GLEN HOUSING ASSOCIATION
MUTUAL EXCHANGE POLICY AND PROCEDURE

1.
INTRODUCTION

The Association is committed to enabling tenants to exchange houses, wherever possible, in order to satisfy their housing need, to promote mobility and to make the best use of its housing stock.  This aim is in accordance with the Housing (Scotland) Act 2001 and with Performance Standards for Housing Associations. This Policy should be referred to in conjunction with the Association’s Allocation Policy.
2.
GENERAL PRINCIPLES

An Association tenant may apply to exchange house with another tenant of Glen Housing Association, or with a tenant of any other housing association or local authority, water authority or sewerage authority.

. 
The Association will maintain an Exchange Register which will be displayed at reception in the Association’s offices. The Association will also advise tenants of the availability of local and national schemes dedicated to facilitating exchanges e.g. Homeswapper.
Tenants requesting a mutual exchange must meet the eligibility criteria outlined in this policy.  No request will be unreasonably refused.

Tenants exchanging houses will be offered a Scottish Secure Tenancy with the Association.

All information provided in connection with a mutual exchange request will be treated as confidential.  The Association complies with the requirements of the Data Protection Act 1998 in this respect.

3.
ELIGIBILITY CRITERIA

All Association tenants will be eligible to apply for an exchange. Both/all parties to the exchange will be required to complete a Mutual Exchange Request form (Appendix 1 & 2).  Where either of the parties has a joint tenancy with another person, the joint tenants must also sign.
3.
ELIGIBILITY CRITERIA (Continued)

A request for an exchange will NOT be approved if:
· The Association does not have the written consent of all tenants involved (including each joint tenant).  Written consent will also be required from any person who has occupancy rights under the Matrimonial Homes (Family Protection) (Scotland) Act 1981.

· The exchange will result in the under-occupation by more than one bedroom, or the overcrowding of the property in accordance with the Association’s Allocations Policy.

· Either of the participant households does not require the facilities or amenities provided in specially adapted properties such as amenity or wheelchair houses.

· Either participant in the exchange is the subject of current legal action by their landlord for any breach of their tenancy agreement.

· Either participant in the exchange has rent arrears equivalent to more than 1/12th of the annual rent, or other housing related debt outstanding (including legal fees and rechargeable repairs).  This eligibility requirement may be relaxed if the exchange need is urgent and the tenant can provide evidence that they have been repaying the debt for at least 3 months prior to the exchange request being made.
· The exchanging tenants are not prepared to accept both the decorative condition of the property and responsibility for any improvements carried out by the existing tenant.  The Association’s tenant will be expected to carry out or pay for any rechargeable repairs before the exchange is approved. This may also apply to any non Glen Housing Association tenant involved in an exchange.

4.
TIMESCALES FOR EXCHANGE PROCEDURES

4.1
Tenants enquiring about a mutual exchange will receive an Exchange request form within 5 working days of their enquiry.

4.2
Completed exchange request forms will be acknowledged on receipt and recorded in the mutual exchange folder where each stage will be noted thereafter.
4.3
At this stage the forms will be checked against the Eligibility Criteria, paragraph 3.  If any of these is not met, the application will be refused and all applicants advised in writing within 2 working days of the decision.

4.
TIMESCALES FOR EXCHANGE PROCEDURES (Continued)


If the initial criteria ARE met, subsequent stages are as follows:
4.4
A tenancy report will be requested from the landlord of any non Glen tenants within 5 working days of the receipt of the form.
4.5
Arrangements will also be made to visit Glen’s tenant to carry out a property inspection.  If necessary the tenant will be advised to carry out any rechargeable repairs.  If the tenant is unable to do so within a reasonable timescale e.g. maximum of 14 days, the application should be refused at this stage and the tenant advised to re-apply when the work is completed.

4.6
Inspection reports for all tenants involved will be collated and if at this stage the Eligibility Criteria outlined in paragraph 3.4 to 3.6 are not met the exchange will be refused.

4.7
Provided the Housing Officer is satisfied that all the criteria are met, a suitable date for the exchange will be agreed verbally with the tenants and any other landlord involved.

4.8
The tenants will receive a letter advising them of the refusal or approval of the exchange as soon as possible, but not later than 28 days from the receipt of the application.  The incoming tenant will also receive an official offer letter with details of rent due, commencement of tenancy date and an appointment to sign the Tenancy Agreement.  Where an application is refused, reasons will be given to the tenant failing to meet the criteria.

4.9
Where a tenant is exchanging from another organisation, the sign-up procedures will be in accordance with those for a new tenant.

5.
ADDITIONAL INFORMATION

5.1
Refusal of an Application to Exchange

No application will be unreasonably refused provided the eligibility criteria are met.  However the Association will cancel or refuse applications where:

· An applicant has knowingly given false information or where on formation has been deliberately withheld.

· An applicant fails to notify the Association of any relevant change of circumstances e.g. family size, address or housing conditions.

· An applicant fails to reply to communications from the Association.
· Applications to exchange will not be granted conditionally. Failure to meet any of the eligibility criteria will result in a refusal of the request. 
6.
OUR COMMITMENT TO EQUALITY & DIVERSITY

Glen Housing Association is committed to providing fair and equal treatment to all in accordance with our Equality & Diversity Policy.


In line with our commitment, this Policy can be made available free of charge, in a variety of formats including; large print, language translation or audio format.

7.
APPEALS PROCEDURE

All tenants have the right to appeal against a decision where consent has been refused, using Glen Housing Association’s Complaints Procedure        (a copy of which can be obtained at either of the Association’s offices or by post on request.

This does not prejudice the tenant’s right to appeal to the Courts under Part 2, Schedule 5, of the Housing Scotland (Act) 2001.
8.
POLICY REVIEW


This policy will be reviewed on a five-yearly basis to ensure its aims are being met.
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