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PAPER LOGS FOR INTERNAL USE ONLY. ALL DATA MUST BE SUBMITTED ONLINE 

RE Lettings Log 2016/17 
STRICTLY CONFIDENTIAL 

AR 0 SociaiD 
Day Month Year 

LANDLORD I LETTING$ DETAILS ,/one only _ _.>o<'" 
1 a. Type of Letting lJd' 1 
Private Registered Provider Letting in < A General Nee~s unil 

1 

(HA) Landlord A Supported unit 0 2 

QB 
Local Authority landlord: 

L . . < A General Needs unit 0 
ewng m A Supponed unil 0 

FOR GENERAL NEEDS HOUSING ONLY 

t b. Who is the landlord on the tenancy agreement? 

This landlord D 1 Another RP (HA/lA) D 2 

4 

AR 

4ai) Has anyone in the household ever served in the UK Armed Forces as a 
regular or a reserve? (Excluding National Service) / 

Yes - regular 0 t Yes- reserve D 4 No 13}1 Refused 0 3 

ii) If they've ever served as a regular. have they left within the last five years? 

Yes 0 1 No 0 2 Refused 0 3 

4b. Has anyone in the household been seriously injured or · J as a direct 
result of their time and activities serving as a regular m reserve? 

Yes 0 1 2 Refused 0 3 

5. Does the household conta in a pregnant 

6. Is the tenant 

Universal Credit 

Neither 

YesO 1 

or likely to be in receipt of the 

Housing Benefit 
(if not in receipt of Universal Credit) 

Don'l know 

7. How much of yo come comes from universal credit. state pensions or 
child & housing benefit. council tax support or tax credit)? 

All Some 0 2 None 0 3 Don't Know 0 4 

~:~a~a m~no~et~h:e:r:R~£~~:::~=LA=kJ=C=======_l'=='=='==' ==' ==' =='==='~ For thos.e r<Jeelvlng Universal Credit, enler net~ income fTom employment, 
pensions and Universal Credit. Exclude child benefit and counell tax support. 

CORE code 
8. Tenant's or tenant and partner's net weekly income (after tax deductions) 

FOR SUPPORTED HOUSING ONLY 
1 c. Please enter the management group and scheme code for the property 

Management group code Scheme code 

1 d. Is this the first letting in a supported housing unit/ bed space which has 
been newly built, converted or newly acquired? 

Yes 0 1 No 0 2 

TENANCY DETAILS 
2a. Is this a starter I introductory tenancy? Yes 01 No 

2b. Type of main tenancy any starter/introductory period) ,/ 

Secure (lnc flexible) 

Assured 

Assured shorthold 

Licence agreement 
(supponea hOuSifl!llalmshouses only} 

Other 

Tenant Code 

Os 
03 

2c. If the main tenancy is a fixed term tenancy. please provkle the length of 
the fiXed tenm (to the nearest year) excluding any starter/introductory period 

Years 

HOUSEHOLD DETAILS 
3. HOUSEHOLD CHARACTERISTICS. Enler oil demographic details required for person t . 
For all other household members enter age, sex, relationship to person 1 and economic sta tus . 
tf joint tenancy enter most economtcajly active tenant first . 

R.el•tton&hip Eoonomk; 

Person 1 ill! f• lii •• -~~ 
........ -··. --- ·--·------ ·----------·. ·----• 

Person 2 

Person 3 

Person 4 

Person 5 

Person 6 

Person 7 

Person 8 

PLEASE ENTER RELEVANT 
CODE. PLEASE REFER TO 
CODE LISTS BELOW 

Sex 
M= Male 
F =Female 
R =Refused 

Relationship to pel"5on 1 
P • Panner 
C = Child (eligible for child 

benefit unde-r 16 or under 20 
it still in full-time education) 

X= Other 
R =Refused 

Age: Enter me 39e of each household member ln ye-ars. Use whote numbers for the ages of 
children. For those aged 0-1 enter~,· in the box. If agi! has been refused, please enter 'R'. 

Economic status Ethnic Group 

Full time work 6 Not seeking WOI'k ~ 6 White& Asian 
(30 hrs or more per 7 Full-time student 1 English, Scottish. Welsh. 7 Other 
week) 8 Unable to work Northern Irish, Brilish 
ParHime work becavse of 2 Irish ~ 
(less than 30 hr.; per lofl!llerm 18 Gypsy, Irish Traveller ~iiiD ami~b 
week) sickness er 3 Other 8 1ndian 

3 Government tr3Jningf disability 9 Pakistani 
New deal Child under 16 !l....Miz.llll 10 Bangladeshi 

4 Job seeker 0 Olher aavlt 4 White & Black Garibbean 15 Chinese 
5 Retired 10 Refused 5 White & Black African 11 Other 

Version 1 24111/2015 

For those Jll!l receiving Universal Credit, enter net~ Income ITem employment. 
pensions and other benefits. Exclude housing benefit, child benefit and council lax 
support. 

Please • if 08 refused 0 Round to rearest £ ID /31 } ]]] 
9a. In the tenant's view what was the main reason the household left 

their li!~ §!!tll~d home? 
Permanently decanted from another 0 Under occup;~lion- offered D 29 property owned by this landlord ince11tive to downs1ze 

left home country as refugee 0 2 Unde1 O{;Cupahon - no incenlwe 

~ Discharged from prison or from 0 3 Property unsuitable because of 13 longstay hospital or O!het inslilution ill heallh I disability 

Loss of tied accommodation 0 4 
Property unsuita~e because of 014 poor condition 

EM of Assured shorthold or Flxe:d D 5 Couldn't afford rent or mortgage 01s Term tenancy 

Eviction or repossession D 6 
To move nearer to family I 

016 friends I school 

Domestic abus€" 0 7 To mov-e nearer to work 017 
{Non·viokmt) relationship 

0 8 
To move to accommodation 018 breakdovm with partner wilh suppo<t 

Asked to feave by family or friends D 9 To mo\'e to independent 019 accommodation 
Racial harassment 0 10 Hale cnme 0 3t 

Olher problems with neighbour.; 011 Other D 20 

Property unsuitable because 012 Don't know o ~s of overaowding 

9b. Was the reason for leaving a direct result of the removal of the spare 
room subsidy or benefit cap introduced from 201 3? 
(this is most likely to apply if op!jons 1 6 16, 29 or 30 were selected foU1ll_l / 

Yes: Removal of the spare room subsidy 0 4 No ~2 
Yes: Benefit cap 0 5 

Don't know 03 Yes: Both 6 

t 0. Does~ in the household require (AI least one box ml!SI be ticked) 

(a) Fully wheelchair accessible housing 

(b) Wheelchair access to essential rooms 
D 
D 

(c) Level access housing 

[(!~~;~~~;~~~~~ !!~~!~~~~!~: ::::::::: ~:::: ::::::::::::::::::::: ~D 
(g) No disability requirements 0 
(h) Don't know 0 

Note that with one of 

o. §!~~k, Atri sc§n 
Cari~!;!:fli}n Qr a'S!&k 
British 
12 Caribbean 
13 Afriam 
14 Other 

E. Qlh~r ~mal' g~t! 
19 Arab 
16 Other 

~ 
17 Refused 

1 UK national resident in UK 
2 UK national returning f.rom 
residence overseas 
3 Czech Republic 
c Estonia 
5 Hungary 

.S La!'Jia 

14 Bulgaria 
15Romania 
16 Croatia 
171rel•nd 
11 Other EU Economic 
Area (EEA") oounlry 
12 Any other country 
13 Refu&-&d 

7 Lithuania 
a Poland 

9 Slovakia 
10 Slovenia 

*Other EEA countries are Al.lstria, Belglum, Cyprus, 
Denmark. Finland , France. German:,-, Gr-eece. Iceland. 
lta!y. Uechlenslein,luxembourg, Malta, Netherlands, 
Norway. Portugal, Spain, Sweden and S-witzerland 

DCLG 
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11 . The housing situation for this household immediately before 

this letting ( ./ one only~ 
local Authority general/ needs 1 Women's refuge 0 21 

enancy 
Private Registered Provider {HA) 0 2 fiospital O 1 0 

general needs tenancy O 
Owner occupation (priYale) 0 26 Prison 1 Appro•M P~~~~~ 29 

Owner occupation (low cost 0 27 Direct access hostel 0 7 
home o\M'lership) 

0 3 Bed & Breakfas t 0 14 Private sedor tenancy 

Mobile home I caravan 0 23 

Any ~=~~:~;~0~ 0 18 

Home Offce Asylum Support 0 24 

Children's home I roster care 0 13 

ii) Service charge {eligible for HB or UC) 

iii) Personal service charge (not eligible for HB or 
UC e.g healing, hot wa ter exclud ing wa ter rates} 

iv) Support charge (charges made to fund housing 
relaled support services included irr the tenancy 
agreement }. 

v) TOTAL CHARGE (i+ii+i il+iv) 

£ .__I _.___-'--------l.___._._IJ --"--' 

£ I.____.____.____.____._._IJ ~ 

£l~~~~IJ~ 
£ IL..-....J.-__,____.___....I..L..IJ ~ 

18b. Charges for Care Homes 

Total charge £Id dO ICiC'bJ 
_ (f?! RE:~~-S_tJ:l_~-~~-9~!] ____ -- _ ---- _ ----- _______ --- _ ---- -- _ --- ____ -- -___ _ 
18c. Please tick if there is no charge to the occupant for 
the accommodation. uv---· 

Tied housing or rented with job 0 4 

Supponed housing 0 6 

Housing for older people 0 8 

Residential care home 0 9 

U•if19 with friends or family 0 28 
Rough sleeping D 19 18d. After housing benefit payment is received. will there be an outstanding 

0 
amount for basic rent (18ai) and/or bene~1t e · · e charges (18aii)? 

Otner 25 O O 
1-----~---------~-------------==--j Yes 1 No 2 Don't know 3 

LOCATION OF PREVIOUS ACCOMMODATION If yes, what do you expect the amount to be £I 11 1 1 
12a. Enter LA in which household lived immediately before this letting (for period shown in 017)? . -~ . . 
(including temporary accommodation) Only answor if the tenant is in or due to be in reteipl of housing benefit tor this leNin9. If the 

l
~ame of local authority I DO NOT LEAVE BLANK housin benefit amount" unknown lease estimate difference. 

ONS LA code 
19. Key Dates (e.g . 12/05116) Day Month Year 

'-------::::------;---:----::-=-:-::---::-==I ' t t t t Void (or new build handover) date 
(Please referto appeoai, F of the CORE manus I for ONS codes) 

12b. If the household has moved from~ accommodation 
(Immediately prior to being re-housed), enter the full postcode for the 

Major repairs completion date (if major 
repairs carried out during void period) 

.... 
_ _.._ _ _.__.___,I ''----'----'----' If the unit is in a supponed scheme for stays of one month or less, 

. . ignore dates above and tick here to confirm. 

~full postcoae not known or pre•ious accommodation was~. please tick 0 20. How many times has this unit been previously offered since becoming 

previous accommodation D 
1---------------------=..;=--=..; ___ __.:::__---1 available for letting? For an Affordable Rentletlillg, only include number of 

LENGTH OF RESIDENCE IN THE LOCAL AUTHORITY DISTRICT OF offers as an Affordable Rent property. I c) I 
T HE PROPERTY BEING LET . . 
12c. How long has the household lived in the local authority district where 
the new letting is located? 

New to Local Authority 0 1 Less than 1 year p y 1-2 years 0 3 

2-5 years 0 4 More than 5 years (]"5 Don't Know 0 6 

ediately prior to this letting, was this household ? (./one only) 

2 0 Fo~..tnd 'sta1utorily homeless· by a housing 
authority and <>wed a main 1>omeless11ess duty 

6 
0 Found 'statutorily homeless' by a housing aurhor.ty but DQ!owed a 

main home-lessness duty 

7 
0 Otner nomelessoess I.e. not found statu!ortlyhomelessness by a houstng 

aul/lority but considered lob& homeless by the letting landlord 

14a. Was the household given Reaso7able eference (i.e. priority) for 
housing by the local Authority? O O 

Yes 1 No 2 Don't know 

14b. If yes, which of the following reasons for Reasonable Preference apply? 

A r.eed to move on medicaj and welfare 
grounds (including a disability) 

Homeless or about to lose their 
home {within 28 days) 

Living in i~nitary, overcrowded 
or unsatisfactory housing 

D 
02 A need to mov~~~~~:::! 0 4 

15. Was the letting made under any of the following allocations systems? 
./one box on each row (select Yes or No for~ allocation system) 

Choice-based lettings (CBL) Yes 0 y- No 0 2 

Common housing register (CHR) Yes [g' 1 No 0 2 

Common Allocation Policy (CAP) Yes 0 1 No 0 2 

16. Source of referral for this letting? (See Manual) ( v' one only) 

lntemal transfer 

Tenant applied direct 
(no referral or nomination) 
PRP lenlngs poly .... nominated by a 
local housing authority 
PRP syooorted leUings only teferrea 
by local authority housing departmen1 

0 1 Social services 

D 2 Police. probaton, prison 

0 3 Youth oftenchng team 

D 
4 

Community mental health team 

Relocated through recognised national, 0 
regional or sub-regionat housing 

Health service 

Voluntary agency 

Other 
mobility scheme 

Other socialtandtord 010 

0 9 

012 
013 
014 
015 

07 
Q1e 

RENT AND OTHER CHARGES ( v' one only) 
17. Rent and other charges period 

Fortnightly 0 2 Calendar monthly 0 4 Four-weekly 0 
.52 weeks (Please enter number of weeks) 0 1 Weekly for 

3 

18. Complete only one section- A orB or C 

18a. Rent and Charges Tl 
i) Basic rent {for period sl>own in Q17) £ [QJ I I / I CJ USI q 

(for a property let at the first attempt enter ·o· ) DO~ LEAVE BLANK 

022- 28 ARE FOR GENERAL NEEDS LETIINGS ONLY 
PROPERTY DETAILS 

22. Number of bedrooms 
(if shared .accommodation, enter numbe1 of bedrooms occupied by thi s household; 
a bed-sit hi!S 1 bedroom) 

23. Type of unit (./one~ 
Flat/ maisonette 

Bed-sit 

House 

Bungalow 

24. Type of building 

Purpose built 

02 
D 7 

0 8 

Shared flat I maisonette 

Shared house 

Shared bungalow 

Other 

Converted from previous residential or non-residential p!Operty 

04 
0 9 
O to 
De 

~ 
0 2 

25. Is the property buijt or adapted 
to wheelchair user standards? 

Yes No 0 2 
26. If this is a relet, was the property most recently let on 

A social rent basis 0 1 An affordable rent basis 0 2 

27. Rea~or vacancy ( ./ one only) 

Don't know 0 3 

1 K2:f ;~~~.let of neY.'build, conversion. rehabiHtation or acquired property 
lOo not select f<>r properties changing from Social to Affordable Rent) 

10 0 Relet -tenant evicted due to arrear> 

~ 1 0 Relet- tenant evicted due to ASB or other reason 

5 D Relet -tenant died (no succession) 

12 D Relet- tenant moved to other social hou-sing pro\r'ider 

2 0 Relet - intemal transfer 

6 0 Relet- tenant abandoned property 

6 0 Relet- tenant moved to private sector or other accommodation 

9 D Relet-1o tenant who occupied same property as temporary accommoctatior. 

28. Location of property ONS LA code 

Name of local authority -~~---- ~-.1 ,::Ec~.l_I.-.L--L.-L__.l._I.-.L-..J 
(please r11fe1 to Appendix F of the COR£ Monuol for ONS rode$) 

Full postcode of property I I I I I I I J I 
If previou~ po~lcode: (Q12b} and new post~;ode (026) are the ~ame, please tic~ 

LOG SIGNATURES I INITIALS 
For RP use only 

The CORE guidaF>Ce manual, log completion guide and fogs can be downloaded from the CORE website 
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Tenancy Information 

1. Address and Tenancy start date 

Property address 

3 CICSl {er t -ruk£_~ Lc.¥\cas:te-- ~~c:;;:t c&tc:r rre / 
Lc/)'-._d on L~ l I I~ 

Type of Tenancy (tick box) lntroducto_ry fixed term 2 years 
Introductory fixed term 5 years 
Secure fixed term 2 years 
Secure fixed term 5 years 
Secure v 

Tenancy start date 0111 ,~(- "'" ..-:. kc::Y VIC Jn .. ~Oib 
Date of sign up (~CJTh ~LJS.f ~Gib 
CORE form must be completed (tick to 

~ 
I 

confirm this has been done) 

2. New tenanfs personal details 

3. Family Members 

Name Date of Birth Detail ID provided and take~ for 
~·- file. 

------ ------/ -----/ -----/ 
-----/ 

------
Does the tenant or anyone in the household have additional support needs? Please specify 
and give details of agency and contacts in place. · 
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5. Tenancy Information 

Explain the terms of the Introductory and 
Fixed Term tenancy. Provide the tenant with 
the leaflet. 
For introductory tenants: Serve the section 
137a notice and explain the appeals 
process. 
For tenants without introductory period: 
Serve the section 1 07a notice and explain 
the appeals process. 
Advise that you will be arranging to visit the v tenant at home in 6 weeks time. 

6. Paying the Rent 

7. Neighbourhood Management 

You and Your Neighbours Booklet given 
Does the tenant have a pet? t-J() 
If so give pet permission form and 
responsible dog owner agreement. 
Does the tenant have a car? NO 
If so _give p~rking_leaflet 
Insurance information leaflet given? 

8. TMO Membership 

Have the benefits of becoming a TMO member been v~e~ 
explained to the tenant? 

·· ~-

Has the tenant signed the membership application form? yCS 
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9. Contact details 

10. Confirmation that all information has been explained 
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