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ALLOCATIONS 

POLICY 
 

 

1.0 Introduction 

1.1 Sapphire independent Housing provides good quality, low cost accommodation for 
single people and families who are in housing need.   

 
1.2 The Association provides both general needs and supported accommodation. For 

further details see Appendix one. 

 

2.0 Objectives 

2.1 The objectives of the policy are to: 

 Allocate our properties to those in greatest housing need 

 Achieve sustainable tenancies and balanced communities 

 Treat applicants equally and fairly 

 Use our stock effectively 

 Comply with legislation and regulatory requirements 

 Work closely with both statutory and voluntary agencies 
 

3.0 Housing Needs 

3.1 Sapphire Independent Housing will produce an annual summary document of 
lettings during the year and determine any policy and/or procedural changes 
required. 

 
3.2 Sapphire Independent Housing will review its access routes on a regular basis to 

ensure its identified client groups are able to fully gain access t o  i t s  services, 
subject to contractual arrangements in place. 

 
3.3 Service Specifications (particularly for Supported Accommodation) and 

nomination/referral agreements with Local Authorities with whom it works have 
been agreed.   

 

4.0 General Needs Access Routes 

4.1 Sapphire Independent Housing does not operate a waiting list. Void u n i t s are 
allocated to applicants from the following sources 

 
4.2 Self-Contained Units 

 Rough Sleeper’s Initiative (RSI)  

 Local Authority 

 Sapphire Independent Housing residents in temporary accommodation 

 Internal transfer 
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4.1.2 Temporary (Hostel) Accommodation 

 Self-referral 

 Homeless agencies working across London 

 Local Authority 

 Internal transfer 

 

5.0 Supported Accommodation 

5.1 Supported bed spaces are commissioned by the respective Local Authority. 
 

6.0 Selection Criteria 

6.1 Some schemes have specific admission criteria for applicants 
 
6.2 Selection criteria for general needs schemes are attached- see Appendices 2 and 3. 

The Association has specialist accommodation for women or men only, and older 
people. 

 

7.0 Priorities for Selection (General Needs)  
 

7.1 RSI applicants will be prioritised into RSI specific accommodation (Caulfield Court 
and Highgate Road/College Yard)   

 
7.2 Where Local authorities have full nomination rights this will be honored above all 

other referral routes (e.g. Tara Lodge)  
 
7.3 For properties not attached to RSI or Local Authority nomination rights internal 

applicants will be prioritised, especially those who have completed a pre-tenancy 
training programme.  

 

8.0  Priorities for Selection (Supported)  

8.1 The Association prioritises applications in order of those with the greatest need.  
 
8.2 In supported housing applicants must have a local connection established by the 

Local Authority.  

 

9.0 Transfers 

9.1 All transfer requests will be recorded 
 
9.2 Transfers will considered on a case by case basis, including emergency moves.  
 
9.3 Due to the high demand of SIH’s self-contained general needs stock, the association 

generally does not encourage internal transfers. Rather mutual exchange is the 
preferred route to transferring to similar accommodation. However each request will 
be assessed on a case by case basis.  
 

9.4 The grounds for applying for a transfer within temporary accommodation are: 
i. Where a tenant is subject to violence or harassment 
ii. Medical grounds 
iii. Where a tenant wishes to change area because of a training course, job 
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or other local connection. 
 

 

9.0 Mutual Exchanges 

 9.1 General needs self-contained tenants can engage in a mutual exchange. See Mutual 

Policy for further guidance.  

10.0 Decants 

10.1 It may also be necessary to decant residents from a property to facilitate 
major repair or improvement works to be carried out. Where this is the case 
alternative accommodation will be sought.  

 

10.2 If SIH decommission a service residents will be notified within the notice 
period set out in their license.  

 

11.0 Allocation Procedure 
 

11.1 All applicants are offered an interview to establish; 

 Needs (in supported housing)  

 Financial viability (including providing proof of benefits)  

 Right to rent  

 Appropriateness of application  

 

12.0 One Offer Policy 
 

12.1 All successful   applications for housing will be made one reasonable offer 
only.  This will be made clear to applicants. 

 

12.2 If applicants for housing reject a reasonable offer their application will be 
deemed closed. 

 

13.0 Appeals and Complaints Procedure 

13.1 Any person wishing to appeal against a decision should follow Sapphire 
Independent Housings Appeals procedure. 

 
 

14.0 Accommodation Available for Letting 

14.1 The Association may only allocate to voids, which meet the minimum standards.  
Refer to Void Management and Standards Policy for more information.  

 

15.0 Accountability 
 

15.1 Sapphire Accountability Independent Housing will m a k e available to applicants 
information a b o u t the allocation policies, practices and procedures and the specific 
service. 

15.2 Sapphire Independent Housing will consult with residents and other stakeholders on 
any proposed changes to its allocation practices. 

15.3 An annual lettings report will be presented to the Board. 
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APPENDIX 1 

Borough and Housing Type 

Borough Scheme Units Client group Referral Route 

Brent St Eugene 
Court 

25 permanent 
self- contained 
flats 

People over the age of 55 Internal applicants from SIH 
hostels 

Camden Caulfield Court 18 self- contained 
flats 

Single Homeless Referrals from Rough 
Sleeper’s Initiative 
Internal applicants from SIH 
hostels 

Camden Conway House 60 hostel units 
(en-suite) 

Single Homeless Men Camden Hostel Pathway 
agencies 

Camden Dunne Mews 8 self- contained 
flats 

People over the age of 55 Internal applicants from SIH 
hostels 

Camden Forde House 4 self- contained 
flats 

Single people 50% Camden CBL. 
Internal applicants from SIH 
hostels 

Camden Hackett House 7 temporary units Single people Self-Referral and Homeless 
Agencies 

Camden Highgate Road 20 self- contained 
flats 

Single Homeless Referrals from Rough 
Sleeper’s Initiative 
Internal applicants from SIH 
hostels 

Camden Tara Lodge 6 self-contained 
family units 

Families Camden Council CBL 

Westminster St Louise 101 direct access 
hostel bed spaces 

Single Homeless women 
over 21 

Self-Referral and Homeless 
Agencies 

Islington Bethany House 60 
Supported 
bed spaces 
 
33 direct 
access bed 
spaces 

Single homeless women Islington SP 
 

Self-referral and Homeless 
Agencies 

Hertsmere Townsend 
House 

18 hostel 
bed 
spaces 

Single Young Women Hertesmere Council Herts 
Young Homeless Hertesmere 

Hertsmere Hepburn Court 12 temporary units Homeless families Hertesmere Council 
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HOSTEL                                                                                          APPENDIX 2 

(General Needs Hostel/Shared) 

1.0 Selection Criteria 

1.1 The following are eligible to apply for accommodation: 
 

 all applicants assessed by Sapphire Independent Housing to be in housing 

need, and 

 All applicants must be single and aged between 21 - 65 

 

1.2 Applicants must be in housing need and have a low income, for instance, 

 roofless 

 squatting 

 living in a night shelter/hostel or other institution 

 living in very poor housing conditions 

 living with relatives/friends with no home of their own 

 subject to harassment 

 subject to domestic violence 

 at risk from violence 

 subject to overcrowding 

 
1.3 The following are ineligible for housing: 

 applicants outside the scheme’s admissions criteria 

 applicants with support needs who would be more suitable for 
supported housing  

 applicants assessed as presenting a risk to other residents, staff or the 
general public 

 those convicted of arson, except in exceptional circumstances 

 applicants who have been convicted of racial harassment or who have 
been evicted for harassment of any kind, except in exceptional 
circumstances. 

 applicants who have been evicted from other Sapphire Independent 

Housing property 

 applicants who own property/land or have access to any other form of suitable 
accommodation  
 

2.0 Allocation 

2.1 All applicants will be interviewed to assess their suitability for accommodation. 
  
2.2 Applicants will be prioritised on a number including need and connection.  

 

     3.0 The Referral Process 
 

3.1 Referrals are accepted from either pan- London agencies or the applicant 
him/her self. Agencies are expected to ensure the applicant meets the referral 
criteria. 

 
3.2 All applicants will be asked to fill out an application form. Once completed, the 



Sapphire Independent Housing HM Policies 

Allocations 

6 of 8 

Policies/Housing Management/Allocations4 

Reviewed June 18 Approved 1998 

 

 

applicant will be interviewed and if suitable for the accommodation, will be 
offered to view a room/facilities. If the applicant accepts the accommodation, the 
license agreement will be explained and signed when a room becomes available. 

 

4.0 Monitoring and Review Arrangements 

4.1 Applications are monitored.  Referral source, age, sex, disability and ethnic origin 
will be monitored to meet Sapphire Independent Housings Equal Opportunities 
Policy. 
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SELF-CONTAINED ACCOMMODATION                                  APPENDIX  3 
(Self-Contained Accommodation) 

1.0 Selection Criteria 

1.1 Selection criteria will be predominantly based, in the first instance, on the referral 
route as outlined in Appendix 1; 

 
1.2 For internal referrals from temporary SIH schemes the following criteria will apply 

for eligibility 
i. Meet scheme criteria (including right to rent and financial viability 

assessments)  

ii. Have no arrears  
iii. Have demonstrated independent living skills  

 
1.3  For Rough Sleeper’s Initiative (RSI) referrals the following criteria will apply for 

eligibility 
iv. Meet scheme criteria (including right to rent and financial viability 

assessments) 
v. Have no previous arrears  

vi. Have demonstrated independent living skills  

vii. Engagement with RSI support worker  

viii. SIH RSI residents will be given first priority for RSI designated 
schemes  

 
1.4 For Local Authority referrals the following criteria will apply for eligibility 

ix. Meet scheme criteria (including right to rent and financial viability 
assessments) 

x. Have a local connection to the Borough  

 

1.5 Sapphire Independent Housing will not house applicants in the following situations;  
i. Those convicted of arson 
ii. Those who have been convicted of racial harassment or who has been 

evicted for harassment of any kind 
iii. Those with support needs which would be deemed incompatible with 

independent living  
iv. Those who have been evicted from a SIH property  
v. Those who own property or land  
vi. Those who have access suitable accommodation  

 

2.0 Assessment 

2.1 Assessments will be carried out by SIH’s Housing Officer to establish suitability 
and eligibility for a particular property  

 
2.2 Assessments will address areas such as; financial viability, right to rent, ability to 

live independently, and use of time.  
 

2.3 The applicant/referral may choose to be accompanied during the assessment 
process with notice given to SIH no later than 24 hours prior to the assessment.  
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3.0 Allocation of Self Contained Permanent 

3.1 Where SIH assess’ priority between eligible applicants the following criteria will 
be used: 

 

 The severity of the applicants existing housing condition 

 The length of time the applicant has been in their existing housing condition  

 The suitability of the applicant for the scheme. 

 

4.0 General 

4.1 If the offer is refused or not responded to within 48 hours, the application will 
be deemed closed. 

 
4.2 All offers of accommodation, are subject to Sapphire Independent Housings’ one 

reasonable offer strategy.  


