must meet the eligibility criteria. Unless otherwise stated St Basils are unable to provide accommodation to couples.

7.   Children within St Basils Accommodation

7.1	Applications from young people wishing to move into St Basils accommodation with their children must be considered according to the terms of the relevant contract, taking into consideration all foreseeable factors which relate to the health, well-being, and safety of the young person, their child(ren), and the other residents at the project(s) under consideration.  

8. Pets and Companion Animals

8.1	St Basils recognises that pets can play an important role in supporting young people’s wellbeing and independence. However, the presence of animals in supported or general needs type accommodation must be carefully managed to ensure safety, hygiene, and compatibility with communal living.

8.2	Pets are therefore only permitted in designated schemes and with prior written approval from the Youth Service Operations Manager (YSOM) or Registered Manager, following a Street Vet risk assessment.

8.3	Street Vet provides independent veterinary advice, welfare checks, and guidance to confirm that both the animal and the accommodation are suitable.

8.4	Permission will normally be limited to one small domestic pet, except where risk and space assessments allow otherwise. Careful consideration should be given in mother-and-baby projects or in any property where their presence may present a risk to young children, other residents, or staff especially where there are shared/communal corridors. 

8.5	Breeds prohibited under the Dangerous Dogs Act 1991 will not be allowed, and where an existing dog is already present within a project, compatibility of additional dogs or breeds will be reviewed by Street Vet before approval.

8.6	All residents with approved pets must sign and adhere to the St Basils Pet Agreement, maintain welfare standards (vaccination, microchipping, flea/worming), and accept responsibility for any damage or nuisance caused. Permission may be revoked if conditions are breached or risk factors change.

8.7	Further detail is set out in the Street Vet Partnership Procedures, which govern assessment, approval, monitoring and welfare standards.

9.   Reasons for Removal from the Waiting List 

9.1	Young People may be removed from the waiting list for the following reasons:

· All reasonable and persistent attempts to contact the young person by the Allocations Officer/HMO have been unsuccessful (No less than three attempts made over a three-week period)

· The young person has declined or failed to view 2 offers of accommodation without valid reason. 

· The young person is removed from the list at their own request

· The Allocations Panel/HMO is made aware of pertinent information that requires the young person to be reassessed.

9.2	However, if at the point of re-assessment, they are awarded their original banding they may be reconsidered for the waiting list and if accepted they will retain the position they held before reassessment, based on the date of their original application. If their banding changes they will enter the waiting list for the appropriate accommodation at a position based on the date of their application.
 
9.3	If they no longer qualify for services they will be given advice on how to appeal the decision, and of other providers who offer services which they may qualify for, and how to access these services if needed. 

9.4	If the Allocations Officer/HMO takes persistent and reasonable steps to contact a young person about vacancies, but they do not respond or cannot be contacted, and any other organisation(s) involved in their referral have been contacted, the young person will be removed from the waiting list by the Allocations Officer/HMO. All attempts to contact young people must be diligently recorded. 

10.   Allocation of Accommodation 
10.1	Once a suitable property becomes available for a young person, they will be suitably matched and given the opportunity to view up to 2 appropriate properties. If both offers are rejected, the young person will be referred back to the relevant Access Point to be reassessed. 

10.2	Consideration will be given to a young person who has a valid reason(s) for refusing the offers made to them, in which case they may be allowed to keep their place on the waiting list and view alternative vacant properties.

10.3	Young people will be offered accommodation which is suitable for their needs. If a number of properties are available and appropriate for a young person’s needs, the properties should be offered to the young person in order of how long they have been vacant – the property which has been vacant the longest will usually be offered first. Young people must reject a property before they are shown an alternative. St Basils will only allow one young person to view a property at a time and does not permit multiple viewings.

10.4	Once a young person has been matched to a property, a staff member will contact them by phone and invite them to view the accommodation. An email with all the relevant information will be sent to the young person following the phone call. The email will include the property address, the time and date of the viewing and the appropriate information required (i.e. proof of ID/income etc).

10.5	The viewing must be arranged for no later than the following working day. The young person must decide at the viewing whether or not they accept the property. If the young person accepts the property at the viewing, the sign up should take place on the same day. 

10.6	In the event that a young person has been matched to a property, but cannot be contacted after one working day, the property will be offered to the next young person on the waiting list.

10.7	At the viewing the young person will be made aware of, the ethos, requirements, and expectations of any services offered to them. They must also be given clear details of how their tenancy will be managed. 

10.8	The young person will be given a welcome pack and inducted into the service. In regulated accommodation the young person will also be given a Young Persons Guide and a 72 hour placement meeting will be scheduled.

10.9	No property will be allocated unless compliant with the Decent Homes Standard and St Basils’ Damp & Mould Policy and Property Compliance Policy.

10.10	Where feasible, allocations will consider environmental sustainability and energy-efficiency (EPC band C or above) in line with St Basils’ Environmental Sustainability Policy.

11.   Internal Move On and Transfers  
11.1	An internal move on is when a young person moves properties that are in a different contract, even if both services are managed by the same YSOM. This process needs to be transparent and fully documented to ensure contract compliance. For a detailed understanding of what criteria this covers and how this would happen please refer to the individual procedures.

11.2	A Transfer occurs when a young person is moved within the same services managed by a YSOM but not across a different contract. This may only take place where there is a need for a young person to be moved for a non- urgent health and safety reason or where their current accommodation is no longer suitable for their needs and they have an up-to-date risk and needs assessment in place. This must meet the best management practice of the service. 
 
11.3	Health and safety incidents that require an internal move must be documented on the St Basils housing management system even where there are barriers or delays to the process. This information is essential when we come to review practice and have internal audits/or lessons learnt. St Basils cannot guarantee to locate a suitable property for the young person and may have to contact partner agencies to ensure they are engaged in the process of safeguarding the young person and helping to relocate them.

[bookmark: Appeals]12.   Appeals and Complaints

12.1	Applicants have the right to appeal any decision at any stage of the referral and allocations process

12.2     Help to make an appeal will be given to young people as necessary. In the case of assessments, the original decision will be reviewed by a manager more senior than the decision-maker, who will consider if the decision is in accordance with this policy. Where there is a multi-agency allocations process, the appeal will be considered by a multi-agency panel. 

12.3	To make an appeal please contact the local allocation Team or panel

12.4	If a young person has a complaint about the service provided in the allocations/referrals process and/or feels that their application has not been handled correctly in line with this policy may complain directly to St Basils; they may raise a complaint through St Basils Complaints, Comments & Compliments Policy and Procedures, by completing the online form found on our website or by emailing feedback@stbasils.org.uk  

12.5	Young people must be made aware of the complaints procedures if they are deemed not to qualify for services, or if they disagree with an assessment. Where needed, Young People will be given support to make a complaint. 


13.   Monitoring and Informing Service Development

13.1	Information collated on referrals and allocations by needs, client group, outcome etc. will be reported to Senior Leadership Team/St Basils Board to inform future policy reviews, service development, and strategic planning.  

13.2	St Basils will participate in ‘CORE’ - a national method of monitoring all new lettings by housing associations.

13.3	St Basils will provide the required information to commissioning bodies to assist them in evaluating outcomes, identifying service gaps, and strategic planning. 

13.4	Through the Single Point of Access and referral schemes we will monitor outcomes for specific client groups to ensure we are providing fair access. 

13.5	Records of applications, offers and decisions will be retained for a minimum of 6 years in line with the Retention Schedule and GDPR requirements.




[bookmark: _Procedure_B_–]

Procedure B – Birmingham Lead Worker Plus Accommodation Services
1. Background
1.1. St Basil’s has 186 units of accommodation across 11 projects that have been commissioned by Birmingham City Council - Adult Social Care. 
1.2. Birmingham City Council – Adult Social Care have also commissioned an additional 25 units of accommodation across 1 project in Birmingham, Milner Court* which is a Transition Hub for young people. 
1.3. If a young person is ‘homeless on the day’ they may be referred to the Allocations Team. As described in the procedure below they will still have to meet the eligibility criteria, but the process may be condensed as their need is greater and this means they may be prioritised over the waiting list.

	Address
	Post Code
	Units
	Accommodation Type
	Size

	Brandwood Cresent
	B30 3PZ
	10
	Self-Contained
	1 bed flat

	Carol Gething House
	B10 0NJ
	24
	Self-Contained
	1 bed flat

	Conybere Gardens
	B12 0YJ
	37
	Self-Contained
	1 bed flat

	Edmonds Court
	B10 0AU
	24
	Self-Contained
	1 and 2 bed flats

	302 Gillott Road
	B16 0RR
	11
	Self-Contained
	1 bed flat

	317 Gillott Road
	B16 0RT
	12
	Self-Contained
	1 bed flat

	Howard House
	B13 8BJ
	11
	Self-Contained
	1 bed flat

	John Austin Court
	B6 7PT
	41
	Self-Contained
	1 bed flat

	Offmoor Road
	B32 3PY
	6
	Self-Contained
	1 bed flat

	Priory House
	B28 0SZ
	11
	Self-Contained
	1 and 2 bed flats

	Shaftesbury House
	B13 9HH
	10
	Self-Contained
	1 bed flat

	Milner Court*
	B9 4NA
	25
	Bedsits 
	Bedsit



1.4. The properties are owned or managed by St Basils.

1.5. The properties have commissioned via the Adult Social Care Lead Worker Plus (LWP) contract.

1.6. The Birmingham Youth Hub and Lead Worker Service raise referrals to the Allocations Team. 

1.7. Current occupants can move to or between a LWP property via the appropriate Move-on route if they meet the criteria.

1.8. Occupants should apply for housing benefit support, pay via earned income or a combination of both in order to afford to pay rent.

2. A. Eligibility Criteria 
2.1. To be eligible to access this accommodation, a young person must meet the following criteria:

a. Be aged 18-24 at the first letting.

b. Applicants must be single, a single parent or expecting a baby*

c. The risk tracker must confirm two or more support needs**

d. Be eligible to claim welfare benefits, be in work (including apprenticeships) or rely on multiple income sources to afford the rent.

e. Be able to provide proof of all current income sources before the first letting or within 7 days of signing the occupancy agreement:
· A UC statement less than two months old
· PIP letter less than two months old or other welfare benefit award
· Wage slips less than two-months-old (these should not be sent to the Housing Benefit department unless the payment period overlaps the tenancy start date)

f. Proof of identification - One or more of the following items is desirably but not essential before the first letting:
· Passport
· Provisional/full driving license
· Birth certificate
· Benefit letter
· National insurance number

g. Workers and apprentices will be provided with an estimate of the weekly personal charge prior to viewing. They will need to confirm that they understand and commit to paying a higher personal charge (specified by the housing benefit decision notice) as long as they work whilst residing at St Basil’s. 

h. Occupiers must report all change of income to St Basil’s and the Housing Benefit Service as soon as it occurs. This includes changes to household composition or eligibility to live at St Basils (such as reaching the maximum age of 26 years old).

i. Applicants with existing debt will not be automatically excluded from receiving an offer (see Former Tenant debt)

j. Be capable and willing to engage with the support available during their time at St Basils.

2.2. Tenants must have a local connection to Birmingham for a minimum of two years - Care Leavers are exempt from the local connection rule. 

2.3. St Basil’s will seek to end the occupancy agreement when one of the following criteria is met:
i. The occupant reaches their 26th birthday 
ii. The occupant has resided at St Basils for the maximum length of 2 years

2.4. Accommodation cannot be provided in the following circumstances without authorisation: 
· University or full-time higher education students*
· YP with no recourse to public funds
· YP who turn 25 years old whilst waiting for an offer
· YP who have a risk identified in the main policy
· YP who have a pet
*Those who have a qualifying disability benefit can be accommodated if Housing Benefit agree to award the claim.

2. B Eligibility Criteria for Milner Court (Transition Hub) 

2.5 	This service is suitable for Young People 18- 24 years who have experienced three or more support needs or multiple challenges: 

· Substance misuse 
· Poor mental health (without needing to meet clinical threshold) 
· A history of repeated homelessness 
· A history of offending behaviour 
· Risk of exclusion or those that have been excluded from other services 
· Individuals living in unstable accommodation, not meeting the criteria for statutory homelessness, or those that have submitted a homeless application. 

3. Referral Process
3.1. The Youth Hub are responsible for completing the pre-admission administration process. This includes creating the QL Client, adding personal information, collecting and uploading documents to the YP folder.

3.2. The Youth Hub will change the application status to ‘260 Birmingham’ when the young person is ready to be referred to St Basil’s.

3.3. The Allocations Team monitor all ‘260 Birmingham’ referrals daily. Each new application will be reviewed within one working day of the Youth Hub moving the application to the correct status. 

3.4. The Allocations Team will read the accompanying documents (risk tracker, pathway plan, contact notes) to decide if the YP is eligible for the Lead Worker Plus Waiting List. The following exceptions apply:

1. Support too low - YP with less than two needs will be moved to the non-commissioned waiting list
2. Support too high - YP who exceed the Lead Worker Plus support threshold will be referred to the weekly Removing Barriers panel meeting.

3.5. The YP will join the LWP waiting list if the essential information is available. An email will be sent to the YP to confirm the decision and explain what should happen next.

3.6. The Allocations Team will contact the Youth Hub if information is missing, incomplete or insufficient. They can also contact the YP if this is likely to resolve the situation more quickly. The 260 Brimingham will be moved to ‘Panel Review in Progress’ to confirm that more work is required.

3.7. The Allocations Team can move the YP to the non-commissioned contract if the evidence on YP suggests that multiple needs have been identified. 

3.8. The YP is responsible for informing St Basils of any changes to their circumstances which may impact their eligibility to qualify for accommodation.

4. Waiting List Management

4.1. Adding a YP to the Waiting List: The Allocations Team will:
I. close the ‘260 Birmingham’ application with the correct outcome to notify the Youth Hub of the outcome. 
II. immediately create a ‘300 Birmingham’ – Band B. This will ensure the YP joins the LWP waiting list. 
III. email the Yong Person to explain they have joined the Waiting List and what will happen next.

4.2. Matching a YP to a Ready to Let property: The Allocations Team will:
IV. Review the Waiting List report daily
V. Review the list of Ready to Let (RTL) properties daily
VI. Match the person at the top of the Waiting List to the first appropriate property on the Ready to Let list – a note will be added to QL to explain why an offer cannot be made or whether an application is on hold
VII. Raise and send a referral to the project with the RTL property
VIII. Review all referrals after two working days to ensure the project has actioned the referral   

4.3. Arranging the viewing and sign-up: The project staff will: 
IX. Review the referral within one day of it arriving and contact the YP to arrange a viewing
X. Update QL contact notes with the outcome of speaking to the YP – failed attempts to contact the YP should be recorded on QL.
XI. Arrange a viewing and sign-up – this should be completed within three days of the referral arriving
XII. Alert the Allocations Team of any delay arranging the viewing and sign-up because it might be necessary to withdraw the offer and move to the next YP.
XIII. Alert the Allocations of any problems contact the YP, arranging the viewing and sign-up or issues with the information available on QL. Notes must be added to QL contact notes. 

4.4. Maintaining contact with Young People: 
4.4.1	The Allocations team will contact every young person on the waiting list at least monthly to complete a courtesy call to ensure:
· The young person will be asked if their circumstances have change significantly during the previous period – the risk tracker will be updated accordingly and notes added to QL
· That young people who no longer require accommodation will be removed from the list – an email must be sent to the YP confirming that their application has been closed and why it was closed
· Any young people who cannot be contacted by phone or email after three attempts during a ten-day working period will have their application closed – an email must be sent to the young person confirming that their application has been closed and why it was closed

4.5. The timeline between raising a referral and completing the sign-up should not normally take more than three working days. The project must contact the Allocations Team if they are not able to contact the YP or agree a date to complete the sign-up by the end of the third day. 

4.6. The Allocations Team will support the project to contact the YP with the aim of setting up an appointment. This may include explaining the importance of viewing and completing the sign-up within three working days. 

4.7. If the YP cannot attend by day three, the Allocations Team will decide whether to withdraw the offer and move to the next YP on the list. The YP who had the offer withdrawn will receive a second offer for the next available property. If this was their second offer, the application will be closed unless a reasonable reason for not attending the first viewing is given (such as work pattern or a college course timetable).

4.8. The Allocation Team will refer a YP to the weekly Removing Barriers panel meeting if the project raises concerns about the information in the referral. The panel will attempt identify a solution to the barrier or maybe overturn the concern that has been made.

5. Reasons for Declining or Removing an Applicant
5.1. Information has been provided during the application process that prohibits them from receiving an offer according to the table in the policy document.

5.2. YP that do not respond to the Allocations Team after three attempts within a 10-day period will have their application closed – records of phone calls and emails must be recorded on QL prior to closing the application. 

5.3. YP that do not respond to contact from the project or who cannot attend a viewing and sign-up within three days will be contacted by the Allocations Team (see 4.5 – 4.7).

5.4. YP that do not have a right to claim welfare benefits (no recourse to public funds) or fail to provide reliable evidence of their right to claim benefits will be declined.

5.5. YP that provide false information to access accommodation will be declined – this includes those who have previously managed to move to St Basil’s accommodation.

5.6. The Applicant is known/believed to have engaged in behaviour that puts staff/residents or users of St Basil’s services at risk. This includes activity on social media/online platforms.

6. Appeals
6.1. Applicants will have the right to appeal against a decision made at any stage of this process. Please see section 12 of procedure A for further information.


[bookmark: _Procedure_C_–]

[bookmark: _Toc219398861]Procedure C – Birmingham Children’s Trust Accommodation

Background
[bookmark: _Hlk212410789]St Basil’s has 65 units of accommodation across 7 projects that have been commissioned by Birmingham Children’s Trust.

	Address
	Post Code
	Units
	Accommodation Type
	Size

	Grosvenor Court
	B6 7LZ
	20
	Shared accommodation
	Bedsits 

	Radford House
	B10 0HA
	11
	Shared accommodation
	Bedsits

	Trentham House
	B27 7UX
	12
	Shared accommodation
	Bedsits

	Edmonds Court
	B10 0AU
	8
	Shared accommodation
	Bedsits

	Short Heath Court
	B23 6JP
	5
	Shared accommodation
	Bedsits

	Runcorn Road
	B12 8QB
	4
	Shared accommodation
	Bedsits

	Sanford Road
	B13 9BP
	5
	Shared accommodation
	Bedsits 



These properties are owned.
No external body has nomination rights to this property


Nomination Rights
Birmingham Children’s Trust have commissioned these units of accommodation and will make all referrals to these units. However, they do not have nomination rights to these units of accommodation, and referral decisions will be made by St Basils. 

Eligibility Criteria
To be eligible to hold a licence at one of these units of accommodation, the young person must meet the following criteria:

k. Be aged 16-24 at the first letting.

l. One person per application. 

m.  	Be care experienced and either be a: Child in Care, Child in need, UASC young                             person, or an 18+ Care Leaver. 

n.      Require supported accommodation to be able to gain the skills to live independently. 


Tenants within the BCT units of accommodation do need a local connection to Birmingham. 

Children will only be permitted to live in Trentham House. Children under 16 years of age are not allowed to visit the project.

Termination criteria: 
iii. Existing tenants must vacate their property when they turn 25 years of age. 
iv. Existing licensees must not exceed the maximum tenancy length of 2 years.


Waiting To Let Process
The Accommodation Pathways Coordinator is responsible for completing the pre-admission process. This includes building the QL Client, maintaining accurate YP personal information, creating Applications and moving the Application to the correct status. This role includes corresponding with BCT Placements Team, Social Workers, Personal Advisors and the Young Person.

The Applicant or their Social Worker/Personal Advisor are responsible for informing St Basils of any changes to the young person’s circumstances during the application process which may impact their eligibility to qualify for accommodation.

The Placements team will send placement requests and Pathway plans to the Accommodations Pathways Coordinator via the BCT Referrals inbox. 

            Eligibility Assessment
The Accommodation Pathways Coordinator and will complete an assessment of the young persons needs and then the BCT referrals panel which consists of relevant YSOM’s, Accommodations Pathways Coordinator, relevant Team Leaders and the Head of Quality Standards & RSM, will review the referral.  

 The young person and/or social worker and placements team will be contacted to give the outcome of panel. 

Successful applicants will remain on the Waiting List until a property becomes available. 

Property Offer
Applicants who have a successful interview will be sent a formal offer of accommodation when a property becomes available. 

Properties will be offered to Applicants in date order. The date the Applicant completed the Full Application determines their place in the queue.

The Applicant must respond to the offer and book a sign-up meeting within 3 working days. Applicants who do not respond or cannot complete the sign-up meeting within 5 working days will lose this offer. They will receive a second and final offer when the next property becomes available.

Reasons for Declining or Removing an Applicant
Applicants that do not complete or respond to correspondence after 30 days will be removed from the waiting list. This ensures that the Application and Waiting List is kept as accurate as possible. Applicants can reapply 

Applicants will be contacted via email to explain why St Basils is unable to provide accommodation. If appropriate St Basils will refer them to alternative routes to access accommodation.

Applicants who reach 25 years whilst on the Waiting List will be notified that their application has been closed and the reason for this will be explained.

If the Applicant is known/believed to have engaged in behaviour that may put staff/residents or users of the accommodation at risk the application will be forwarded to the Head of Quality Standards & RSM. This includes activity on social media/online platforms.

Appeals
5.1 Applicants will have the right to appeal against a decision made at any stage of this process. Please see section 12 of procedure A for further information.


[bookmark: _Procedure_D_–][bookmark: _Toc219398862]Procedure D – Birmingham Move On Accommodation

Background
[bookmark: _Hlk212412651]St Basil’s has 60 units of accommodation across 8 projects that have been commissioned by Birmingham City Council – Housing and/or Charitable donations across the following sites.
St Basils are funded for E-beds by the local council at Edgewood House*. If a young person is ‘homeless on the day’ they may be referred to the Allocations Team. As described in the procedure below they will still have to meet the eligibility criteria, but the process may be condensed as their need is greater and this means they may be prioritised over the waiting list.
 
	[bookmark: _Hlk212412792]Address
	Post Code
	Units
	Accommodation Type
	Size

	Conybere Gardens
	B12 0YJ
	2
	Shared
	1 bed Flats

	Edgewood House*
	B16 9BB
	24
	Shared 
	Bedsits and Flats 

	Edmonds Court Foyer
	B9 4AU
	13
	Shared 
	Bedsits

	Grosvenor Court
	B6 7LZ
	2
	Shared
	Bedsits

	Short Heath Court
	B23 6JP
	4
	Shared
	Bedsits

	Trentham House
	B27 7UX
	5
	Shared
	Bedsits and 1 bed Flats

	Albert Road
	B33 8AG
	5
	Shared
	Bedsits

	Summerfield Cresent
	B16 0EN
	5
	Shared
	Bedsits 



The properties are owned or managed by St Basils.

The properties have not been commissioned via a support contract, care organisation or private contract.

The Birmingham Youth Hub, Supported Lodgings and Birmingham Children Trust can refer young people to this accommodation. Current occupants can move between properties via the Move-on route if they meet the right criteria. 

Occupants should apply for housing benefit support, pay via earned income or a combination of both. 

Eligibility Criteria
To be eligible to access this accommodation, a young person must meet the following criteria:

a. Be aged 18-25 at the first letting and can stay for two years or 27th birthday whichever comes first.

b. One person per application (join application will be rejected)

c. The risk tracker confirms a minimum of one support need i.e. homelessness.

d. Be eligible to claim welfare benefits, be in work (including apprenticeships) or rely on multiple income sources to afford the rent.

e. Be able to provide proof of all current income sources before the first letting or within 7 days of signing the occupancy agreement:
i. A UC statement less than two months old
ii. PIP letter less than two months old
iii. Wage slips less than two-months-old (these should not be sent to the Housing Benefit department unless the payment period overlaps the tenancy start date)

f. Proof of identification:
i. Passport
ii. Provisional/full driving license
iii. Birth certificate
iv. Benefit letter
v. National insurance number

g. Workers and apprentices will be provided with an estimate of the weekly personal charge. They will need to confirm that they understand and commit to paying the higher personal charge as long as they work whilst residing at St Basil’s. 

h. Occupiers must report all change of income to St Basil’s and the Benefit Service as soon as it occurs. This includes changes to household composition or eligibility to live at St Basils (such as reaching the maximum age of 26 years old)

i. Applicants with existing debt will not be automatically excluded from receiving an offer (see Former Tenant debt)

j. Be capable and willing to engaging with the Lead Worker Service during the period of their time at St Basils.

Tenants need a local connection to Birmingham unless being supported under a statutory homeless application. 

St Basil’s will seek to end the occupancy agreement when one of the following criteria is met:
v. The occupant reaches their 27th birthday 
vi. The occupant has resided at St Basils for the maximum length of 2 years

Accommodation cannot be provided in the following circumstances without authorisation from a senior member of staff: 
University or full-time higher education students*
YP with no recourse to public funds
YP who turn 26 years old whilst waiting for an offer
YP who have a risk identified in the main policy
YP who have a pet
*Those who have a qualifying disability benefit can be accommodated if Housing Benefit agree to award the claim.

Referral Process
The Youth Hub are responsible for completing the pre-admission administration process. This includes creating the QL Client, adding personal information, collecting and uploading documents to the YP folder.

The Youth Hub will change the application status to 260 ‘Birmingham’ when the young person is ready to refer to St Basil’s.

The Allocations Team monitor 260 referrals daily. Each new application will be review within one working day of the Youth Hub moving the application to the correct status. The Team will read the accompanying documents (risk tracker, pathway plan, contact notes) to decide if the YP is eligible for the non-commissioned list.

The YP will join the Move On waiting list if the essential information is available. The main route will be via move on from Emergency accommodation. An email will be sent to the YP to confirm the decision and explain what should happen next.

The Allocations Team will contact the Youth Hub if information is missing, incomplete or insufficient. They can also contact the YP if this is likely to resolve the situation more quickly. The 260 Brimingham will be moved to ‘Pannel Review In Progress’ to confirm that more work is required.

The Allocations Team can move the YP to the Lead Worker Plus contract if the evidence on YP suggests that multiple needs have been identified. 

The YP is responsible for informing SB of any changes to their circumstances which may impact their eligibility to qualify of accommodation.

Waiting List Management 
4.1	Adding a YP to the Waiting List: The Allocations Team will:
· close the 260 Birmingham application with the correct outcome to notify the Youth Hub of the outcome. 
· immediately create a 300 Birmingham – Band C. This will ensure the YP joins the Move On waiting list. 
· email the YP to explain they have joined the Waiting List and what will happen next.

4.2	Matching a YP to a Read to Let property: The Allocations Team will:
	4.2.1	Review the Waiting List report daily
	4.2.2	Review the list of Ready to Let (RTL) properties daily
4.2.3	Match the person at the top of the Waiting List to the first appropriate property on the Ready to Let list – a note will be added to QL to explain why an offer cannot be made or whether an application is on hold
4.2.4	Raise and send a referral to the project with the RTL property
4.2.5	Review all referrals after two working days to ensure the project has actioned the referral   

4.3	Arranging the viewing and sign-up: The project staff will:
	4.3.1	Review the referral within one day of it arriving and contact the YP to arrange a viewing
4.3.2	Update QL contact notes with the outcome of speaking to the YP – failed attempts to contact the YP should be recorded on QL.
4.3.3	Arrange a viewing and sign-up – this should be completed within three days of the referral arriving
4.3.4	Alert the Allocations Team of any delay arranging the viewing and sign-up because it might be necessary to withdraw the offer and move to the next YP.
4.3.5	Alert the Allocations Team of any problems regarding contacting the YP, arranging the viewing and/or sign-up or issues with the information available on QL. Contact notes must be added to QL. 

4.4	Maintaining contact with YPs: The Allocations team will:
	4.4.1	Contact YP on the waiting list no less that every 21 days to complete a courtesy call
4.4.2	The YP will be asked if their circumstances have change significantly during the previous period – the risk tracker will be updated accordingly and notes added to QL
4.4.3	YP that no longer require accommodation will be removed from the list – an email must be sent to the YP confirming that their application has been closed and why it was closed
4.4.4	YP who cannot be contacted by phone or email after three attempts during a ten-day working period will have their application closed – an email must be sent to the YP confirming that their application has been closed and why it was closed

4.5	The timeline between raising a referral and completing the sign-up should not normally take more than three working days. The project must contact the Allocations Team if they are not able to contact the YP or agree a date to complete the sign-up by the end of the third day. 

4.6	The Allocations Team will support the project to contact the YP. This may include explaining the importance of viewing and completing the sign-up within three working days. 

4.7	The Allocations Team will decide whether to withdraw the offer and move to the next YP on the list. The YP who had the offer withdrawn will receive a second offer for the next available property. If this was their second offer, the application will be closed unless a reasonable reason for not attending the first offer is given (such as work pattern or a college course timetable).

4.8	The Allocation Team will refer a YP to the weekly Removing Barriers panel meeting if the project raises concerns about the information in the referral. The panel will attempt identify a solution to the barrier or maybe overturn the concern that has been made.

Reasons for Declining or Removing an Applicant
Information has been provided during the application process that prohibits them from receiving an offer according to the table in the policy document.

YP that do not respond to the Allocations Team after three attempts within a 10-day period will have their application closed – records of phone calls and emails must be recorded on QL prior to closing the application. 

YP that do not respond to contact from the project or who cannot attend a viewing and sign-up within three days will be contacted by the Allocations Team (see 4.5 – 4.7).

YP that do not have a right to claim welfare benefits (no recourse to public funds) or fail to provide reliable evidence of their right to claim benefits will be declined.

YP that provide false information to access accommodation will be declined – this includes those who have previously managed to move to St Basil’s accommodation.

The Applicant is known/believed to have engaged in behaviour that puts staff/residents or users of St Basil’s services at risk. This includes activity on social media/online platforms.

Appeals
6.1      Applicants will have the right to appeal against a decision made at any stage of this process. 
     Please see section 12 of procedure A for further information.


[bookmark: _Procedure_E_–][bookmark: _Toc219398863]Procedure E – Solihull Accommodation Services

1. Background
1.1    St Basil’s has 52 units of accommodation across 5 projects that have been commissioned by Solihull Metropolitan Borough Council (SMBC) across the following sites.
1.2   St Basils are funded for E-beds by the local council at Yardley House*. If a young person is ‘homeless on the day’ they may be referred to Allocations Panel. As described in the procedure below they will still have to meet the eligibility criteria, but the process may be condensed as their need is greater and this means they may be prioritised over the waiting list.

	Address
	Post Code
	Units
	Accommodation Type
	Size

	Galeno Place
	B36 9NE
	9
	Self-contained
	2 bedrooms

	Geraldine Court
	B37 5LN
	7
	Self-contained
	2 bedrooms

	Mildenhall
	B91 2AW
	12
	Self-contained
	1 bedroom

	Venture House
	B37 6EB
	8
	Self-contained
	bedsits

	Yardley House*
	B25 8RN
	16
	Shared
	bedrooms




1.3      Mildenhall House is owned and commissioned by SMBC and St Basils holds the lease.
1.4 Yardley House is a direct access project commissioned by SMBC 24 hour staffed.
1.5 Venture House is a step-down project for low support and is staffed Monday to Friday 9.30 to 5.30pm and night security from 10.00pm to 8.00am. The property is owned by SMBC and leased to Home Group, and St Basils are commissioned to provide the support.
1.6 Galeno Place/Geraldine Court is owned and manged by another Solihull Community Housing (SCH). St Basils are commissioned to provide support at these services.

2. Nomination Rights
2.1 Mildenhall House – St Basils has the nomination rights on the property. All referrals must come through Solihull Youth Hub (SYH)
2.2 Yardley House – All referrals must come through Solihull Youth Hub (SYH)
2.3 Venture House – St Basils working directly with Home Group have final decision on who moves in, but all referrals come through the Solihull Hub or from Yardley House direct access project.
2.4 Galeno Place/Geraldine Court – Solihull Community Housing has the nomination rights to these properties

3. Eligibility Criteria
3.1 To be eligible to hold a licence at Mildenhall House the young person must meet the following criteria:

a. Be aged 18-25 and have lived in Solihull for the past 5 years and have evidence of this.

b. One person per application 

c. Show they have independent skills.

d. If working an affordability test will be carried out.

e. Must be working or engaging in training or college.

 
3.2 To be eligible to hold a licence at Yardley House the young person must meet the following criteria:

a. Be aged 18-25 and have a 5-year local connection to Solihull and be able to evidence this.

b. One person per application 

3.3 To be eligible to hold a licence at Venture House the young person must meet the following criteria:

a. Be aged 18-25 and have a 5-year local connection to Solihull and be able to evidence this.

b. One person per application (joint applications will be rejected) 

c. Pass an affordability assessment to demonstrate that they will be able to pay the rent at the point of signing the agreement. Bank statements will be used along with proof of earnings at this stage to confirm the YP’s income and outgoings.

d. Applicants with existing debt will not be automatically excluded from receiving an offer (see Eligibility Assessment)

e. Be capable of living independently without support.

3.4 To be eligible to hold a licence at Geraldine Court/Galeno Place the young person must meet the following criteria:

Be aged 18-25 and have a relief duty
Be over 30 weeks pregnant and/or have 1 to 3 dependents under 5
One person per application (joint applications will be rejected/) 

3.5 No children will be permitted to live in Mildenhall House, Yardley House or Venture House. 

3.6 Waiting List: 

Mildenhall House carries a waiting list which is discussed every week in the Allocations meetings where all team leaders and the Solihull Youth Hub are in attendance.

Venture House carries a waiting list which is discussed every week in the Allocations meetings where all team leaders and the Solihull Youth Hub are in attendance.

Yardley House does not carry a waiting list due to the nature of it being a direct access.

3.7 Termination criteria: will apply for violence to other young people or staff, any serious anti-social behaviour or not staying in the project. (please refer to the communal living code/Licence agreement). 
For Mildenhall House:
i. Existing tenants must vacate their property one week before their 26th birthday 
ii. Existing licensees must not exceed the maximum tenancy length of 2 years.
For Venture House:
i. Existing tenants must vacate their property one week before their 26th birthday 
ii. Existing licensees must not exceed the maximum tenancy length of 2 years.
The Manager or Housing Management Officer (HMO) have the authority to decline the application if the Applicant is unable to improve their financial situation at this stage. The Applicant is welcome to make a new application if their circumstances improve in the future. 

For Yardley House:
i. Existing tenants must vacate their property one week before their 26th birthday 
ii. Existing licensees must not exceed the maximum tenancy length of between 3 and 9 months.

For Geraldine Court/Galeno Place:
i. Existing tenants must vacate their property one week before their 26th birthday 
ii. Existing licensees must not exceed the maximum tenancy length of 6 months.

Property Offer for Mildenhall/Venture
3.8 Applicants who have a successful interview will be sent a formal offer of accommodation when a property becomes available. 

3.9 Properties will be offered to Applicants in date order. The date the Applicant completed the Full Application determines their place in the queue.

3.10 The Applicant must respond to the offer and book a sign-up meeting within 5 working days. Applicants who do not respond or cannot complete the sign-up meeting within 5 working days will lose this offer. They will receive a second and final offer when the next property becomes available.


Reasons for Declining or Removing an Applicant for Mildenhall/Venture
3.11 Applicants that do not complete or respond to correspondence after 30 days will be removed from the waiting list. This ensures that the Application and Waiting List is kept as accurate as possible. Applicants can reapply 

3.12 Applicants will be contacted via email to explain why St Basils is unable to provide accommodation. If appropriate St Basils will refer them to alternative routes to access accommodation.

3.13 Applicants who reach 25 year 10 months whilst on the Waiting List will be notified that their application has been closed and the reason for this will be explained.

3.14 Applicant with existing debt or who’s outgoings exceed their income must demonstrate that they have a budgeting plan. Staff can decline an application if they have reason to believe that the plan is unrealistic. The Applicant can reapply when their circumstances have change for the better (their income has increased, or their expenditure has decreased).

3.15 If the Applicant is known/believed to have engaged in behaviour that may put staff/residents or users at risk.


4. Appeals
4.1     Applicants will have the right to appeal against a decision made at any stage of this process. 
  	Please see section 12 of procedure A for further information.


[bookmark: _Procedure_F_–][bookmark: _Toc219398864]Procedure F – Worcestershire Accommodation Services

1. Background
1.1. St Basil’s has 85 units of jointly commissioned supported housing across the Worcestershire County. In addition, St Basils provides 4 units of Crash Pad accommodation to the District Authorities; Crash Pads are excluded from the following criteria.

	Address
	Post Code
	Units
	Accommodation Type
	Size

	Bromsgrove Foyer
	B60 2LG
	4
	Self-contained 
	One-bed Flat

	Bromsgrove Foyer
	B60 2LG
	15
	Self-contained 
	Single studio

	Kidderminster Foyer
	DY10 1PF
	3
	Self-contained 
	One-bed Flat

	Kidderminster Foyer
	DY10 1PF
	16
	Self-contained 
	Single studio

	Beoley Court
	B98 8LR
	9
	Shared
	Room

	Grange Court
	B98 8EJ
	2
	Shared
	Room

	Grange Court
	B98 8EJ
	14
	Self-contained 
	One-bed Flat

	Smallwood Alms-houses
	B98 7BH
	16
	Self-contained 
	One & Two Bed Flat

	Merstow Place
	WR11 4AZ
	2
	Self-contained 
	One-bed Flat

	Merstow Place
	WR11 4AZ
	8
	Shared
	Room



1.2. The properties are managed by St Basils on behalf of the respective landlords/ building owners.

2. Nomination Rights
2.1. The respective District Councils’ Housing teams and Worcestershire Children’s Services (WCS) have sole nomination rights to the properties. Their rights are detailed in:

· Commissioned support contract agreements and SLAs

2.2. Nominations from WCS will be processed through the respective Housing team and limited to non-relevant 16/17-year-olds and 18+ Care Leavers

2.3. Housing teams will hold direct nomination rights for 18+ non-care leavers

2.4. The respective Housing teams with nomination rights are:
· Bromsgrove Foyer – Bromsgrove District Housing Trust (BDHT) on behalf of Bromsgrove District Council via the Young Person’s Pathway Worker
· Kidderminster Foyer – Wyre Forest District Council Housing Options
· Beoley Court; Grange Court & Smallwood – Redditch Borough Council Housing Options via the Young Person’s Pathway Worker
· Merstow Place – Wychavon District Council Housing Options

2.5. Nominations will be prioritised based on:
· Firstly, to maintain the number of units allocated to each cohort, determined by the County or District commissioned support contracts
· Secondly, based on the urgency or priority of young people on the waiting list
· If more than one young person holds equal priority, allocation will be based on the length of time on the waiting list

3. Eligibility Criteria
3.1. To be eligible for St Basils’ accommodation across Worcestershire the young person must meet the following criteria:

a. Be aged 16 - 24 at the first letting for Bromsgrove Foyer, Kidderminster Foyer, Beoley Court and Grange Court; or 18 - 24 for Smallwood and Merstow Place

b. One person per application; joint tenancy applications are not accepted. However, in addition to single occupants, the following household types will be considered for accommodation:

i. Bromsgrove Foyer and Kidderminster Foyer – parent with one child
ii. Grange Court – couple without child/ren
iii. Smallwood – parent with child/ren and young families
iv. Merstow Place – parent or young family with one child

c. Be able to provide or access ID documents

d. Be able to demonstrate proof of income or entitlement to benefits

e. Be prepared to actively engage with support to progress to independence

f. Be able to establish a local connection to the relevant District or be a Worcestershire Care Leaver

g. Applicants with existing debt will not be automatically excluded from receiving an offer (see Eligibility Assessment)

3.2. If an applicant has previously held a tenancy elsewhere, a landlord reference will be sought where deemed necessary.

4. Waiting List & Letting Process
4.1. Housing Management Officers are responsible for completing the pre-admission process and maintaining the waiting list. This includes building the QL Client, maintaining accurate YP personal information, creating Applications and moving the Application to the correct status. This role includes corresponding with the referring agent and YP via email and phone. 

4.2. The Applicant is responsible for informing St Basils of any changes to their circumstances during the application process which may impact their eligibility to qualify for accommodation.

4.3. Applicants will be referred using St Basils’ Referral Form for Worcestershire which should be emailed using encryption to: Referrals.Worcestershire@stbasils.org.uk 

4.4. Housing Management Officers will contact the applicant via telephone and email, inviting them to attend for an initial assessment interview. 

4.5. The email will also list the documents that must either be emailed by return or brought to the assessment interview.

4.6. The applicant is welcome to be accompanied by a professional involved in their case or a family member.

4.7. The young person (applicant) will be invited to view the scheme when attending the assessment meeting.


Eligibility Assessment
4.8. Applicants and the referring agent will be informed of the outcome of their initial assessment by email within 5 working days.

4.9. Successful applicants will remain on the Waiting List until a property becomes available. 

4.10. Applicants with existing rent arrears or debts will be encouraged to evidence commitment to a repayment plan.

Property Offer
4.11. Applicants and their referring agent will be contacted by telephone and email with an offer of accommodation when a property becomes available. 

4.12. Properties will be offered in order as in 2.5 above.

4.13. The Applicant must respond to the offer and book a sign-up meeting within 5 working days. Applicants who do not respond or cannot complete the sign-up meeting within 5 working days will lose this offer. They will receive a second and final offer when the next property becomes available.


Reasons for Declining or Removing an Applicant
4.14. Applicants that do not complete or respond to correspondence after 30 days will be removed from the waiting list. This ensures that the Application and Waiting List is kept as accurate as possible. Applicants can reapply 

4.15. Applicants will be contacted via email to explain why St Basils is unable to provide accommodation. If appropriate St Basils will refer them to alternative routes to access accommodation.

4.16. Applicants who reach 25 whilst on the Waiting List will be notified that their application has been closed and the reason for this will be explained.

4.17. Applicants whose circumstances change and impact on their eligibility to be housed will be contacted and informed of the reason they have been removed from the Waiting List.

4.18. If the Applicant is known/believed to have engaged in behaviour that may put staff or other residents at risk the application may be declined. This includes activity on social media/online platforms.


5. Appeals
5.1	Applicants will have the right to appeal against a decision made at any stage of this process. Please see section 12 of procedure A for further information.










[bookmark: _Procedure_G_–][bookmark: _Toc219398865]Procedure G – Coventry Accommodation Services

1. Background 
1.1	St Basil’s has 53 units of accommodation across 2 projects that have been commissioned by Coventry City Council with access to 24-hour support.
Lorna Esien Court is owned and managed by St Basils; Spring Housing manages Coventry Foyer.

1.2	St Basils is commissioned to deliver support to 53 young people in accommodation and 67 young people within the Floating Support Service.

1.3	The Coventry Youth Hub and Floating Support Service raise referrals to the Accommodation Team and Floating Support in temporary accommodation, living in exempt accommodation and independent tenancies.

1.4	Occupants should apply for housing benefit support, pay via earned income or a combination to be able to afford to pay rent.

	Address
	Post Code
	Units
	Accommodation Type
	Size

	Lorna Esien Court
	CV2 1SD

	32
	Self-contained
	1 bed flat


	Coventry Foyer

	CV1 3AX
	21
	Self-contained
	1 bed studio



2. Eligibility Criteria

2.1. To be eligible to access this accommodation, a young person must meet the following criteria:

a. Be aged 18-24 at the first letting.

b. Applicants must be single

c. The risk assessment must confirm two or more support needs

d. Be eligible to claim welfare benefits, be in work (including apprenticeships) or rely on multiple income sources to afford the rent.

e. Be able to provide proof of all current income sources before the first letting or within 7 days of signing the occupancy agreement:
i. A UC statement valid within the month requested.
ii. Wage slips valid within the month requested.
iii. Bank Statements valid within the month requested.

f. Proof of identification - One or more of the following items is desirably but not essential before the first letting:
i. Valid Passport
ii. Valid Provisional/full driving license
iii. Birth certificate
iv. National insurance number
v. Valis E-visa confirming right to live & work status

g. Workers and apprentices will be provided with an estimate of the weekly personal charge before they accept the offer of accommodation. They will need to confirm that they understand they are responsible for paying the higher personal charge whilst residing at St Basil’s and in employment. 

h. Occupiers must report any changes to their income to St Basil’s and the Benefit Service as soon as it occurs. This includes changes to household composition or eligibility to live at St Basils (such as reaching the maximum age of 26 years old)

i. Applicants with existing debt will not be automatically excluded from receiving an offer (see Former Tenant debt)

j. Be capable and willing to engage with the Floating Support Service during the period of their time at St Basils.

2.2. Young people must have a local connection to Coventry of 6 months.,

2.3. St Basil’s will seek to end the occupancy agreement when one of the following criteria is set:

2.4. The occupant reaches their 26th birthday. 

2.5. The occupant has resided at St Basils for the maximum length of 2 years.

2.6. Accommodation, cannot be provided in the following circumstances without authorisation: 
· No recourse to public funds.
· Turns 25 years old whilst waiting for an offer.
· Has a risk identified in the main Referral and Allocation Policy.
· Has a pet.

*Those who have a qualifying disability benefit may be offered accommodation if Housing Benefit agree to award the claim.

3. Referral Process
3.1. Referrals are made via the online application available on St Basils website.
3.2. Where a young person does not have the ability to complete an online application, the 
       Coventry Youth Hub Team will complete a phone application.

  3.3. The Coventry Youth Hub is responsible for completing the pre-admission administration.
       process. This includes creating the QL Client, adding personal information, collecting and  
       uploading documents to the YP folder.

  3.4. The Coventry Youth Hub will change the application status applicable to Coventry when the  
        young person is ready be assessed for support.

  3.5. The Coventry Youth Hub will review new applications received within one working day and will 
        move the application to the assessment status. 

  3.6. The Coventry Youth Hub will upload all documents (risk tracker, pathway plan, contact notes) 
       to QL to decide if the YP is eligible for the Accommodation or Floating Support. The following 
       exceptions apply: 

· Support too low – young people with less than two needs will be referred to exempt. 
· Accommodation providers and private landlords.
· Support too high – young people who exceed the accommodation and Floating Support threshold will be referred to Coventry Vulnerable Persons Complex Needs Forum.

3.7. On receiving a referral, the St Basils Accommodation or Floating Support Teams, will contact    
       the Youth Hub if information is missing, incomplete or insufficient. The Accommodation Team 
       can also contact the young person if this is likely to resolve the situation more quickly. 

3.8. The young person is responsible for informing St Basils of any changes to their   
       circumstances, which may impact their eligibility to qualify for accommodation.

4. Waiting List Management

4.1.     Adding a YP to the Waiting List: 
The Housing Management officer and Floating Support Team will email or call the young person to explain they have been placed on the Waiting List and what will happen next.
4.2.     Matching a YP to a Ready to Let property: 
The Housing Management Officer and Floating Support Team will:
i. Review the Waiting List daily.
ii. Review the list of Ready to Let properties or units of Floating Support available daily.
iii. Match the person at the top of the Waiting List to the first appropriate units available.

A note will be added to QL to explain why an offer has been decline or accepted.

4.3.     Arranging the viewing and sign up for accommodation and Floating Support
    	The Housing Management Officer or Floating Support Team will: 

i. Review the referral within one day of it arriving and contact the YP to arrange a property viewing or engage with support. 
ii. Update QL contact notes of the discussion held with the young person including any failed attempts to contact the YP as it may be necessary to withdraw the offer and contact the next young person on the waiting list.    
iii. If an offer is withdrawn the will receive a second offer for the next vacant property. A young person may be given a second offer, if they have a reasonable reason for not attending the first viewing is given (such as work pattern or a college course timetable).
iv. Arrange a viewing and sign-up for accommodation, this must be completed within three working days of the young person being contacted. 


5.        Maintaining contact with Young People:

5.1.       Young people who no longer requires accommodation will be removed from the wating list.   
      The young person will be notified by email confirming their application has been closed,
       and the reason. 

5.2.       Young people who cannot be contacted by phone or email after three attempts during   
 a ten-day working period, will have their application closed – an email will be sent to the   
 Coventry Youth Hub or Floating Support Service confirming that their application has been   
 closed, and the reason.

5.3.  The timeline between raising a referral and completing the sign-up should not normally   
  take more than three working days. 
6.  Reasons for Declining or Removing an Applicant
6.1.  Information has been provided during the application process that prohibits them from  
 receiving an offer according to the eligibility criteria in the Referral and Allocations Policy.

6.2.  They do not respond after three attempts within a 10-day period, will result in their  
 application being closed. Records of phone calls and emails will be recorded on QL before
 closing the application. 

6.3.  They do not have a right to claim welfare benefits (no recourse to public funds) or fail to  
  provide reliable evidence of their right to claim benefits.

6.4.  They provide false information to access accommodation, including those who have  
  already been offered and moved into St Basil’s accommodation.

6.5.   They are known/believed to have engaged in behaviour that puts staff/residents or   
   visitors of St Basil’s services at risk. This includes any activity on social media/online  
   platforms.

6.6.  The Accommodation or Floating Support Service are unable to meet the support needs or   
             or manage the risks presented to or from young person.

7. Appeals 
7.1	Applicants will have the right to appeal against a decision made at any stage of this process. Please see section 12 of procedure A for further information.
[bookmark: _Procedure_H_–]

[bookmark: _Toc219398866]Procedure H – Warwickshire Accommodation Services

1. Background
1.1. St Basil’s has 79 units of accommodation within the Warwickshire area. 36 units are provided by P3 (supported housing provider who provide landlord and support services on a sub contract basis) where St Basils have full nomination rights, 46 managed by St Basils.

	Address
	Post Code
	Units
	Accommodation Type
	Size

	Mardale House (P3)
	CV11 7PZ
	9
	Shared 
	Room

	Deepmoor House (P3_
	CV22 7PT
	11
	Shared 
	Bedsit

	Hadley Mews (P3)
	CV11 4SF
	8
	Self-Contained 
	1 and 2 bed Flats

	Meadow House (P3)
	CV9 1GA
	6
	Self-Contained

	1 bed Flats

	Binswood Lodge 
	CV32 5SG
	25
	Shared
	Room

	Newbold Lodge 
	CV32 4HN
	9
	Shared
	Room

	Warford Lodge 
	CV31 1NE
	6
	Shared
	Room

	Packhorse House 
	CV37 9AW
	5
	Shared
	Room



1.2. The properties are owned by external landlords, managed and operated by St Basils (and P3)
1.3. No external body has nomination rights to these properties


2. Eligibility Criteria

2.1. To be eligible to hold a licence within Warwickshire Youth Pathway you must have an area connection to access the services, which can include a sub district, i.e. Warwick and Leamington or Nuneaton.

a. Be aged 16-24 at the first letting.

b. One person per application 

c. Meet the requirements of the Warwickshire County Council contract (Supported Accommodation Regulations 2023, Supported Housing Oversight Act 2023)

d. Pass an affordability assessment to demonstrate that they will be able to pay the rent at the point of signing the agreement. Bank statements will be used along with proof of earnings at this stage to confirm the YP’s income and outgoings.

e. Applicants with existing debt will not be automatically excluded from receiving an offer (see Eligibility Assessment)

f. Are required to have identified support needs which will be defined via a full assessment.

g. Those identified with Care needs are out of scope.


2.2. If an applicant has previously held a tenancy elsewhere, a landlord reference could be sought where deemed necessary.

2.3. Termination criteria: 
i. Existing tenants must vacate their property one week before their 26th birthday 
ii. Existing licensees must not exceed the maximum occupancy length of 2 years.


3. Waiting List & Letting Process

3.1. All referrals must go through The Warwickshire Youth Pathway Virtual HUB

3.2. The applicant is responsible for informing St Basils of any changes to their circumstances during the application process which may impact their eligibility to qualify for accommodation.

3.3. The Warwickshire Youth Pathway Service Administrator will contact the applicant via email or telephone inviting them to complete the full assessment of needs. A unique QL application number will be applied. This application number should be used in all correspondence between St Basils and the young person. 

3.4. The Warwickshire Youth Pathway have 2 panel meetings per week to discuss referrals and allocate to the waiting lists for:

3.4.1	Accommodation for the South (managed by St Basils) (usually Thursday)

3.4.2	Accommodation for the North (managed by P3) (usually Monday)

3.5. Successful applicants will remain on the Waiting List until a property becomes available in accordance with section 3.15. 

3.6. Applicants with existing debts and those who’s expenditure exceeds their income will not normally be automatically excluded. The Manager or Housing Officer will discuss with the Applicant options for how best to manage the situation going forward. Applicants will be asked to provide their previous two months bank statements, so that an income and expenditure assessment can be completed.


Property Offer

3.7. Applicants who have completed a full needs assessment and are accepted onto a waiting list will be sent a formal offer of accommodation when a property becomes available. 

3.8. We will keep those on the waiting list updated regularly, as per agreement but generally monthly.

3.9. Properties will be offered to Applicants in date order. The date the Applicant completed the Full Application determines their place in the queue.

3.9.1 	Subject to special circumstances, 3.9 may not apply, this is reserved for those where the need presented has priority over others on the waiting list (risk, vulnerability, agency)

3.10. The Applicant must respond to the offer and book a sign-up meeting within 5 working days. Applicants who do not respond or cannot complete the sign-up meeting within 5 working days will lose this offer. They will receive a second and final offer when the next property becomes available.


Reasons for Declining or Removing an Applicant
3.11. Have no identifiable support needs and assessed as housing need only.
3.12. Applicants that do not complete or respond to correspondence after 30 days will be removed from the waiting list. This ensures that the Application and Waiting List is kept as accurate as possible. Applicants can reapply 

3.13. Risk factors identified that prevent us from accommodating will be highlighted at the needs assessment, however, should risk factors or safeguarding concerns be present for the applicant or risk factors identify an impact to the accommodation, other young people or staff then the offer could be withdrawn, this will be subject to:

· A re assessment of needs and update risk management plan
· A removing barriers meeting (identify what needs to be put in place to accommodate) 
· Seeking further clarity from services already engaged with the young person

3.14. Applicants will be contacted via email to explain why St Basils is unable to provide accommodation. If appropriate St Basils will refer them to alternative routes to access accommodation.

3.15. Applicants who reach 24 year 10 months whilst on the Waiting List will be notified that their application has been closed and the reason for this will be explained.

3.16. Applicant with existing debt or who’s outgoings exceed their income must demonstrate that they have a budgeting plan. Staff can decline an application if they have reason to believe that the plan is unrealistic. The Applicant can reapply when their circumstances have change for the better (their income has increased, or their expenditure has decreased).

3.17. If the Applicant is known/believed to have engaged in behaviour that may put staff/residents or users of Warwickshire Youth Pathway at risk (this includes activity on social media/online platforms).


4. Appeals
4.1	Applicants will have the right to appeal against a decision made at any stage of this process. Please see section 12 of procedure A for further information.

 


[bookmark: _Procedure_I_–]

[bookmark: _Toc219398867]Procedure I – Live and Work Birmingham

1. Background
1.1. St Basil’s has 80 shared ensuite bedsits at the Birmingham Live and Work properties.

	Address
	Post Code
	Units
	Accommodation Type
	Size

	Willam Booth Lane
	B4 6HJ
	80
	Shared
	Room with ensuite



1.2. The property is owned by St Basils
1.3. No external body has nomination rights to this property

2. Eligibility Criteria
2.1. To be eligible to hold a licence at Birmingham Live and Work the young person must meet the following criteria:

a. Be aged 18-25 at the first letting and can stay for two years or 27th birthday whichever comes first.
b. One person per application (joint applications will not be processed and the applicant will be informed)
c. Be in work and provide evidence of employment (which includes those in an apprenticeship). Types of evidence accepted are:
i. A signed employment contract
ii. Wage slips
iii. P60
iv. A job offer from their new employer on headed paper 
v. Bank statements for previous two-month period

d. Pass an affordability assessment to demonstrate that they will be able to pay the rent at the point of signing the agreement. Bank statements will be used along with proof of earnings at this stage to confirm the YP’s income and outgoings.

e. Applicants with existing debt will not be automatically excluded from receiving an offer (see Eligibility Assessment)

f. Be capable of living independently without support.

2.2. Tenants at Birmingham Live and Work do not need a local connection to Birmingham 

2.3. No children will be permitted to live in Birmingham Live and Work services. Children under 16 years of age are not allowed to visit the project.

2.4. If an applicant has previously held a tenancy elsewhere, a landlord reference will be sought where deemed necessary.

2.5. Termination criteria: 
i. Existing tenants must vacate their property on their 27th birthday 
ii. Existing licensees must not exceed the maximum tenancy length of 2 years.


3. Waiting List & Letting Process
3.1. The Allocations Team are responsible for completing the pre-admission process. This includes building the QL Client, maintaining accurate YP personal information, creating Applications and moving the Application to the correct status. This role includes corresponding with the YP via email and phone. 

3.2. The Applicant is responsible for informing St Basils of any changes to their circumstances during the application process which may impact their eligibility to qualify for accommodation.

3.3. Applicants will be required to apply for accommodation via an online application form on St Basils website (this is called an Expression of Interest). 

3.4. The Allocations Team will contact the applicant via email inviting them to complete the full Application Form online. The email will quote the unique QL application number. This application number should be used in all correspondence with St Basils. 

3.5. The email will also list the documents (listed in 2.1.c) that must be emailed by the applicant when replying.

Full Application
3.6. Each Full Application will be assessed by the Allocations Team. The applicant will be formerly whether they have successfully joined the waiting list.

Eligibility Assessment
3.7. Applicants who have completed the Full Application will be invited to view the property and attend an assessment at the site. Applicants that meet the full criteria will be moved from the Initial Enquiry stage to join the official Birmingham Live and Work waiting list at status ‘300 Birmingham’. 

3.8. Successful applicants will remain on the Waiting List until a property becomes available. 

3.9. Applicants with existing debts and those who’s income exceeds their expenditure will not normally be automatically excluded. The Manager or Housing Officer will discuss with the Applicant options for how best to manage the situation going forward. Applicants will be asked to provide their previous two months bank statementsso that an income and expenditure assessment can be completed.

3.10. The Manager or Housing Officer have the authority to decline the application if the Applicant is unable to improve their financial situation at this stage. The Applicant is welcome to make a new application if their circumstances improve in the future. 

Property Offer
3.11. Applicants who pass the interview will be sent a formal offer of accommodation when a property becomes available. 

3.12. Properties will be offered to Applicants in date order. The date the Applicant completed the Full Application determines their place in the queue.

3.13. The Applicant must respond to the offer and book a sign-up meeting within 5 working days. Applicants who do not respond or cannot complete the sign-up meeting within 5 working days will lose this offer. They will receive a second and final offer when the next property becomes available.


Reasons for Declining or Removing an Applicant
3.14. Applicants that do not complete or respond to correspondence after 30 days from the date of their initial application, will be removed from the waiting list. This ensures that the Application and Waiting List is kept as accurate as possible. Applicants can reapply at a later date. 

3.15. Applicants will be contacted via email to explain why St Basils is unable to provide accommodation. If appropriate St Basils will refer them to alternative routes to access accommodation.

3.16. Applicants who reach 26th birthday whilst on the Waiting List will be notified that their application has been closed and the reason for this will be explained.

3.17. Applicant with existing debt or who’s outgoings exceed their income must demonstrate that they have a budgeting plan. Staff can decline an application if they have reason to believe that the plan is unrealistic. The Applicant can reapply when their circumstances have change for the better (their income has increased, or their expenditure has decreased).

3.18. If the Applicant is known/believed to have engaged in behaviour that may put staff/residents or users of William Booth Lane at risk (including activity on social media/online platforms) their application for accommodation will be reviewed by the Director of Housing.


4. Appeals
4.1	Applicants will have the right to appeal against a decision made at any stage of this process. Please see section 12 of procedure A for further information.










[bookmark: _Procedure_J_–][bookmark: _Toc219398868]Procedure J – Live & Work Sandwell

Background
St Basil’s has 86 live and work properties at Hallam Close.

	Address
	Post Code
	Units
	Accommodation Type
	Size

	Apprentice House
	B71 4HU
	32
	Shared
	Bedsit

	Boothroyd House
	B71 4GY
	18
	Self-contained
	1-bed

	All Saints House
	B71 4GZ
	18
	Self-contained
	1-bed

	Hallam House
	B71 4GX
	18
	Self-contained
	1-bed



The properties are owned by Sandwell & West Birmingham NHS Trust (the “Trust”). 

St Basil’s holds a 30-year lease on the four buildings from the Trust which allows them to be let to young people between the ages of 16 and 25 who are in work or undertaking an apprenticeship.

Nomination Rights
Sandwell Metropolitan Borough Council (SMBC) and the Trust have primary nomination rights to the properties. Their rights are detailed in:

· a nominations agreement between SMBC and SB

· the lease between the Trust and SB

Suitable nominations from SMBC take precedence over nominees from other organisations or via other routes at Boothroyd House, All Saints House and Hallam House. SMBC have perpetual nomination rights to all 54 properties.

If a suitable nominee from SMBC for a vacant property at Boothroyd House, All Saints House and Hallam House are not available, the vacant property will be offered to the next applicant on the waiting list irrespective of the nomination route.

Suitable nominations from the Trust take precedence over nominees from other organisations or via other routes at Apprentice House.

If a suitable nominee from the Trust for a vacant property at Apprentice House is not available, the vacant property will be offered to next applicant on the waiting list irrespective of the nomination route.

Eligibility Criteria
To be eligible to hold a tenancy in one of the four blocks at Hallam Close the young person must meet the following criteria. Prospective tenants must:

a) Be aged 18-24 at the first letting. 

i. Existing tenants must vacate their property within 30 days of their 26th birthday 
ii. Existing tenants must not exceed the maximum tenancy length of 2 years.

b) Be in work or starting work within 30 days of the tenancy start date subject to the tenant being able to provide evidence that the rent can be paid in the pre-employment period.

i. The tenant must provide evidence of employment or an offer of employment which may consist of:
· A signed employment contract
· Bank statements
· Wage slips
· P60
· A job offer from their new employer on headed paper

ii. A period of longer than 30 days may be approved in exceptional circumstances providing the tenant can demonstrate that the rent can be paid.

c) Be in an apprenticeship or starting an apprenticeship within 30 days of signing a tenancy subject to the tenant being able to provide evidence that the rent can be paid prior to starting the apprenticeship.

i. The tenant must provide evidence of an apprenticeship or an offer of an apprenticeship which may consist of:
· A signed employment contract
· Bank statements
· Wage slips
· A job offer from their new employer on headed paper

ii. A period of longer than 30 days may be approved in exceptional circumstances providing the tenant can demonstrate that the rent can be paid.

d) Be capable of living independently without support.

e) Pass an affordability assessment to demonstrate that they will be able to pay the rent for the duration of their tenancy.

i. Rents must be set no higher than the Black Country BRMA LHA rate for the property type.

Tenants at Hallam Close are not required to have a local connection to Sandwell but those with a local connection will be prioritised.

Children who are aged 1 or less when a tenancy is granted to their parent will be permitted to live with a single parent in Boothroyd House, Hallam House and All Saints House up to the age of 3 providing the parent meets the other eligibility criteria. No children will be permitted to live in Apprentice House.

If an applicant has previously held a tenancy elsewhere, a landlord reference will be sought.


Waiting List & Letting
Once it has been established that an applicant is eligible, points will be allocated using the criteria set out below. 

	Criteria
	Property
	Points

	SMBC nominee
	Boothroyd, Hallam & All Saints
	200

	Trust nominee
	Apprentice House
	200

	Applicant has progressed from the Reserve List
	All
	120

	Sandwell local connection[footnoteRef:1] [1:  A local connection to Sandwell is defined as:
living or working in the borough for 12months in the last 24 
Having an offer of employment in the borough
being born in Sandwell
having siblings, parents or grandparents living in Sandwell.] 

	All
	70

	Homeless or threatened with homelessness
	All
	60

	Current or previous SB tenant[footnoteRef:2] [2:  The applicant must have lived in an SB property for at least 3 months and must not have rent arrears.] 

	All
	50

	Care experienced
	All
	50

	Previous experience of homelessness[footnoteRef:3] [3:  No fixed abode; sofa surfing; street homeless; temporary accommodation (inc. B&B/Hotel)] 

	All
	50

	Living in overcrowded or unsuitable accommodation
	All
	30

	Nominee from another Social Housing Provider
	All
	30

	Per year on the waiting list
	All
	5



Prospective tenants with higher numbers of points will receive an offer first. 

If prospective tenants have the same number of points, the applicant who has been on the waiting list the longest will receive an offer first.

If an applicant refuses a suitable offer of accommodation for any property at Hallam Close, they will be unable to re-join the waiting list for 3 months.

Initial Application
Applicants or the referring organisation will be required to apply for accommodation at Hallam Close via an online application form on SB’s website. The Allocations Team will screen the applications and inform applicants by email or letter if this initial application has been successful.

If the applicant is not already known to St Basils, the Allocations Team will add them to QL so they become a Client. All applicants will be sent their unique client number to ensure future correspondence is managed accurately.

The Allocations Team will also create an Initial Enquiry in QL so that the progress of their application can be monitored at all stages of the process.


Secondary Application
Successful applicants will be issued with a more detailed secondary application form which the applicant of the referring organisation must complete. Each secondary application will be assessed by the Allocations Team. The applicant will be notified by email or letter that their application to join the waiting list has been successful. 

Applicants will be invited to view the property and attend an interview at the site. Applicants that meet the full criteria will be moved from the Initial Enquiry stage to join the official Hallam Waiting list at status 300. Successful applicants on the wating list will receive an initial offer of accommodation depending on their points ranking.

Those applicants who are happy to accept the offered property and who pass the interview will be sent a formal offer of accommodation. All applicants will receive written notification of their interview outcome.

Applicants will have the right to appeal against initial application decisions, secondary application decisions, waiting list points allocations and interview decisions.

Applicants that do not complete the secondary application will be removed from the W/L after 30 days. This ensures that the W/L is kept as accurately as possible.

Applicants that do not meet the criteria will be advised via an email of why St Basils cannot provide accommodation. If appropriate St Basils will refer them to alternative routes to access accommodation.

Reserve List 
Those young people who are not in work or an apprenticeship may still apply for accommodation at Hallam Close but will be added to a reserve waiting list rather than the main waiting list. 

To be eligible for a place on the reserve waiting list, applicants must meet all eligibility criteria outlined at Section 3 above other than being in work or an apprenticeship. 

SB’s partners and its employability team will work with the top 20 young people on the reserve list to help them obtain work or an apprenticeship and to obtain a place on the accommodation waiting list.

Applications for the reserve list will be reviewed in the order they are received, and applicants will be awarded points based on the criteria set out below. If applicants scores are equal, the applicant whose application was received first will receive priority.

	Criteria
	Points

	SMBC or Trust nominee
	140

	Sandwell local connection
	70

	Homeless or threatened with homelessness
	60

	Current or previous SB tenant
	50

	Care experienced
	50

	Previous experience of homelessness
	50

	Living in overcrowded or unsuitable accommodation
	30

	Nominee from another Social Housing Provider
	30

	Per year on the waiting list
	5



Points allocated on the reserve list will not be carried over to the main list. Applicants will be re-assessed and allocated a new points total based on their current circumstances.

Appeals
6.1 	Applicants will have the right to appeal against a decision made at any stage of this process. Please see section 12 of procedure A for further information. 
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1. Background
1.1 St Basil’s has Host properties used for Supported Lodgings (Host accommodation). The number of properties change regularly and the locations are confidential.
1.2 Supported Lodgings Hosts provide their spare room for the use of St Basils to provide accommodation and support for young people aged 16-25. 
1.3 The properties are owned by the Supported Lodgings Host or by the Host’s landlord.
1.4 Hosts who rent are required to have landlord permission to sublet.
1.5 No external body has nomination rights to these properties
1.6 Local authorities commission Supported Lodgings on a commissioned or a spot purchase basis.

2. Eligibility Criteria
2.1 To be eligible to hold a licence with a Supported Lodgings property, the young person must meet the following criteria:

a. Be aged 16-25.
b. One person per application
c. Provide relevant ID and proof of income if eligible to claim benefits. Social Services will need to confirm funding approval for young people who are not eligible to claim benefits. 

Types of evidence accepted are:
a. Passport
b. Drivers licence
c. Birth certificate 
d. Bank statements for previous two-month period

Eligibility Assessment
a. Staff will conduct a risk assessment with the young person.
b. Supported Lodgings team will explain about the Supported Lodgings process
c. Approval is required from the Placements Team for Children’s Services or the Placing Authority’s Housing Team for the placement to proceed.
d. Young person must be deemed as low risk and low to medium support need (see Supported Lodgings guide)

2.2 Young people within Supported Lodgings need a local connection to the placing authority 

2.3 Pregnant mothers and parents will be considered for Supported Lodgings in some instances, but St Basils will only support the young person aged 16-25 and not their children.

2.4 Licence duration:
i. Young people are able to remain in Supported Lodgings for up to 2 years,
ii. Homeless young people can remain for 3 months if provided as a temporary accommodation (TA) offer.
iii. If the young person has not moved on within this time, the placing authority may extend the placement whilst suitable move on accommodation is found.
iv. If the young person is under 18, the Supported Lodgings placement may be able to continue as an arrangement through Children’s Services. 
v. For young people who are over 18, they will move into commissioned or Move On accommodation within St Basils after Supported Lodgings or make their own alternative arrangements.
vi. If young people fail to adhere to the licence agreement or living together agreement, St Basils will issue warnings as per the warning procedure or issue a notice to quit.  This will be done on behalf of the placing authority.

3. Waiting List & Letting Process

3.1 The Applicant is responsible for informing St Basils of any changes to their circumstances during the application process which may impact their eligibility to qualify for accommodation.

Property Offer
3.2 Young people who have been approved for Supported Lodgings will be offered to move in with a Host if approved by the placing authority and the Supported Lodgings team either on the same day or on agreed date.

3.3 Young people moving in on an emergency basis will be accommodated as a Nightstop arrangement or emergency Supported Lodgings and will initially not have a key.  

3.4 On Nightstop, the Host will provide food for young people, although this doesn’t happen in Supported Lodgings.  This arrangement normally lasts for only one week unless there is a valid reason to extend.

3.5 Young people on Nighstop do not have access to the property during the daytime and leave when the Host vacates the property and return in the evening.  They do not have a key.

3.6 Arrangements will be made for the young person to move in to Supported Lodgings.  In some cases, the young person may be able to visit the Host prior to move in.  This is called a ‘match meeting’ or ‘pre-placement meeting’.

Reasons for Declining or Removing an Applicant
3.7 The Local Authority deem that there is no housing need or local connection.

3.8 If there is insufficient information from provided by the referrer around the young person’s risk and needs, circumstances for the Supported Lodgings team to screen the referral.  (In these cases, the team will request further information from the referrer or approach the young person or professionals directly).

3.9 The level of risk or support needs exceed the criteria for Supported Lodgings or if they require care and not support.

3.10 There is not a suitable Host available to accommodate the young person i.e. the young person’s needs do not match the support that the Host can offer.

3.11 The young person is not in agreement to complying with the licence agreement or house rules or refuses to pay the cost of utilities (£15)

4. Appeals
4.1	Applicants will have the right to appeal against a decision made at any stage of this process. Please see section 12 of procedure A for further information. 
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1. Background
1.1. St Basil’s operates several internal Move-on pathways which enable young people, who meet the right criteria, to move to a different property.

1.2. Each internal Move-on application is judged on its merits against the following criteria in section 2.

1.3. St Basil’s is not obliged to provide an internal Move-on. A young person will be matched to an appropriate property if eligible and when one becomes available.

1.4. The young person will be expected to take the first offer unless it is declined on reasonable grounds. A maximum of two offers will be provided. The Move-on application will be closed if the second offer is not accepted.

2. Move-on Pathways
2.1. Health and safety move is requested if at young person is at significant risk if they remain in their accommodation therefore moving them to a new location is necessary to promote their safety. The risk can result of their own actions or the action of another person. A move can only occur if an appropriate property is read to let. Overcrowding is considered as a health and safety move (i.e. parent and child sharing a bedsit). A planned move will be arranged where possible.

2.2. Emergency bed to stepdown accommodation move is requested if a young person has reached the maximum time at the project and they require further support. The rent account should be in good order before the move is completed and the risk tracker should be up to date.

2.3. Children’s Services young person should usually move to another property commissioned by Children’s Services (i.e. 18+ Children’s bed) to ensure support funding is utilised. In limited circumstances, and when permission is granted, the young person can move to a non-Children’s Services property (i.e. parent with child needs a larger property or an asylum seeker has received status to remain).

2.4. Internal move for ‘best management’ of the project allows a Youth Services Operation Manager to move a young person from one bedspace to another within the same building, or move to another project under their direct management, if agreed in advance with the appropriate Allocations panels. This type of move should not cause a young person, waiting to enter St Basils, to experience a delay.

2.5. Live and Work – a young person will be signposted to the online application form to apply directly to a Live and Work scheme. The move-on will be facilitated by the Live and Work team.

3. Applying for an internal Move-on
3.1. A Health and Safety move must be treated with particular care. A ‘Move-on Referral Form’ and incident report should be provided a soon as possible as well as an updated risk tracker. Where appropriate, the project should call a member of the Allocations Panel to alert them of the situation. The YP will be matched to an appropriate ‘ready to let’ property.

3.2. The ‘Move-on Referral Form’ and an updated risk tracker should be completed for 2.1 and 2.2. This will be sent to the Allocations Panel and uploaded to QL. The YP will be matched to an appropriate ‘ready to let’ property.

3.3. In normal circumstances, 2.3 and 2.4 will be initiated and managed via email correspondence between the appropriate departments with copies added to QL.

3.4. Any doubts or barriers which prevent a move from going ahead should be referred to the Income Collection and Housing Services Manager or Functional Head of Service for assistance, especially when managing a Health and Safety move.

4. Waiting List
4.1. In Birmingham, the Allocations department will create a Move-on Application form in QL with the appropriate category type made visitable via a contact note.

4.2. The Move-on Waiting List report will record which young people are waiting to move and what position they are in. This report is for office use only. 

4.3. Applications will be matched to vacant properties based on two criteria: 

I. length of time on the waiting list 
II. whether the property on offer has the right support criteria

4.4. Outside Birmingham, the waiting list and matching process will be managed regionally. Records will be added to QL to maintain transparency.

5. Letting Process
5.1. In Birmingham, the Allocations Team will send a referral email to the project with a vacancy. The project will review the application and contact the young person to arrange the viewing. Any questions or concerns should be passed back the Allocations Team.

5.2. The time to match, contact the young person and to complete the viewing and sign-up paperwork should not normally take more than two working days.

5.3. The young person must be advised that their belongings must be moved to the new property, leaving the old property in a clean and clear condition, on the day or following day after signing the occupancy agreement. This is necessary to minimise void loss caused by an internal Move-on.
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