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1. POLICY STATEMENT  

1.1 YMCA Norfolk is committed to the provision of safe and secure accommodation as part our 

mission to ‘transform young lives.’  

1.2 YMCA Norfolk is committed to ensuring fair access to all our housing services through clear 

and accessible application and allocation processes.  

1.3 This is the YMCA Norfolk Lettings and Allocation Policy, which governs the processes for 

service users applying and moving into our accommodation services.  

2. PURPOSE 

2.1 The aims of the Lettings and Allocations Policy are:  

• To ensure all services have a clear service description and eligibility that is available to 

applicants and referring agencies, (Appendices) 

• to ensure that staff undertake an assessment interview for all applicants to confirm 

eligibility for accommodation 

• to ensure procedures and working practices facilitate fair access and consistent 

approaches to decision making 

• to ensure decisions around allocations make best use of the available accommodation. 

3. SCOPE 

3.1 This policy applies to all staff, volunteers, contractors or any person delivering housing 

services for YMCA Norfolk at all times. 

3.2 All YMCA Norfolk staff, volunteers and contractors who are delivering housing services, are 

responsible for adhering to this policy and accompanying procedures. 

4. DEFINITIONS 

Service Descriptions 

4.1 YMCA Norfolk provides different types of accommodation, definitions for which are set out 

below: 

Direct Access Service 

• Norwich Central- John Drake House  

• Norfolk Nightstop  

Self-Contained Accommodation 

• My Place, Norwich 

• Housing First 

Shared Housing 

• Community Housing Norwich 

• Community Housing Great Yarmouth 

• Community Housing Kings Lynn 
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Shared Housing with staff on site 

• St Pauls Lodge Great Yarmouth 

• Woolstencroft Kings Lynn 

Assured Shorthold Tenancy Accommodation 

• Community Housing Norwich 

• Umbrella Housing 

5. REFERENCES 

5.1 The following documents are referenced with this policy:  

• Policy 25 – Appeals Policy 

• Policy 26 - Income Recovery Policy 

• Policy 30 – Needs, Risk Assessment and Support Planning Policy 

• Policy 34 - Warnings, Terminations and Evictions Policy. 

 

5.2 The following related legislation is associated with this policy is: 

• Housing Act 2004 

• Regulator of Social Housing National Standards – Tenancy Standard 

• Equalities Act 2010 

5.3 Locally, YMCA Norfolk are signatories to the Greater Norwich Hostel’s Move On Agreement 

(2021) and Broadland and South Norfolk Move on Agreement (2021) 

6. RESPONSIBILITIES 

Housing Managers 

6.1 Housing Managers are responsible for: 

• Ensuring that staff are applying the policy correctly when allocations are made. 

Housing Staff 

6.2 Housing staff are responsible for: 

•  Applying the policy to the allocation of tenancies as they arise. 

7. POLICY DETAILS 

General 

7.1 All documentation containing personal and sensitive data will be managed and stored in 

accordance with relevant policy and procedure.  

7.2 YMCA Norfolk will provide information and training to all staff and volunteers to ensure best 

practice in managing referrals, allocations, and lettings. 

Applications 

7.3 All housing services can be accessed by the Hostel Application Form. The shortened or locally 

used version of the Hostels Application Form will be accepted from referring agencies subject 

to further information being gained through reference checks.  

7.4 All applicants must have ID , apply for or have a bank account, and set up an email address 

and provide NHS National Health Number, and National Insurance Number.  
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7.5 All internal moves on through YMCA services do not require a Hostels Application Form but 

will require staff to create a timeline event on INFORM for the service the client will move on 

to. They must complete the referral information, which will trigger an email to the service 

manager to notify them of the referral. The service manager must check the client has met 

the standard prior to the internal referral. 

7.6 All internal moves must also meet the agreed Outcome Star scores for move to other internal 

services as stated in the move-on policy. All internal referrals will be assessed as a priority to 

facilitate throughput of Direct Access Services and enable room access for Pathways clients 

were needed. Internal referrals will be assessed and reviewed before any external offers.  

7.7 All applications to housing services will be acknowledged within a maximum of five working 

days and recorded on the INFORM system. 

7.8 Reference checks will be made for all applicants with the referring agency or known 

professionals for housing history, known risks and vulnerabilities and eligibility for public 

funds (Appendix 9). All new applicants will be asked to provide 6 years of housing history 

before their application will be processed and a decision is made. Staff should be clear to 

identify the further information required within these headings to minimise time on 

administration and duplication. 

7.9 Assessment interviews will be offered upon notification of an impending vacancy. These will 

be offered in chronological order upon date of application however priority will be given to the 

following: 

• Rough sleepers and clients Pathways teams have contact with 

• Young people in accommodation where they are at risk of harm 

7.10 Assessment interviews will include discussion of the application, housing history and known 

risks and vulnerabilities to assess eligibility for the accommodation only. A risk assessment 

will be done before service entry to ascertain the service can manage the risk levels the client 

presents with. Full needs and risk assessment will be undertaken upon entry to service. 

Please see related policy on needs and risks. 

7.11 Age criteria applies only to age on entry to service. Therefore, if an applicant moves in whilst 

within criteria, they can remain beyond the upper age limit for the duration of their tenancy. 

7.12 Housing services must provide the following during the assessment interview: 

• Information about the service 

• Rent and service charges 

• Tour of the service 

• Property viewing 

Decisions 

7.13 Decisions will be made within three working days of an assessment interview and the 

applicant notified by phone and in writing, or email where preferred. 

7.14 Refusals for accommodation must always be put in writing to the applicant and referrer 

stating the reasons for refusal and right to appeal in line with the appeals policy.  

Induction and Lettings 

7.15 Tenancies for all housing will start on a Monday and be charged for the whole week, (Monday 

to Sunday) however when YMCA Norfolk has a room available regardless of the day of the 

week an individual in need of emergency accommodation will be moved in once accepted 

after the assessment for accommodation and those rooms would be part charged based on 

date moved in.   
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7.16 An appointment will be made for tenancy sign up in line with YMCA Norfolk’s Intake 

Procedure. 

7.17 Following the tenancy sign up, Housing benefit information will be provided to the council and 

receipt will be given to staff. Keys will then be issued to the property. No key is to be issued 

without Housing benefit being claimed except under direct manager instruction.  

7.18 On being given a licence or Assured Shorthold Tenancy the housing staff will record the state 

of the room or flat and take photos of items and condition prior to the client moving in.  

7.19 Within two weeks a full Outcome Star and development statement will be in place to track 

that client’s progression through the services.  

7.20 All clients moving into non-direct access services will have a bank account, and a standing 

order in place to pay their service charge as part of the allocation. 

7.21 All clients moving in will be supported to draw up a budget plan using Norwich City Council 

required budget form within two weeks. This form is a requirement for moving on to other 

internal services or housing via external nomination. 

7.22 A post lettings visit will take place four weeks after the client has moved in to answer any 

queries or concerns in relation to the accommodation. 

7.23 Upon review of Outcome Stars if a client is failing to keep to the service criteria over a 

sustained period an internal move to backtrack to an Internal appropriate service that can 

manage the needs and risk will be considered.  

8. MONITORING & EVALUATION 

8.1 This policy may be reviewed at any time at the request of either staff or management but will 

automatically be reviewed 3 years from initial approval by the Executive Team and thereafter 

on a triennial basis unless organisational changes, legislation, guidance, or non- compliance 

prompt an earlier review. 

8.2 YMCA Norfolk will monitor applications and refusals through the Performance and Monitoring 

Committee to ensure effective performance of housing services. 

9. ASSOCIATED DOCUMENTS 

9.1 The following documents are associated with this policy: 

• Document 14 - Norwich Central Service Description 

• Document 15 - Community Housing Kings Lynn Service Description 

• Document 16 - Community Housing Great Yarmouth Service Description 

• Document 17 - Community Housing Norwich Service Description 

• Document 18 - Umbrella Housing Service Description 

• Document 19 - My Place Service Description 

 

 

 

 


