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As soon as possible after an applicant has been shortlisted for an offer of accommodation, they will be 
invited to a non-mandatory Pre-Tenancy Workshop. These workshops are designed to prepare prospective 
tenants to be tenancy ready by making them aware of their obligations as tenants and giving realistic advice 
around the likely condition of the property at the time of the letting and the first steps tenants will need to 
take on occupation. In addition, incoming tenants will be advised of the general timescales of the Letting 
process and of their new tenancy starting. The groups may be tailored to particular participants, for example 
there may be a specific group for Care Leavers. 

The aim is for these workshops to take place prior to the viewing and/or letting appointment wherever 
possible, however this may not always be possible where, for example, properties are immediately available 
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Prospective tenants will be invited to a Letting appointment to complete their tenancy sign-up during which 
the Tenancy Agreement and Conditions of Tenancy will be issued and the tenant will receive the keys for 
their new home.

All new tenants are required to provide proof of identification and immigration status, in accordance with 
the UK Right to Rent checks. To support the specific needs of tenants, the Council provides varying levels of 
support for the Letting Interview including home/hospital visits, face to face lettings and interpreting services 
where required. These additional support needs will be identified with the tenant at the property viewing 
and the appropriate arrangements made to ensure that the tenant is able to participate in and understand 
the lettings process.

Customer and property specific advice and guidance will be provided to all incoming tenants to support 
them to settle into their new home and to help them to independently sustain their tenancy. The advice and 
support provided during the Letting Interview includes (this list is not exhaustive):
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The aim of the post letting housing support is to support tenants to succeed in their tenancies by providing 
proactive tailored housing support to new tenants who are not receiving support from other sources. The 
support offered is tailored to the needs of the tenant to enable them to manage and sustain their tenancy. 
Those tenants who are identified as requiring little or no support will be contacted during the first 12 weeks 
to resolve any issues that may have arisen. Those tenants who are identified as requiring additional support, 
for instance former rough sleepers, will be provided with the appropriate service, either for up to 12 weeks 
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The Council operates a number of “Cat 2” sheltered housing schemes throughout the city. “Cat 2” schemes 
are corridor-linked housing schemes for tenants with specific support needs. For these schemes, viewing and 
lettings are carried out by the local Voids and Lettings Team as with general needs accommodation, and the 
relevant support path is followed depending on the tenant’s needs as identified during the lettings process. 
Once the tenant takes up occupation of the accommodation, the on-site support staff carry out weekly visits 
throughout the duration of the tenancy. 

During these visits, support will be provided to the tenant around relevant tenancy issues (debt/financial/
benefits, care and support needs etc.). These visits also provide an opportunity to check the condition of 
the property, report any required repairs and identify any changes in the tenant’s circumstances or ability to 
manage their tenancy where further support may need to be provided. Where specific support needs are 
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The Council acknowledges that tenants may decide that their home is no longer suitable for them, and may 
wish to move on to accommodation elsewhere in Birmingham or further, depending on their circumstances. 
The Council will assist tenants in these circumstances through various means, outlined below:

• Housing register

• Mutual exchange 

• Wisemove 

6.0 MOVING ON

Tenants may re-join the housing register and seek a home elsewhere in Birmingham by way of a transfer. 
There are various reasons why this may be the case, and the Allocation Scheme affords that relevant priority 
status will be given to households seeking to downsize, or where the household has grown beyond the size 
that the property can realistically accommodate. Transfer applications will be handled in the same way as 
applications from non-tenants, with applicants placing bids for properties more suitable for their needs.

6.1 HOUSING REGISTER

Where tenants wish to exchange for a home in a different part of the city or the UK (managed by a 
Registered Provider or Local Authority), they may seek a mutual exchange through their own means, or via 
the Homeswapper website, where properties are advertised nationally.

6.2 MUTUAL EXCHANGE

The Council’s Wisemove service assists tenants seeking to downsize from their current home to another 
property in Birmingham. This service provides assistance with moving, setting up utilities, decorating and 
making minor accessibility adaptations where required.

6.3 WISEMOVE
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• Complying with the Housing Act 1996 Part 6 as amended by the Homelessness Act 2002 and Localism 
Act 2011, whereby the Council is required to have a housing allocation scheme. The Act also sets out the 
legal framework by which it is bound.

• Ensuring, the Council will only ask for information that they need to support tenants with the letting 
process. The partner organisations will collect and keep data in accordance with GDPR and the Council’s 
guidelines on handling personal, sensitive personal or special categories of personal data. Tenants can 
find out how the Council hold and use information about them on the Councils Website. These guidelines 
are in accordance with the national regulations which cover both electronic and manual records and the 
govern everything we do with the data, including collecting, storing, using and disposing of it.

• Ensuring that personal, sensitive personal or special categories of personal data held about applicants 
will not be disclosed to third parties apart from:

 - Where the individual who is the subject of the confidential information has consented to the disclosure.
 - Where disclosure is made in accordance with an information sharing protocol that complies with the  
    ICO’s current data sharing code of practice.
 - Where the Council or a partner organisation is required by law to make such disclosures.

• Ensuring that the allocation and lettings process supports the Council’s wider strategic objectives and 
statutory duties.

7.3 WE ENSURE THAT THE COUNCIL IS ACTING   
 AS A LANDLORD IN A LEGALLY COMPLIANT   
 MANNER, BY:

• 


	CONTENTS
	1.0 Purpose And Scope ..............................................................................

	1.0 PURPOSE AND SCOPE
	This document is intended to fulfil the requirements of the Housing Act 1996 with regards to the pub

	1.1 in SCOPE
	The process for letting properties, following the successful shortlisting and offer of properties. T

	1.2 OUT OF SCOPE
	The process of shortlisting applicants for properties including viewing the property Allocation of p

	2.0 CONTEXT
	The Council owns and manages a significant housing stock, in excess of 59,000 homes. This stock is l

	3.0 PRE-TENANCY WORKSHOPS
	As soon as possible after an applicant has been shortlisted for an offer of accommodation, they will

	4.0 LETTING INTERVIEW
	Prospective tenants will be invited to a Letting appointment to complete their tenancy sign-up durin

	5.0 POST LETTING HOUSING SUPPORT
	The aim of the post letting housing support is to support tenants to succeed in their tenancies by p

	5.1 Extra Care Accommodation
	Due to the age and vulnerabilities of tenants eligible for Extra Care accommodation, lettings and po

	5.2 Sheltered Accommodation (“Cat 2”)
	The Council operates a number of “Cat 2” sheltered housing schemes throughout the city. “Cat 2” sche

	6.0 MOVING ON
	The Council acknowledges that tenants may decide that their home is no longer suitable for them, and

	6.1 Housing Register
	Tenants may re-join the housing register and seek a home elsewhere in Birmingham by way of a transfe

	6.2 Mutual Exchange
	Where tenants wish to exchange for a home in a different part of the city or the UK (managed by a Re

	6.3 Wisemove
	The Council’s Wisemove service assists tenants seeking to downsize from their current home to anothe

	7.0 THE COUNCIL’S PRINCIPLES
	The Council values and behaviours are:   We put citizens first.  We are empathetic and respectful 

	7.1 We ensure that lettings and the letting   housing support are carried out in a    fair, transpar
	Prioritising support to the most vulnerable people, based on the specific needs of the tenant, takin

	7.2 We deliver our services in an inclusive   manner, by: 
	Recognising the diverse nature of Birmingham as a local authority area. Many new tenants will not ha

	7.3 We ensure that the Council is acting    as a landlord in a legally compliant    manner, by:
	Complying with the Housing Act 1996 Part 6 as amended by the Homelessness Act 2002 and Localism Act 

	7.4 We contribute to the effective  Letting of the Council’s homes and  the sustainable tenancies, b
	Using data-driven approaches in ensuring a high-quality service. Regularly reviews and assessments t


