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Mutual Exchange Guidance & Application Form 
You can swap with another Scottish Secure tenant. through a 'mutual exchange'.  These swaps help tenants to move to something which suits their needs better. 

You find the property and the tenant you want to swap with.  You can use the ‘House Exchange’ Service at www.houseexchange.org.uk   for free.  Their website brings tenants, looking to swap their home, together.   You need to register on it.  Make sure you include as many details as possible about your home and neighbourhood.  Include photos of features you are describing.  Follow their good advertising advice. This increases your chances of finding a successful match.  Once you register, your home is advertised on their website.  You can then search their website to find a swap.   
You should consider these factors before you decide you want to swap with someone:

· The condition of the property you are moving to - any issues due to damage or removed fixtures or fittings will be your responsibility if they’ve not been done. 

· No decoration or upgrades will be carried out by the landlord when you move in.

· The cost of moving & the rental cost.

· How much it could cost to heat.

· The type of heating - and its effect on you. If you have a health issue which could be affected by this, get advice from a health professional. 

· The house size and features e.g. does it have a shower and you want a bath?
· Any conditions associated with the new tenancy.

· The reasons that we might refuse your request (see below)

You need to visit and view the property you wish to move to.  You need to be fully aware of its condition; its features and the area before moving. Viewing prevents problems later.  Viewing gives you a chance to see repairs needing to be reported to the housing office for fixing.  You can also get information from the Housing Officer during your viewing.   Remember, although we inspect properties, your aspirations may be different. 
Once you decide you want to exchange with someone, you both need to complete this form. You need to get our permission before you can exchange.
We will consider your application. We will assess it using the approval conditions and refusal reasons set out in our Policy.  To help us make a decision, we need information from both households.  We will carry out these checks:
· Are the houses suitable for the household's needs? Will there be overcrowding or will it be ‘under occupied’? Is it an adapted property? 

· Have the tenancies been well maintained?  For example: a) the house is in a good state of repair; b) there are no outstanding tenancy related debts; c) there are no outstanding repairs that are your responsibility to sort, d) legal action isn’t being taken; e) there are no anti-social behaviour issues.

· Has your property been recently allocated to you? Have you moved into it? Have you lived there for 12 months? Is it your principal home?
· Has the landlord agreed to the exchange?

· Has your joint tenant and / or partner given their consent to the exchange? (If you are married or live with someone as husband and wife; or are separated from them).  

We need to do a full inspection of your home. This is an important part of your tenancy reference and our approval process.  You will be contacted shortly to arrange for us to do this.  

We will decide within 28 days. Because of this it is important that you arrange a tenancy inspection soon.  If we need more time to decide (e.g. if we need more information) we will write to you.  If you need to do repairs, we will tell you when they need to be done by.

We will write to you with our decision. If we are refusing your request, we will tell you why.  We will tell you how to appeal.

How can I get a good tenancy reference? 

We will not approve your request if you owe us money.  If this is a problem, please let us know and we can give you help and advice on how to deal with this.  We may re-consider if you are re-paying your debt to us. 
We will not approve your request if we need to do any repairs which are your responsibility - your home needs to meet our “Empty Homes Standard” (see the checklist on our website). We will ask you to bring your home up to this Standard before we will approve. If this could be difficult for you, let us know.
You should make sure that you report any faults or repair issues so that we can sort them.

Reasons Why We Might Not Give Permission

There are reasons why we can refuse requests. Some reasons are set in law (the Housing (Scotland) Act 2001).  And it is our Policy to refuse in other circumstances. See below.
You only have a right to exchange with others with a Scottish Social Tenancy. If person you wish to exchange with doesn’t have this (e.g. if not in Scotland) speak to us before applying.  

By law we can refuse, if

· we have given you an eviction warning notice, or eviction order; 
· your house was let to you because of your employment with us; 

· your house was designed or adapted for use by someone with special needs and if the exchange was allowed, no-one living there would require those designs or adaptations; 

· the other house is substantially larger than you and your family need; 

· the other house is not suitable for the needs of you and your family;
· the proposed change would lead to the criminal offence of overcrowding. 

It is also our Policy to refuse:

· if you have any tenancy related debt (such as outstanding rent / former tenant / garage arrears; Highland Council Tax arrears (THC tenants only) or recharges for repairs or legal costs outstanding; 

· if we do not have the written permission of your husband or wife or civil partner (even if you are separated) or joint tenant;

· if there are repairs which are your responsibility which are still to be done or have not been done to the standard we require, within the timescale we have agreed with you;
· if you have refused to do something needed to make the exchange happen - such as refusing to take part in inspections; meetings or do work which you are responsible for;   

· if it is less than 6 weeks since you signed your tenancy agreement;

· if you have not lived in your home for 12 months unless it will either: alleviate overcrowding; help you to get support that you could not get otherwise; help to resolve an issue which could lead to your tenancy failing; significantly alleviate travel-to-work issues or; resolve an issue which we agree is reasonable to resolve in this way;
· if you have not been occupying the property as your main and principle home;
· if allowing the exchange to go ahead goes against the policies of other landlord.

We may give you permission to exchange to a property with 1 bedroom more or less than is needed, if we agree there are exceptional circumstances why the exchange should go ahead.
There may be other reasons why we may not allow an exchange to go ahead – these other reasons will be reasonable and clearly justified. By law, we have a right to do this. 
I want to ‘Right-Size’ to Somewhere Smaller 

If you want to move to a smaller home, but are concerned about the practicalities of moving or anything else which might stop you, we may be able to give you extra help.  Just ask us.  This is because we need swaps to help over-crowded families in Highland move into larger homes.  

What Happens If My Exchange Is Accepted?
If your exchange is approved, you agree a moving date with the other person. You then sign a new tenancy agreement. You are responsible for the rent of your current home up until the date that the other household signs their new tenancy agreement.

What Happens If My Exchange Is Refused?
If we have refused your request, you can appeal our decision.  You should use your landlord’s complaints procedure and let us know as soon as possible that you wish to appeal.  It may help to give us more information.  You need to appeal within 21 days of our decision.  If you are still unhappy you can then appeal to the Sheriff Court.  
What Happens If I Decide to Move Again?
If you give up your new (exchanged) tenancy within 6 months, we will recharge you the cost of administering your exchange (e.g. cost of doing safety checks etc.).   If we accept that there are exceptional reasons why your tenancy is coming to an unexpected end, we may not re-charge you.  We will not re-charge costs if you do not end your tenancy within 6 months.   

Protecting Yourself and Others from Covid 19 – Additional Guidance
We all need to keep ourselves and others safe and healthy during the current Covid19 crisis.  Because of this, there are changes to the Mutual Exchange process.  Additional safety measures may also mean that the process may take longer.

To keep safe, you need to follow The Scottish Government’s Coronavirus (COVID-19): Guidance on Moving Home. The other household should follow it too.  It includes guidance on how to have safe viewings and inspections; carrying out virtual viewings (for example, by video phone); how to keep safe the people who are helping you to move and; what to do if someone has symptoms.  It is on the Scottish Government website - direct link: www.gov.scot/publications/coronavirus-covid-19-guidance-moving-home/pages/advice-to-the-public/
You and your exchanging household should be prepared to be as flexible as possible and prepared to delay moving if needed, for example if someone has symptoms or has to self-isolate. 

When moving, you need to deep clean to minimise risk of infection from Covid-19. This means cleaning and disinfecting (with normal household disinfectant) all parts of the home and surfaces. You should pay particular attention to cleaning and disinfecting frequently touched areas and surfaces, such as bathrooms, door handles, grab-rails on stairs and in corridors. 

Deep cleaning is the responsibility of the exchanging tenants. It is your responsibility.  Your landlord is unable to clean for you.

Because we want to keep everyone safe, when you apply we will ask you to confirm that:

· you and the other household, agree that you will both take responsibility for making sure you will clean to the standard expected to minimise the risk of Covid-19 infection; 

· and both parties are satisfied that cleaning is the responsibility of the outgoing and incoming exchanging tenants.

If you feel that you cannot clean your property to the standard needed to minimise the risk of Covid-19, we may not be able to let your exchange go ahead. 
If you have any questions about this or any issue, speak to your Housing Officer.
Please keep this Guidance handy to help you during the exchange process.
Remember, if you need to move within Highland, you can also apply for a transfer.  To increase your chances of an offer, keep your choices wide and choose places where there is not so much pressure on housing.  Your housing office can give you advice. 
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Mutual Exchange Application Form 
Your Details

	Name (include any joint tenants)
	

	Address & Postcode
	

	Date of birth
	

	Phone Number(s) 
	

	Email
	


Are you a Tenant of One of the Following Landlords?

[image: image4.jpg]The Highland Council      Albyn Housing Society     Caledonia Housing Assoc.   Cairn Housing Assoc. 
Lochalsh & Skye Housing Assoc.
        Lochaber Housing Assoc.

Pentland Housing Assoc.
	If 'No' who is your Landlord? (Name and Address)



Your Current Home - Details

	Date moved in
	Type of property i.e. House or Flat
	How many bedrooms?
	Detail any adaptations in your home
	Heating Type
	Is your home on the ground floor?

	
	
	
	
	
	


Tell us your reason for wanting to do this exchange (for example, tell us about overcrowding reasons, medical reasons or other reasons).
	


Please give details of the people who will be moving with you

	Name
	Date of birth
	Relationship to You 

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	Please tell us about any pets that you have:



	Are you in need of aids or adaptions to your home to meet any mobility or other needs that you have? Or, are you waiting on any adaptations to be carried out?


	Yes     /   No

	Do you have any rent arrears or other debt on your tenancy?


	Yes     /    No

	Are you / any household member subject to an Antisocial Behaviour Order?


	Yes     /    No

	Have you or anyone in your household been evicted for Antisocial Behaviour?


	Yes     /    No

	Are you or any member of your household required to register with the Police under the Sexual Offences Act 2003 or for any other reason?


	Yes     /    No

	Please confirm your nationality
	

	UK resident     
	
	Other – EU resident
	
	Other – Non EU resident
	


	If you have a partner moving with you, have they held a tenancy (Council/RSL/Private) in the last 5 years?
	Yes     /    No


Person moving with you - previous addresses for the past 5 years
	Address
	From – To
	Landlord
	Reason for moving

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Details of tenant(s) you are applying to exchange with

	Name (include any joint tenants)
	

	Address & Postcode
	

	Date of birth
	

	Phone Number(s) 
	

	Email
	


Details of their current home
	Date they moved in
	Type of property i.e. House, Flat
	Number of Bedrooms
	Detail any adaptations in their home
	Heating Type
	Is their home on the ground floor?

	
	
	
	
	
	


Detail of the people who will be moving with them

	Name
	Date of birth
	Relationship to tenant

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Their Landlord’s Name and Address

	Name
	

	Address
	

	Postcode
	

	Phone Number(s)
	


Anything else? Please tell us anything else which will help us with your request 

	


Three-way exchange only - Details of third tenant in exchange.

	Name (include any joint tenants)
	

	Address & Postcode
	

	Date of birth

	

	Phone Number(s)


	

	Email


	


Details of their property.

	Date they moved in
	Type of property i.e. house, flat
	Number of Bedrooms
	Detail any adaptations in their home
	Heating Type
	Is their home on the ground floor?

	
	
	
	
	
	


Please give details of all people who will be moving with them.

	Name
	Date of birth
	Relationship to tenant

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Their Landlord’s Name and Address
	Name
	

	Address
	

	Postcode
	

	Phone Number(s)
	


Your Declaration 

Please read this.  Then sign to confirm that you understand AND agree to the conditions.
I/we have viewed and examined the property I/we intend to move into on………….(enter date) 
I/we accept the property in its existing condition.

I/we have considered any health issues or medical needs that I, or anyone in my household has, and accept a) the type of heating in the property and b) the bathroom fittings. 

I am / we are currently living in my tenancy as my principal home and I/we have put right any breach in my tenancy agreement, such as payment of outstanding rent, debts or repairs which are my responsibility.

I/we also understand that:-

a) any alterations, improvements or enlargements of the property or fixtures or fittings carried out in accordance with the Scottish Secure Tenure shall become the property of the landlord;
b) any necessary repairs or replacements arising as a result of damage or removal of fixtures or fittings which have not been attended to by the outgoing tenant, other than those arising out of fair wear and tear as outlined in the Scottish Secure Tenure, shall become my responsibility;

c) no internal decoration shall be undertaken by the landlord; 
d) the usual (standard) conditions of let shall apply;
e) the landlord will not be changing the locks on the property;

f) I am responsible for making sure my property is cleaned to the standard expected to minimise the risk of Covid-19 infection. I recognise that this is exchanging tenants’ responsibility; 
g) as soon as practicable, I/we shall take up a permanent occupation, as my principal home, of the address to which I/we have agreed to move. This not be longer than one month from the date that the landlords give consent to exchange tenancies;
h) if this exchange doesn’t go ahead, I/we agree to keep occupying my/our current property; 

i) I will be liable for the landlord related costs associated with administering this exchange if, following it, I end the tenancy in the exchanged property within 6 months. 
j) the Landlord I am applying to will access the information in this form and may seek references about issues relating to my tenancy from current or previous landlords.
k) the information provided in this form is covered by the Data Protection Act 1998.
Continued over…
l) I confirm that my husband/wife/cohabitee/ civil partner (where applicable) has been consulted about the proposed exchange, gives their consent and is not seeking a transfer of tenancy to their sole name under the Matrimonial Homes (Family Protection) (Scotland) Act 1981 as amended or the Civil Partnership Act 2004.
m) I / We confirm the details given on this application are true and accurate. I give you my permission to check the details and obtain further information if required.
n) I understand that if I/we give false or misleading information, or do not provide relevant    information, now and at any time, that my application may be refused.
o) If I/we get a tenancy based on false or misleading information, I understand and accept that the landlord may take me to court to evict me.
p)  I understand the conditions of this declaration under which I/we may be allowed to exchange houses. I agree to be bound by them.  I/we agree that in the event of a breach of the conditions by any one of the parties, this application will become null and void and if so, the remaining tenant(s) may require to move back to the address formerly occupied.

Tenant(s) signature(s) 
…….………………………………………….…………………..……………    Date …………………... 

Exchanging Tenant(s) Signature(S)
…….…………………………………………………………………………..…  Date …………………...

Please return your application to the landlord who manages your property:
The Highland Council   

Alness: 5A River Wynd, Teaninich Industrial Estate, ALNESS, IV17 0PE 

Email: housing.ross@highland.gov.uk
Dingwall: Portakabin, High Street, DINGWALL, IV15 9TF  Email: housing.ross@highland.gov.uk
Drummuie, Golspie: Drummuie, GOLSPIE, KW10 6TA 

Email: housing.sutherland@highland.gov.uk
Fort William: Charles Kennedy Building, Achintore Road, FORT WILLIAM, PH33 6RQ
Email: housing.lochaber@highland.gov.uk
Inverness: Town House, High Street, INVERNESS, IV1 1JJ 
Email: housing.inverness@highland.gov.uk
Kingussie: Kingussie Courthouse, 36 High Street KINGUSSIE, PH21 1HR 

Email:  housing.badenoch@highland.gov.uk
Nairn: The Court House, High Street, NAIRN IV12 4AU 

Email:housing.nairn@highland.gov.uk
Portree: Tigh-na-Sgire, Park Lane, PORTREE, IV51 9GP
Email: housing.skye@highland.gov.uk
Thurso: Rotterdam Street, THURSO, KW14 8AB

Wick: Caithness House, Market Place, Wick, CAITHNESS, KW1 4AB
Email: housing.caithness@highland.gov.uk
Albyn Housing Society Ltd - Head Office, 98-100 High Street, Invergordon, IV18 0DL; Maclennan Crescent, Inverness, IV3 8DN

Cairn Housing Association Ltd - Cairn House, 30 Waterloo Place, Inverness, IV1 1NB..   
Lochaber Housing Association Ltd - 101 High Street, Fort William, PH33 6DG  
Lochalsh & Skye Housing Association Ltd -  Morrison House, Bayfield, Portree, Isle of Skye, IV51 9EW
Pentland Housing Association Ltd -  37/39 Traill Street, Thurso, KW14 8EG

For office use only:
Have we received satisfactory tenancy references for both parties?

         YES   (                         NO    (
	If no, please give details



	Please highlight anything which could be relevant to this application 




Please attach copies of the references to the form.

Has the exchange been approved?            YES   (                         NO    (
What date will the exchange happen/new tenant will sign up?.........................................................
Please use this section to include anything else relevant e.g.  outcomes of any discussions with tenants; issues raised and not resolved; refusal reasons etc..

	


22 7 2020

November  2020

