
 
 

 
 

 BRECKLAND DISTRICT COUNCIL  
 ALLOCATIONS POLICY 

 
1. INTRODUCTION 
 
This is the allocations policy of Breckland District Council. 
 
This policy should be read in conjunction with the Allocations scheme. 
 
This policy complies with the provisions of Housing Act 1996 Part 6 (Allocations) as 
amended by sections 13-16 of the Homeless Act 2002;Part 7 (Homelessness) and 
the Allocation of Accommodation Code of Guidance 2008  
 
The Housing Register for the Breckland District is administered on the Council’s 
behalf by ARP Trading Ltd. in accordance with the allocations policy set out below. 
 
2. HOW TO APPLY 
 
In order to apply to go on the housing register, customers are required to complete 
an online housing application form which can be accessed via the Councils website 
www.breckland.gov.uk or the Breckland Key Select website 
www.brecklandhousing.co.uk.  Assistance with applying can be obtained through 
ARPT on 01842 756422 
 
On completion of the application form and the receipt of any additional information or 
supporting evidence relating to the applicants eligibility and housing need then the 
system will automatically provide a relevant priority for the applicant.  If for any 
reason it is considered that the information requires further verification, an interview 
will be arranged with the applicant.  
 
Verification of applicants information will be undertaken by the Housing Association 
offering a successful allocation of property. 
 
Applicants who successfully register will receive correspondence confirming :-  
 

• Their eligibility to join the housing register 

• Their unique application reference number and password 

• The date of registration of their application 

• The banding they have been awarded   

• The type and size of the property the applicant is eligible to bid for   
 
2.1        Date of application 
 



The customer’s application will be registered from the date the housing application 
form is completed on line. If an application is partially completed then the date will be 
when it has been finalised. 
If an applicants banding changes to give them more priority the date on the 
application for priority will be the date the band was awarded. 
 
2.2        Joint applications 
 
Where there is a joint application, permission from both customers will be required to 
cancel an application.  If the customer wishes to reapply for housing after their 
application is cancelled, the date of registration is the date they reapply. 
 
Either customer may take their name off a joint application and reapply to the 
register.   
 
2.3        Multiple Applications  
 
A customer can only have one active application on the register at a time.  The 
situation cannot occur where a customer is registered once as a main applicant and 
is named on another application as part of a family to be re-housed.   
 
2.4        Change of circumstances 
 
Where a customer has a change in their circumstances they must update their 
information on the website. Assistance can be received as in section 2. It is the 
applicants responsibility to ensure the information held on them is a true and correct 
reflection of their circumstances, false information at the point of being successful in 
an allocation could result in the property being offered to someone else. Any changes 
which may result in a higher priority may require supporting information to be 
submitted. Examples of changes in circumstances are detailed below, although this 
is not an exhaustive list; 
 

o People joining or leaving the household 
o Pregnancy or birth of a child 
o A member of the household applying in their own right 
o Relationship breakdown 
o Change to your medical circumstances 
o Death of a household member 

 
2.5      Customers consent and declaration 
 
When a customer applies for housing, they will be required to agree to a declaration 
to confirm that; 
 

o The information they provide is true and accurate 
o They will inform ARP Trading Ltd Via their application of any change in 

circumstances 
o They give consent for information to be shared with other agencies and; 
o They consent to the information they have provided being verified, this for 

example include checks with their previous/current landlord, other authorities.  
 
Breckland Council may take legal action against customers who withhold or provide 
false information regarding their housing application.  Where a customer has been let 
a property as a result of providing false information, their landlord may take action to 
obtain possession of the property.  



 
2.6     Application Review 
 
An annual review of customers on the housing register will be undertaken to remind 
people to review their information on line. If applicants have not been bidding for 
properties then they will be contacted regarding their application and their 
circumstances     
 
If there is no response within 28 days of contacting an application who has been 
inactive the application will be deemed to have been cancelled and the customer 
notified of this in writing.  If a customer contacts ARP Trading Ltd. within 28 days of 
their application having been cancelled and indicates that they still want to be 
considered for housing their application will be reinstated from their last original 
application date.   
 
2.7   Cancelling an application 
 
An application will be cancelled from the housing register in the following 
circumstances; 
 

o At the customers request 
o If the customer becomes ineligible for housing (see chapter 3) 
o When the customer has been adequately re housed 
o When the customer purchases a property/shared ownership property 
o When a customer does not maintain their application through the review 

process or where they move and do not provide contact details; or 
o An executor or personal representative notifies the Council that a customer is 

deceased unless rest of household still needs rehousing.  
 
When an application is cancelled, we will contact either by email or letter the 
customer or their representative to notify them.  Where an applicant has been 
highlighted as vulnerable, the customer’s circumstances will be verified before an 
application is cancelled, ARP Trading Ltd will also notify any known Support Worker..  
The customer has a right to ask for a review of the decision. 
 
Where a customer wishes to re-join the housing register at a later date, their 
application will be the date they reapply.  
 
3. ELIGIBILITY TO BE ACCEPTED ONTO THE HOUSING REGISTER 
 
3.1 Eligibility categories 
 
Anyone 16 years of age and over can apply to the housing register if they are eligible 
to be housed.  However this does not guarantee housing under the scheme, by law, 
there are defined groups of customers who cannot be re-housed through the 
scheme. There are also exceptions or restrictions which may apply in certain cases.  
The eligibility criteria on the scheme has to be completed before a complete 
application is made. It may be necessary to provide evidence of eligibility during the 
process. Breckland Council can provide accommodation to  ineligible applicants.   
 
Under the Housing Act (1996) as amended by the Homelessness Act 2002, local 
authorities must consider whether applicants are eligible for housing assistance.  
This relates to some people who may have been living abroad or who do not have 
permanent permission to remain in the UK.  Some people will be ineligible, whether 
or not they are subject to immigration control. Those who are eligible for housing 



assistance are defined in SI 206 no 1294: the allocation of housing and 
homelessness (Eligibility) (England) regulations 2006. 
 
3.2 Who is not eligible? 
 
Breckland District Council cannot by law, allocate housing accommodation to anyone 
who is subject to immigration control with the meaning of the Asylum and Immigration 
Act (1996), unless the fall within a class exempted from this restriction by 
Government regulations. 
 
In addition, Breckland District Council cannot, by law, allocate housing 
accommodation to other classes of persons from abroad if Government regulations 
dictate we cannot.  
 
Other ineligible people include applicants or members of their household who have 
been guilty of unacceptable behaviour making them unsuitable to be a tenant at the 
time an application is made. Behaviour is deemed unacceptable only if it is of a kind 
that would entitle a landlord to a possession order. 
 
 
3.3 Notify an ineligible customer  
 
Applications from ineligible customers will not be accepted  on to the scheme.  The 
customer will be notified automatically and directed to the Council for further 
information. If a customer is accepted onto the register, but subsequently becomes 
ineligible, their housing application will be removed and the customer notified.  
Customers found to be ineligible have the right to ask for a review of the decision. 
 
3.4 16 to 17 year olds 
 
Any customer aged 16 or over can apply for housing, however a tenancy will not 
usually be granted to a person who is under 18 unless: 
 

o The customer is found statutorily homeless or 
o Under section 27 of the Children’s Act (1989), housing authorities are 

required to respond to Children and Young People Services who have duties 
towards children under the Act; and  

o The customer will be supported in the tenancy and the level of support is 
considered appropriate for their needs i.e. parental support, tenancy 
sustainment services, Leaving Care services (provided by Children’s services 
under the Children (Leaving Care) Act 2002)  

 
Some 16 and 17 year olds who cannot live with their parents or partner, and who 
require social housing, may be offered semi-independent accommodation with 
support. 
 
Any landlord offering a tenancy to a customer who is under 18 may require a rent 
guarantor or a trustee to sign the tenancy agreement and to hold the tenancy on trust 
until the customer reaches the age of 18. 
 
 
4. ASSESSMENT OF HOUSING NEED 
 
All customers applications will be awarded a priority band based on an assessment 
of their housing need in accordance with the allocations scheme. 



Defintions relating to each banding are attached at Appendix 1. Gold, Silver and 
Bronze are awarded through the system but the emergency card is awarded by 
verification within the council. This is to ensure that the Council meets its legal 
obligations as set out in the Housing Act (1996) amended by the Homelessness Act 
(2002).  
 
Where a customer is threatened with homelessness within the next 28 days or 
requires advice and assistance, they should approach Breckland District Council.  
 
 
5. DECISIONS AND ASSESSMENTS 
 
Nomination decisions will be made by the receiving landlord on receipt of their short 
listing list at the end of a bidding cycle. This will be undertaken by verification of the 
information that an applicant has submitted in line with the allocation policy. 
 
5.1   Reasonable Preference 
 
Local authorities must award ‘reasonable preference’ to certain types of customers; 
this includes;  
 

o People who are homeless within the meaning of Housing Act 1996, part 7 
o People who are owed a duty by any local housing authority under Housing 

Act 1996 
o People who are occupying unsanitary or overcrowded housing or otherwise 

living in unsatisfactory housing conditions; 
o People who need to move on medical, support or welfare grounds, including 

grounds relating to a disability 
o People who request a transfer on the basis of underoccupation 

 
The Breckland Council allocations scheme is based on a banded system which gives 
reasonable preference to these categories of customer.  
 
5.2   Emergency Housing  
 
If it is confirmed that a customer needs to move in an emergency, as remaining in 
their home may cause risk of death or serious injury, they will be awarded emergency 
status.  Such cases will be considered on a case by case basis in agreement with the 
Strategic Housing Manager at Breckland Council.   
 
5.3    Decisions made outside the scope of the lettings policy  
 
The following decisions are made outside of Part 6 of the Housing Act 1996, and are 
outside the scope of the lettings policy:    
 

1. Succession on a tenant’s death; or  
2. Assignment by way of a mutual exchange; or  
3. Assignment to a person who would be qualified to succeed to the tenancy on 

the tenants death; or 
4. Transfer of the tenancy by a court under family law provisions; or 
5. An order made under the Civil Partnership Act 2004, or  
6. Transfers initiated by the Local Housing Authority  
7. Acceptance of a surrender and regranting of tenancy to an other partner 

 



The provisions of part 6 of the Housing Act 1996 do not apply to an allocation of 
housing accommodation to a person who is already a secure or introductory tenant 
unless the allocation involves a transfer of housing accommodation for that person 
and is made on his application.  
 
In exceptional circumstances Breckland Council may allocate a property outside the 
scope of allocations policy.  This may be to protect vulnerable customers or to make 
best use of the housing stock. The Strategic Housing Manager at Breckland District 
Council will be responsible for making these decisions.  
 
5.4   Split families 
 
Where family members who would normally be expected to live together are 
presently living separately, housing need will be assessed based on the 
circumstances of whichever home is more appropriate, assuming that it were 
available for the whole family to live in.   
 
5.5 A customer intentionally worsening their housing condition 
 
If, in the reasonable opinion of Breckland Council, a customer has worsened their 
housing circumstances deliberately, their housing priority will be assessed on the 
basis of their previous accommodation.   
 
5.6 The right to a review 
 
Customers have the right to a review of decision/assessments made in regards to 
their application for housing.  Initially this will be made to ARP Trading Ltd. Any 
further review will be made to the Strategic Housing Manager at the Council. 
 
6. SUSPENSION 
 
In certain circumstances, customers will be accepted onto the scheme, but their 
application will be suspended.  Their application will not be banded and they will not 
be able to bid for available properties. 
 
Any decision to suspend an applicant from the scheme will be made in agreement 
with the Strategic Housing Manager at Breckland Council. 
 
6.1 Suspension Criteria 
 
A customer will be suspended and excluded under the terms of the Housing Act 1996 
if they (or a member of their household) have been guilty of unacceptable behaviour 
serious enough to make them unsuitable to be a tenant – based on s.160A of the 
Housing Act (1996) Homelessness Act (2002).   
 
Unacceptable behaviour is behaviour by the customer or a member of their 
household that would have entitled the landlord to a possession order under s.84 of 
the Housing Act (1996) in relation to any of the grounds in Part 1 of Schedule 2 other 
than ground 8, had they been a secure tenant at that time.  The length of suspension 
will be determined by the Breckland Key Select steering group.  
 
6.2 Informing customers of their status and right to review 
 
Customers who have been suspended will be notified of this in writing.  They have a 
right to a review of the decision.   



 
Suspension decisions will be subject to an ongoing review.  Each case will be treated 
individually. 
 
Customers will be notified how their application can be removed from suspension.   
 
7. LOCAL LETTINGS POLICIES 
 
Some properties that adverstised will be subject to Local Lettings Policies which are 
used in specific areas to help create balanced sustainable communities.  Some local 
lettings policies may ask for a customer to have a local connection to a specific 
parish or village to be considered for an allocation.  Details of local lettings policies 
are available from Breckland Council. 
 
8. MAKING OFFERS OF ACCOMMODATION 
 
8.1    Refusal of offers 
 
Customers position within the register will not be affected if they refuse an offer of 
accommodation, however their priority may be reconsidered if there is a continual 
refusal of accommodation.  
 
Refusal of offers by homeless applicants 
 
Applicants who have been accepted as having a duty from Breckland Council under 
the homelessness legislation will be awarded an emergency priority for a period of 12 
weeks. Applicants will be entitled to bid for properties in the same way as other 
applicants. If an applicant is not active in bidding for properties the Housng Advice 
and Homelessness team may make bids on their behalf on properties they deem 
suitable for the applicant.  
 
Where a homeless customer is allocated a property through the housing register 
process, Breckland District Council has a responsibility for determining the suitability 
of the allocation.  This will be determined in the light of the household’s particular 
circumstances and the needs and housing conditions prevailing in the Breckland 
District.   
 
Where a homeless customer is offered a property, but does not feel it is a suitable 
offer, they have the right to request a review of the offer.  Details of the review 
process can be obtained from Breckland Council.   
 
Customers will be advised to accept the offer whilst the review is carried out.  If, after 
review, the property is felt to be a reasonable offer, no further offers of 
accommodation will be made, the Council will discharge its duty and the customer 
will loose preference points on the housing register.  If the customer is in temporary 
accommodation provided by the Council the customer will be given notice to leave 
the accommodation.  If, on review the property is felt to be unsuitable then a further 
offer of suitable accommodation will be made, the timescale for which will be 
dependant on the availability of accommodation.  
 
8.3     Allocations to Vulnerable applicants 
 
Applicants who have a support worker or are in supported accommodation will have 
suitable priority awarded to them when they have been assessed as being ready to 
move. Support staff will be access the scheme on a clients behalf if the client has 



given the appropriate consent. A refusal of accommodation on the grounds of not 
being ready to move will not affect further bids for accommodation being made. 
 
8.3    Allocations to staff, elected members, and their families 
 
Members of staff, their close family and elected members requiring housing within 
the Breckland District may apply for housing in the same way as other customers. 
Their status should however be disclosed on the application form at the time of 
applying. 
 
Before a customer who is a member of staff, their direct family or an elected member 
is given a priority banding or an allocation of property, approval will be sought from 
the Strategic Housing Manager at Breckland Council.  
 
9. CONFIDENTIALITY AND ACCESS TO INFORMATION 
 
When a customer applies for housing, Breckland District Council will seek only 
information that they require to assess the customer’s application and housing 
needs. Information supplied by the customer will be shared amongst the participating 
officers, RSL’s and support agencies.  The customer will confirm their consent to this 
via the declaration when registering on the scheme. 
 
Information held about and application will be kept in accordance with the Data 
Protection Act (1998) and the Freedom of Information Act (2000).  Under the freedom 
of information Act, customers have the right to ask to view and receive a copy of any 
information held about them on computer or paper records.  This information must be 
provided within 40 days of a written request being made.  In accordance with the Act, 
there will be a £10 charge for information requests. 
 
Confidential information held about customers will not be disclosed to third parties 
apart from; 
 

1. Where the individual who is the subject of the confidential information has 
consented to the disclosure; 

2.  Where the participating officer is required by law to make such disclosures;  
or  

3. Where disclosure is made in accordance with an information sharing protocol.   
 
 
10 REVIEWS OF DECISIONS 
 
10.1 Statutory Reviews of decisions. 
 
A Customer has the legal right to ask for a review of certain decisions made 
regarding their housing application. These are; 
 

o If the customer has been suspended 
o Any decision about the facts of the customers case which has been taken into 

account in considering whether to make an allocation priority banding or 
reasonable preference; or 

o The customer has been found to be ineligible 
 
If a customer requests a review of one of these decisions, they should contact ARP 
Trading Ltd in the first instance.  All relevant correspondence notifying customers of a 



decision being made regarding their application will advise them of the right to review 
and provide appropriate guidance on how to request this.   
 
A request for a review of a decision can be made in writing or verbally to a member 
of staff at ARP Trading Ltd.  The request should be made within a reasonable period 
since the customer was notified.   
 
A customer may only have a decision reviewed once. If a customer is still unhappy 
following the review of a decision, they can make a complaint through the complaints 
procedure, contact the Local Government Ombudsman, or seek further advice from, 
for example the Citizens Advice Bureau.   
 
Reviews will be undertaken by a senior officer who was not involved in the original 
decision and who is senior to the decision making officer.  
 
10.2   Homelessness Reviews 
 
Homeless applicants have the right to request a review of certain decisions.  This 
includes the decision to discharge duty through a reasonable offer of accommodation 
via the housing register for those accepted as statutorily homeless.  The review 
request must be made within 21 days of notification of a decision, although late 
review requests can be accepted at the discretion of the reviewing officer.  Details of 
the homeless review procedure can be obtained from Breckland Council.  
 



CBL Priority Bands 
 

Emergency • Applicants accepted as unintentionally homeless 
and in priority need 

• Applicants whose properties have been served 
with a prohibition order or demolition order 

• Applicants threatened with serious and immediate 
violence 

• Applicants requiring urgent discharge from 
Hospital and their current accommodation is 
assessed as unsuitable for their needs 

• Applicants with very urgent and serious medical 
needs 

• Applicants with a combination of high needs ( 2 or 
more needs from band 1) 

• An existing Housing Association tenant who 
needs to move urgently as their property is about 
to be demolished or redeveloped 

• Other extreme cases 

Gold • Applicants assessed as ready to move on from 
hostel accommodation with a support package 

• Applicants assessed as ready to move on from 
supported accommodation 

• Applicants who are threatened with 
homelessness within 12 weeks through no fault of 
their own who have been assessed by a housing 
adviser as likely to be in priority need 

• Applicants with a high medical need 

• Applicant occupying a property which has been 
assessed as posing a high health and safety risk  

• Housing Association tenants who are assessed 
as have 2 or more bedrooms than you need and 
willing to move to a smaller property 

• Applicants ( which includes existing tenants) who 
have been assessed as needing 2 more 
bedrooms than they currently have 

• Applicants with a high need to move due to 
harassment, threat of violence or abuse 

• Applicants with 3 or more needs from Band 2  

Silver • Applicants with a medium medical need 

• Applicants occupying a property which has been 
assessed as posing a medium health and safety 
risk  

• Housing Association tenants who are assessed 
as having 1 more bedroom than you need and 
willing to move to a smaller property 

• Applicants ( which includes existing tenants) who 
have been assessed as needing 1 more bedroom 
than they currently have 



• Applicants with a medium need to move due to 
harassment, threat of violence or abuse 

• Applicants with a need to move for a social 
reason such needing to give or receive support, 
employment reasons 

• You are sharing facilities within  your home with 
people who not family members 

• Applicants with 3 or more needs from Band 3 

Bronze • Applicants who have a local connection but are in 
a property which is considered adequate for your 
family in terms of size and facilities 

• Applicants who are homelessness or threatened 
with homelessness and are either intentionally 
homeless and / or not in priority need 

• Applicants who are owner occupiers and have 
insufficient resources to assist themselves but 
have a high medical or welfare need for specialist 
accommodation 

 
 


