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Our Vision, Our Values, Our Strategic ObjecƟves  
Our Vision   

Vibrant Neighbourhoods, Successful CommuniƟes 

Our Values  

Caring, Reliable, Fair, Open and Adaptable  

Our Strategic ObjecƟves  

  

Equality and Diversity Statement  

Elderpark Housing are commiƩed to ensuring people or communiƟes do not face 
discriminaƟon or social exclusion due to any of the following protected characterisƟcs: age; 
disability; gender reassignment; marriage and civil partnership; pregnancy and maternity; race; 
religion and belief; sex or sexual orientaƟon.   

This document complies with our Equality and Diversity Policy.   

We will regularly review this Policy and consider any equaliƟes implicaƟons taking the 
necessary acƟon to address any inequaliƟes (either directly or indirectly) that result from 
the implementaƟon of this Policy.   
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ExecuƟve Summary   

Policy Author  

This policy has been developed by the Housing Manager.  
  
Purpose of the Policy  

The AllocaƟons Policy provides guidance to applicants, tenants and staff on how Elderpark Housing 
AssociaƟon (EHA) allocates its properƟes.  

  

Aims and ObjecƟves of the Policy  

The objecƟves of the AllocaƟon Policy are as follows:  
• To let our houses in an open and fair manner to people with diverse housing 

needs.  
• To provide open access to our housing list and enable people to exercise choice 

about where they want to live.  
• To help make EHA neighbourhoods vibrant and sustainable places for our tenants 

to live.   
• To give high priority to addressing homelessness.   
• To make the most effecƟve use of available housing stock, and manage the 

turnover of leƩable properƟes in an efficient manner.   
• To comply with all statutory and regulatory requirements relaƟng to housing 

applicaƟons and allocaƟons.  
  

  

LegislaƟve and Regulatory Compliance   

EHA will assess housing applicaƟons and let our properƟes in line with all applicable legal 
and regulatory requirements.  
  
The main legal requirements relaƟng to housing applicaƟons and leƫngs are set out in 
the Housing (Scotland) Act 1987, as amended by the Housing (Scotland) Act 2001 and 
the Housing (Scotland) Act 2014. In addiƟon, the Scoƫsh Government has published 
statutory guidance that applies to housing allocaƟons  
  
We also protect your rights by meeƟng the legal requirements set out in other legislaƟon, 
including:   
  

• Human Rights Act 1998   
• Data ProtecƟon Act 2018  
• General Data ProtecƟon RegulaƟon (GDPR)   
• Matrimonial Homes (Family ProtecƟon) (Scotland) Act 1981   
• Children Scotland Act 1995   
• Civil Partnership Act 2004   
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• ImmigraƟon and Asylum Act 1999   
• ProtecƟon from Harassment Act 1997   
• Management of Offenders etc (Scotland) Act 2005   
• Equality Act 2010   
• Adult Support and ProtecƟon (Scotland) Act 2007  

  
Scoƫsh Social Housing Charter   
  
Our policy also takes account of the Scoƫsh Social Housing Charter. The SHR use the 
outcomes and standards in the Charter to assess the performance of social landlords.   
  
The key outcomes that have been considered in the development of this policy are:   
  
Outcome 1 - ‘EqualiƟes’   
  

• EHA support the right to adequate housing;   
• Every tenant and other customer has their individual needs and rights recognised, 

is  treated fairly and with respect, and receives fair access to housing and housing 
services.   

  
Outcome 2 - ‘CommunicaƟon’   
  
‘Tenants and other customers find it easy to communicate with their landlord and get 
the informaƟon they need about their landlord, how and why it makes decisions and the 
services it provides’.   
  
Outcome 3 - ‘ParƟcipaƟon’   
  
Tenants and other customers are offered a range of opportuniƟes that make it easy for 
them to parƟcipate in and influence their landlord’s decisions at a level they feel 
comfortable with.   
  
Outcomes 7, 8 and 9 - ‘Housing OpƟons’   
  

• People looking for housing get informaƟon that helps them make informed choices 
and decisions about the range of housing opƟons available to them;   

• Tenants and people on housing lists can review their housing opƟons;   
• People at risk of losing their homes get advice and informaƟon on prevenƟng 

homelessness.   
  
Outcome 10 ‘Access to Social Housing’   
  
People looking for housing find it easy to apply for the widest choice of social housing 
available and get the informaƟon they need on how the landlord allocates homes and 
their prospects of being housed.  
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Outcome 11 ‘Tenancy Sustainment’   
  
Tenants get the informaƟon they need on how to obtain support to remain in their home; and ensure 
suitable support is available, including services provided directly by the landlord and by other 
organisaƟons.   
  

  

EqualiƟes   

We promote equal opportuniƟes throughout all of our housing services; including our 
allocaƟon policy and related procedures. We seek to ensure that priority for housing is 
based on housing need and that our policies are fair and accessible to everyone 
applying for a home or living within our communiƟes.  
  
Equality Impact Assessment (EIA)  
  
An EIA is a tool to help idenƟfy whether or not policies, pracƟces, procedures and 
services have an adverse impact on a parƟcular community or group of people. We 
completed an EIA for this allocaƟon policy to idenƟfy any barriers that could 
detrimentally affect under-represented communiƟes or groups who may be 
disadvantaged by the way we carry out our business.   
  
The EIA process focuses on the ‘protected characterisƟcs’ as outlined in the Equality 
Act 2010.   
  
These are:   

• Age   
• Disability   
• Gender Reassignment   
• Marriage and Civil Partnership   
• Pregnancy and Maternity   
• Race   
• Religion or Belief   
• Sex   
• Sexual OrientaƟon   

  
As a result of the EIA, we have put some posiƟve acƟons in place and will conƟnue to 
review these:   

  
• publishing the allocaƟon policy in other formats and other languages, as 

required  
• audiƟng the allocaƟon policy against equality standards (plain language, 

accessible formats and so on)   
• publicising the allocaƟon policy widely to promote access to our housing list  
• working with other organisaƟons to promote equality objecƟves  
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Privacy   

  
Any personal data collected will be in line with GDPR requirements and accessible only by those who require this 
informaƟon for specific purposes.   
  

  

Related Policies  

Policy Title  LocaƟon  
Change of Tenancy Policy   H11 Change of Tenancy Policy.pdf 

DomesƟc Abuse Policy   H13 DomesƟc Abuse Policy.pdf 

Tenancy Sustainment Policy   H19 Tenancy Sustainment Policy.pdf 

AnƟsocial Behaviour Policy   H3 AnƟ-Social Behaviour Policy.pdf 

Void Management Policy   H20 Void Management Policy.pdf 

EnƟtlement, Payments and Benefits    G16 EnƟtlements, Payments and Benefits 
Policy.pdf 

Equality & Diversity Policy   G13 Equality, Diversity and Inclusion 
Policy.pdf 
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1  IntroducƟon  

  Elderpark Housing was established in 1975 and currently owns approximately 
  1345 homes with the majority being in Central Govan although we also have a  
  number of properƟes within the areas of Ibrox, Kinning Park and Cessnock.  

  Elderpark’s approach to leƫng our properƟes aligns with our vision, to create  
  vibrant neighbourhood where everyone can prosper.  

  

2  Access to Housing  

  The law enƟtles anyone aged 16 or over to be admiƩed to EHA housing list.   
  People will be able to contact us at any Ɵme about applying for a home, and the  
  housing list will remain open to new applicants at all Ɵmes.  

We will assess applicaƟons in accordance with the points system shown at 
SecƟon 4 of this policy. Our assessment will reflect the statutory condiƟons 
summarised st the start of this policy.  

  

2.1   Factors that will be considered when applying for housing   
  

When assessing your applicaƟon for housing the following factors will/ will not 
be taken into consideraƟon:  

Factors that are taken into consideraƟon 
when applying for housing:  

Factors that are not taken into consideraƟon 
when applying for housing:  

• You owe a landlord more than one 
month rent charge, and you have 
not agreed to repay what you owe 
and haven’t made at least three 
monthly payments towards the 
money you owe when you said you 
would pay.   
  

• You need to get support from, or 
give support to, a family member or 
carer to help you or a member of 
your family or carer to live 
independently.  
  

• You have a social or health reason 
to move into our area.   
  

• Whether you live in our area and 
how long you have lived there.   
  

• Any debts that are not related to 
your current or former tenancy 
(Council or registered social landlord 
tenancies).   
  

• Any debts you have already repaid.   
  

• Debts related to your tenancy if they 
are less than 1 month months’ rent 
charge; or you have already 
arranged a repayment plan and have 
kept it for at least three months and 
you are sƟll keeping to it.  
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•  

•  

•  

•  

•  

  

You  are  being  harassed or 
abused where you live.  
  
You need to move into the area to 
help  sustain employment/ 
training.  
  
You are threatened with 
homelessness.  
   
You are living that a property 
that is below tolerable 
standards.  
  
You are living in a property that is 
overcrowded/under occupied.  

•  

•  

•  

  

You and/or your family’s income 
(including any benefits you 
receive).  
  
Your age, as long as you’re over 
16, and the home you want has 
not been designed or adapted as 
older persons housing.   
  
Who you live with at the Ɵme you 
apply for housing.  

  

2.2   Suspension from Housing Register   
  

In some specific circumstances, applicants may be suspended from the housing 
register. We have a clear process in place which sets out the criteria for the 
suspension, the length of Ɵme an applicant will be suspended and what they are 
required to do to reinstate their housing applicaƟon. Applicants will be advised of 
this in wriƟng and also of their right to appeal the decision.  
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Reason for Suspension   Length of Time ApplicaƟon will 
be Suspended   

How the Suspension 
can end   

Current or Previous Housing  
Debt   

The applicaƟon will remain 
suspended unƟl the debt has 
been repaid in full, or a 
repayment arrangement has been 
maintained for 3 consecuƟve 
months.   

Applicants will be 
reinstated when they 
confirm to us that the 
debt has been repaid 
in full or they have 
maintained a 
repayment 
arrangement for at 
least three months. If 
the applicant makes no 
contact with us to 
confirm this within 12 
months, the 
applicaƟon will be 
closed.  

It can be shown that the 
applicant intenƟonally provided 
false informaƟon during the 
applicaƟon to gain more points  

UnƟl accurate informaƟon has 
been provided by the applicant.  

The suspension will 
end when the 
applicant has provided 
true and accurate 
informaƟon   

Clear evidence of anƟ-social 
behaviour associated with the 
occupancy of property or within  
the local vicinity   
   

1 year   
  

   
   
   

Review aŌer 12 
months where it can 
be shown whether 
behaviour has been 
saƟsfactory  

ConvicƟon or evicƟon for 
anƟsocial behaviour associated 
with occupancy of property or 
within the local vicinity  

2 years  Review aŌer 24 
months where it can 
be shown whether 
behaviour has been 
saƟsfactory  

Acted in an anƟsocial manner, or 
pursued a course of conduct 
which is anƟsocial conduct, in 
relaƟon to an employee of the 
social landlord in the course of 
making the applicaƟon.  

1 year  Review aŌer 12 
months  
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Where an applicant has 
abandoned or neglected a 
tenancy/previous tenancy   

1 year    Review aŌer 12 
months  

Your home including garden or 
common areas are kept in an 
unsaƟsfactory condiƟon  

UnƟl property is brought up to an 
acceptable standard  

Review once you can 
show the property is in 
a saƟsfactory 
condiƟon  

Where an applicant has refused  
3 reasonable offers of housing    

12 months    Applicants will be  
reinstated aŌer 12  
months  

If we receive an unsaƟsfactory 
reference from your current or 
former landlord for the past 3 
years for anyone on your 
applicaƟon.  

Up to 6 months  When a saƟsfactory 
reference is received 
or when you can show 
you can maintain a 
tenancy in a 
saƟsfactory way – 
whatever is the 
soonest.  

  
  
2.3   Non-UK NaƟonals, Asylum Seekers & Refugees   

  

  Non-UK NaƟonals are expected to provide all necessary documentaƟon to show  
  they have a right to reside in the UK before an applicaƟon for housing is  
  accepted.   

  An applicaƟon for housing can be made but it will be suspended unƟl the correct  
  documentaƟon is provided to saƟsfy legislaƟve requirements.   

  Migrants have differing rights to social housing according to their immigraƟon  
  status. Whilst we welcome applicaƟons from those looking to live, work or study  
  in the UK we will ensure the applicant is not subject to immigraƟon control and   
  has an enƟtlement to a Scoƫsh Secure Tenancy.   

  These applicants are required to demonstrate that they have a right to reside  
  and are habitually resident in the UK. Asylum Seekers applying for housing with  
  EHA will have their applicaƟons suspended unƟl their refugee status is confirmed 
  by the Home Office.   

  We will accept applicaƟons from refugees directly or via the statutory homeless  
  route (SecƟon 5) and these customers are given reasonable preference on our  
  housing list as defined by the Housing (Scotland) Act 2014.  
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  Management Agreements and leases are in place with accommodaƟon providers 
  to re-house asylum seekers who are nominated by the Home Office any leases  
  for this purpose are provided directly to Mears.  

  

2.4   Deferred ApplicaƟons  
  

  You can ask us to defer your applicaƟon if you don’t want to get an offer of  
  housing for some reason. This means that you can stay on our housing list but  
  won’t get an offer of housing. People someƟmes ask us to do this if, they are  
  dealing with personal health issues and they feel it would be too upseƫng to  
  move at this Ɵme. If you ask us to defer your applicaƟon, it is your responsibility to 
  tell us when you’d like to be considered for an offer of housing. You must sƟll  
  respond to our leƩers when we review your applicaƟon if you ask us to defer your 
  applicaƟon.  

3   Housing Stock   
  

3.1   InformaƟon on Stock  
  

  InformaƟon about the types of properƟes we have and the level of turnover for  
  them is available with the applicaƟon form or leƫngs booklet.  This informaƟon  
  can be used by applicants to get an idea of their likelihood of being offered  
  housing, especially when they take into consideraƟon the streets, or apartment  
  sizes, they have selected.   

  EHA will provide applicants with details on the likelihood of being made an offer  
  of housing parƟcularly in cases where the applicant has a low number of points  
  or has limited the selecƟon of areas they would accept an offer of rehousing.   
  AddiƟonally, in cases where EHA does not stock that would match the applicants  
  requirements e.g. six-bedroom property.   

  

3.2   Eligibility of Property Size  
  

  We aim to make best use of our housing stock and the size of property an   
  applicant is eligible for will depend on the number and make up of people on the  
  housing applicaƟon as detailed below:  
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Household Size  Number of Bedrooms  

Single  Bedsit, or 1 double bedroom  

Couple/Partners  1 Double Bedroom  

Family* with 1 child  2 Bedroom  

Family* with 2 children of the same sex 
under 16  

2 Double Bedroom  

Family with 2 children of different sex, 
and at least one aged over 10 years of age  

3 Bedroom – 1 x Double and 2 x  
Single Rooms  

Family with 3 children  3 Bedroom – 2 x Double and 1 x  
Single  

Family with 3 children of different sex, 
and at least one aged over 16** years 
of age  
  

3, 4 or 5 bedrooms  

*A family is defined as a couple or a single parent with at least one child  

** Children over aged 16 years of age are enƟtled to a room of their own  

  

3.3  ExcepƟonal Circumstances  
  

  We will make excepƟonal circumstances to the above rule’s dependant on  
  individual circumstances.  

  ExcepƟons can be made in the following circumstances:  
 

• If there is a health, care or mobility reason for needing an addiƟonal bedroom. 
For example, for a carer (or team of carers) that provides someone in the 
household with overnight care or if a long-term condiƟon (such as demenƟa) 
makes it difficult for a couple to share a room. This bedroom enƟtlement would 
be used to assess any priority based on overcrowding.  

• If you provide foster care, or have been pre-approved to provide one addiƟonal 
bedroom, if required  

• If someone in the household is adopƟng a child or has been approved in principle 
pending suitable housing, they could be listed as looking for a property with an 
addiƟonal bedroom. However, we would not make an offer of a property with an 
addiƟonal bedroom unƟl their applicaƟon to adopt has been approved by 
Renfrewshire Council or any other adopƟon agency. This bedroom enƟtlement 
would be used to assess any priority based on overcrowding.  
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• If you have access to children who do not stay with you on a full-Ɵme basis we 
will provide maximum one addiƟonal bedroom regardless of number of children, 
if required   

• If someone in the household is, or wishes to be, a kinship carer for a child or 
children but those children are not yet living in the household. This bedroom 
enƟtlement would be used to assess any priority based on overcrowding.  

• If you or a member of your household is pregnant and can provide us with proof 
of pregnancy e.g. MATB1 Form  

• If there is a significant age gap between same sex siblings who are sharing a 
bedroom   

• If older same sex siblings sharing a bedroom alleviates exisƟng severe 
overcrowding  

  

3.4  Adapted, Accessible and Wheelchair Housing 

The AssociaƟon is commiƩed to ensuring that adapted, accessible and 
wheelchair housing is allocated to applicants whose assessed needs require 
these features. Due to the limited supply and specialist nature of these 
properƟes, priority will be given to applicants whose disability, health condiƟon 
or mobility needs are best matched to the accommodaƟon and adaptaƟons 
available.  
 
Applicants who wish to be considered for adapted, accessible or wheelchair 
housing must provide supporƟng informaƟon in relaƟon to any medical 
condiƟon, disability or mobility need that affects their housing requirements. 
This may include an OccupaƟonal Therapist assessment, medical evidence, or 
informaƟon from another relevant health or support professional. The 
AssociaƟon requires this informaƟon to assess housing need and ensure 
applicants are matched to accommodaƟon that is suitable for their 
circumstances. 
 
As part of the housing applicaƟon process, applicants will be asked to provide 
details of any adaptaƟons, accessibility requirements, property preferences and 
rehousing needs. This informaƟon, together with any supporƟng evidence 
provided, will be used to idenƟfy suitable housing opportuniƟes. 

 
When allocaƟng adapted, accessible or wheelchair properƟes, the AssociaƟon 
will match applicants to available properƟes based on the type of property, the 
adaptaƟons and accessibility features available, and the applicant's assessed 
housing needs.  

 
Where an adapted, accessible or wheelchair property becomes available and 
there is no suitable applicant requiring the adaptaƟons, the AssociaƟon may 
widen the allocaƟon criteria. 
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3.5   SensiƟve Lets  
  

  SensiƟve allocaƟons, someƟmes known as sensiƟve leƫngs, are aimed at   
  ensuring that individual allocaƟons do not lead to housing management   
  problems and results in a sustainable tenancy. Instead of automaƟcally allocaƟng  
  a property to the applicant at the top of the list, careful consideraƟon is given to  
  the suitability of the applicant for the vacancy, based on the informaƟon they  
  have about the applicant and the knowledge they have about the property, its  
  locaƟon or neighbours  

  A suitable and sustainable allocaƟon is one where there is a good probability of it 
  providing a long term and stable soluƟon for the applicant and surrounding  
  neighbours.  

  When a property that is available for let is considered to be a sensiƟve let, we will 
  take into consideraƟon the following factors:  

• The individual’s housing need;   

• The suitability of the house for that applicant   
• The needs of their prospecƟve neighbours.  

  All decisions to bypass an applicant on the basis of SensiƟve AllocaƟons criteria  
  must be sancƟoned by the Housing Manager or, in his/her absence, the Director  
  of Housing and CommuniƟes and a full record kept of the factors leading to  
  the decision.  

3.6   Low Demand ProperƟes  
  

  The AssociaƟon has a number of properƟes which are regarded as Low Demand.  
  This could be for a number of reasons, examples of which are size (1apt), design  
  and layout or locaƟon.   

  The AssociaƟon may consider adopƟng different strategies for leƫng Low   
  Demand properƟes such as adverƟsing online e.g. gumtree, social media   
  channels and our website or by contacƟng and working with external partner  
  agencies who may be able to uƟlise the property.  

 All decisions to adopt a different strategy for leƫng a property must be   
  sancƟoned by the Housing Manager or, in his/her absence, the Director of  
  Housing and CommuniƟes and a full record kept of the factors leading to   
  the decision.  

3.7   New Build ProperƟes   
  

A leƫng plan will be devised for the new build schemes which will take account of the 
housing needs of internal transfers and include within the overall assessment how we  
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plan to let properƟes which result from tenants moving into new build housing.  This 
will be presented to CommiƩee for approval.  

    

4  Assessment of Need and Award of Points   
  
4.1  PoinƟng System  
  

  This secƟon outlines how we assess the needs of each applicant and let homes in 
  a fair and consistent way to ensure those in greatest need are housed whilst  
  making the best use of our housing stock. Underpinning our allocaƟon policy, is  
  the applicant’s choice to select their preferred areas and house types.  

  The table below outlines the points that will be awarded to each applicant based  
  on their circumstances: 

 

Housing Need  DefiniƟon   Points  

Urgent and  
ExcepƟonal housing 
need    

Extreme and very urgent 
circumstances requiring 
supporƟng evidence from Police 
Scotland or other recognised 
agency e.g. Social Work. This 
includes applicants currently 
experiencing domesƟc abuse, 
hate crimes or other serious 
harassment. AspiraƟonal needs 
will not be considered under this 
category.  
e.g. demoliƟon/leaving armed 
forces/hospital discharge/ 
leaving supported 
accommodaƟon.  
Such applicaƟons will be 
reviewed every 3 months and 
note the number of applicants 
who are awarded these points.  

100   

Homelessness  Statutory Homeless by the Local 
Authority including refugees 
(SecƟon 5’s)  

40   

Insecure Tenant  You can receive points from this 
group if you do not have secure 
accommodaƟon or are 
threatened with homelessness 
in the next 3 months.  
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  you live in private rented 
accommodaƟon and your 
lease has expired or you have 
been served with a noƟce to 
quit by your landlord through 
no fault of your own  
You own your property and it 
is at risk of repossession  

35  

  you live in Ɵed accommodaƟon 
and your employer has told you 
that you will have to leave your 
accommodaƟon within the next 
6 months (for example, as a 
result of reƟrement or 
redundancy)  

35  

Sharing AmeniƟes   Applicants who do not have 
their own home and lodge in 
someone else's home- 

25  

 

 this includes sons/daughters 
residing with parents and 
those living with family or 
friends;  

 

Overcrowding   This group is designed to 
provide points if you are 
living in accommodaƟon 
that is not large enough for 
the people living with you. 
You will receive points if you 
need:  

  

  • 1 extra bedrooms  20  

  • 2 extra bedrooms  40  

  • 3 extra bedrooms  60  

Under occupying   This group is designed to 
provide points if you are 
living in accommodaƟon that 
is not large enough for the 
people living with you  

  

  • 1 extra bedrooms  20  

  • 2 extra bedrooms  40  

  • 3 extra bedrooms  60  
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Below Tolerable 
standards   

Applicant living in a property 
that has been assessed as Below 
Tolerable Standard – Local 
Authority confirmaƟon is 
required  

30  

Harassment, Abuse,  
DiscriminaƟon or  
VicƟmisaƟon   

Where an individual household 
is the target of a campaign of 
harassment, this will generally 
be supported by evidence from 
the police, Social Work Services 
or other support agency and/or 
the landlord although, 
parƟcularly in the case of racial 
harassment.  

40  

RelaƟonship Breakdown   you are in a relaƟonship that has 
broken down and you are  
unable to remain in the home  

30  

Social Needs  To be near relaƟves for support   
•Access  medical 
treatment/social  services 
faciliƟes   
• Employment or educaƟon  
purposes/move closer to work  

15  

Medical   Complex Medical  50  

 • A member of the 
household has an  
illness/disability/health  
condiƟon that is seriously 
affected by the current 
housing circumstances 
and would be alleviated if 
they moved to a specific 
house type  

• Due to an assessed 
limited mobility a person 
in the household is 
unable to access essenƟal 
parts of the property and 
it is unsuitable for 
adaptaƟon (e.g.  
bathroom upstairs)  
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  Medical Applicants who live in 
unsuitable housing due to a 
medical condiƟon/disability but 
are not housebound and their 
life is not at risk due to their 
current housing. Note:  
Assessment is not made on the 
basis of health but how the 
accommodaƟon is impacƟng on 
the individual’s health.  

30  

  

4.2   The Quota System  
  

 In order to maintain a balance between the various categories of lets, we 
operate a quota system. Target percentages for the different categories are 
details below:  
 

Source of ApplicaƟon   Quota 

Statutory Homeless ApplicaƟons  
(SecƟon 5 Referrals from Glasgow City 
Council)  

50% of lets   

General WaiƟng List  27% of lets   

Internal Transfer List  18% of lets   

Other (includes Leaving Care Services and 
Management Transfers/Special Let)  

5% of lets   

  
  The above quotas will be subject to review on an annual basis.  

The percentages outlined in the quotas are not absolute figures which must be 
aƩained. Rather, they show how we hope to ensure a balance in our overall 
annual leƫngs to each group. An imbalance in quotas towards the end of the 
year will therefore mean that we should not necessarily make lets to redress the 
imbalance in order to catch up.  

We will ensure selecƟons are made on a rotaƟonal basis to help ensure that 
quotas are broadly achieved on an ongoing basis. To assist this process monthly 
outcome reports detailing allocaƟons made will be prepared.   
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5   Leƫng   
  

5.1   Internal Transfers  
  

Internal transfers occur where a current tenant wishes to move to another one of 
our properƟes.  

  If you are a transfer applicant and your current house is found to be in poor  
  condiƟon, you will be asked to carry out some work to bring it up to the required  
  standard before we are able to offer alternaƟve housing.   

  You must have a clear rent account. An offer in such circumstances will only be  
  made where the applicant has:   

• Made an arrangement to pay the rent owed  
• Kept that arrangement for at least three months   
• ConƟnues to maintain an arrangement  
• Not subject to any anƟ-social behaviour acƟon  

  

5.2   Mutual Exchanges   
  

  Tenants of the AssociaƟon may apply to mutually exchange with another   
  Elderpark Housing AssociaƟon tenant or a tenant of another RSL or a local  
  authority. This is where two social housing tenants, from the same or different  
  landlords, exchange homes and tenancies. Tenants can also use the online  
  service provided by Home Swapper to swap properƟes between different parts  
  of the country. We and any other social landlord involved must agree to the  
  exchange, and we will only refuse permission if it is reasonable to do so. We  
  have a separate mutual exchange policy to deal with such requests. You can get  
  more informaƟon about mutual exchanges from our office.  

  
5.3   Management Transfer or Special Let  

  
5.3.1   ExisƟng Tenants   

‘Management’ reasons allows us to assist in urgent re-housing cases where the 
allocaƟon policy would not otherwise allow us to act quickly enough.  It is only used in 
excepƟonal circumstances, such as where there is a serious risk if someone remains in 
their current home or if we wish to re-house one of our tenants as a maƩer of urgency 
and could help to alleviate homelessness. In these circumstances we would require 
supporƟng evidence from police Scotland or other recognised agencies e.g. social      
work.   AspiraƟonal needs will not be considered under this category.  



 

21  
  

  
5.3.2 External Applicant   

In the event that EHA is approached by an external organisaƟon such as another 
Registered Social Landlord, Local Authority or the Police we may decide to allocate a 
property to an individual(s) in extreme housing need e.g. the individual’s property is 
no longer habitable due to a fire; in cases of domesƟc abuse; delayed discharge 
applicants, in these circumstances we would require supporƟng evidence.  

  
5.3.3 No Right to Succession  

  Tenancy succession is only applicable to those with a Scoƫsh Secure Tenancy or a 
 Short Scoƫsh Secure Tenancy. You must have informed EHA of the person(s) living 
 at the property as their sole and principal home, and a qualifying period of 12 
 months or more must have passed. Where an applicant does not have the right to 
 succeed, the AssociaƟon has no discreƟon to grant a succession of tenancy. In very 
 rare circumstances, EHA will consider whether it is appropriate, to offer a tenancy to 
 the applicant at that property or any other property, for example in the interest of 
 prevenƟng homelessness. Such a grant of tenancy will not be a succession, but a 
 special let.  

  Any decision to offer a Management Transfer or Special let will always be approved by 
  the Housing Manager.   

  

5.4   Lets to Staff, CommiƩee or Members of their Family  
  

  Management commiƩee members and staff, including people who live with  
  them and close relaƟves, must declare their interest on our applicaƟon form.   
  We will only make an offer of housing to someone who is a commiƩee member  
  or staff, including people who live with them and close relaƟves, if the   
  applicaƟon and offer is:  

• Checked and approved by two senior members of staff, Housing Manager 
and Director of Housing and Customer Services  

• Authorised by Elderpark Housing AssociaƟon’s Management CommiƩee 
and recorded in the minutes of the meeƟng with the details of the let 
entered into the appropriate Register of Interest.   

  We ask all applicants to state whether or not to their knowledge, they are  
  related to a commiƩee or staff member of Elderpark Housing AssociaƟon. We do  
  this to make sure that we comply with the regulatory requirements regarding  
  granƟng of enƟtlements, payments, expenses or benefits.  
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5.5   Working with Glasgow City Council   
  

5.5.1   Homelessness   
  

  One of our main policy objecƟves is to assist Glasgow City Council in meeƟng the  
  needs of people who have been assessed as homeless. If you believe that you  
  may be at risk of losing your home, you should contact Glasgow City Council’s  
  Community Casework team to discuss your housing opƟons. If you are assessed  
  as being statutory homeless, it means that you are homeless through no fault of  
  your own. The Council will make a referral, this is known as a SecƟon 5 referral.  

  We will decide each year, in our AllocaƟons Quota, what percentage of all our  
  housing allocaƟons will be targeted at this group. The annual percentage target  
  will reflect the legal responsibiliƟes that we have to meet the needs of homeless  
  applicants, as well as our policy objecƟve “to respond to people in acute and   
  urgent housing need”.  

  

5.5.2  Community Safety - MulƟ-Agency Public ProtecƟon Arrangements (MAPPA)  
  

  The NaƟonal AccommodaƟon Strategy for Sex Offenders (NASSO) forms part of  
  the MulƟ-Agency ProtecƟon Arrangements (MAPPA) which was introduced as a  
  result of Management of Offenders etc (Scotland) Act 2005. The AssociaƟon will  
  manage any allocaƟons to sex offenders covered by the MAPPA arrangements at  
  a senior level and in consultaƟon with relevant agencies such as the Police,  
  Scoƫsh Prison Service and Social Work Services. All aspects of this policy may  
  not be applied in making such offer and any offer of housing will be dealt with in  
  line with MAPPA Protocols which covers the Glasgow area. The Housing Manager 
  is the AssociaƟon’s Link Officer who will work closely with the SOLO (Sexual  
  Offender Liaison Officer) Officer appointed by Glasgow City Council Social  
  Work Services to discuss and agree the housing of any registered sex  
  offenders.   

  Where the AssociaƟon is aware that an applicant faces allegaƟons or there is a  
  declaraƟon from the applicant that they are a sex offender we will liaise directly  
  with the SOLO Team and Police Scotland. This approach will be to ensure a risk  
  assessment be carried out prior to any decision to allocate a property to the  
  applicant.  
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5.5.3  Glasgow City Council Health and Social Care Partnership Asylum and Refugee  
  Service  
  

  Leases and Management agreements will be put in place with external agencies  
  who provide support for parƟcular client groups to allow them to provide   
  temporary or permanent supported accommodaƟon as appropriate.   

  Such lease agreements may result in the applicant being offered a Scoƫsh  
  Secure Tenancy Agreement aŌer a reasonable period of Ɵme of occupying the  
  property in order to promote a sustainable community.  

  

5.5.4  Glasgow City Council Health and Social Care Leaving Care Services  
  

  The AssociaƟon has in place a protocol with Leaving Care Services to help protect the 
  quality of the service they offer and also improve access to accommodaƟon for  
  young care leavers. In all cases we will work jointly with appropriate agencies and 
  organisaƟons to ensure that applicants receive appropriate support to sustain their 
  tenancy. We will aim to ensure that applicants are not offered inappropriate  
  tenancies without support which may result in failed tenancies.  
  

6   Making an Offer  
  

6.1   Shortlist   
  

  Housing staff will use Rubixx Housing Management System to prepare a ‘short  
  list’ of applicants when a property becomes available. Joining the waiƟng list  
  does not mean that we will always be able to make you an offer.   

  Whether you receive an offer of housing will depend on:  
• your housing need  
• demand from other people on the list   
• the number of properƟes that become available   
• the number of allocaƟons we need to make to applicants in each of the quota 

groups.  
  

6.2   Pre-AllocaƟon Interview  
  

  Prior to any offer being made a pre-tenancy telephone interview will be   
  conducted by the member of staff making the offer. In some circumstances we  
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  may carry out a home visit to check your details before an offer of a property is   
  made. The purpose of the telephone interview and/or home visit is to confirm:  

• your household details and idenƟty  
• your housing circumstances   
• the informaƟon you provided in your applicaƟon  
• advice and assistance on becoming a tenant of EHA (rent in advance, 

tenancy sustainment and tenancy condiƟons)  
  

  All offers will be subject to a saƟsfactory tenancy reference.  

  

6.4   Proving your IdenƟty  
  

  Proving your idenƟty you will need to provide us with proof of your idenƟty in  
  the name you have applied in. We will accept your birth cerƟficate, passport or  
  NaƟonal Insurance card. We also need two forms of proof showing your current  
  address as your permanent and principal home. This may include, but is not  
  limited to:  

• Official leƩers/bills/statements from a local authority, public agency or 
private uƟlity(gas, electric, telephone), government department, private 
sector lease, bank or building society   

• Current photographic driving licence   
• NaƟonal Health Card  

  

  You also need to provide proof of idenƟty of everyone who will be staying with  
  you if you are offered a house from us.  

  

  
6.5   Formal Offer of Housing   
  

  Following compleƟon of pre-allocaƟon check and once your idenƟty has been  
  verified. We will call you to tell you we have an offer for you or will send you a  
  wriƩen offer leƩer or email. If we offer you housing by ‘phone’ we will always  
  confirm the offer in wriƟng.   

  The offer leƩer will contain the following:   
• size of property  
• rent  
• type of heaƟng in property  
• date of entry whenever possible  
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• viewing arrangements  
• the associaƟon's contact for informaƟon  

  
  You must tell us within three working days if you are taking the offer. If you don’t 
 respond to our offer, we will treat this as a refusal of our offer.  
  

  Every offer of a house we make will be a reasonable offer. This means that the  
  house we offer you will:   

• have all the bedrooms you need as defined by this policy   
• meets the requirements idenƟfied in your housing applicaƟon   

  Wherever possible, we will offer you the type of housing you’d like but we can’t 
 always do this because we don’t always have enough of the type of houses  
 people would like to live in.  

  

6.6   AccepƟng our Offer of Housing   
  

  If you accept our offer, we will sign you up as our tenant at your sign-up   
  interview. If you made a joint applicaƟon, you will have a joint tenancy. All joint  
  tenants must be present when we ask you to sign your tenancy agreement. We  
  will give you advice, informaƟon and support throughout the process of   
  becoming our tenant. We will clearly explain your rights and responsibiliƟes  
  under the tenancy agreement before you sign it.  

  

6.7   Bypassing ApplicaƟons   
  

  'Bypassing’ is when a landlord does not make an offer of housing to someone who 
  might otherwise have received an offer. We might do this when we know that the 
  property would not meet the applicant's needs or know that the applicant will refuse 
  the offer. An example of this would be where the applicant has recently refused an 
  offer of a similar property in the same locaƟon and has said they would not be  
  interested in receiving a similar offer.  

   We may also use discreƟon to maximise both current and future tenants enjoyment 
  of their home, and will involve taking account of a number of factors including  
  potenƟal lifestyle clashes in respect of family sizes, ages of children, sound insulaƟon 
  of parƟcular properƟes and also medical factors pertaining to the applicant.  

  Whenever we bypass an applicaƟon, we must record why the applicaƟon was  
  bypassed. This helps to ensure our policy is transparent; we have acted fairly and are 
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  responsible for the decisions we make. Any decision to bypass must be based on  
  need and our policy intenƟon of ensuring the best use is made of the housing stock.  

  All decisions to bypass an applicant must be authorised by the Housing Manager or, 
  in their absence, the Director of Housing and CommuniƟes.  

  

7  Type of Tenancies  
  

7.1   Scoƫsh Secure Tenancies  
  

  If you are made an offer of housing, we will offer you a Scoƫsh Secure Tenancy  
  (SST) in line with our legal responsibiliƟes. A SST means you can keep your  
  tenancy for as long as you want as long as you do not break the terms of your  
  tenancy agreement. If you do, we can take legal acƟon to end your tenancy.   

  

7.2   Short Scoƫsh Secure Tenancies   
  

In a limited number of situaƟons, we may offer you a Short Scoƫsh Secure 
Tenancy. As a Short Scoƫsh Secure tenant, you have many of the same rights as a 
Scoƫsh Secure tenant. However, your rights are more limited on evicƟon, sub-
leƫng and succession.  

  

7.3   Joint Tenancies   
  

  Under this policy you can apply to have a joint tenancy with someone who is  
  staying with you or someone you intend to stay with you.  We encourage joint  
  applicants, to apply for joint tenancies to ensure that they have similar legal   
  rights.  

  

8   Review of Housing ApplicaƟons  
  

  Each year, EHA will write to everyone on the housing list, asking them to confirm  
  that:   

• They wish to remain on the list; and   
• The informaƟon we hold about their circumstances and needs is sƟll up to 

date.  
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  If we do not receive a response to our review leƩer aŌer 14 days, we will send a  
  second and final leƩer to the applicant. If we do not receive any response within  
  14 days of the second leƩer, we will remove the applicaƟon from the housing  
  list.  

  EHA will also remove an applicant from the list, if:   

• The applicant asks to be removed (this should usually be done in wriƟng)   
• The applicant has died   
• The applicant has accepted an offer of a tenancy made by EHA or another 

landlord.  

  Housing applicants are responsible for noƟfying EHA if their household   
  circumstances or needs change, either as part of the annual review or at any  
  Ɵme in between annual reviews. This could include changes of address, changes  

  to the household such as new babies being born, or relaƟonship breakdown.  

  

9  Policy Development and Performance  
  

9.1   Developing and reviewing this policy  

ConsultaƟon and discussion is invaluable in allowing us to achieve a policy and 
working procedures that will, as far as possible, reflect our tenants and applicants’ 
needs and aspiraƟons. We will consult all applicants and tenants on all reviews of this 
policy in accordance with the Housing (Scotland) Act 2001 and our own Tenant 
ParƟcipaƟon  Strategy.   

In reviewing this version, we consulted with all applicants on our Housing List and 
tenants who had been recently housed from our Housing List. Insert Details of 
consultaƟon once completed.  

 This policy will be reviewed within 3 years from the date of approval by the Management 
CommiƩee, in accordance with EHA’s policy review framework and  approval process.  

9.2   Measuring and monitoring performance  

The Housing Manager is responsible for ensuring that this policy is implemented as 
required. The Housing Manager will provide reports to the Housing Sub-CommiƩee on 
a quarterly basis in line with EHA Performance Framework ReporƟng.   

We will undertake regular reviews of our performance and will produce an annual 
performance report which we will publish on our website. Performance reporƟng will 
focus on monitoring our performance against the relevant outcomes and standards in  
the Scoƫsh Social Housing Charter. AllocaƟons-related informaƟon will also form part 
of our performance reporƟng to the SHR.  
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  In parƟcular, we will monitor whether our applicants consider that:  

• They were treated fairly and with respect, received fair access to housing and 
housing services   

• We communicated well with them  

  We provided high quality informaƟon and advice that helped them make informed 
  choices and decisions about the range of housing opƟons available to them and on  
  their prospects of being made an offer of housing.    

  

10   Complaints and Appeals   
  

10.1  Complaints  
  

   We aim to provide a high-quality housing allocaƟon, advice and informaƟon service 
  to applicants. However, we accept that from Ɵme to Ɵme we will not always get it 
  right and welcome feedback from our customers. The AssociaƟon has a complaints 
  procedure and this is available on-line or in leaflet format. Staff can assist applicants 
  to make formal complaints if required. An applicant can use the Complaints  
  Procedure to address the following:   
 

• Delays in responding to enquiries and requests   
• Failure to provide a service   
• Our standard of service   
• The AllocaƟon Policy   
• Aƫtude or behaviour of a member of staff   

  

 

10.2   Appeals   
  

  Separate from the Complaints Procedure, there is an appeals process within the  
  AllocaƟon Policy to deal with instances where an applicant is unhappy about a  
  decision made about their applicaƟon. An applicant can appeal if they think that:  

• The priority they have been awarded does not reflect their needs  
• They have been unfairly suspended from the housing register, or their 

applicaƟon has been cancelled unreasonably   
• Their priority has been removed unreasonably because they have refused 

offers of housing  



 

29  
  

• The house they have been offered does not match the choice on their 
applicaƟon   

• They have been offered a house that is in an unacceptable condiƟon   
• We have refused to make an offer of housing  

The Ɵmescale for submiƫng an appeal is up to 21 days from the date of the decision 
being made. An appeal will be invesƟgated by the Housing Manager, who will 
respond to the applicant within 10 working days of receiving the appeal. If the 
applicant remains dissaƟsfied with the response the applicant may request that the 
case is considered by the Director of Housing and CommuniƟes. This is the final stage 
of the Appeals process. Where the grounds for appeal are related to the condiƟon of 
the house and it is not possible to resolve the maƩer successfully at the iniƟal stage, 
the house will be offered to the next eligible applicant.     
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GDPR Impact Assessment   

Name of Policy to 
be assessed   

AllocaƟon Policy    New policy or 
revision of exisƟng?   

Revision of exisƟng 
policy   

Person(s) responsible for assessment   
   

Rachel Cooper  

Briefly describe the aims, 
objecƟves and purpose of 
the policy.   

The objecƟves of the AllocaƟon Policy are as follows:  
  

• To let our houses in an open and fair manner to 
people with diverse housing needs.   
• To provide open access to our housing list and 
enable people to exercise choice about where they want to 
live.  
• To help make EHA neighbourhoods vibrant and 
sustainable places for our tenants to live.   
• To give high priority to addressing homelessness.   
• To make the most effecƟve use of available housing 
stock, and manage the turnover of leƩable properƟes in an 
efficient manner.   
• To comply with all statutory and regulatory 
requirements relaƟng to housing applicaƟons and 
allocaƟons.  

  

Which type of data will be 
used by implementaƟon of 
this policy? (e.g. personal, 
sensiƟve or special 
category)   

Personal and potenƟally sensiƟve informaƟon will be used by 
implementaƟon of this policy.    

What outcomes are wanted 
from this policy? (e.g. 
necessary to meet legal 
obligaƟons)   

The AllocaƟons Policy provides guidance to applicants, tenants and 
staff on how Elderpark Housing AssociaƟon allocated its properƟes.   
The main legal requirements relaƟng to housing applicaƟons and 
leƫngs are set out in the Housing (Scotland) Act 1987, as 
amended by the Housing (Scotland) Act 2001 and the Housing 
(Scotland) Act 2014. In addiƟon, the Scoƫsh Government has 
published statutory guidance that applies to housing allocaƟons  
  

Which groups could be affected by the policy? (note all that apply)   

Tenants   
   x   

CommiƩee    X  

Employees   
   

 X  Contractors      

If the policy is not relevant to any of the data groups listed above, state why and end the process 
here.   
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Have those affected by the policy / decision been involved?   

Yes, consultaƟon took place on changes  

Describe the likely posiƟve or negaƟve impact(s) 
that the policy could have on the groups idenƟfied 
above.   

PosiƟve Impact(s)   NegaƟve Impact(s)   

Provides greater 
transparency on the 
way in which we  
allocate properƟes    
   
  

   
   
None    

What acƟons are required to address the impacts 
arising from this assessment? (This might include:  
addiƟonal data, puƫng monitoring in place, 
making adjustments, taking specific acƟon to 
miƟgate any potenƟally negaƟve impacts)   

The AssociaƟon has systems and checks in 
place to ensure that personal data remains 
confidenƟal.    
InformaƟon will be shared with work 
colleagues on a strictly ‘need to know’ basis.    

   

Signed:   Rachel Cooper   

Dated:    24.11.2025   
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Equality Impact Assessment  
Name of Policy to 
be assessed  

AllocaƟon Policy  New policy or 
revision of exisƟng?  

Revision of Policy  

Person(s) responsible for assessment  
  

Rachel Cooper   

1. Briefly describe the aims, 
objecƟves and purpose of 
the policy.  

The AllocaƟons Policy provides guidance to applicants, tenants 
and staff on how Elderpark Housing AssociaƟon allocated its 
properƟes.  
The objecƟves of the AllocaƟon Policy are as follows:  
  

• To let our houses in an open and fair manner to 
people with diverse housing needs.   
• To provide open access to our housing list and 
enable people to exercise choice about where they want 
to live.  
• To help make EHA neighbourhoods vibrant and 
sustainable places for our tenants to live.   
• To give high priority to addressing homelessness.  
• To make the most effecƟve use of available housing 
stock, and manage the turnover of leƩable properƟes in 
an efficient manner.   
• To comply with all statutory and regulatory 
requirements relaƟng to housing applicaƟons and 
allocaƟons.  

  
2. Who is intended to 
benefit from the policy? 
(e.g applicants, tenants, 
staff, contractors)  

Applicants/Tenants  

3. What outcomes are 
wanted from this policy? 
(e.g. the measurable 
changes or benefits to 
members/ tenants / staff)  

The AllocaƟons Policy provides guidance to applicants, tenants and 
staff on how Elderpark Housing AssociaƟon allocated its properƟes.   
The main legal requirements relaƟng to housing applicaƟons and 
leƫngs are set out in the Housing (Scotland) Act 1987, as 
amended by the Housing (Scotland) Act 2001 and the Housing 
(Scotland) Act 2014. In addiƟon, the Scoƫsh Government has 
published statutory guidance that applies to housing allocaƟons  
  

4. Which groups could be affected by the policy? (note all that apply)  
Age  
  

x  Disability  x  

Gender reassignment  x  Marriage and Civil 
Partnership  

x  

Pregnancy and Maternity  x  Race  x  
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Religion or Belief  
  

x  Sex  x  

Sexual OrientaƟon  
  

x      

5. If the policy is not relevant to any of the equality groups listed above, state why and end the 
process here.  
  
  
  
6. Have those affected by the policy / decision been involved?  
Yes, consultaƟon took place on changes to policy 
  
7. Describe the likely posiƟve or negaƟve 
impact(s) that the policy could have on the groups 
idenƟfied above.  

PosiƟve Impact(s)  NegaƟve Impact(s)  
Provides greater 
transparency on the 
way in which we  
allocate properƟes    
   
  

   
   
None    

8. What acƟons are required to address the 
impacts arising from this assessment? (This might 
include: addiƟonal data, puƫng monitoring in 
place, making adjustments, taking specific acƟon 
to miƟgate any potenƟally negaƟve impacts)  

The AssociaƟon has systems and checks in 
place to ensure that personal data remains 
confidenƟal.    
InformaƟon will be shared with work 
colleagues on a strictly ‘need to know’ basis.    

  
Signed:  Rachel Cooper   

Dated:   24.11.2025  
  

  


