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2.00 Your Tenancy Agreement 
 
When you move into your new home you will have been asked to sign a Tenancy 
Agreement. This Agreement is a legally binding document which sets out your rights 
and responsibilities as a tenant as well as the responsibilities and duties of the 
Association. You are advised to study this Agreement carefully.  
 
Both the new tenant and a member of Ark Housing’s staff will sign two copies of the 
Tenancy Agreement when signing for the accommodation. One copy will be issued 
to the tenant and the other copy will be retained by Ark Housing. 
 
The following only provides a guide to the main elements of your Tenancy 
Agreement as well as some general information. You should refer to your Tenancy 
Agreement to clarify any point of detail or contact the Association directly. 
 
 
2.01 Introductory Tenancy  
 
If you are not transferring from NIHE or another Social Landlord, as a new tenant of 
Ark Housing you will be given an ‘Introductory Tenancy’ for a trial period of twelve 
months to allow us to assess your suitability to become a secure tenant. This means 
that as a new tenant you will have to demonstrate that you can keep to the terms of 
your Tenancy Agreement, look after your home and live peacefully with your 
neighbours. We hope that following the introductory period, you will become a 
secure tenant of Ark Housing Association. Further information on Introductory 
Tenancies and how they can be determined can be found in the leaflet issued to you 
at the start of your tenancy.  
   
If you have no problems during your Introductory Tenancy you will automatically 
become a secure tenant of Ark Housing on the date advised to you in your Tenancy 
Agreement. 
 
 
2.02 Secure Tenancy  
 
If you are transferring from NIHE or another Housing Association’s property, you will 
automatically have a secure tenancy. If you have an Introductory Tenancy you will 
now become a secure tenant of Ark Housing in accordance with the Housing (NI) 
Order 2003 provided there have been no breaches of your tenancy. This Housing 
Order provides secure tenants of registered Housing Associations with a code of 
statutory rights (The Tenants Charter) and these are summarised in Section C, page 
4, of the Tenants Guarantee, which you received at the commencement of your 
tenancy. 
 
If you have any queries about your Tenancy Agreement please contact the office for 
advice. Independent advice is also available from a number of agencies such as the 
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Law Centre, Housing Rights Service, and the Citizens Advice Bureau. Full details of 
these are listed in the ‘Useful Contacts’ included at the back of your Handbook. 
 
 
2.03 Changes To Your Agreement       
 
If at any time the Association decides it is necessary to change any of the conditions 
in your Tenancy Agreement (apart from rent, rates and service charges) we will 
notify you in advance, explaining the changes. Tenants will be invited to submit 
written comments on the proposed changes, which will be considered before a final 
decision is made. 
 
A letter known as a Notice of Variation will be issued to advise you of any changes in 
the Tenancy Agreement. These will be effective following four weeks notification. 
 
 
2.04 Transfers  
 
Any tenant may apply for a transfer. If you wish to transfer to a different property or 
scheme of the Association or to another landlord, you must complete a transfer 
application form provided by the Association. Once an application is received the 
Housing Officer will carry out an assessment and point and rank the tenant on the 
Common Selection Scheme waiting list. 
 
Please contact your Housing Officer if you require a transfer to alternative 
accommodation. To qualify for a transfer a tenant must: - 
- have held a secure tenancy for at least 2 years; 
- have a clear rent account, (arrears to be less than 4 weeks gross); 
- Property maintained in good state of repair and; 
- Not guilty of any other serious breaches of the tenancy conditions. 
 
In some cases the qualifying criteria for a transfer may be waived. 
 
Access criteria will be waived where: 

 Tenant is a Full Duty Applicant, i.e. assessed as a homeless person by the NI 
Housing Executive 

 
Access criteria may be waived where: 

 Tenant is eligible for points within a Health & Social Well Being Assessment 

 Good Housing Management Reasons 
 Tenant to be decanted due to major works 
 Current accommodation does not meet the tenant’s family needs 
 Under-occupation by 2 or more rooms and there is substantial demand for 

this type of accommodation 
 

 
 



THE TENANT’S HANDBOOK 

____________________________________________________________________________ 

 

 

ARK HOUSING ASSOCIATION                                                            TENANTS HANDBOOK 

 

2.05 Exchanges  
 
A direct or mutual exchange is one whereby you change property with another 
tenant from Ark Housing, NI Housing Executive or another Social Landlord thereby 
meeting the needs of both tenants.  
 
If you wish to exchange your home you must obtain written permission from the 
Association. We will not unreasonably withhold permission, although we will need to 
be satisfied that the accommodation is suitable for the incoming tenant.  
 
If you wish to exchange with the tenant of another landlord, approval must be 
granted by both Ark Housing and the other landlord. You must apply in writing to 
the Association giving details of the property to which you want to move. 
 

You must not move until both parties have received written permission. 
 
Exchanges by mutual consent are treated legally as ‘Agreed Assignments’. This 
means that no new tenancies have been created but only the names on the 
tenancies have been swapped or exchanged.  
 
Each exchanging tenant inherits the others’ rights and responsibilities. This may 
include security of tenure, liability for any damage and arrears. 
 
Transfers and exchanges are not normally permitted when a rent account is in 
arrears. 
 

 
2.06 Ending Your Tenancy  
 
If you decide to terminate your tenancy you are legally bound to provide the 
Association with four weeks notice in writing. All tenancies will terminate on a 
Monday before 12 noon. 
 
The notice will run from the date the letter is received by the office. If you do not 
provide the Association with the required four weeks notice and leave the property, 
you will still be liable for all rent outstanding as well as damage or loss caused to the 
property. The Association will take steps to recover all monies owed. 
  
All keys should be received by a member of the Association’s staff by 12 noon on the 
last Monday of your notice. The Association will not terminate a tenancy until all 
keys have received and rent will continue to be charged. 
 
Your home must be left in a good clean condition. All furnishings and rubbish must 
also be removed when you leave. An end of tenancy inspection will be carried out by 
Housing Association staff before you leave and an appointment will be made with 
you to facilitate this. If there is any damage to the property which is not deemed to 
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be through reasonable wear and tear the cost will be charged to you. Any additional 
cleaning or clearing of rubbish will also be charged to you. 
 
Before leaving please remember to have: 

 
1. Your electricity & gas meter read 
2. Your phone disconnected 
3. Your mail redirected 
4. Your keys returned to Ark Housing 
5. Supplied your forwarding address 
6. Your rent paid in full 
 

Viewing of property by prospective tenants: 
 
During your notice period we may ask permission to allow prospective tenants to 
view the property. We will try to make an appointment at a time which suits you. 

 
 
2.07 Temporary Absence  
 
If you are aware that you will be absent from your home for a period of time 
exceeding one month, you must advise us immediately. You will also need to advise 
the Northern Ireland Housing Executive of any periods of prolonged absence if you 
are in receipt of Housing Benefit. If you are planning a prolonged absence during the 
winter months please make sure that some heating is left on in your home to 
prevent burst pipes. You may also wish to check your household insurance policy in 
case there are conditions affected for your insurance cover should you be absent 
from your home.  
 
 
2.08 Lodgers and Subletting 
 
If you take in lodgers or wish to sublet part of your dwelling, you must inform the 
Association of the names of the persons involved and the rents you are charging. 
You should also advise NIHE Housing Benefit section that you have taken in a lodger 
as it may affect your Housing Benefit claim 
 
Lodgers 
You may take in lodgers providing this does not result in overcrowding, (your offer 
letter will indicate the number of people your property is designed to accommodate). 
You should also remember that a lodger is treated as a member of your household 
under the terms of your Tenancy Agreement and will affect your entitlement to 
Housing Benefit.  
 
Subletting 
You may only sublet part of your property but not your whole home as long as you 
have been given written permission from Ark Housing. Permission will only be given 
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if you can prove you have a vacant room and subletting will not cause overcrowding. 
The sub-tenant will not gain any rights or security of tenure by living there. 
 
Permission may be refused if you are planning to carry out any work that would 
affect the property to be occupied by the sub-tenant or if your house has been 
designed for a special use (for instance, sheltered housing). If the Association 
decides not to grant permission to sublet our reason will be given in writing.   
 
 
2.09 Assignment Of Tenancy  
 
Under no circumstances are you permitted to give or sell your tenancy to someone 
else. If you do this, your secure tenancy will no longer exist and we will recover 
possession of the dwelling through the Courts. If you leave your property the secure 
tenancy also ceases. Any remaining resident will be treated as an unlawful occupier 
unless they have legal right to the tenancy 
 
An assignment is where tenants have the right to transfer the tenancy to a member 
of the family who would be qualified to succeed them. In order for this to be granted 
the following criteria must be met: 
 The person to whom the tenancy will be transferred must be a qualifying 

member of the family with the appropriate residency pre-conditions. 
 The assignee must pay the rent & keep all the terms and conditions of tenancy. 
 If the secure tenant wishes to assign their tenancy they must seek and get 

written approval for Ark Housing who will not unreasonably withhold its 
consent.    

 
 
2.10 Succession Of Tenancy 
 
Where a tenant dies the tenancy can be inherited by certain family members living in 
the property.  This right is called Succession.  Any claim to succeed the tenancy 
must be made to the Association within one month of the tenant’s death. 
 
If the deceased was a joint tenant the surviving joint tenant becomes the sole 
tenant.  An application to succeed the tenancy where the current tenant has died 
may be granted in the following circumstances. 
 

 The applicant is the spouse including same sex couples who have a registered 
civil partnership. 

 
 The applicant was the deceased’s partner or is a member of the family who 

has lived continually with the tenant for at least 12 months before the death. 
 

 The applicant is a carer who had given up a tenancy or licence or sold their 
home in order to care for the tenant who died. 
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 The applicant has accepted the responsibility for the tenant’s dependants. 
 
Legally, succession can only happen once so if the successor dies it cannot pass on 
again.  When succession occurs we may ask the person to move to more suitable 
accommodation.  This may be when the succeeding member does not require that 
particular type of accommodation.  
 
 
Part Two  
 
Other Important Elements of Your Tenancy 
 
2.11 Nuisance  
 
This policy has been introduced to deal with behaviour that unreasonably interferes 
with other people’s rights to the use and enjoyment of their home and community. 
This includes excessive noise, uncontrolled animals, rubbish and littering, dumping, 
unruly children, general annoyance and harassment of neighbours by the tenant, 
members of the tenant’s household or visitors to the tenant’s home. 
 
Noise in particular can pose a serious problem especially if you live in an apartment 
complex. Certain noises tend to carry through the structures of the building. It is 
essential that noise is kept to a minimum to ensure that problems between 
neighbours do not arise. 
 
Complaints of nuisance should be reported initially to your Housing Officer who will 
endeavour to resolve the matter quickly and amicably. 
 
If the matter cannot be resolved this way, you will be advised and it will be 
necessary for you to put the complaint in writing in order for us to pursue the matter 
further. 
 
If the complaint relates to noise, the Environmental Health Officer dealing with Noise 
Abatement from your local Council should be contacted and your Housing Officer 
can provide advice and assistance with this. A Notice may be served and can be 
enforced through the Courts if its terms are not met. 
 
If the complaints relates to harassment, you should contact the Police and advise us 
accordingly. 
 
Where the nuisance continues and the offender is a tenant of the Association, we 
will discuss with the Tenant a possible breach of tenancy and may take action to 
repossess their property. 
 
It is advisable for you to keep a record of any reports made to the Association, 
Environmental Health or Police as these will be required in the event of such action 
being taken. It is likely that if the case goes to Court that you will have to attend as 
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a witness. Support is available to tenants with regard to Court action and you should 
contact your Housing Officer if you require advice and assistance.  
 
 
2.12 Anti Social Behaviour     
 
Ark Housing Association’s Anti Social Behaviour Policy has been introduced to deal 
with behaviour that threatens the physical or mental health, safety or security of 
other residents. This includes the sale, supply and possession of illegal drugs; 
intimidation on the grounds of religion or community background, race or ethnic 
origin, disability or sexual orientation; and any activity that causes any significant or 
persistent danger, injury or fear of any person living in or in the vicinity of the 
dwelling. 
 
Incidents of anti-social behaviour should initially be reported to your Housing Officer 
who will investigate the complaint as a matter of priority and endeavour to resolve 
the matter. If the matter cannot be solved this way you will be advised and it will be 
necessary for you to put the complaint in writing to help us pursue the matter 
further. 
 
This may involve ordering repair items such as the removal of graffiti; cleaning of 
communal areas; replacing broken glass or securing premises. The Housing Officer 
will also interview the offending tenant, and if appropriate issue a written warning 
advising of a possible breach of tenancy and that action may be taken to repossess 
the property. 
 
The Police will also be consulted to ascertain if criminal proceedings can be taken. 
Any report of anti-social behaviour will be treated in confidence by the Association 
and tenants suffering from intimidation which is confirmed by the Police may be 
offered alternative accommodation if possible or given advice on re-housing options.     
 
Ark Housing acknowledge that every individual is entitled to live in peace within their 
neighbourhood and that to provide a quality housing service we will effectively 
address problems of Anti-Social Behaviour. 
 
We will: 

 Act quickly and formally acknowledge all reports of Anti-Social Behaviour, 
 
 Investigate all reported instances of Anti-Social Behaviour in a timely manner, 

 
 Provide advice and support,  

 

 Identify and interview all interested parties, 
 

 Establish inter agency working where appropriate, 
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 Endeavour to take action on behalf of Association tenants who are the victims 
of Anti-Social Behaviour, 

 

 Use legal action when all efforts at conciliation have failed.  Action can include 
possession, injunctions and applying to the relevant authorities for an Anti 
Social Behaviour Order, 

 

 Seek to respond to instances of Anti-Social Behaviour on Ark Housing land 
whether the alleged perpetrator is a tenant, private tenant or owner occupier, 
and; 

 
 In the context of considering applications for housing, the association will 

take full account of any anti-social behaviour carried out by the housing 
applicant or their household, to the extent that this is under the relevant 
housing legislation permissible. 

 
 
Obligations of Tenants  
 
The tenant is responsible for the behaviour of every person (including children) living 
in or visiting their home including responsibility for their behaviour in the home on 
surrounding land, in communal areas (stairs, lifts, landing, entrance halls, paving 
shared gardens, parking areas) and in the locality of the dwelling house. 
 
Whether the tenancy is secure or introductory, breaching any of the general 
conditions of tenancy or statutory obligations may result in the Association issuing 
possession, injunction proceedings or applying to the relevant authorities for an Anti-
Social Behaviour Order. 
 
Furthermore, anyone who has been involved in Anti-Social Behaviour may find they 
are ineligible for housing and homelessness assistance in the future. 
 
Support of Complainants / Witnesses 
 
All witnesses have a crucial role to play in tackling Anti-Social Behaviour and will 
require support throughout the process. 
 
Complaints of Anti-Social Behaviour should be forwarded to the Association’s Head 
Office.  Complaints may be made in person, in writing, by phone, or by e-mail.  Any 
report of Anti-Social Behaviour will be recorded and formally acknowledged and all 
reported instances will be investigated.  If appropriate the complainant and the 
Housing Officer will agree a plan of action.  If the problem persists, it may be 
appropriate to consider taking legal action and in such circumstances the 
complainant will be asked to complete an incident diary which will be provided. 
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If legal action is deemed appropriate the witness will be advised of all developments 
in the case and will be kept fully informed of all stages in the legal process. If 
appropriate their agreement will be sought before proceeding.   
 
Ark Housing Association will: 
 

 Maintain contact – initiate and maintain regular contact with witness, 
 

 Explain the process – explain how the case is developed and the legal options 
available, 

 

 Provide information – keep witness informed of the progress of the case, 
provide a timetable of the various stages.  Advise them of any new 
developments, explain the procedures of the court and if appropriate seek 
their agreement to proceed with their evidence, 

 

 Advise them of other agencies – there are a number of other agencies which 
may be able to offer additional advice and assistance, 

 
 Make any necessary arrangements to ensure the witness attends the Court 

hearing, 
 

 Wherever possible, provide support during the Court procedures and 
investigate the availability of separate waiting room for the witness in the 
court, and; 

 
 After legal action – provide ongoing witness support if necessary and monitor 

the situation. 
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2.13 Summary of Grounds For Possession  
 
The information provided in this section is a summary of statutory provisions and is 
for general guidance only. 
 
If we intend to take action for the recovery of possession of your dwelling we will 
give you the opportunity to discuss the reasons. At least 4 weeks before proceedings 
for possession begin we will give you a written notice which explains why we intend 
to seek possession. We will be prepared to meet with you to discuss the matter and 
advise you of ways to remedy the situation. 
 
If your tenancy is a ‘secure tenancy’ as defined in the Housing (NI) Order 1983. We 
can only seek possession through the courts on the grounds set out in the Order 
which are as detailed below: - 
 
Grounds for repossession without an offer of alternative accommodation 
 
1. Not paying rent or other charges due, or breaking any of the conditions of 

tenancy described in the Tenancy Agreement. 
 
2. The tenant or anyone residing in the premises being a nuisance or causing 

annoyance to neighbours or being convicted of using the premises for immoral or 
illegal purposes; 

 
3. The tenant or anyone residing in the premises damaging or failing to look after 

the premises or the common parts also used by other tenants; 
 
4. Damage to any furniture/fixtures provided by the Association caused by the 

tenant or anyone residing in the premises. 
 
5. Obtaining a tenancy by false statement; 
 
6. Money being paid in connection with an Assignment by way of exchange; 
 
7. The premises were only provided as temporary accommodation while the 

Tenant’s principal home was being renovated and these works are complete. 
 

Grounds for the Association obtaining possession with alternative accommodation 
being offered 
 
1. The premises are to be demolished or require major works which cannot 

reasonably be carried out without vacant possession; 
 
2. The accommodation was designed for a physically disabled person, there is no 

longer such a person living there and the Association requires it for another 
disabled person; 
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3. The accommodation has been provided for persons with special housing needs, 

there is no longer such a person residing in the Premises, and it is required for 
letting to such a person; 

 
4. The premises are in a group of dwellings let to persons with special needs so 

they can be near a service or special facility, there is no longer such a person 
with those needs in the dwelling and it is required for someone who has such 
needs; 

 
5. Where a person has legally succeeded to the tenancy, who is not the spouse of 

the former Tenant and the premises are larger than needed, the Association can 
seek possession between 6 and 12 months after the previous tenant’s death. The 
Court will take into account the age and length of residence of the Tenant and 
the support given by him or her to the previous tenant. 

 
Obtaining possession on the grounds that the property appears to have been 
abandoned 
 
1. Where the premises are left unoccupied and the Association believes the Tenant 

does not intend to re-occupy them, the Association may enter the premises to 
make them safe and send notice asking the Tenant to clarify his or her 
intentions; 

 
2. After 4 weeks if the Association considers it appropriate, a further notice 

terminating the Tenancy may be issued; 
 
3. A Tenant who is aggrieved by this action may appeal to the Court within 6 

months after the date of termination. 
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2.14 Information and Access To Personal Data 
 
Disclosure of personal information outside the Association will only be made with the 
consent of the individual concerned except: 
 

 To comply with the Law e.g. the Police, Inland Revenue or a court order; 
 

 Where there is a clear health and safety risk or evidence of fraud; 
 
 In connection with court proceedings or statutory action to enforce compliance 

with tenancy conditions, e.g. payment of HB direct; 
 

 The name, address and contact number of a resident to contractors or other 
agents providing a service on the Associations behalf; 

 

 The name of a resident and tenancy commencement date to utility companies; 
 

 Anonymously for bona fide statistic or research purposes, provided it is not 
possible to identify the person to which the information relates. 

 
Confidentiality Guidance for Staff of the Association 
 
GENERAL CALLER (FRIENDS, RELATIVES, DEBT COLLECTORS ETC) 
 No matter how plausible the request is, explain that the Association does not give 

out any personal information about tenants or staff members. 
 
WRITTEN REQUEST AND LETTERS 

 Letters from lending institutions (bank, building societies or loan companies) 
requesting a reference must be accompanied by a signed and dated authorisation 
from the tenant. If not, write to the firm explaining that the tenants written 
authorisation is required before a reference can be given. 

 Forward letter to tenants with covering letter confirming that no information has 
been disclosed.    

 
HOUSING BENEFIT AND SOCIAL SECURITY OFFICES 

 After checking the identity of the caller (if in doubt) and being given the name 
and address of the claimant, the following may be disclosed  

o Tenancy start date 
o The weekly or monthly rent, service charges, and rates payable; 
o Details of DSS or HB direct payments received; 
o The residents pervious address if relevant to the history of the claim. 

 

 The level of arrears may also be disclosed where the Association is seeking direct 
payments.  
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Part Three 
 
Tenant’s Obligations  
 
2.15 Your Obligations Under The Tenancy Agreement 
 
As a tenant of Ark Housing you have certain obligations towards the Association, 
your neighbours and the locality. These obligations are part of your tenancy 
agreement and failure to comply with them may lead us to consider ending your 
tenancy which will subsequently result in you having to leave your home. 
  
 
2.16 Rent 
 
You must pay your rent, rates and any other charges regularly and promptly when 
due on the first day of each rental period. 
 
 
2.17 Use Of Your Home  
  
You must use your home only as a private dwelling and your principal home. If you 
have any doubts about the details of this contact Ark Housing for advice. In addition 
to this you must not run any type of business from your home without written 
permission from the Association. You must submit in writing details of the business 
to Ark Housings Head Office and you will be contacted accordingly regarding a 
decision on the matter. 
 
 
2.18 Occupation   
 
You must occupy your home as your only or main dwelling in order to be a Secure or 
Introductory tenant. If the Association believe this is not the case we may issue a 
Notice of Abandonment and further legal action to obtain recovery of your home.  
 
 
2.19 Repairs 
 
You must maintain your home in a clean and tidy condition and keep it in a good 
state of repair. This includes gardens and outside areas within the boundaries of the 
dwelling. You must report all defects and any necessary repairs that are the 
Association’s responsibility as soon as you become aware of them (Refer to section 
3)  
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2.20 Access 
 
If the Association need to access your home to inspect it or carryout essential 
repairs or services you must allow us to do so in normal circumstances. We give you 
at least 24 hours notice unless in the case of an emergency.  
 
 
2.21 Illegal Activities  
 
You must not allow your dwelling or garden to be used for any illegal or immoral 
purposes. The Association may take legal action to end the tenancy of any tenant 
who is convicted of using or allowing their home to be used for illegal purposes such 
as storing drugs, drug dealing, illegal gambling or illegal drinking. Action may also be 
taken if anyone living with the tenant is convicted of such offences. This includes 
activities in the vicinity or the locality of the dwelling.   
 
 
2.22 Vehicles/Caravans 
 
You must not park or allow to be parked any vehicle or caravan or any other item or 
goods on or around your dwelling in such a way that may cause a nuisance or 
annoyance to your neighbours or people living close by. 
 
 
2.23 Gardens 
 
You are responsible for maintaining your own garden and keeping it free from 
rubbish. At sheltered schemes, the Association provides a grounds maintenance 
service to maintain the communal areas. However everyone should assist in keeping 
the areas tidy by disposing of litter thoughtfully and reporting dangerous articles 
such as broken glass to a member of staff. 
 
 
2.24 Structures 
 
You must not erect or allow to be erected within the boundary of the dwelling, any 
structure, adaptation or major improvement without receiving written consent from 
the Association.  
 
 
2.25 Pets  
 
In general needs accommodation a pet will usually be allowed to move in with you 
when you take up your tenancy, but you should have written permission prior to 
moving in.  
 
However, if you live in a sheltered scheme you are not allowed any pets. 
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You do not require written permission from the Association to keep caged birds or 
small fish in tanks. Dangerous pets will not be allowed. 
 
It is your responsibility to keep a current licence for your pet, where applicable, and 
to ensure that no nuisance is caused to your neighbours. 
 
 
2.26 Waste 
 
At the start of your tenancy the Association will ensure that you have a ’wheeled 
bin’. If you lose or damage your bin you will have to pay for the supply of a new 
one. You can do this either through the Association or by contacting your local 
council directly. 
 
All rubbish should be put in the wheeled bin and placed outside your home or in the 
designated collection area in the scheme ready for collection on the day specified by 
your local council.  
 
If you should need to dispose of household items too bulky to go into your bin you 
should contact your local council who will collect them free of charge. You should 
arrange for this to be done promptly to ensure that you do not cause a nuisance or 
danger to your neighbours. 
 
If you have rubbish you want to dispose of yourself the local council usually provides 
waste facilities in the local area.    
 
 
2.27 Gas Cylinder 
 
If you live in a block of two or more storeys you must not have any Liquid or 
Petroleum Gas (LPG) cylinders, paraffin heaters or cookers in your dwelling.   
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Part Four 
 
House Sales Scheme 
 
2.28 How Do I Apply To Buy My Home?  
 
If you are interested in buying your home contact our office and we shall send you 
an application form which you should complete and return to us. We will then 
register your application, assess your entitlement and advise you in writing if you are 
eligible to purchase your home under the scheme. 
 
If you are entitled, and you wish to proceed with your application, you will be asked 
to confirm your intention in writing, once your confirmation is received, we will 
assess you application, determine your discount entitlement, arrange a valuation and 
calculate your purchase price. 
 
You should note that you will be required to pay the valuation fee in advance to Ark 
Housing, which is refundable once the sale is completed. 
 
 
2.29 Who Can Buy Their Home? 
 
Not everyone can buy their home and under Ark Housing’s House Sales Scheme. A 
number of tenants will not be able to purchase their existing home. These groups 
include: 

 A tenant living in a sheltered dwelling 
 Anyone whose dwelling is let on a temporary basis 
 Anyone who is illegally occupying a dwelling  
 Any tenant who is an Introductory Tenant 
 Any tenant whose dwelling forms part of a group - housing scheme 
 Any tenant that occupies either a single storey or ground floor dwelling (other 

than a flat) with no more than two bedrooms. Certain other conditions also 
apply and details can be obtained by contacting our office.   

 Any tenant who is subject to a statutory notice seeking possession of the 
dwelling in the last twelve months. 

 Any tenant under investigation for Anti Social Behaviour. 
 Any Tenant who is obliged to give up possession of their dwelling in pursuit of 

a Court Order. 
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2.30 How The Sale Price Is Calculated  
 
There are a number of factors which are taken into account when calculating the 
offer price of your home. The price will be the current market value as determined 
by an independent, professionally qualified Valuer, less any entitlement you may 
have to discount. The level of discount will be restricted if the sale price is below the 
‘Historic Cost’ value. The Historic Cost is the actual cost of providing the dwelling, 
including the costs incurred by the Association on improvement work during the last 
ten years. 
 
 
2.31 What Discount Will You Be Entitled To? 
 
Discount is calculated on the following basis: 

 After five years living in the dwelling 20% discount. 
 Discount increases by 2% each year up to a maximum of 60% (for both flats 

and houses) 
 Discount is capped at £24,000  

 
You should note that any discount granted is repayable should you resell your 
dwelling within five years of the original purchase date. Please note these are the 
current percentages and amounts at the time of print. 
 
 
2.32 Can Joint Tenants Purchase Their Home? 
 
If you are a joint tenant you are able to purchase your home. However special rules 
apply to joint purchasers. Discount will be calculated on the basis of the longest 
tenancy period of one of the joint tenants only. 
 
 
2.33 Can Tenants Part Buy / Part Rent Their Home?  
 
Buying your home can now be done in stages. The Association operates a part rent 
part buy scheme. Please contact your Housing Officer for further information. 
 
 
2.34 Legal Advice  
 
Buying your home is a complicated matter and because it is a legal transaction. You 
must ensure that you have engaged a solicitor to deal with your house purchase. 
 
2.35 Mortgage Advice  
 
If you require financial assistance to purchase your home you should contact a 
mortgage advisor who will assist you to arrange the best financial package for your 
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particular circumstances. Banks, building Societies and other financial institutions are 
also available to assist you. 
 
 
2.36 Insurance Advice  
 
You will need to consider adequate insurance cover when purchasing your home. 
This may include life insurance, building insurance, occupier liability insurance, and 
many other aspects of insurance. 
 
You should seek advice from a qualified insurance broker or other financial adviser. 
 
 
2.37 How Long Will It Take To Purchase Your Home? 
 
Once all the necessary information has been received in relation to the tenant’s 
application, including confirmation of relevant tenancies for the calculation of 
discount entitlements and the determination of the historic cost, Ark Housing 
Association will aim to make an offer for sale within 4 weeks. 
 
Whenever an offer is accepted, Ark Housing Association shall aim to complete the 
sale, exchange contracts, deeds, and complete all other legal formalities within 8 
weeks. 

 
In accordance with the timescales outlined in the guidance issued by the DSD on 13 
December 2004, the following timescales shall be considered to be indicative of the 
performance standards for the house sales scheme: 

 
 - Application to Offer    12 Weeks 
 
 - Tenant Acceptance   6 Weeks (To Reply) 
 
 - Acceptance of Offer to Issue  8 Weeks 
   Of Contract    
 
 - Tenant Acceptance of Contract  8 Weeks (To Return) 

 
 
 
 
 
 
 
 
 
 


