moving out




This information is about Your Homes Newcastle, who
are responsible for managing council homes on behalf
of Newcastle City Council. If you need this in a different
language phone 0191 278 8633.

This information is also available in easy read, large print,
Braille and audio tape. We can also arrange for you to see a
British Sign Language interpreter.
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vous avez besoin de ces informations en frangais ou dans une autre langue, téléphonez au :
French 0191278 8633.
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Although at the moment you might be quite settled in your
home, there may be a time when you need or want a different
home. This booklet explains what help you can get.

We may be able to help you find a new home in the
following ways.

® Your Choice Homes (lettings scheme)

e Mutual Exchange

¢ Right to Buy

¢ Right to Acquire (assured tenancies only)

If you have an urgent and immediate need to be rehoused
contact any community housing team or the Your Choice
Homes property shop for help and advice (phone 0191 277
2020), or visit the website at www.yourchoicehomes.org

How can | get a new home through Your

Choice Homes?

To begin with, you should join the Your Choice Homes scheme.
Anyone over 16 can join. You can register using a simple form
which will ask about your family (to match empty property to
size of household), your ethnic background (for monitoring),
your housing history and how long you have lived at your
home (we will use this information to decide who we will let
the property to when more than one customer is interested in
the same property).



How do | know what is vacant?
We will advertise lists of available properties widely every
week on a Tuesday.

These lists are available in the Evening Chronicle, community
housing offices, the Your Choice Homes Property Shop (6-8
Saville Row), customer service centres, and Your Choice Homes
website (www.yourchoicehomes.org). They will include some
housing association homes and we hope to expand this service
to include other landlords.

Information on each property will include details such as the
number of bedrooms, rent charges, location and local services.
You can get more advice and support from your community
housing team.

How do | register my interest in a property?
You can do this by phone, in person or by using the internet.

You will have from Monday until noon on Thursday to
respond to an advertisement. You can express an interest in
up to three properties each week.

How is the property let?

A list of all the customers who have expressed an interest in

a vacancy will be drawn up by computer and, where more
than one customer is involved whose circumstances match the
vacancy, we will choose the one who has lived longest in their
current home.



Before we let a property, we will carry out certain checks such
as your identity and the size of your household, and we will
ask for references in relation to:

® your rent;

e property damage;

e antisocial behaviour; and
e other criminal activity.

For more information on the Your Choice Homes lettings
scheme, please contact any community housing team, the
Your Choice Homes property shop (phone 0191 277 2020), or
visit the website at www.yourchoicehomes.org

What happens if you have to move me

out of my home?

Sometimes we have to carry out major repair or modernisation
work to your home, which cannot be done while you are
living there. Depending on the type of improvements, you
may have to move permanently or temporarily. But, in both
cases, we will help you find a new home.

If you have to move because your home is in a clearance or
redevelopment scheme, we will tell you who to contact in

our Investment Delivery Teams. You will then get help to find
suitable accommodation, and help with the process of moving
home, including advice about education, health services and
so on. We will contact you with more details if this affects you.

You can get more information from the Investment Delivery
Teams at:

A YHN House
Benton Park Road
Newcastle upon Tyne
NE7 7LX.



Freephone numbers for the three teams are:

= 0800 091 1255 (East area)

= 0800 091 1256 (Inner West area)

= 0800 091 1257 (Outer West and North area)
i Website: www.yhn.org.uk

What is a mutual exchange?

A mutual exchange is where two tenants agree to swap
properties and tenancies.

This section explains your legal right to carry out a
mutual exchange, when and how it can happen, and the
responsibilities of everyone involved.

If you have an introductory tenancy, you do not automatically
have the right to exchange. Please contact your local
community housing team, customer service centre or the Your
Choice Homes property shop for more advice.

As a secure tenant you have the right to exchange your home
by passing your tenancy to another of our tenants or a tenant
of:

® a housing association;
e a private landlord; or
e another council.

The other tenant must have written permission from their
landlord first and you and they must have our written
permission.



If you decide to exchange with a housing association or
private tenant, you will no longer be a secure tenant. For
example, if you exchange with a housing association tenant,
your new tenancy will normally be assured under the Housing
Act 1988. This means you may lose certain rights which you
have as a secure tenant.

If you would like to exchange your home you will be able to
advertise your home on a dedicated website. If you can’t get
access to the website staff at your local community housing
office will be able to do this for you. You will be able to
match your needs with other customers by having access to
information about other customers who want to swap homes
in the Tyne and Wear region.

How do | get permission to exchange?

You should fill in an application form, which is available from
any community housing office, customer service centre and
the Your Choice Homes property shop.

You will need to return your forms to your local community
housing team. Tenants of housing associations, private
landlords or other councils will have to contact their landlords
to find out what to do.

What happens next?

We will normally visit you and the person you want to
exchange with at home. We have 42 days to decide on your
application. If we do not reply to you in that time, you must
apply to the courts to force us to give you a decision. You must
not go ahead with the exchange without our permission.

What happens after we have made a decision?

We will write and tell you our decision. If we refuse your
application, we will write to you and explain why. There are
a limited number of reasons why we may refuse to approve a
direct exchange application.



Our main reasons for refusing are:

e we have taken legal action to evict you and a valid
Court Order or Notice of Seeking Possession is in
operation;

e you have broken your tenancy agreement but we
have not yet taken legal action (we may approve the
application on condition that you put things right);

e the accommodation you are looking for is much
bigger than you need (by two bedrooms or more);

e the size of the accommodation you want to move into
is not large enough to meet your household’s needs;

e one of the properties involved is tied to someone’s job;

e the property has been adapted for disabled people, is
part of a group of properties with special facilities, or is
for people with special needs and you would not need
the special facilities.

If we agree the exchange on condition that you do something,
we will explain in writing what you must do. If we agree to your
application, you and your exchange partner must go to the
community housing team which sent the letters immediately
after you have moved. You will then receive your new rent
cards and a new tenancy handbook. You will have to sign

a form, which confirms that you have exchanged tenancies.
Tenants of other landlords will need to make sure that they
have had the exchange agreed and that their documents are
signed and in order.

What about repairs after a mutual exchange?

When you exchange properties you take over the rights

and responsibilities of the tenant you have exchanged with.
This means that repairs which were the original tenant’s
responsibility become your responsibility. Make sure that you
have checked your new home thoroughly before you apply.

If you are not sure who is responsible for repairs, speak to the

other landlord.
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What is the Right to Buy scheme?

If you are a secure council tenant, you probably have the right
to buy your own home.

For more information, please contact the Right to Buy Section

on 0191 278 8677 or by using the freephone at your local
community housing office or customer service centre.

Please see the "Your tenancy’ booklet or contact your local
community housing office for information about a joint
tenancy.
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There are so many things to remember and do when you
move home. This section tells you what we expect from you
when you leave your home.

How much notice do I need to give?

Unless you are moving to another tenancy with the city
council or doing a mutual exchange, you must give four
weeks’ notice (ending on a Monday) to end your tenancy
under the conditions of your tenancy agreement.

You can always give longer notice, but if you give less we will

charge you rent to cover the notice period. We need this time
to arrange for another tenant to move in.
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Who do | contact?

You need to contact your local community housing team and
fill in a ‘Termination of tenancy’ form. Or, you can give notice
in writing. Please tell us:

e which day you expect to move out;

e when it would be convenient for someone to come
and inspect your home before you leave; and

e the address of where you're moving to.

What happens next?
When you tell us you are ending your tenancy we will:

e inspect your home and tell you what work we want
you to do before you leave (if, when you leave, you
have not done this work, we will carry out the work
and charge you for it);

e tell you exactly how much rent you need to pay to
have a clear account when you go;

e arrange what you should do with the keys; and

e ask you to show your home to possible new tenants
(they will always come with a member of staff).
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What do | need to do before | move

out?

Do as much cleaning as you think is needed to make your
home fit for someone else to move into. You should do any
redecoration that needs doing before you leave.

Make sure you repair or replace any fittings you have broken.
If you do not, we will charge you for doing so ourselves.

Make sure your rent is paid up to date. It is important

to remember that you will have to pay any outstanding
arrears before you can register for Your Choice Homes or be
considered for a new council tenancy.

We will take action to collect any money you owe us when
you leave. We would prefer not to use debt collectors or go to
court, so please make an arrangement with us before you go
if there is money or repairs outstanding.
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Telling other people that you are

going to move out

Let the following know you’re moving and where to.
® The electricity and gas companies so that they can read
the meters.
* Your phone company if you have a phone.
* The Housing Benefit service if you receive Housing Benefit.
® The Council Tax Office (phone 0191 232 8520).

e TV Licensing (phone 0990 246 246) to get your licence
transferred to your new address.

* The post office to arrange for your post to be redirected.
e Your bank, building society and credit-card companies.

® Your GP or health service.

¢ Your dentist, optician, hospital and pharmacist.

e Your insurance company.

® Your employer.

e The DVLA if you have a driving licence or pay road tax.

* The Benefits Agency or Jobcentre if you receive benefits.
¢ Your children’s schools.

e Your library.

® The passport office.

e Social services, care services, home care and Community
Care Alarm Service.
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What do | need to do on the day |
move out?

Make sure you have arranged to pay your bills for gas,
electricity and the phone. It is a good idea to read the meters
yourself in case of future problems, and turn off the services
before you go.

Sweep through the property and put out any rubbish for
collection (contact Envirocall on 0191 274 4000). We will
consider any items left in the property as rubbish and get
rid of it. If we have to pay for clearing out the unwanted or
abandoned personal items, we will charge you the cost.

Lock all the doors and windows and hand all your keys to
your community housing team. Keys can be handed to the
Concierge if you are unable to go to your community housing
office. You are responsible for the rent until we get the keys
back.

How do | give you a compliment,

complaint or comment?

We are committed to providing an excellent service to our
customers. We would like you to tell us any compliments,
complaints and comments you have about our services.
Your feedback helps us to find ways to improve services.

For information about how you can give us a compliment,
comment or complaint, please see the ‘What to do if | have
a complaint’ section in the ‘Welcome to your new home’
booklet.
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