PADLEY HOUSING ASSOCIATION LTD.
Information for tenants
Introduction
Padley Housing Association is a Registered Housing Provider and charitable organisation. We are governed by a Management Committee whose members work for us voluntarily. 
As a Registered Housing Provider we are non-profit making. We are supported and monitored by government through the Housing and Communities Authority.

The Association's policy on allocation and transfer of tenancies and the tenant's consultation policy are attached as an appendix.

Our Aims
We aim to provide quality affordable homes, principally for people over 60 in Sheffield. 

Equal Opportunities and Diversity Policy
We are committed to equality of opportunity for all. To make sure that everyone is treated fairly, we monitor every stage of the allocation process. Padley Housing Association will therefore maintain records of the age, race, gender and disability of applicants to ensure that there is no discrimination.
	
Tenancy Agreements.

At the commencement of a tenancy, applicants will be required to sign a Tenancy Agreement and will be given a copy of the agreement to keep. It is important to keep this document safely.

Security of Tenure.

You have security of tenure so long as you occupy the premises in accordance with the terms of the Tenancy Agreement. The Association cannot, of its own will, remove you from your home, it can only do so after having served you the proper notice AND obtained a possession order from the Courts.
	
The grounds on which the Association can seek a Possession order are listed in the tenancy agreement, and action by the Association must be based on one or more of these grounds and the legal procedures must be strictly followed.

Repairs.

The repairs which are the responsibility of the Association are listed in the tenancy agreement. You should notify these repairs promptly to the Association's agents - Norrow Estates, 5 Paradise Square, Sheffield S1 2DE. 	Telephone 2720218/2725671 Fax 2727001 e-mail enquiries@norrow .co.uk

Services.

The services provided by the Association are listed in the tenancy agreement. Four weeks notice will be given of any changes in service charge.
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Consultation.

The Association will consult it's tenants before any improvements or alterations are made to the premises or any changes in maintenance practice. The consultation may be done by letter or by a visit to the tenants affected.

Lodgers and Sub-letting.

You have the right to take in a lodger at your premises but no so as to make the accommodation overcrowded. Lodgers in one bedroom flats or studios will not be permitted. You must advise the Association of the name of the lodger and the amount you are charging.

In exceptional circumstances, you may need a family member to reside with you on a temporary basis, but you must advise Padley H A of your intentions. We will not unreasonably withhold permission, but their residence must not give rise to overcrowding of the property. You may not sub-let or part with the whole of the premises, and to do so will prejudice the security of your tenancy.

Home Ownership.

Tenants of the Association have no right to purchase the premises they occupy because of the charitable status of the Association. Tenants excepting those in sheltered accommodation may have the right to a transferable discount if they purchase a property not owned by Padley Housing Association.

Rent.

The rent payable on your premises is shown in the tenancy agreement. The rent may be increased once every twelve months and 28 days written notice of increase will be given. The maximum annual increase is limited by the HCA and Padley will ensure that all assured tenancy rent increases are kept below this limit wherever possible. Existing tenants who have a fair rent set by the rent officer will continue to have the fair rent re-assessed every two years, though the Association may limit the increases set by the rent officer to keep in line with HCA policy. All tenants have the right to refer any rent increase to a Rent Assessment Committee, who will determine a maximum rent payable for the premises, which will then be fixed for twelve months.

Payment of Rent.

Rents may be collected by the Agents or paid at the agent’s office in accordance with arrangements made at the beginning of the tenancy. These arrangements may be changed by mutual agreement.

Decoration.

The Association is responsible for external decoration and the decoration of common parts such as hallways, staircases and common rooms. You must keep the interior of your premises in good decorative order and clean condition.
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Tenants Alterations and Improvements.

You must NOT make any alterations or improvements to the 	premises without having received written consent to do so from the Association BEFORE commencing any work. The Association will not unreasonably refuse your request but will require alterations to be done to a required standard.

Upon the termination of your tenancy you may be required to	 re-instate the premises to their original condition at your own cost.

Compensation for improvements done by the tenant will be based on their worth to the Association and not to their cost to the tenant.

The rent you pay cannot be increased merely because of any improvements which you may have done, unless they result in increased costs to the Association.


Local Lettings Policy - Attic Flats

All of Padley Housing Association's properties, with the exception of 99 Bower Road are primarily intended to house tenants over 60.In the case of second floor flats, which may give difficulties of access to older applicants, the tenancy committee will relax the age limit and will in such cases allocate the tenancy of such flats to younger applicants who will, in the opinion of the committee, contribute to creating a stable community within the property.

Tenancy Consultation Policy Statement

Before making any changes in practice or policy of its housing management, or commencing new programmes of maintenance, repair or demolition, the Association will consult with the tenants affected. This will normally be done by a visit or a letter allowing four weeks for the tenants to give their views.

The Association recognises the right of its tenants to form tenants associations and will, at its discretion, recognise such associations. The Association will provide the secretary of a recognised tenants association with a copy of information sent to tenants under the above paragraph, and invite the views of the tenants association for the consideration of the Association’s Management Committee.

The Association will notify the Secretary of the tenants association of the Management Committee's decision and a summary of its reasons. This is a statement of the Association's policy on Tenant Consultation in the terms of Section 105 of the Housing Act 1985.
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PADLEY HOUSING ASSOCIATION LTD
Allocations Policy
Working With Local Authorities
We actively assist the local authority in the areas where we operate; we normally allocate half our homes to people nominated by the local council.  We will work closely with the local council on the monitoring of nominations and referral arrangements.

Applying For a Home
You need to fill in an application form, which you can get from our agent’s office. Their address and phone number are on the cover of this information pack. When you fill in the form it is important that give us as much information as possible to help us consider your application. If you require any help in completing the form we will be happy to help you. 
If your circumstances change after you have sent us your form, please tell us as soon as possible.

Pets Policy

We do not allow pets, other than fish or small birds in our properties. Almost all of our properties have shared access arrangements and are designed for older persons. In exceptional circumstances, and in properties where there is direct access to the outside, we will give permission for new tenants who have a small dog or a cat to move in with their pet if they have advised us of their pet ownership at the time of application. There is a proviso that the pet will not be replaced.   

How Your Application Will Be Assessed
Your application will be assessed on your need for a home. Your personal situation will be assessed and the following circumstances will be taken into account:
	Medical

Your physical health is being made worse by your present accommodation and would improve with a more suitable home.
	Insecure Accommodation

You have evidence of a legitimate requirement to leave your present home or proof of the temporary nature of the accommodation.
	Overcrowding

Your present home is too small to accommodate yourself and your family, or you have to share basic facilities with strangers.
	Harassment

You are subject to harassment because of race, sexual orientation, religion or other attribute or you are subject to domestic violence.
	Poor Standard of Accommodation

Your present home is has no heating, suffers from severe damp or needs extensive repairs.
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	Location

You need to be near your family for support or you need to be close to employment.
	Lack of Other Options

You are not able to get a suitable home from other sources within a reasonable time.

Warden Service
Where a warden service is provided you must be over 60 years of age.

Registering For Accommodation
Once your application has been assessed as qualifying for accommodation, because of your need for a home, you will be visited by a member of the Management Committee.
The reason for the visit is to discuss your present housing and to see if we have accommodation of the right size, location etc to meet your needs. We will then write and tell you if we can register you for an offer of a home in the future. 
If your application is assessed as not qualifying for accommodation you will receive an explanation in writing of the reasons for your refusal.
All applications are normally dealt with in date order.

Offering A Home
If we offer you a home we will write and tell you. You will be able to look at the home before deciding if you want to accept it. 

If You Refuse An Offer
If you refuse more than two reasonable offers of a home we will normally suspend your application from our waiting list.

Your Registration
We review your registration every year. When we do this we will write to you to ask if you want to stay on our list.

Removal From The List
We have the right to remove you from the list if:
	You do not reply to the review letter asking if you wish to stay on the list.

You can get a suitable alternative home – for example you are able to buy a suitable home
You give false information on your application form.
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We can suspend your application if:
	You owe rent or mortgage because you refuse to make the payments.

There is evidence that you may be a nuisance to other residents, or cause damage to our property.
	You would need support to manage your tenancy and your needs cannot be met by the Association or other agencies.
	A risk assessment has identified that you are likely to create a risk to yourself or other tenants and this risk cannot be supported. 

Your Application Details
You can check all the information you have provided about your application. If you want to do this, please arrange an appointment at our agent’s office.

Transferring Or Exchanging
If you already live in one of our homes you can apply to move to another of our properties. You will need to fill out a new application form and your reasons for needing a move will be considered.  
You can also exchange your tenancy with another of our tenants or a tenant of a Local Authority or Registered Housing Provider. Before you exchange both landlords must approve the exchange in writing.


Complaints Policy – Independent Housing Ombudsman

In the event of any complaint, tenants should initially notify Norrow Estates of their complaint in writing. The complaint will then be brought before the relevant sub committee and the tenant informed of the committee's decision and any action to be taken. If the tenant is unsatisfied with the committee's decision, they may appeal to the committee to review it's decision and if the tenant is still unsatisfied with the outcome, they have the right to appeal to the independent housing ombudsman. For a form with details of how to appeal and guidance as to what kind of disputes the ombudsman can solve, contact Norrow Estates. Please note, the Independent Housing Ombudsman can only get involved once Padley’s own complaints procedure has been followed to completion.


Further Information

Further information for tenants may be found in the tenant's newsletter, your tenancy agreement and the guidance notes distributed with the application form.



The agents for Padley Housing Association are;-
Norrow Estates Ltd. 5 Paradise Square, Sheffield S1 2DE
Tel 0114  2720218/2725671.    Fax 0114 2727001    e-mail enquiries@norrow.co.uk
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