Housing

Shared ownership group policy

1. Purpose and scope

This policy guides Selwood Housing in the sales service and management
of Shared Ownership homes. This policy aims to ensure the public,
potential customers, and Shared Owners, receive an efficient and fair
service. The policy defines what can be expected from Selwood Housing in
relation to their Shared Ownership service.

The policy ensures Selwood Housing allocate Shared Ownership properties
fairly and in line with Homes England’s Capital Funding Guide, Selwood
Housing’s charitable objectives and any S106 conditions.

The policy relates to Shared Ownership properties only. It does not apply
to assured or secure tenancies or those properties purchased under the
Right to Buy/Acquire.

The policy applies to the various models of shared ownership which we refer to
as:
e Model A) The shared ownership model which applied to all shared
ownership homes pre 2021 and continues to apply to non-grant
funded homes that received planning before the end of the
transition phase. Rent reviews based on RPI plus 0.5%.

e Model B) The new shared ownership model introduced by
government in 2021 which applies to grant funded shared
ownership homes provided through the Affordable Homes
Programme 2021 to 2026 and also to S106 units that specify the
new model post the transition phase. Rent reviews based on RPI
plus 0.5%.

e Model C) introduced in 2023 and as model B but rent reviews based
on CPI + 1%.

See appendix 1 for a summary schedule of differences between the
different shared ownership models.

Assurance is through internal and external audit, potential Homes England
audits and sample management audits.
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2. Policy detail

2.1 Qualifying criteria for Shared Ownership

Selwood Housing only sell Shared Ownership homes to applicants who
qualify and meet the relevant eligibility criteria set by Homes England and
supplemented by our local authority partners.

Applicants must:

e be a first-time buyer or a previous homeowner or selling at the same
time as buying through Shared Ownership

e be unable to afford to buy a suitable home on the open market which
will meet the applicant’s needs

e have a household income of less than £80,000

e have funds of approximately £2,500 for purchase fees plus
funds for mortgage deposit (minimum 5% but will be lender
dependent)

e be able to afford the ongoing costs of home ownership

e reside or be eligible to reside within the UK

Existing Shared Owners are able to move from their existing Shared
Ownership home and purchase a new Shared Ownership property. They
must continue to meet the general eligibility criteria and be otherwise
unable to afford to purchase unassisted. Existing Shared Owners are
required to have disposed of their existing Shared Ownership home at the
point of purchase.

An applicant who is an existing social housing tenant must not be in rent
arrears or in breach of their current tenancy agreement.

In the case of joint tenants where only one tenant qualifies for shared
ownership, the purchase can proceed in the name of the qualifying tenant
provided both tenants surrender the joint tenancy and vacate the
tenanted property on completion of the sale.

An existing tenant qualifying for shared ownership may have a partner
who does not want to join in the application. The application can proceed
in the sole name of the qualifying applicant provided the current landlord
gains vacant possession of their current property and there is no
obligation to re-house the partner.
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An eligible applicant who wishes to purchase a shared ownership home
with someone else can only proceed on the condition that all applicants
become joint owners.

Anyone joining in the application who already owns or part owns a home
must sell it at the time of buying a Shared Ownership property. Selwood
Housing will not progress applications where applicants currently own a
home unless this is sold subject to contract.

Where there are long delays between initial application and exchange of
contracts, Selwood Housing will review an applicant’s circumstances and
finances to ensure they continue to meet the eligibility criteria.

2.2 Prioritising of applicants

In line with Homes England requirements, priority is given to serving
military personnel and former members of the British Armed Forces
discharged in the last two years.

Properties are offered on a first come first service basis amongst eligible
applicants in line with Homes England requirements (please refer to the
first come first serve policy). An application is not deemed complete until
all required supporting documentation is received. This includes (but not
limited to); signed application checklist, application form, photo ID and
proof of address. The required documentation will be reviewed
periodically by the Head of new business & home ownership and the sales
manager and updated if required. Where S106 conditions restrict who can
purchase properties e.g., where a local connection applies, the applicant
needs to evidence meeting the criteria before an application is deemed
complete.

Selwood Housing aims to provide a response to applications received
within 28 working days from receiving a completed application. This
includes the financial assessment process. However, this timescale may
be extended if (for example) there is a delay in the applicant providing
information to the mortgage advisor undertaking the assessment or the
applicant’s circumstances change significantly, which would require
further assessment. Or where there may be significant change to how the
housing market / mortgage markets operate. Where there are delays or
changes, Selwood Housing will liaise with the applicant and relevant
mortgage advisor.
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2.3 Financial assessment

Applications are assessed against affordability requirements. This
affordability assessment is undertaken by a suitably qualified and
experienced advisor that is regulated to give mortgage advice. Selwood
Housing will undertake checks on the advisors we use to ensure they:

e Are regulated and qualified to give mortgage advice
e Have a good working knowledge of shared ownership

e Have access to a suitable range of shared ownership mortgage
lenders in order to give an accurate assessment of mortgage
availability

e Have read and understood the relevant sections of the Capital
Funding Guide on applicant eligibility and affordability guidance

e Have read and understood our policies which apply to the
assessment of an applicant’s eligibility and affordability.

Selwood Housing’s minimum surplus income policy and adverse credit
policy will form part of this assessment. The assessment will also be in
line with Homes England guidance as detailed in the Capital Funding
Guide and if any updates are required to changes in the Capital Funding
Guide this will be agreed and updated by the Head of new business &
home ownership and the Group development director.

The affordability assessment is carried out based on information
requested by the mortgage advisor.

The affordability assessment ensures that the tenure is affordable, sustainable
and appropriate (for example unable to buy a similar property on the open
market) for the applicant.

Applicants must meet Selwood Housing’s minimum surplus income policy
and our adverse credit policy, this will be determined by the mortgage
advisor.

Where an application is in joint names, both parties need to qualify under
the eligibility criteria and become the legal owners. Affordability will be
assessed on the joint circumstances.
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Except in exceptional circumstances, where one person in a household
applies in a sole name Selwood Housing will require details of the second
householder and the joint income is required to be below the £80,000
annual threshold.

Selwood Housing will make the final decision on all applications, taking
into account the scope of this policy, the Homes England Capital Funding
Guide and other policies, regulation and Law which may impact our
decision

Selwood Housing review these criteria regularly and any proposed
changes are approved by the relevant committee. Any changes are
required to be within the guidelines set out by Homes England.

It is the applicant’s responsibility to notify Selwood Housing of any changes to
their circumstances during the sale process. If a significant amount of time
passes between initial assessment and the purchase completing, Selwood
Housing reserves the right to reassess the application to ensure it remains
affordable.

2.4 Right to Shared Ownership

From 2021 Selwood Housing offer a Right to Shared Ownership to
Selwood Housing tenants renting new affordable homes funded with grant
under the 2021 to 2026 Homes England affordable housing programme.
Selwood Housing will follow the eligibility and service standards set by

Homes England in the Capital Funding Guide.

Provided the tenant satisfies the eligibility criteria, the application will be
processed. Exemptions to this are set out in the Capital Funding Guide but
include where the sale would breach the cost floor rule.

Selwood Housing will obtain an independent RICS full market valuation of
the property and use the Homes England Capital Funding Guide

assumptions.

Tenants will be offered the new Model C type lease. However, the property
will not be covered by a defect’s liability period.

If a property or tenant is not eligible the applicant will be advised with an
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explanation in writing and signposted to other appropriate Shared
Ownership opportunities.

Tenants can dispute any decision by following Selwood Housing’s
complaints procedure and can ultimately take a complaint to the Housing
Ombudsman Service.

See appendix 2 for a summary schedule of Social Housing Tenant’s
Shared Ownership Opportunities.

2.5 Percentage share offer

Shared Ownership Homes under Model A: The minimum initial share that
can be purchased is 25%.

Shared Ownership Homes Under Models B & C: The minimum initial share
that can be purchased is 10%.

The maximum initial share that can be purchased is 75% for both Shared
Ownership models.

2.6 Purchase price

Individual applicants will be offered a share appropriate to their individual
circumstances in line with the affordability assessment, Selwood’s policies and
the Homes England Capital Funding Guide which confirms to ensure best use of
public subsidy applicants should purchase as large a share as is suitable based
on their individual circumstances. The final decision on whether to accept an
applicant lies with Selwood Housing taking into account all the information
available.

The property will be sold at full market value as supported by an external
Royal Institution of Chartered Surveyors (RICS) qualified and registered
valuer. The purchase price is not negotiable. Where no validity period is
given for the valuation, it will be assumed that the independent RICS
valuation is valid for 3 months.
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2.7 Selwood Housing staff purchase

The profile of a number of Selwood Housing staff and other linked persons
could place them in need of and eligible for the Shared Ownership tenure
in line with government criteria.

Selwood Housing sell a limited number of Shared Ownership homes to
staff in line with Selwood Housing’s staff buying shared ownership policy.

2.8 Insurance

Shared Ownership properties are to be covered by Selwood Housing’s
building insurance policy. The premium is collected from the Shared
Owner through the monthly service charge.

Copies of the building insurance policy will be provided to Shared
Ownership leaseholders on request.

Shared Owners are required to obtain their own contents insurance.

2.9 The lease

The relevant Homes England Standard Model Leases are adopted for
Shared Ownership properties as provided by Homes England.

The lease is the contract between Selwood Housing and the Shared
Ownership leaseholder. It sets out the respective rights and
responsibilities of each party. The lease is a legally binding contract and
enforceable by law.

2.10 Rent & accounts

In line with Homes England requirements, Selwood Housing do not set
initial rents at more than 3% of the value of the unsold equity at the point
of the sale. Best practice is to set the rent level on the unsold equity at
2.75%. Selwood Housing adopt this best practice. A lower level can be
considered where it is a local authority’s requirement in a S106
agreement and is viable.

Selwood Housing reviews Shared Ownership rents on an annual basis
(generally on 1st April), in accordance with the Shared Ownership lease
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and guidelines set out by Homes England.

A rent account is created for each Shared Ownership household. Rent,
service charge (including estate management charges, sinking fund
(where applicable) and admin charges) and insurance payments are
credited to this account.

For new shared ownership model B properties Shared Owners will have a
right to £500 contribution towards essential repairs. (Full details are
provided below under ‘Maintenance & Essential Repairs section.) Selwood
Housing will create a Repairs Allowance Record as a rolling account of
funds available.

2.11 Service charges

A service charge may apply to some Shared Owners purchasing a house.
Selwood Housing will provide full details of service charges and how they
increase at the time of marketing the property and details will be contained
in individual Shared Ownership leases.

Shared Owners purchasing an apartment will be required to pay a service
charge to cover the annual running, maintenance and repairs cost of
communal areas and the annual insurance costs of the block.

Shared Owners purchasing an apartment will pay into a sinking fund set
up by Selwood Housing which is intended for the long-term repairs and
maintenance of the block.

For Shared ownership model B & C properties Selwood Housing will not
utilise the sinking fund for any external and structural repair work,
expected or unexpected, within the first 10 years.

Selwood Housing will provide full anticipated details of sinking fund
charges at the time of marketing the property in the key information
documents and details will be contained in individual Shared Ownership
leases.
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2.13 Staircasing for Shared Ownership properties

Under the terms of the Shared Ownership lease the Shared Owner has
the ability to purchase further tranches of equity in the property, until, in
most cases they can own 100% of the property. This process is known as
‘staircasing’. The process and service standards are in line with Homes
England Capital Funding Guide.

For new shared ownership model B & C properties will have the option of
staircasing once a year in 1% annual increments for the first 15 years.
Homes England capital funding guide requires the valuation for the 1%
staircasing option to be based on the Land Registry’s House Price Index.
However, the option for a RICS valuation is available to both the Shared
Owner and Selwood Housing if the valuation arising from the Land
Registry’s House Price Index (HPI) methodology is disputed. Selwood
Housing will provide an up-to-date HPI valuation at least once a year and
again on receiving a request to buy a 1% share. The valuation is deemed
to be valid for 3 months.

Selwood Housing will not rollover unused options to buy 1% shares to
future years.

Selwood Housing will not charge an administration fee for processing 1%
share sales.

The minimum additional share purchase varies between Shared
Ownership models and will be detailed in individual leases.

The price paid for further shares is based on the full open market value of
the property based on an independent RICS valuation.

In line with the terms of Homes England’s model lease, leaseholders have
three months to complete their staircasing purchase from the date
Selwood Housing receive the valuation from the RICS valuer.

At the discretion of Selwood Housing, the three-month period may be
extended to six months where there has been a delay which is outside the
control of the leaseholder and or Selwood Housing. Where discretion is
applied a record is retained on file as documentary evidence explaining
the reasons for waiving the three-month validity period.

Selwood Housing will not refuse a request from a leaseholder to staircase.
However, at completion any arrears of rent or service charge will be paid.
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2.13.1 Reverse Staircasing / Buy back

Selwood Housing will usually not agree to buy back shares in full or in part of the
property.

In exceptional circumstances Selwood Housing may consider buying back shares
in full or in part of the property should it be in a position to do so. Each request
will be considered on its own individual circumstances.

Exceptional circumstances may include:

a) The customer is at risk of losing their home but is able to demonstrate they
can remain in the property if they own a reduced share.

b) The property is at risk of being repossessed and Selwood Housing will not
recover the full value of their share.

2.14 Re-sale

Shared Owners can sell their property under the terms of the lease. The
terms of the lease require a Shared Owner to notify Selwood Housing of
their intention and to provide a minimum period for Selwood Housing to
identify a suitable purchaser. The minimum period for Shared Ownership
Model A leases is 8 weeks. The minimum period for Shared Ownership
Model B & C leases is 4 weeks.

The purchaser will be required to purchase the share in the property at
the full market value.

If Selwood Housing are unable to identify a Shared Ownership buyer
under the terms of the lease the owner can sell the property on the open
market.

The property can be sold as a Shared Ownership property in which case
Selwood Housing carry out the usual assessment checks to ensure the
buyer meets the eligibility criteria.

Selwood Housing sell the same share to the new buyer. At the discretion
of Selwood, a larger share may be sold however Selwood Housing will not
approve the sale of a smaller share.
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The property can be sold as a ‘back-to-back’ sale i.e., staircase to 100%
ownership and sell the property outright simultaneously.

The standard lease allows Selwood Housing to charge customers up to

1% of the market value of the home for a resale to cover our costs.

Selwood Housing will charge a fee based on our reasonable costs only which will
be reviewed annually.

For new shared ownership model B & C properties may have a positive
repairs allowance on account. Where a property is sold as Shared
Ownership Selwood Housing will transfer any positive repairs allowance to
a new owner within the first 10 years of the build of the property.

2.15 Re-mortgaging

Leaseholders may wish to re-mortgage their property which involves their
existing lender agreeing to provide additional borrowing. It also includes
remortgaging with a new lender and carrying out additional borrowing.

Under the terms of the lease the leaseholder must have Selwood Housing’s
permission to do so before the re-mortgage takes place. Selwood Housing will
review remortgaging applications for the following reasons:
e Further borrowing to enable the purchase of additional shares
(staircasing)
e Essential repairs not covered by your buildings insurance, this does not
include improvements
e To allow legal transfer of ownership

Any arrears must be cleared before the remortgaging process begins.

Selwood Housing will not give consent for remortgaging to enable debt
consolidation.

A fee is charged for consideration of a re-mortgage application and is
based on our reasonable costs. The fee is reviewed annually.

The lender is informed whether the application is approved or if rejected
setting out reasons.

2.16 Lease extensions

Selwood Housing will provide lease extensions where requested by Shared
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Owners where a lease has a remaining term of 80 years or less. Where possible
we will look to extend leases to 990 years or up to Selwood Housing’s interest.
The Shared Owner will need to cover both Selwood Housing’s and their own
legal, administrative and other costs incurred.

2.17 Defects

At handover of the property, a Shared Ownership leaseholder is provided
with a handover pack which includes details of the defects reporting
procedure.

It is unlikely that a Shared Owner will complete their purchase on the day
that the build completion takes place. Therefore, the Shared Owner will
not have a full 12-month defects liability period but will have the balance
of the time remaining under the defect’s liability period.

After the defect’s liability period, Shared Owners with a model A lease are
fully responsible for the maintenance and upkeep of their homes. Shared
Owners with a model B lease may receive some assistance from Selwood
Housing as detailed below under ‘Maintenance and Repairs’.

2.18 External & structural repairs

Selwood Housing will ensure all new homes have a Building Warranty,
such as NHBC or Premier or similar for a minimum of 12 years from the
time of Council of Mortgage Lenders approval (CML) of the build.

For new shared ownership model B & C properties Selwood Housing will
be responsible for the cost of essential repairs required to the external
fabric of the building and structural repairs to walls, floors, ceiling and
stairs inside of the home - but only where the repair is not covered by the
building warranty or any other guarantee pertaining to the particular
components.

Any work required that is covered under a warranty/guarantee should be
claimed through the policy by the policy holder. This is Homes England
guidance.

2.19 Maintenance & essential repairs

Selwood Housing follows Homes England guidance on what is covered and
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the service standards for processing a shared owner claim. Shared
Owners who have a model A lease are responsible for all maintenance
costs on the whole of the property regardless of the percentage of the
property purchased.

For new shared ownership model B & C Selwood Housing will contribute up to
£500 per year to help with essential repairs or replacement (if faulty) of:

e Installations in the home for the supply of water, gas and electricity
(including basins, sinks, baths and sanitary devices but no other
fixtures, fittings and appliances for making use of the supply of
water, gas or electricity such as ovens or washing machines), pipes
and drainage.

e Installations in the home for space heating and water heating.

On handover of the property, Selwood Housing will provide Shared
Owners with a Product Warranty Schedule listing warranties and
guarantees associated with components within the property and advice on
how to activate them if it’s the shared owner’s responsibility to do so.

If the full £500 is not claimed in any one year it will rollover into the
following year thereby providing a total claimable amount in any one year
of £1,000.

Selwood Housing will be fair and consistent in deciding whether a repair is
essential and will advise within 7 days of receiving information to support
any claim. All repairs made under this policy must be carried out by a
Trustmark approved tradesperson or professional approved by Selwood.
Selwood Housing will have the right, by exception, to inspect the property
if deemed necessary.

The following items are specifically not eligible for the £500 contribution
claim:
e Any work that is covered by a warranty, insurance policy or
guarantee, although insurance excesses can be claimed
e Normal cyclical health and safety requirements, such as annual
gas servicing or electrical service testing

Decoration works
Improvement works

e Works resulting from a breach by the Leaseholder under the
terms of the lease.

Works that fall under this policy will most likely not be claimable in the
first 12 months of purchasing the property as the build contractor will be
responsible for such works (at no cost to the Shared Owner) under their
Defects Liability. (See details under Defects).

Policy owner: Development and home ownership team Last Page 13 of 20
updated: 29 January 2025
Review date: December 2028



LA

Selwood Ej’

Housing

Shared ownership group policy

Selwood Housing will provide a guidance note providing examples of what
is classed as an ‘essential repair’ at the point of a Shared Owner entering
into a lease and at the point of any claim.

2.20 Refurbishment, decorations, renewal works & servicing

Selwood Housing is not responsible for and will not carry out
refurbishment, decorations or renewal works to the home. For example,
replacing kitchens or bathrooms.

Shared Owners are required under their lease to arrange an annual
service for their gas boiler to ensure that their boiler warranty is valid,
and the boiler and heating system is safe.

Where heating and hot water is not provided through a gas boiler the
shared owner will still be required to have the heating system serviced
annually or in accordance with the manufacturers guidelines to ensure
any warranty is valid.

Shared Owners can paint decorate and refurbish their homes at their own
cost as they wish.

Under the terms of the lease, shared owners are required to obtain
permission from Selwood before undertaking certain works/ alterations to
their home.

Through the process of assessing Shared Ownership applications Selwood
Housing obtains important documents from the applicant. The personal
data is handled in a sensitive way, protected in line with data protection
legislation and only used for the purpose of assessing the applicant’s
application for eligibility and affordability. The data is treated in line with
Selwood Housing’s GDPR policy and is only retained for as long as is
necessary.

2.22 Equality & diversity

Selwood Housing will adhere to its Equality and Diversity policy in all
dealings with applicants, members of the public and our residents.
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Selwood Housing process all Shared Ownership purchase applications in
line with:

Homes England Shared Ownership Affordable Homes Programme 2016-
2021 and 2021-2026 Capital Funding Guide.

Any section 106 requirements or similar, for example local connection.

Documents to be read in conjunction with this policy:
e Homes England Capital Funding Guide
e Selwood Housing Rent Setting Policy
e Development procedure Appendix A5C guidance note - shared
ownership New build sales process — shared ownership
e Shared ownership procedures for sales, staircasing and re
mortgaging. Rent Setting Policy
e Shared Ownership Staff Buying Shared Ownership Homes policy
Shared ownership marketing strategy.
First Come First Serve policy
Minimum surplus income policy
Adverse credit policy
Anti Money Laundering policy
GDPR policy
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Decision-making Record

Date Meeting / Minute Reference Version /
Amendment
June 2009 Vi1

Feb 2015 Group Development Director to bring the V2
policy into line with HCA guidance.

11th June Group Development Director to reflect V3
2016 HCA changes to the affordable housing

capital funding guide.
18-6-18 Regular Review. V4

17t Nov 21 | Policy updated to reflect new S.O. lease V5
model for 2021-2026 Homes England

Programme.
29% Jan Policy updated to reflect Homes England V6
2025 changes on affordability assessments and

ensure the policy meets current
requirements. Agreed by GADC.
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Appendix 1 - Schedule of differences between Shared
Ownership Model A and Model B

Key feature Shared Shared
Ownership Ownership
Model A Model B & C
Priority to serving military personnel and Yes Yes

former members of the British Armed
Forces discharged in the last
two years.

Must be a first-time buyer or a previous Yes Yes
homeowner or selling at the same time as
buying through Share Ownership and who
can't afford to buy

a suitable home without assistance.

Must have a household income of less than | Yes Yes
£80,000.

Must have funds to cover purchase fees Yes Yes

and deposit.

Available to existing shared owners. Yes Yes
Available to existing social housing Yes Yes

tenants (does not relate to tenant’s

own home).

Application subject to full Financial and Yes Yes
Affordability Assessment

Selwood Staff able to apply to purchase. Yes Yes
Purchase at full market value. Yes Yes

Initial minimum share purchase. 25% 10%
Maximum initial share purchase. 75% 75%

Initial rent 2.75% of unsold equity. Yes Yes

Annual rent increases limited to the Retail Yes Yes model B
Price Index plus 0.5%. Model C is limited to

Consumer Price
Index plus 1%

Service charges and sinking fund payable Yes Yes
where applicable.
Option to staircase in 1% annual No Yes

increments for the first 15 years (based on
a valuation arising from the
Land Registry’s House Price Index).

Minimum Additional Share Purchases 10% 5%
allowable (based on RICS valuation).
Able to Staircase to 100% ownership. Yes Yes
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Key feature Shared Shared
Ownership Ownership
Model A Model B & C

Minimum period Shared Owner needs 8 weeks 4 weeks

to give Selwood to identify a suitable

alternative buyer on resale.

Covered by 12 months defects liability | Yes Yes

period.

Covered by Building Warranty, such as | 12 Years 12 Years

NHBC or Premier.

Right to repair for ten years covering No Yes

external and structural repairs.

General repairs and maintenance No Yes

allowance of up to £500 per year for

the first ten years.
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Appendix 2 - Schedule of Social Housing Tenant’s Shared
Ownership Opportunities

Selwood Affordable All Other Affordable
Housing Tenants of Housing Tenants
Homes Funded via the

2021-2026 Affordable
Housing Programme

A Right to Shared Yes No
Ownership i.e., a
right to buy their
own home on shared
ownership terms

Able to apply to Yes Yes
purchase a new or
resale shared
ownership property
subject to standard
assessment criteria
detailed in this
policy
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