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Lettings
Internal Audit Programme Guide
This guide has been funded by the Housing Corporation

IGP Database Ref No G01-20213

Introduction

This guide provides advice on matters designed to assist the auditor in developing an internal audit programme on lettings. It is the responsibility of the auditor to determine which elements of the guide are incorporated into their internal audit programme. The tables setting out the key control and expected tests do not imply that all the items contained in the tables need to be included in the internal audit programme developed by the auditor.
Preamble

This Internal Audit Programme Guide covers the area of Lettings. The maintenance of a register of those in need of Housing Need and subsequent allocation of properties to those in greatest housing need is at the core of all housing association activity. 

Lettings and associated policies are also governed by related legislation, in particular section 167 of the Housing Act 1966 as amended by the Allocation of Housing (Reasonable and Additional Preferences) Regulations 1997 (Statutory Instrument 1997 no 1902); and statutory duty outlined in Sections 170 and 213 of the Housing Act 1996, amended by the Homelessness Act 2002.

The Government has strengthened its commitment to Choice Based Lettings (CBL) with a target of all local authorities having a CBL system by 2010.  The Communities & Local Government has made a commitment to work toward a nationwide system of choice by 2010. The Government advocated this in response to their emphasis within their housing policy on choice and responsibility, and particularly in this area to move away from a more bureaucratic allocations system administered by Housing Officers.  This programme would typically involve a weekly or fortnightly advertising cycle, requiring those in need to bid for properties based on the ‘currency’ (such as points, bands, waiting time) they have been awarded.  At the close of bidding a shortlist is drawn up and the eligible bidder with the highest level of currency is offered the property, once their details are verified.

The Communities & Local Government has recently issued a consultation document entitled “Allocation of Accommodation: Choice Based Lettings - Code of Guidance for Local Housing Authorities” with the Consultation period finishing on 10th April 2007 – consequently it would be appropriate to understand the responses made by the individual RSLs and to consider the outcomes from the consultation period.
Another area of discussion in the sector since the last version of the guide has been the use by housing associations and Local Authorities of Introductory /Starter tenancies.  These are similar types of tenancy offered by some social landlords to new tenants for a limited period.   Housing associations are able to let on an assured shorthold tenancy for the first 12 months, with the courts granting possession during the term if the tenant breaches the starter tenancy agreements.  Housing associations can only use this type of tenancy where there is a recognised need to protect other residents or housing stock and maintain a sustainable community.  Research has suggested that these types of tenancies can contribute to reducing anti social behaviour as part of wider regeneration and anti-social behaviour strategies, although their use varies greatly between regions.  

Information on Choice Based Lettings and Starter Tenancies has been provided for contextual information only, as not all RSLs will have a CBL system in place and the varying use of starter tenancies across regions it is not considered appropriate to comment on controls within this guide at this time.

Housing Corporation requirements

The Housing Corporation includes guidance on lettings throughout its Regulatory Code. 

2.7.1 Lettings: are they proportionate to BME housing need, or census data where this information is deficient, in the area where the association has homes.
3.5.5 Housing associations must provide good-quality housing services for residents and prospective residents: by using lettings policies that are fair and reflect the diversity of their client groups.
3.6.1 Housing associations must work with local authorities to enable the latter to fulfil their duties to the homeless and people in priority housing need.

3.6 a*Lettings and sales policies are flexible, non-discriminatory and responsive to demand, while contributing to the need to be inclusive and the need to ensure sustainable communities.

3.6 c* When requested to do so by the local authority and to such an extent as is reasonable in the circumstances, associations provide a proportion of their stock to local authority nominations and temporary accommodation to the homeless.

3.6 d* Criteria are adopted following consultation with local authorities for accepting or rejecting nominees and other applicants for housing.

3.6 e* Applicants are excluded from consideration for housing only when their unacceptable behaviour is serious enough to make them unsuitable to be a tenant and only in circumstances that they are not unlawfully discriminating.

3.6 f* Lettings policies:

· are responsive to local authority housing duties;

· take account of the need to give reasonable priority to transfer applicants including applicants from other associations;

· are responsive to national, regional and local mobility and exchange schemes;

· are demonstrably fair and effectively controlled.
Audit Commission requirements

KLOE3: Stock allocations and lettings, issued in 2004 covers the following areas in relation to lettings:

· access, customer care and service user focus;

· diversity;

· the administration of housing registers and maintenance of an Allocation Policy; and

· value for money.

Areas covered by this Guide.

This Internal Audit Programme Guide covers the following areas: -

· High level control framework

· Maintenance of a register of Housing Needs (Note: Not all housing associations operate their own register, whilst others operate a register on behalf of the local authority)

· Allocation of properties

· Handover to tenants

· Management information

Key Risk Areas

Failure to put in place an appropriate system for the management and control of lettings carries with it a number of significant risks. Some of the risks that could arise in this area together with their associated implications are shown overleaf:

	Risk
	Potential Implications

	Failure to put in place a lettings policy that complies with statutory requirements
	· Punitive action by the Housing Corporation

· Relationship with local authority

· Adverse publicity

· Loss of confidence from funders



	Failure to demonstrate equity and fairness in the application of the lettings policy
	· Public criticism from potential tenants

· Punitive action by the Housing Corporation

· Allocation of housing to inappropriate tenants



	Ineffective liaison with local authorities
	· Criticism from the Housing Corporation

· Not meeting housing need

· Loss of opportunity for grants etc from local authorities

· Allocation of property to those not in greatest need

· Allocation of property to inappropriate tenants



	Use of inappropriate or ineffective tenancy agreements
	· Difficulty enforcing tenancy agreements 

· Lack of flexibility in respect of re-housing/re-allocating properties

· Financial risk



	Increase in number of hard to let properties
	· Estates with poor reputations. 

· Sub-standard properties. 

· Poor social infrastructure. 

· Properties of wrong type. 

· Work with Local Authorities to input into housing strategy.  

· Ongoing monitoring of voids.

· Increased Anti Social Behaviour issues

· Reduced income



	Poor condition of property on re-let
	· Failure to inspect property on vacation. 

· Non-compliance with Association standards.

· Increased abandonment rates

· Increased re-let costs



	Inappropriate allocations
	· Inadequate policy or procedures.

·  Non-compliance with policy. 

· Changing legislation demands.

· Fraudulent activity



	Increased void periods
	· Staff inaction. 

· Poor communication between housing management and maintenance. 

· Estate reputations. 

· Tenant damage to properties.



	Inadequate information from Local Authorities about prospective tenants e.g. problems identified / support needs etc
	· Discussions with LA for them to provide key information about nominee. 

· Informal arrangements currently in place.



The auditor should also review their own organisation’s risk map for risks relevant to this review.
Other Sources of Information

There are a number of useful publications available on this topic, details of which are given below. 

· “The Housing Manual” – CIH (2007)

· “Choice Based Lettings” – Housing Corporation (2006)

· “Good Practice Note 12 – Choice Based Lettings” – Housing Corporation (2005)

· “Circular 07/04 Tenancy Management: Eligibility and Evictions” – Housing Corporation (2004)

· “Inspection Uncovered - Lettings” – Housing Corporation (2003)
· “Sector Study 24: A to F – A series of reports based on research into housing associations letting activities and the role housing associations play in meeting housing need” – Housing Corporation (2003)

· “Sector Study 22: Coming and Going: Households entering and leaving the housing association sector” – Housing Corporation (2003)
· “Circular 9-02/03 – local authority Nominations” – Housing Corporation (2003)
· “Good Practice Briefing 20: Sustainable Lettings” – CIH (2001)

· “Good Practice Briefing 18: Managing Tenancies from beginning to end” – CIH (2000)

The Internal Auditor should also obtain details of the most recent Housing Corporation / Audit Commission Inspection along with the Housing Corporation’s most recent Assessment against compliance with the Regulatory Code standards to identify whether any weaknesses were highlighted in the area of lettings.

The Internal Auditor should also ensure that he/she is conversant with those aspects of the 1996 Housing Act, which pertain to Lettings, in particular sections 167, 170 and 213.

Useful Websites

· Housing Corporation – www.housingcorp.gov.uk
· Housing Corporation Bank of Good Practice - www.bankofgoodpractice.org
· National Housing Federation - www.housing.org.uk
· Chartered Institute of Housing - www.cih.org
· Audit Commission – www.audit-commission.gov.uk 

· The Communities & Local Government  – www.communities.gov.uk

· Commission for Racial Equality - www.cre.gov.uk
Disclaimer

This guide has been prepared to provide persons carrying out internal audit reviews with an understanding of the risks and controls associated with the activity covered in this guide. This guide does not purport to be a detailed technical guide on the activity itself. The information and guidance contained in this guide are provided for general information purposes only and do not constitute legal or other professional advice. Users of this guide are responsible for establishing whether there has been any new guidance and/or regulatory change since this guide was prepared. This guide should not be relied upon to identify all strengths and weaknesses that may exist or to identify all instances of fraud or irregularity. HAIAF does not accept responsibility for any loss that may arise from reliance on information contained in this guide, or from its omission or unavailability. Specific professional advice must be sought in respect of any particular query. 

All references to publications and legislation are applicable in England only.
1.
 OVERALL CONTROL FRAMEWORK

	Key Risks /Implications
	Expected Key Control or Process
	Suggested Tests

	1.1 Failure of the service provision to meet the housing association’s strategic objectives leads to a lack of strategic direction. 

 
	1.1.1 Objectives clearly state a commitment to general and supported housing, (as appropriate to the individual housing association), provision and support the local authorities housing requirements.


	(a) Obtain a copy of the lettings policy (including choice based lettings) and confirm that it is consistent with the organisation's overall policies and objectives.

(b) Confirm that the policy has been approved by the Board.

(c) Review the lettings policy (including choice based lettings) against the Housing Corporation Regulatory Code requirements and ensure that the policy covers all of the areas required to be included by this document and that it does not contradict the code.

(d) Review the lettings policy (including choice based lettings) against the requirements of Housing Corporation circulars 02/03, 07/04 and good practice note 12 (choice based lettings) together with   the Audit Commissions Key line of enquiry No 7 (allocations and lettings) and ensure that it is consistent with statutory requirements (NB A number of areas within the Housing Corporation Regulatory Code are specifically highlighted in the code itself as ‘statutory housing management guidance’).



	
	1.1.2 Each service is reviewed against strategic objectives on an annual basis to ensure that they still apply.


	(a) Obtain details of the date on which the lettings policy (including choice based lettings) was last reviewed and assess this for reasonableness (Note: the policy should ideally be reviewed annually).

(b)
Confirm that any changes to the lettings policy (including choice based lettings) have been reviewed by the Board.

	
	1.1.3
Clear targets are established which if not met trigger an overall review of the service represented.


	(a) Confirm that the lettings policy (including choice based lettings) or a summary thereof has been made publicly available.

(b) Where the policy has been issued in summary form review the summary and ensure that it is consistent with the detailed policy. 



	
	1.1.4
Detailed procedure guidance that covers the processes and procedures to be used in implementing the lettings policy (including choice based lettings) has been produced and issued to all relevant staff.


	(a) Obtain a copy of relevant procedure guidance and confirm that this is consistent with the lettings policy.

(b)
Interview a sample of staff and confirm that they are aware of and hold an up-to-date copy of the procedure guidance.

	
	1.1.5
The lettings policy (including choice based lettings) includes detail on the procedures to be followed for transfers, exchanges and exclusions; or a separate policy has been promulgated covering these areas.


	(a) Confirm that a policy has been issued on transfers and exchanges and that this has been promulgated to tenants.

(b) Confirm that the policy of transfers and exchanges has been reviewed and updated on a regular basis.



	
	1.1.6 Detailed procedure guidance, which covers the processes and procedures to be used in implementing the transfers/exchanges/exclusions policy, has been produced and issued to all relevant staff.


	(a)  Obtain a copy of relevant procedure guidance and confirm that this is consistent with the transfers/exchanges policy.

(b) Interview a sample of staff and confirm that they are aware of and hold an up-to-date copy of the procedure guidance.



	1.2 
Failure to operate a Housing Needs Register that is governed by an officially approved policy that is publicly available leads to inappropriate lettings and additional costs.
(Note: In many housing associations policy on such lists and priorities will form part of the Lettings Policy. Thus, these tests can be performed as part of section 1.1 above)

	1.2.1 A policy governing the operation of the Housing Needs Register has been drawn up, approved by the Board and, where relevant, the local authority. 


	(a) Obtain a copy of the Housing Needs Register policy and confirm that it has been approved by the Board and, where necessary, by the local authority. Also ensure that any requirements of a choice based lettings system have been accommodated within the policy.



	
	1.2.2 The Housing Needs Register policy is subject to regular review by the Board and, where relevant, the local authority.


	(a) Obtain details of the date on which the Housing Needs register policy was last reviewed and assess this for reasonableness (Note: the policy should ideally be reviewed annually).

(b) Confirm that any changes to the Housing Needs Register policy have been reviewed by the Board and, where necessary, by the local authority.



	
	1.2.3 The Housing Needs Register policy or a summary thereof has been made publicly available.


	(a) Confirm that the Housing Needs register policy or a summary thereof has been made publicly available.

(b) Where the policy has been issued in summary form review the summary and ensure that it is consistent with the detailed policy. 



	
	1.2.4 Detailed procedure guidance has been produced and issued to all relevant staff that covers the processes and procedures to be used in implementing the Housing Needs Register policy.


	(a) Obtain a copy of relevant procedure guidance and confirm that this is consistent with the policy.

(b) Interview a sample of staff and confirm that they are aware of and hold an up-to-date copy of the procedure guidance.



	1.3 Failure to identify properties where other bodies have nomination rights could lead to inappropriate lettings and additional costs.
	1.3.1 The nomination rights for each property are flagged on the housing management system.
	(a) Confirm that new properties brought on charge clearly identify which body has the nomination rights.

(b) Select a sample of new properties brought on charge and confirm nomination rights are correct.

(c) Select a sample of existing properties and confirm nomination rights are correct.

	1.4 Failure to develop standard forms of agreement that are used for all properties where appropriate may lead to inappropriate or illegal tenancies 


	1.4.1 Standard forms of agreement are in place and used for all new lettings.
	(a) Confirm that a set of standard forms of agreement has been drawn up and that these have been subject to appropriate specialist review to ensure that they comply with best and legal practices.

(b) Interview a sample of staff and confirm that they are aware of, and have access to, the standard forms of agreement.



	
	1.4.2 Forms of agreement are subject to review, as and when required, to ensure that they reflect any changes in the law and/or best practice.
	(a) Obtain evidence that confirms that forms of agreement have been subject to regular review.

(b) Confirm that any changes to forms of agreement have been subject to review by an individual with appropriate legal knowledge.




2.
MAINTENANCE OF THE HOUSING NEEDS REGISTER

	Key Risks /Implications
	Expected Key Control or Process
	Suggested Tests

	2.1 Failure to maintain the Housing Needs Register in accordance with stated policies leads to inappropriate lettings and non -compliance with local authority requirements.

  
	2.1.1 Applicants are subject to a process of assessment which may involve a points scoring system to assess their priority for housing.


	(a) Confirm that an assessment methodology (typically a points scoring system) has been established to assess the housing need of applicants. Also, ensure that the pointing system adequately reflects the needs of a choice based lettings system (if operated).

(b) From the Housing Needs Register select a sample of applicants and confirm the assessment methodology has been applied including the completion of an application form.

(c) For the sample at 2.1.1 (b) confirm the reasonableness of the assessment.

(d) For the sample at 2.1.1(b) confirm the arithmetical accuracy of the methodology (if applicable).

(e) For the sample at 2.1.1(b) confirm that the priority recorded against the applicant of the Housing Needs Register is consistent with the assessment methodology applied.



	
	2.1.2 Before an applicant is placed on the Housing Needs Register the assessment of need is subject to review by a second member of staff.


	(a) Confirm that adequate segregation of duties exists in that assessment of applicants is reviewed by a second member of staff, and that no one member of staff can carry out the assessment and enter the outcome onto the register.

(b) For the sample at 2.1.1(b) confirm that the assessment of an application was reviewed by a second member of staff.

(c) Check the housing management system access rights to ensure only authorised staff have access to assessment process to preserve the recognised segregation of duties.



	
	2.1.3 Applicants with high priority (such as high score) are asked to either attend an interview or a home visit is undertaken to assess the accuracy /validity of their application.


	(a) From the Housing Needs Register select a sample of applicants identified as the highest priority and confirm that they were subject to interview or alternatively subject to a home visit. (NB Some housing associations will validate the priority of the applicant as identified by their application form on them being identified for a prospective property due to the demand for properties often being higher than the number available, therefore seeking to ensure available resources are maximised)



	
	2.1.4 Applicants are informed promptly of the outcome of their assessment and where possible given an indication of the likely length / time on the Housing Needs Register.


	(a) Confirm that targets have been set, and promulgated, for the time taken to notify applicants of the outcome of their application.

(b) For the sample at 2.1.1(b) confirm that the applicants were notified of the outcome of their application in accordance with laid down timescales and where possible an indication of the likely length / time on the Housing Needs Register is provided.



	
	2.1.5
The Housing Needs Register is subject to periodic review to ensure that the circumstances of individuals contained on the list have not changed. (NB housing associations will often place the obligation on the applicant via communication in leaflets \ guidance on the process to keep them informed of any changes in circumstances which could affect their priority allocated on the register, however best practice would be a form of annual review undertaken by the housing association either on anniversary of admittance to the list, or on an agreed date each year) 


	(a) Confirm that procedures require the Housing Needs Register to be reviewed on a regular basis including contacting those on the list to confirm that their circumstances have not changed.

(b) Using the sample at 2.1.1 (b) confirm that the circumstances of the individuals have been subject to regular review. (NB Some housing associations require applicants to submit a new application form.  Alternatively a print out from the system showing current details held could be considered).  

 


3.
ALLOCATION OF PROPERTIES

	Key Risks /Implications
	Expected Key Control or Process
	Suggested Tests

	3.1 Failure to allocate properties in accordance with stated policies leads to properties let to the wrong tenant, reduced sustainable communities and increased costs to be borne by the association.
	3.1.1 The housing association has a formal agreement or set of agreements in place with Local Authorities regarding nomination rights and the processing thereof.

(Note: Depending upon protocols in place, housing associations may be required to provide nomination rights to Local Authorities on a proportion of vacancies).


	(a) Confirm that an agreement is in place with all relevant local authorities covering nomination rights and agreed timescales for notification and turnaround times of nominations.

(b) Select a sample of lettings and confirm that, where relevant, the local authority has been asked to nominate a tenant.

(c) Using the sample at 3.1.1 (b) confirm that nominations were processed, by the housing association and the local authority, in accordance with agreed timescales.

(d) Using the sample at 3.1.1(b) confirm that those nominated were appropriate for the vacancy and that the offer of accommodation was consistent with their position on the Housing Needs Register.

(e) Using the sample of lettings at 3.1 (b) confirm that if a choice based lettings system is in operation its requirements have been complied with.



	
	3.1.2 Prospective tenants are offered the opportunity to visit properties offered to them alongside housing management staff.

If unaccompanied visits are permitted, confirm the housing association has carried out a thorough risk assessment.


	(a) Confirm that procedures provide for prospective tenants to visit properties offered to them alongside housing management staff, i.e. Accompanied Viewings.

(b) Using the sample at 3.1.1(b) confirm that prospective tenants were escorted on a visit to the property.



	
	3.1.3 Adequate segregation of duties exists between the person identifying the prospective tenant and the person approving the offer of accommodation.
	(a) Confirm that procedures provide for adequate segregation of duties in terms of staff empowered to identify prospective tenants and those able to authorise the offer letter. (NB Segregation of duties will in some cases be automatically split through the LA providing the nominated tenant.  This does become more of an issue were housing association staff both identify the tenant from the register and make the offer).

(b) Using the sample at 3.1.1(b) confirm that adequate segregation of duties was in place in practice.

(c) For the sample at 3.1.1(b) confirm that the offer letter was signed by an appropriate individual in accordance with delegated powers.



	
	3.1.4 The number of properties that can be rejected by individuals on the Housing Needs Register is subject to a maximum. 


	(a)
Confirm that the housing association only allows prospective tenants to reject a limited number of properties (e.g. 3).

(b)
Review the arrangements in place to monitor the number of properties rejected by prospective tenants and confirm that they are effective in practice (e.g. flagging the number of rejections against each person on the Housing Needs Register).

(c)
Monitoring data on refusals is shared with the development department and used in establishing the development programme of the housing association to ensure only property types in demand are built.



	3.2 Failure to have suitable mechanisms are in place to ensure that vacancies are identified in a timely fashion leads to increased re-let times impacting on performance indicators, reduced levels of rental income and increased opportunity of vandalism to a property.


	3.2.1 Where notice has been given that tenancies are due to end, housing management ensure that replacement tenants can be identified in a timely fashion thereby minimising void periods. (NB There will be a proportion of properties which do become vacant for unavoidable reasons such as death, abandonment, etc)


	(a) Review the systems in place to ensure that forthcoming vacancies are identified in a timely fashion.

(b)  Review the process for including the recently vacated property on the advertised list of properties under the choice based lettings system.

(c) Using the sample at 3.1.1 (b) assess the timeliness with which the vacancy was identified.

(Note: A good indicator of this will be the period of time for which the property was actually empty).



	
	3.2.2 The development team provides suitable notice to housing management staff that new developments will be available for occupancy.
	(a) Review the systems in place to ensure that forthcoming vacancies at new developments are identified in a timely fashion.

(b) Select a sample of new developments and assess the timeliness with which housing management staff were notified that properties would be available for occupation.

(Note: Here again, if the properties were empty for any period this may be indicative of weaknesses in the communication chain).



	3.3 Failure to expedite the repairs required to vacant properties promptly with reimbursement of costs sought from outgoing tenants leads to increased re-let times and loss of rental income. (Note: Actual control of repair costs is covered by the IAPG on Responsive Maintenance).


	3.3.1
Housing Maintenance staff are notified of forthcoming vacancies in a timely fashion.
	(a) Review the systems in place to ensure that forthcoming vacancies are notified to the maintenance team in a timely fashion.

(b) Using the sample at 3.1.1(b) assess the timeliness with which Maintenance staff were notified that properties would become vacant (Note: If a time delay has occurred between properties falling vacant and repair work commencing this may be indicative of weaknesses in the communication chain).



	
	3.3.2 The repairs required and any costs to be re-charged to outgoing tenants are identified at the end of the tenancy.
	(a) For the sample at 3.1.1(b) confirm that the property was subject to inspection by suitably qualified staff, were possible just prior to the end of the tenancy to identify any remedial work required.  

(b) For the sample at 3.1.1 (b) ensure that a record of works identified, including tenant recharges has been produced.  In cases where tenant recharges have been identified, the tenant has signed to confirm their responsibility and obligation to remedy / pay for the repair.

(c) Using the sample at 3.1.1 (b) in cases where tenant damage was identified and not recharged, or if recharged but not paid approval is obtained from a suitably senior member of staff.



	3.4
Failure to record data on new tenants on the “CORE” system leads to non compliance with the regulatory code and non compliance with the housing corporation non financial performance indicators (Associations over 2500 units) (Note: All housing associations are required to make returns to the Housing Corporation in respect of tenant characteristics using the CORE system).


	3.4.1 Adequate procedures are in place to ensure that the housing association meets the requirements of the Housing Corporation "CORE" system.
	(a) Review the procedures in place over the “CORE” returns that the housing association is required to make.

(b) Using the sample at 3.1.1(b) confirm that the procedures in respect of “CORE” returns were complied with.

(c) Ascertain the extent to which CORE return monitoring reports are used by the housing association in assessing its Lettings Practices such as the policy and procedures. 

(d) Ensure the “CORE” returns are completed at the property handover stage in consultation with the new tenant.

  


4.
HANDOVER TO TENANTS

	Key Risks /Implications
	Expected Key Control or Process
	Suggested Tests

	4.1
Failure to provide tenants with all necessary information about their property leads to a lack of understanding of their responsibilities as a new tenant.  
	4.1.1
All new tenants are provided with a standard information pack about their rights and responsibilities and those of the Housing Association as Landlord.
	(a) 
Review the information provided to new tenants and confirm that it contains all necessary and relevant information (e.g. rights, responsibilities, rent and service charges, repairs including gas servicing, etc).

(b)
Ensure the information within the pack is available in alternative formats such as other languages, cassette tape, etc. 

(c)
Using the sample at 3.1.1(b) confirm that tenants were provided with all relevant information. (NB Some housing associations retain evidence of this process through maintaining a form of Checklist indicating documents provided)  

(d) 
Review any surveys of tenants carried out by the housing association and identify whether any improvements were noted that could be made to the information provided to new tenants. 



	
	4.1.2 A member of housing management staff accompanies the tenant on taking up residence.


	(a) Confirm that standard procedures require new tenants to be accompanied by a member of housing association staff when taking up residence and that staff utilise a basic checklist covering key points such as location of gas and electricity meters/careline arrangements etc. Do the procedures ensure that the Housing Officers discuss in detail with the new tenant the requirement to pay rent on time, that arrears will be vigorously chased and if the tenant does experience problems paying their rent that they should contact the Association immediately.

(b) Using the sample at 3.1.1(b) confirm that tenants were provided with appropriate advice and guidance when taking up residence in the property. 

(c) If possible, interview a selection of tenants from the sample at 3.1.1(b) to assess their opinions of the handover process.

(d) Ascertain whether follow up visits are carried out by Housing Officers (say 6 weeks) after the tenancy has started to ensure the tenant remains in the property and to discuss any issues that may arise.



	4.2 Failure to ensure all tenants sign an appropriate tenancy agreement leads to difficulties collecting rents.


	4.2.1 Signed agreements are in place for all tenancies.


	(a) Using the sample at 3.1.1(b) confirm that signed copies of forms of agreements are held on file.


5. MANAGEMENT INFORMATION

	Key Risks /Implications
	Expected Key Control or Process
	Suggested Tests

	5.1 Failure to provide regular reports to senior management covering all aspects of the lettings process leads to poor decision-making.


	5.1.1 Senior management are provided with regular detailed reports covering, ‘inter alia’:

· Numbers and average timescales of applicants on the Housing Needs Registers;

· Percentage of lettings against Local Authorities Nomination Agreements

· Speed of turnaround of nominations against targets within Nomination Agreements

· Re-let times

· Numbers of lettings made

· Ethnicity and gender of new tenants against agreed targets as part of Equality and Diversity Strategy

· Comments \ complaints made by tenants on the lettings process

· Void periods (Average re-let time)

· Cost of void repairs


	(a) Review the reports provided to senior management and confirm that they cover all areas detailed in expected key control 5.2.1.

(b) Confirm that the reports are provided in a timely fashion and contain the most up to date information.

(c)
For a sample of reports confirm the figures contained therein to supporting documentation.



	5.2 Failure to provide regular reports to the Board covering all aspects of the lettings process leads to poor decision-making.

.
	5.2.1 The Board is provided with regular reports covering, ‘inter alia’:
· Numbers and average timescales of applicants on the Housing Needs Registers;

· Percentage of lettings against Local Authorities Nomination Agreements

· Exclusions

· Hard to let

· Refusals

· Speed of turnaround of nominations against targets within Nomination Agreements

· Re-let times

· Numbers of lettings made

· Ethnicity and gender of new tenants against agreed targets as part of Equality and Diversity Strategy

· Comments \ complaints made by tenants on the lettings process

· Review of targets against housing need

· Void periods (Average re-let time)

· Cost of void repairs


	(a) Review the reports provided to the Board and confirm that they cover all areas detailed in expected key control 5.1.1.

(b) Confirm that the reports are provided to the Board in a timely fashion and contain the most up to date information.

(c) For a sample of reports confirm the figures contained therein to supporting documentation.
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