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Introduction

This booklet explains what to do if you want to apply for social housing
for the first time. It also explains what to do if you already live in a
Council or housing association home and want to move. We hope this
booklet will help get you into the home you need as quickly as possible.

How To Use This Booklet

Please read this booklet for general guidance on how to apply for a
home. More information is available through your local housing office,
by calling Hounslow Homes or visiting www.hounslowhomes.org.uk.

London Borough of Hounslow/Hounslow Homes Roles

Hounslow Homes Ltd was formed in 2002 as one of the first Arms
Length Management Organisation’s in the country. Hounslow Homes is
owned by the London Borough of Hounslow (LBH) and manages the
Council's housing stock.

All forms detailed in this booklet can be downloaded from Hounslow Homes
website: www.hounslowhomes.org.uk

The London Borough of Hounslow as the social landlord continues to own all
Council properties in Hounslow and manages all allocations. But day to day
management and administration is carried out by Hounslow Homes, a Council
owned company.




What you need to do

Application forms
If you want to move, you will need
to fill out an application form.

Moving from one property to
another

If you are a Council tenant, you
need to complete a Hounslow
Homes housing transfer form. You
can pick up a form at your local
housing office or by calling the
general enquiry number for your
area. You should receive your
form within 2 working days of
contacting us.

Transfer forms should be sent to
the Hounslow Homes area
housing office nearest to where
you live, listed on page 13.

You can download a form at
www.hounslowhomes.org.uk
which you need to return signed
to your local Hounslow Homes
housing office.

Applying for a property for
the first time

Private sector applicants

If you rent your home from a
private landlord, or you live with
your parents or other relatives
(even if they rent their home from

the Council) you need to
complete an application form.
The Council’s Rehousing Unit
deals with private sector forms.
To obtain a form please contact
Rehousing at 020 8583 3814.

Housing Association tenants

If you rent your home from a
Housing Association, Co-op or
Trust, you need to complete an
application form. Housing
Association forms are also available
from the London Borough of
Hounslow's Rehousing Unit.

When you have fully completed
your form, please return it in
person or post it.

New application forms for Council
homes should be sent to the
Rehousing Unit at:

The Civic Centre, Lampton Road,
Hounslow TW3 4DN

Filling out your form

It is very important you answer all
the questions on the form fully.
We need as much information as
possible from you to assess your
circumstances fully and place you
in the right band. There are
guidance notes printed on the
form to help you.
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If you have any difficulty in
completing the form please
contact us and we will try and
help you over the telephone.

If we can’t do this, we will
arrange for you to come into the
office and receive help. In some
cases, we can also come and see
you at home. If an interview or
home visit is necessary, we will
arrange for you to be seen within
10 working days of you
contacting us.

Processing your form

When we receive your form, we
will date stamp it so we know the
date we received it. We will do
this the day it is received in our
offices as this will also be used as
your application registration date.
It is a record of everyone who is
accepted for rehousing.

We will then check the
information you have put on the
form and contact you if there is
information missing or we need
further details from you. To assist
us with this please ensure that a
contact telephone number is
included with your application.

If we cannot register your

application, we will write to you
and explain why this cannot be
done within 10 working days of
receiving your form.

When we have all the information
we need, we will input the
information onto our computer
system, within 5 working days.

Once your details have been
entered onto the database, they
will be transferred via a secure link
to the Locata office. You will
become a member of Locata, the
choice based lettings scheme and
you will receive an information
pack. See page 7, Being a
member of Locata.

Medical assessments

If you feel your housing situation
causes a medical problem or
makes an existing problem worse
for any member of your
household included for rehousing,
please tell us about it so we can
see if you need increased priority
to move.

Once you have told us you have
medical problems, we will send
you a medical self-assessment
form within 5 working days. We
will continue to process your



application or transfer form while
we wait for you to return the
medical form to us.

You do this by completing a
medical self-assessment form. You
need to give us as much
information as possible, such as
the types and amounts of
medication you take and whether
you are being treated by a
hospital. You do not need further
supporting evidence from your
doctor, but if this is available
anyway, please attach it to the
assessment form.

If we need further information
from your doctor or from the
hospital, we will let you know.

Please send or take the completed
form to your local Hounslow
Homes housing office if you are a
tenant, or to the Rehousing Unit
or the Homeless Persons Unit at
the London Borough of Hounslow
if you are a homeseeker. When
we receive your medical form we
will date stamp the form. We will
do this the same day we receive it
in our offices.

We will consider your medical
information and if necessary, seek

further specialist advice from
either a doctor or occupational
therapist. We will write to you
with the outcome within 20
working days of receiving the
medical information.

We will also amend our database
to show any recommendations
within 5 working days of receiving
the recommendations.

Your right to appeal our
decision

If you disagree with any of our
decisions, you can appeal against
them. If you are a homeseeker,
please write to the Rehousing
Manager or the Homelessness
Manager at The Civic Centre,
Lampton Road, Hounslow

TW3 4DN. Tenants need to write
to the Operations Manager,
Hounslow Homes, St Catherine’s
House, 2 Hanworth Road,
Feltham, TW13 5AB.

You will need to give us as much
information as possible so we can
consider your appeal. We will do
this within 10 working days of
receiving it, and we will write to
you and give you the decision on
your appeal and the reasons that
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decision has been reached.

If you are not happy with the
decision, you may then write to
the Customer Complaints Officer
at Hounslow Homes or the
London Borough of Hounslow.

Your right to appeal a medical
assessment

If you are unhappy with a medical
decision, you need to ask us for
an appeal form, or you can collect
one from your local housing office
or the Civic Centre. We will send
you an appeal form within 48
hours.

You will need to complete the
appeal form fully, explaining the
grounds for your appeal, and
return it. You do not need your
doctor’s support to appeal. When
we receive the form we will date
stamp it. We will do this the same
day we receive it.

We will then refer the information
in the appeal form and the
medical form you previously sent
to us for further consideration.
We will advise you of the
outcome of your appeal within 20
working days.

We will update your records to
reflect any recommendations from
the appeal within 5 working days
of receiving the decision.

Locata - the choice based
lettings scheme

The London Borough of Hounslow
has joined with four neighbouring
boroughs and several housing
associations to form Locata, a
choice based lettings scheme.

When you become a member of
Locata, after you have completed
and returned your application
form, you will be sent a letter.
The letter will confirm your band
and the size of property you are
eligible to bid for and a batch of
coupons.

Locata - Choice based lettings
means that you can bid for a
vacant property rather than
waiting for the Council to find
you a home.

If you are a Council tenant, rent
privately or are homeless, you will
become a member of Locata
when you apply for a Council
home or transfer to another
property.



Locata members are placed in one
of four bands, A to D, according
to their housing need and date
order within band.

Locata gives you more choice of
where you want to live, and the
type of home you want to live in,
but there is still a very severe
shortage of homes available. This
means you may still have a long
wait to be housed.

In some cases, you are unlikely to
be rehoused in Council housing.

If this happens, we have
suggestions that could help you
find a new home under ‘Other
options to move to a new
property’ on page 11.

Are you eligible for Locata?

You may not be eligible to
become a member of Locata, if:

e You are a tenant with a Notice
of Seeking Possession
outstanding

* You are a homeseeker under
immigration control

e You are a homeseeker living in
one of the partner boroughs

If these circumstances apply to
you we will write to you with the
reasons why you cannot be added
to the Locata list. We will do this
within 10 working days of
receiving the form.

Being a member of Locata

When you become a member of
locata you will be sent:

A Locata Freesheet

The freesheet is published each
fortnight, and is usually available
on alternate Fridays. The first one
is sent to you. You will need to
collect future editions from a
number of pick up points such as
local offices and libraries. A full
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list of available pick up points is in
the back of the freesheet. You can
also download it from the internet
at www.locata.org

You can also ask to have it posted
to you. There may be a small
charge for this to cover postage
and administration costs. Details
of how to arrange this are in the
user guide.

Bidding Coupons and
Envelopes

You will also receive a supply of
coupons for you to bid by post.
They have your Locata Individual
Number (LIN) printed on them so
do not pass them onto anybody
else. You can also bid via
telephone, SMS text message and
by the internet. Details of how to
do this are in the user guide.

What should | do when |
receive my pack?

Read it carefully and check that
the information is correct. Make a
separate note of your LIN number.

If you feel anything in your pack is
wrong, contact us straight away.
If you are a tenant, contact your
local Hounslow Homes area office.
If you are a homeseeker, contact

the Rehousing Unit, or your
caseworker if you have applied as
homeless. We will try and resolve
your query over the telephone.

If we cannot do this, we will
arrange to see you either in the
office or at home. We will arrange
to see you within 10 working days
of you contacting us.

You are now ready to start bidding.
Bidding

You can bid for up to 3 properties
in each edition of the Locata
freesheet. The “deadline” for bids
is printed on the front of each
freesheet. Bids not received by
that time will not count, so if you
choose to bid by post make sure
you allow enough time for your
coupons to reach the Locata
office.

Refer to the letter in your pack to
make sure you bid for the right
size of home, and read the
scheme guide and make sure you
understand the different symbols
on the advertisements. It may
seem confusing at first, and if you
need any help, contact us.

We will arrange to interview you
either at home or in the office,



and explain to you in detail how
to bid. We will do this within

10 working days of you
contacting us.

You can arrange for a friend or
relative to be present when we
interview you if you wish.

In some very limited
circumstances, we may arrange
for you to be offered a home
outside of the Locata scheme.
Please see the section on page 11,
“Special Arrangements”.

Most properties, which are
advertised, are advertised for only
tenants and/or homeseekers living
in the borough where the
property is located to bid for.
However, at least 1 in 10 homes
are available for everyone to bid
for, and these are called “cross
borough”.

They are in a separate part of the
freesheet.

Make sure you only bid for homes
you are eligible for, or your bid
will not count.

When the “deadline” for bids
passes, all the bids from all
members are processed centrally
at the Locata office.

Lists of members who have made
bids are then passed back to
partner boroughs. We call these
lists “shortlists”.

Are your details correct?

It is very important we make sure
the details we have are correct, so
we will “check” an application
before we make a formal offer.

This means we may need to come
and visit you and confirm the
details are still the same as when
you applied. Alternatively we may
ask you to come into the office.

We aim to do this within 2
working days of the shortlist
being received. It is important you
do all you can to be available for
us to visit or interview you as
soon as possible. We may need to
see documents such as birth
certificates, so please try and have
these available.

Offer

Once your circumstances are
checked, a formal offer will
be made.

In order to let homes as quickly as
possible we usually invite up to
three households to view the
property. Your offer letter will tell



you if you are first, second or
third priority. We will always give
the highest priority case first
refusal, but sometimes second or
third priority bidders are offered
the tenancy if the higher priority
cases refuse.

You will be given a date and time
to look at the property. You will
need to travel there yourself, and
you will be met by a housing
officer who will show you the
home and answer any questions
you have about repairs, rent etc.

You will be encouraged to make a

decision to accept the home
when you view it, but if you
aren’t sure we will give you 24
hours from the time of the
viewing to make a decision.

You must contact us within 24
hours or we will think you don't
want the property and may offer
it to somebody else.

If you don't want it you can
refuse it, but please think very
carefully...it may be a long time
before you bid successfully again.

Feedback

Because we have far more
members of Locata than available
homes, we can't offer everyone a
home quickly. In fact, many
people will face a very long wait
to be rehoused.

You can look in the back of the
Locata freesheet and see the band
and waiting time of successful
bidders.

Remember, houses, and property
with a private garden will always
attract a very high number of
bids.

We can tell you about other
possible options, which may help
you to find a new home.

Please see the section beginning
on the next page about other
options.



Special Arrangements

If you are a tenant experiencing
exceptional problems such as
domestic violence or harassment,
we may need to make special
arrangements to help you move
quickly.

It is essential you talk to us as
soon as possible so we can discuss
available options. Telephone us or
come to the office. We will ensure
you are interviewed straight away.
If you wish to be interviewed by a
member of staff of the same sex
as yourself please tell us.

We may refer you to be
considered for a “Management
Transfer”. This offers quicker
rehousing in emergency
situations. A housing officer will
explain the process to you and if
appropriate present your case to a
panel of senior staff.

Providing you give us the
information we need, we will do
this within 15 working days.

If you have special needs such as
serious medical problems and
severe overcrowding, we may be
able to refer you to a social
welfare panel.
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Other options to move to a
new property

Homeswap

If you are a tenant of the Council
or have a permanent tenancy
such as an assured tenancy with
another social landlord, in another
borough or a housing association,
you may be able to do a
“Homeswap”. This is also known
as a “"Mutual Exchange”.

This means you agree to swap
homes with another household.
Sometimes more than 2
households are involved.

To register for a Homeswap you
need to complete an application
form. Forms are available at all
Hounslow Homes area offices.

Lawn scheme

This scheme gives you the
opportunity to move away from
London. Local Councils and
Housing Associations with
available housing participate in
the scheme. Some have houses
with gardens available far more
quickly than in London. However,
all the property is a long way
away, for example, the Midlands,
Scotland and Wales. It is therefore
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important you are sure you want
to move, as if you move and find
you don't like it, it will be
exceedingly difficult to move back
to London.

If you are interested in moving
please telephone your area
housing office and you will be
sent information on the scheme.

You can also visit the LAWN
website at www.lawn.org.uk

Trading Places

This scheme encourages tenants
with spare rooms they no longer
need to “trade down” into a

12

smaller dwelling, with a lump sum
payable when we receive vacant
possession of the previous home.
For more information and an
application form, please contact
your local area housing office.

Sheltered Housing

There are a number of schemes
all over the borough which
provide independent housing
opportunities for people aged
60+, with the added security of a
Sheltered Scheme Manager on
hand. Contact your housing office
to discuss sheltered
accommodation in more detail.



Useful Contacts

Hounslow Homes

Central area - Hounslow &
Isleworth/Heston & Cranford
020 8583 4382

020 8583 3959 (minicom)

The Civic Centre, Lampton Road,
Hounslow, TW3 4DN

Email: info.housingcentral@
hounslowhomes.org.uk

East area — Chiswick/Brentford
020 8583 4220
020 8583 4390 (minicom)

Chiswick Town Hall, Heathfield
Terrace, Chiswick, W4 4JE

or 58 — 59 Brentford High Street,
Brentford, TW8 OAH

Email: info.housingeast@
hounslowhomes.org.uk

West area — Hanworth,
Bedfont & Feltham

020 8583 4383

020 8583 4387 (minicom)

St Catherine’s House, 2 Hanworth
Road, Feltham, TW13 5AB

Email: info.housingcentral@
hounslowhomes.org.uk
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London Borough of Hounslow

Homeless Persons Unit

The London Borough of
Hounslow, Civic Centre, Lampton
Road, Hounslow TW3 4DN.

Rehousing Unit

The London Borough of
Hounslow, Civic Centre, Lampton
Road, Hounslow TW3 4DN.

If you are a homeseeker call 020
8583 4525
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Translations

This booklet explains what to do if you want to apply for a property for
the first time. It also explains what to do if you already live in a council
or housing association home and want to move. If you require a copy
of this leaflet in another language or format, please call 020 8583
2299 or minicom on 020 8583 3122.

Albanian

Nese keni nevoje per kopjen e kesaj broshure ne ndonje gjuhe tjeter, me
shkronja te medha, Braille (gjuhen e te verberve) ose ne ndonje format tjeter ju
lutemi kontaktoni 020 8583 2299 ose minicom 020 8583 3122. Kjo broshure
eshte lidhur me aplikimin per vendbanim me Hounslow Homes.

Arabic

OS5 sl o Jd e daly o5 Sl GVl g gudae o) Adlide Aol ) sdiial) 138 (e i e Jgamall Zlin i€ 1Y
ml Ja Hsiidl 138 020 8583 3122 oS sl e s 020 8583 2299 e Juai¥) ela ) Al
e slaide (B S e

Farsi

Ll ey S 8n IS b5 s Ll G ecad o s ¢ San gl 4 sy o 40 S
o LY Hsdg o L u8e L 020 8583 3122 asS e 1020 8583 2299 (ilis jlak
Al e ol sl s fla sl ) 4R (6 Ll

Gujarati

ol MR 1L UBLSIL Aset 6lla e, Hiel sorlial a2, viefl (Ada) 2al olla S A
A5l €ld dl sul 531 020 8583 2299 »adl (ARs1H 020 8583 3122 GUR AuS ALEl. 24l uBist
AL E1HA ALY SR M2 20 s34l [AN O,

Translations continued overleaf



Translations (contd)

Hindi

T2 T T3l 2l & H7 & [oTT 3MT9ed & & i ¥ ¢ | IS 29 T &l HIUT 39T 31 97T #,
T2 HeR H, A § A1 37 A =i § Aifey a1 T 020 8583 2299 W AT iGN 020 8583 3122
9 U wY |

Panjabi

Tad 3976 fer yav &t fea anft Uast, <3 »ivgt, w98 A fan I9 Ha® few ordiet 9, 3 fgur god
feR 99 '3 AUIT Id: 020 8583 2297 AT fHEII™ Id: 020 8583 3122. f&T Ug9T IAG IvH feg
fgorfer w79 wumTet 3ds 979 T

Somali

Haddii aad u baahantahay koobbi wargaddan ah oo ku goran lugaddaada,
farta waawayn, farta loogu talagalay dadka indhaha la" ama ku qoran
gaabkale fadlan la xidhiidh 020 8583 2299 ama minicom 020 8583 3122.
Wargaddani waxay ku saabsantahay sida guri looga dalbado Hounslow
Homes.

Urdu

iR Kot 173t (Quiing A1 U cuize s il S i T
e Ui N sertin At eI, - 020 8583 3122 1o 2 " 020 8583 2299
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