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TRANSFER POLICY 
 
 
 1. INTRODUCTION  
This policy applies to any General Needs Assured or Secure tenant who wishes to transfer 
from an ISHA tenancy to another property within ISHA’s stock. It sets out the criteria for 
qualifying for a transfer and the process for application.  
 
We want our tenants to flourish in their homes and enjoy the neighbourhoods where they live. 
However, we recognise that this is not always possible, and our tenants may express a desire 
to move to alternative accommodation.  
 
ISHA operates in NE London which is in the midst of an affordable housing crisis where 
demand outnumbers supply. We are therefore unable to move everyone who expresses a 
desire to move.  
 
Because of the limited number of vacancies in ISHA’s stock, only tenants in Priority Need can 
register for an internal transfer. All other tenants who want to move will be referred to 
Homeswapper, or their local authority. Support and advice with registering and identifying 
suitable properties will be provided to all applicants.  
 
2. AIMS  
The aim of this policy is to increase opportunities for ISHA tenants in priority need for 
rehousing, to move to alternative accommodation which meets their needs, whilst ensuring 
that we allocate our homes in a transparent way and that applications for an internal transfer 
are dealt with efficiently and fairly.  
 
The policy sets out when a tenant would qualify for a transfer and how priority is awarded.  
 
3. STATUTORY AND REGULATORY FRAMEWORK  
Under the Tenancy Standard of the Consumer Standards it states that Registered providers shall 
let their homes in a fair, transparent and efficient way. They shall take into account the housing needs 
and aspirations of tenants and potential tenants. They shall demonstrate how their lettings:  
 
(a) make the best use of available housing  
(b) are compatible with the purpose of the housing 
(c) contribute to local authorities’ strategic housing function and sustainable communities  
 
There should be clear application, decision-making and appeals processes.  
 
The allocation component of the standards also requires registered providers to deliver 
services to address under-occupation and overcrowding in their homes 
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4. DETAILS  
Overcrowding  
ISHA will provide advice and assistance for any tenants who are experiencing overcrowding. 
This may include signposting to the LA for registration on the Housing register, advice on how 
tenants can make the best use of space in their homes and assistance in registering for a 
Mutual Exchange. Tenants who are overcrowded will not be registered on ISHA’s housing 
transfer list, unless they meet the threshold of statutory overcrowding.  
 
Priority Groups  
When a tenant applies for a transfer they will be assessed to determine whether they qualify 
within one of the following priority Groups.  
 
Priority Group 1 – Decants  
Tenants who must move from their existing ISHA home so that major works, repair or 
improvement can be carried out. There is a separate Homeloss and Disturbance policy and 
procedure which provides more detail about our approach. Priority will be given to tenants who 
are required to move on both a temporary and permanent basis.  
 
Approval of management transfers for this priority group must be supported by a property 
condition report prepared by a Building surveyor, and approved by the Head of Asset & 
Repairs. All other options such as temporary or hotel accommodation should be explored 
before approving a decant.  
 
Priority Group 2 – Management Transfers  
Cases of domestic abuse where additional home security (Sanctuary) or legal action against 
the perpetrator is not appropriate and/or been unsuccessful and,  
 
Serious harassment where a member of the household has been targeted and harassed and 
s unable to live in the property due to risk of violence  
 
Cases in this priority group must be supported by a management transfer request report which 
includes supporting evidence, completed by the Tenancy Officer and approved by the Head of 
Housing Management. 
 
Priority Group 3 - Under-Occupying Successors & Affordable Rent Applicants  
Tenants who have succeeded to a property which is larger than their housing need and are 
required to downsize.  
 
ISHA are required to rehouse occupiers who have succeeded to a tenancy where the property 
they have succeeded to, is larger than their needs. Applications for this category must be 
approved by the Housing Manager.  
 
Tenants who are unable to pay their rent due to a change in their financial circumstances who 
are living in a general needs property with an Affordable rent may register on the transfer list 
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for a property with a social rent. Applicants in this category must be supported by a report from 
the Income and Sustainability Manager. The report must evidence that the tenant cannot 
afford to pay their Affordable Rent because of a change in their financial circumstances since 
moving into their property and that to remain in their current home would cause serious 
financial hardship. Applicants in this category will be approved by the Head of Housing 
Management.  
 
Priority Group 4 – Medical & Disability  
Disabled tenants requiring wheelchair adapted accommodation and tenants with 
serious medical needs where a member of the household is unable to use a part of their 
home due to their medical condition e.g. someone with a physical disability who can no longer 
climb the stairs and the home is split on more than 1 floor.  
 
Applications in this category must be approved by ISHA’s independent medical assessor 
(currently Now Medical). The tenancy Officer will be required to obtain a medical report from 
the applicants GP, hospital consultant /doctor or other medically qualified practitioner. This will 
be submitted along with an internal transfer application form to the Lettings Officer for 
submission to ISHA’s independent medical assessor.  
 
Priority Group 5 – Under-Occupation transfers  
This group includes applicants who are under-occupying excluding under-occupying 
successors.  
 
Applications in this category must be approved by the Housing Manager.  
 
Priority Group 6 – Bedsit & Hostel Move-On  
Tenants who have lived in a bedsit for more than 2 years may apply for a transfer to a 1-
bedroom property only. ISHA will allocate up to a maximum of 2 properties per year for this 
purpose  
 
ISHA provides Move-On accommodation for our Green Lanes hostel residents. These 
residents will be assessed for Move-On by their Outreach and support Officer every 6 months 
following the start of their tenancy. When assessed as ready to move into general needs 
housing they will be approved for a Move-On transfer by the Housing Manager. ISHA will offer 
up to a maximum of 2 1-bedroom properties for hostel move-on each year  
 
Once approved we will assess all applicants to determine which of the six priority groups they 
fall under as shown below. 
 

Highest  
Priority  

Criteria  
 

Priority 
Group  
 

Number of 
Offer  
 

Size  
 

Decants (temporary) tenants who must move 
from their existing ISHA home so that major 
works, repairs or improvement can be carried 

1 1 Like for 
like 
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out (work duration is more than 8 weeks) and 
who want to return to their home after the 
work is completed.  
 
Decants (permanent) tenants who must move 
from their existing ISHA home so that the 
property can be sold or demolished or where 
major works, repair or improvement is required 
9work duration more than 8 weeks) and the 
tenant is willing to move out permanently.  
 

1 2 Housing 
need 

Management Transfers – Domestic Abuse, 
Serious Harassment or Hate crime  
 

2 1 Like for 
like 

Under-occupation Successor & Affordable Rent  
Statutory Overcrowded  

3 1 Housing 
need 

Medical Needs Disabled tenants requiring 
wheelchair adapted accommodation),  
A member of the household is unable to use a 
part of their home due to their medical 
condition e.g. someone with a physical 
disability who can no longer climb the stairs 
and the home is split on more than 1 floor.  

4 1 Housing 
need 

Lowest 
priority 

Under-Occupation (tenant)  
 

5 Unlimited Housing 
need +1 

Statutory Overcrowding  
 

5 1 Housing 
need 

Bedsit Policy & Hostel Move-On  
 

6 1 Bedsit or 
1 bed 

 
Where there is more than 1 applicant with the same priority that meets the matching criteria for 
a property then we will allocate it to the applicant with the earliest registration date on the 
transfer list.  
 
Where an applicant meets the criteria for more than 1 priority group then they will be placed in 
the highest priority group which they are eligible for. 
 
Reasonable Offers – Definition  

• A reasonable offer should meet the essential needs of the household, for example 
bedroom size or floor level unless they have been assessed as like for like category 

• Like for like is a property of the same size and property type 
• ISHA will note applicants’ preferences, e.g. for a particular type of property and area 

and will attempt to satisfy them. However, an offer would not be considered 
unreasonable if it failed to satisfy those preferences. 



 
 

 
 

TRANSFER POLICY 
INC 

5 of 6 

• Transfer applicants will be able to specify postcode areas that they prefer. However, a 
further geographic preference within that area will only be treated as a preference 
unless there is some overwhelming social or medical need. 

 
Property Size and Type to be Allocated  
Applicants who qualify for a transfer based on their housing need will be allocated a property 
size using the criteria in the following table. 
 
Household size  Standard property size  
Single person  Bedsit or 1 bed 1 person  
Couple (no children)  1 bed 2 person  
2 adults not living as a couple  2 bed 2 person  
1 or 2 adults + 1 child  2 bed 3 person  
1 or 2 adults + 2 children  2 bed 4 person & 3 bed 4 person  
1 or 2 adults + 3 children  3 bed 5 person  
1 or 2 adults +4 children  3 bed 6 person  
1 or 2 adults + 5 children or more  4 bedroom 7 person or above  
 
We will also aim to apply the following principles in allocating property:  
1. An unborn child will not be counted as a member of the household  
 
2. A bedroom of less than 10 sq. metres is a 1 person room.  

3. Children of different sex, where the eldest is over 10 years, should not have to share a 
room.  

4. Children of the same sex are expected to share a room. Where there is an age gap of more 
than 10 years or where the eldest is over 18 years, ISHA will consider the family for the next 
size of accommodation, if available.  
 
Under-Occupation Incentive Tenants who transfer to a smaller property will be 
entitled to a payment of an under- occupation incentive. This will be £750 for the first bedroom 
relinquished and £500 for each additional bedroom. We will also pay you up to £1200 towards 
your moving costs and cover any reasonable costs of the reconnection or disconnection of 
appliances and white goods.  
 
If you are aged 65 or over or have a long-term disability we will arrange and cover the costs of 
a packing and removal service  
 
This payment is payable to mutual exchange applicants (ISHA tenant only) who downsize and 
exchange within ISHA or to another Registered Provider or Local Authority tenancy.  
Where a tenant qualifies for under-occupation incentive but has rent arrears in their current 
home any entitlement to under-occupation incentive will be used to clear the arrears and the 
balance paid to the tenant. 



 
 

 
 

TRANSFER POLICY 
INC 

6 of 6 

 
Ineligibility Criteria  
Tenants who are not eligible for a transfer are:  
• • _Any applicant who has rent arrears and have not been continually reducing them for at 
least 12 weeks, unless approved for a transfer on the grounds of Domestic Abuse  
• • _Any tenant where we are investigating antisocial behaviour reports made against them  
• • _Any tenant who has a valid Notice served on them due to breach of tenancy  
• • _Any tenant who has failed to keep their current home clean and in good decorative order  
 
Any tenant who has been approved for a transfer and subsequently falls into the ineligibility 
criteria will be removed from the transfer list. Any priority gained for time on the list will be lost.  
 
Appeals & Complaints  
Any tenant who has a complaint about any part of this policy or are dissatisfied with the 
outcome of their transfer application can raise a complaint through ISHA’s formal Complaint 
Process. Their complaint will be investigated by an officer who has not been involved in the 
decision making of their application.  
 
5. HEALTH AND SAFETY  
For existing customers who have requested a transfer staff must ensure that they check the 
Customer Alert Register prior to carrying out any visits or interviews.  
At all times staff will adhere to the organisation’s lone working policy where site visits or visits 
to residents’ homes are required. 
 
6. EQUALITY AND DIVERSITY 
ISHA will demonstrate its commitment to equality and diversity within the transfer policy We 
will ensure that nobody receives less favourable treatment on the grounds of age, disability, 
gender reassignment, pregnancy & maternity, race, religion or belief, sex or sexual orientation.  
We will monitor the diversity of all applicants who apply and are approved for a transfer to 
ensure that o group is discriminated or treated less favourably against  
 
7. TRAINING  
ISHA will ensure that all staff involved in allocating homes to residents are sufficiently trained 
and/or have the relevant experience and understanding of the rights of customers and our 
obligations under this policy  
 
8. DATA PROTECTION  
ISHA will ensure that we comply with data protection principles in the enforcement of this 
policy. We will only process personal data once the data subject has given their consent  
 
9. MONITORING  
We will carry out an annual review of the transfer waiting list and monitor properties let to 
transfer applicants in the annual lettings plan.  
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10. REVIEW  
This policy will be reviewed every 3 years or sooner if there are any changes in legislation, 
local authority allocation policy or where Board approval for management transfers is required.  
 
11. ASSOCIATED DOCUMENTS  
• Complaint Policy 
• Health & Safety Policy 
• Lone Working Policy 
• Allocation Policy 
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