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1. INTRODUCTION 
 

1.1 The aim of this policy is to make clear both for staff and applicants those 
circumstances in which an application for housing can either be 
suspended from the housing list, or by-passed in favour of another 
application when a particular allocation is being considered. 

 
1.2 This policy should be considered in conjunction with the Allocations 

Policy. 
 

1.3 This policy is effective from 1 July 2005 and will be reviewed in 2008/09, 
unless monitoring of the outcomes of the policy identifies that an earlier 
review is required. 

 
2. DEFINITIONS 
 

2.1 The Chartered Institute of Housing’s publication “Suspending Applicants 
on Housing Registers” makes a distinction between “Exclusions” and 
“Suspensions” from housing lists. 

 
2.2 Exclusion is used to refer to when an applicant applies to go on a 

housing register but is refused access to that register.   
 

2.3 Suspension is where an applicant has been assessed and accepted 
onto a housing register but is not actively being considered for an offer of 
housing. 

 
2.4 In addition, by-passing is where an applicant has not been officially 

suspended from the list but is passed over in favour of another applicant 
when an offer of housing is made.  If an applicant is continually by-
passed in this way he or she is effectively being suspended from the 
register, even although the case is not being considered as a 
suspension.   

 
3. EXCLUSIONS 
 

3.1 The approach of denying an applicant access to the housing register 
does not comply with the requirement of the Housing (Scotland) Act 
2001 to allow any applicant over the age of 16 access to a housing 
register.   

 
3.2 It is Manor Estates’ policy not to exclude any applicant from the register.  

(As the Association currently participates in EdIndex, all applicants are 
accepted on to the register at the present time in any case). 
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4. REASONS FOR SUSPENSION 
 

4.1 The circumstances in which Manor Estates will suspend an applicant 
from the housing list are detailed below. 

 
Debt 
 
4.2 Manor Estates will normally suspend an applicant from the housing list 

where the applicant has rent arrears or other tenancy-related debt, owed 
either to Manor Estates or another landlord (local authority or housing 
association).   

 
4.3 An applicant will not be suspended from the housing list if the debt is 

equivalent to or less than one month’s rent. 
 

4.4 An applicant will not be suspended from the housing list if: 
 

� he or she has made an arrangement to repay the debt; and 
� the arrangement has been maintained for a minimum of 3 months; 

and 
� the applicant is continuing to make payments according to the 

arrangement. 
 
In reaching such an arrangement to repay the debt, Manor Estates will 
expect payments to be made at regular intervals.  Where an applicant 
has defaulted on arrangement, he or she will be required to maintain the 
arrangement for a further 3 months before the suspension will be 
removed. 
 
In addition, an applicant will not be suspended from the housing list if: 
 
� he or she has been referred to the Association by City of Edinburgh 

Council under Section 5 of the Housing (Scotland) Act 2001; and 
� it cannot be shown that the tenant would be unable to manage a 

tenancy. 
 

4.5 An applicant will not be suspended from the housing list if he or she 
resided in but was not the tenant of the property to which the debt 
applies. 

 
Anti-social behaviour 
 
4.6 Manor Estates will suspend an applicant from the housing list where he 

or she (or a member of his or her household) has (a) been evicted on the 
grounds of anti-social behaviour or (b) been the subject of an anti-social 
behaviour order within the last 3 years. 
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4.7 Manor Estates will suspend an applicant from the housing list where he 

or she has been convicted of a criminal offence that is relevant to a 
current or previous tenancy.  Examples would include drug-dealing or 
prostitution from a tenancy.  Where the applicant was not the tenant of 
the property where the offence took place, the circumstances will be 
investigated fully to determine the extent of their involvement in the 
criminal behaviour. 

 
4.8 Where the criteria outlined in paragraph 4.6 or 4.7 are not met, Manor 

Estates will still suspend an applicant on the grounds of anti-social 
behaviour if there is supporting evidence, for example from police 
reports or other official sources. 

 
4.9 Manor Estates will not suspend an applicant on the grounds of anti-

social behaviour where there is only hearsay evidence available. 
 

4.10 Manor Estates will suspend an applicant where he or she has threatened 
or been violent towards a member of staff.  Cases in this category will be 
considered on an individual basis, however in general the applicant’s 
conduct should have been at a level of seriousness which could or 
should lead to him or her being charged. 

 
4.11 A suspension on the grounds of anti-social behaviour will be removed 

only when the applicant can demonstrate that action has been taken to 
address the behaviour that led to the suspension.  It is likely that this 
would require supporting evidence or information from official sources. 

 
Managing offers 

 
4.12 Manor Estates will not suspend applicants who have refused previous 

offers of housing, however see paragraph 7.9 below.  Where an 
applicant has refused 3 valid offers of housing, the Housing Officer will 
arrange to carry out a formal interview to discuss the applicant’s options 
and preferences to try to prevent further abortive offers being made.  

 
Deliberate false or misleading information 
 
4.13 Manor Estates will suspend an applicant who has deliberately submitted 

false or misleading information as part of the application process or who 
has omitted to provide information that would be relevant to the 
assessment of his or her application.  The application will be reassessed 
using the correct information 

 
4.14 Where an applicant is being suspended on the grounds outlined in 

paragraph 4.13, this will be for a period of 3 months, unless the 
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applicant’s level of housing need is so severe that it would be 
unreasonable to impose such a penalty.   (In most cases it is likely that 
the reassessment will lead to reduced priority for housing, e.g. if points 
previously awarded are removed. 

 
Submission of application under right to buy 

 
4.15 Where a current tenant of Manor Estates submits an application to 

purchase his or her current home, any transfer application will be 
immediately suspended. 

 
5. REVIEWING SUSPENSIONS 
 

5.1 Any application that has been suspended can be reviewed at any time 
when further information or evidence is made available to the 
Association. 

 
5.2 All applications that have been suspended and not reviewed in 

accordance with paragraph 5.1 will be reviewed every six months.   
 
6. INFORMATION TO APPLICANTS 
 

6.1 An information leaflet summarising this policy is available for all 
applicants.  A copy of the full policy can also be made available on 
request.  All information can be made available in alternative formats or 
community languages on request. 

 
6.2 Where an application has been suspended under any of the grounds 

outlined in section 4, a letter will be issued to the applicant, identifying: 
 

� the reason for the suspension, including information about the 
evidence on which it is based; 

� the length of the suspension, if applicable; 
� the action required to have the suspension removed; and 
� how the applicant can appeal against the suspension. 

 
7. REASONS FOR BY-PASSING 
 

7.1 This section refers to situations where an application has not been 
suspended from the housing register, however it is considered 
appropriate to pass over the applicant in favour of another who is further 
down the list. 

 
7.2 In all cases where an applicant is being by-passed, the allocation must 

be countersigned by the Senior Housing Officer or the Housing 
Manager, prior to the offer of housing being issued. 
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7.3 Where a Housing Officer is proposing to by-pass the same applicant on 

a third occasion, the case should be discussed with the Senior Housing 
Officer and/or the Housing Manager to establish the most appropriate 
course of action to deal with it. 

 
Mis-match between property and applicant 
 
7.4 This applies where the filters applied to obtain a shortlist of applicants 

have failed to exclude applicants whose household size is not 
appropriate for the size of property that is available.  (This is an issue 
with EdIndex and may be resolved).  In these cases, the Housing Officer 
can automatically by-pass the applicant, however this should still be 
recorded on the monitoring sheet. 

 
Sensitive lets 
 
7.5 Housing Officers have detailed knowledge of the areas in which they 

operate and will be aware of areas in which there have been recent 
problems or difficulties.  Where they have concerns that an allocation is 
likely to exacerbate ongoing problems or there is likely to be a serious 
clash of lifestyles resulting in problems developing, the Housing Officer 
should prepare a report for the Senior Housing Officer or Housing 
Manager outlining the reasons for proposing to by-pass a particular 
applicant.  The report must be based on material evidence. 

 
Support requirements 
 
7.6 Where it is identified that it is unlikely that an applicant would be able to 

sustain a tenancy without support, immediate steps should be taken to 
have an assessment carried out with a view to identifying the individual’s 
needs and the likelihood of accessing support.  Wherever possible, this 
should not result in delays to the applicant being rehoused; however, the 
Association cannot sustain losses due to a property being held as void 
for lengthy periods of time.   

 
7.7 Where there is reasonable turnover in the type of property required by 

the applicant, it will be acceptable to by-pass him or her while support 
requirements are being assessed.   

 
7.8 In cases where the applicant’s requirements are for accommodation that 

is in short supply or in which there is limited turnover, consideration will 
be given to maintaining it as a void until support can be made available. 
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Recent refusal of offer 
 
7.9 Where an applicant has refused an offer of similar property in the same 

area within the last month and this was on the basis of the property type 
or area, the applicant can be by-passed on one occasion only. 

 
8. APPEALS AND COMPLAINTS 
 

8.1 Applicants who wish to appeal against a decision to suspend their 
application will be invited to do so by submitting a letter to the Housing 
Manager in the first instance.  The applicant can also request an 
interview with the Housing Manager. 

 
8.2 The Housing Manager will consider the appeal and respond to the 

applicant within 10 working days. 
 

8.3 If the applicant is not satisfied with the Housing Manager’s response he 
or she can submit a further appeal to the Director, who will respond 
within 10 working days. 

 
8.4 If the applicant remains dissatisfied, he or she can submit a final appeal 

to the Management Committee. 
 

8.5 If an applicant is concerned that his or her circumstances have not been 
considered in accordance with this policy or that the Association has not 
complied with the customer service standards, he or she should be 
advised to invoke our Complaints Procedure. 

 
9. MONITORING/REPORTING 
 

9.1 Manor Estates will monitor all cases where applications are suspended 
on the basis of: 
� Number of applications suspended 
� Reason for suspension 
� Ethnic background of suspended applicant 
� Age of suspended applicant 
� Gender of suspended applicant 
� Number of appeals, both successful and unsuccessful 
� Number of suspensions removed on resolution of the original 

problem 
 

9.2 Manor Estates will monitor all cases where applications are by-passed 
on the basis of: 
� Number of applicants by-passed 
� Reason for by-passing 
� Ethnic background of by-passed applicants 
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� Age of by-passed applicant 
� Gender of suspended applicant 
� Number of requests to by-pass applicant refused 
 

9.3 Reporting on suspensions and by-passing of applicants will be 
incorporated into the quarterly housing management performance 
reports. 

 
10. REFERENCES 
 

Housing (Scotland) Act 2001 
Raising Standards in Housing – Allocations (Revised 2004) 
Chartered Institute of Housing – Suspending Applicants on Housing Registers 
Performance Standards 

 


