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NWL Homes Choice Based Lettings

Guide to completing the online application form

www.nwlhomes.org

Contact us:
North West Leicestershire District Council
Housing Choices
Choice Based Lettings Team
Tel: 0800 183 0357
Email: housing.choices@nwleicestershire.gov.uk
www.nwleics.gov.uk/nwlhomes


Before you start
Applications must be completed online. A paper version is not available. If you do not have internet access or have difficulty completing online forms then please contact the Choice Based Lettings Team.
In order to successfully complete the application you will need to upload documents that support your application to join the register. The documents will need to be in electronic form (this means a clear digital photograph from a phone or camera or a scan of the original document)
A list of the supporting evidence you will need can be found at the end of this guide. 
You can choose to save the form at any stage to complete later however your application must be completed and submitted within 28 days from the date you first started the form. After 28 days incomplete applications are deleted and you will need to start again.
We recommend that you save your application at regular intervals to avoid having to resubmit information. To save click the FINISH LATER button at the bottom of each page.  This will provide you with your log in details so you can return to complete your application. 
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Start an application
[image: ]The online application form is available via the NWL Homes Website: www.nwlhomes.orgClick the “apply here” button to start your application


Then select “Start here” to start a new application or “Log In” to go back to an incomplete application you have saved. 

[bookmark: _GoBack]Only use the “log in” option if you have already started an application form on the www.nwlhomes.org website and saved it to complete later. Please note that re-registering on the new system means you are completing a brand new application. You will therefore need to select “Start here” and you will be given log in details when you submit or save your new form. 
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Logging into a saved application

When you submit or save your form to finish later you will be provided with log in details so you can view, complete or update your application. 

To log in you will use:
Household ID - a 6-digit number 
Password  - a 9-digit number
Security question – for example “place of birth”
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When you log in you will be taken to an application overview screen which will give you the option to click here to CONTINUE MY APPLICATION. Please note that if you are completing the form on a mobile devise with a small screen then you may need to scroll across to get to this option. Alternatively try turning your screen lengthways. 
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Complete an application

The form is made up of sections. You will need to work your way through each section in turn to complete the application. The sections are shown on the left hand side of the form. When completed they are marked with a tick. 
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Some questions are mandatory. These are indicated by a red asterisk (*). If you haven’t completed all the mandatory questions on a page and try to move onto the next page of questions an error message will be displayed.
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The Eligibility Section

Not everyone is eligible to join the housing register. You need to have a local connection to North West Leicestershire District or circumstances that mean the local connection rules don’t apply.

You will also need to be a person who is eligible to access social housing in the UK as defined by part 6 of the Housing Act 1996. 

Please note that there are other reasons that can exclude a person from joining the Housing Register so successful completion of this section of the form does not automatically mean your application will be accepted. 

Please see the Allocations Policy for more information about eligibility. 

You will be asked to provide either further information or upload a document as proof of your eligibility.

Please see the supporting evidence section at the end of this guide for more information.

Answer the questions in the form to confirm your eligibility and upload supporting documents to support your answers then click NEXT.

Validation

The details provided should be for the Main Applicant.

You will be asked to provide your name, date of birth and your National Insurance Number. 

You will need to select your date of birth from a calendar. Use the drop down lists to select the year first, then the month then click on the date.

You need to be 16 or over to join the register and applicants under 18 need a guarantor.

You will also need to provide your National Insurance Number in order to move onto the next section of the form. 
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Security Question
You will be asked to select a security section and answer. Please select something that is memorable as you will need this to log into your account and access your form.
Household Members
You will need to complete information for each member of your household. You should include each person who will be moving with you to the new property. This includes children. Please do not include anyone who will not be permanently living with you. 
FIRST complete information for the Main Applicant by clicking on VIEW/EDIT
You will be taken to a series of questions about the Main Applicant. The questions continue over a number of pages.  After you have completed all the questions you will return to the main Household Members screen when you can add information about any additional household members. When information has been added for each household member you can move to the next section by clicking NEXT. Complete Main Applicant information FIRST
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Questions for each household member
 Address history
The Main Applicant needs to provide their 5-year address history and joint or other household members need to provide their 5-year address history if different from the Main Applicant. 
There can be no gaps in the address history you submit so please check move in and move out dates carefully. If there are any errors a red error message will display at the top of the address history box. You may need to scroll up to see this. 
To add an address click ADD ADDRESS 
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Confirm whether the address is your current address
[image: ]
Use the postcode search to find the address. Click in the search box and start tying the postcode. A list of addresses will appear. Select the address you want. 
Alternatively you can complete the address boxes without using the search function. 
Add the date you moved in and date moved out if not current address
Add Landlord details
Click SAVE – the address will appear in the address box
Continue this for each address you have had over the last 5 years. You can edit address details once submitted if you need to. 
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Medical
You will be asked if the household member has any medical needs which affect the type of housing they need. We assess the medical needs of each household member to determine which properties would be suitable for them and to decide if any priority should be awarded on medical grounds.
All medical information needs to be verified so you will need to provide supporting documents from medical professionals, support agencies and/or social services which clearly state your medical condition and how it impacts on your housing needs. 
Financial 
Financial information is required for all household members over 18. Supporting documents are required in the form of 3 months bank statements. If you have rent or other housing related debt then you will need to tell us the amount of debt and provide evidence of regular payments. 
Current Home
Click the ADD DETAILS button to complete information about your current home
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Separated Parents
If you have access to children who do not permanently live with you then please complete the questions in this section so we can assess the number of bedrooms you are eligible to have.  
Please note that proof of the access arrangements will be necessary. 
Village Connection
Please tell us where you would ideally most like to live in North West Leicestershire. We use this information to help us better understand housing need in the District. 
Some properties that we advertise are let with a preference to those with a connection to the village or surrounding villages. If you have a connection to any of the villages in North West Leicestershire then please record them in this section of the form. You can list a connection to three villages.
You are not limited to bidding on any of the areas you select in this section of the form.
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Supporting Evidence
This section allows you to upload any further supporting evidence. Please check that you have submitted all the evidence required against the list at the end of this guide as any information not submitted will lead to a delay in your application being processed. 
You can also log back into your application and submit additional documents by returning to this part of the form. 
Declaration
You will need to complete this part of the form and declare that the information you have provided is true and accurate. Please note that it is an offence to provide false or misleading information or to withhold information in your housing application. 
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The End
When you have submitted your application (or if you click FINISH LATER at any point) you will receive your log in details. Please take a note of these and your security question asked at the start of the form as you will need them to access your information and to make enquiries about your application. 
[image: ]
We aim to process applications within 10 working days. You will receive an email or letter telling you what the outcome of your application is or if we require additional information.


Uploading documents
In order to successfully complete the application you will need to upload documents that support your application to join the register. The documents will need to be in electronic form (this means a clear digital photograph from a phone or camera or a scan of the original document).
The form will prompt you for documents as you complete the questions and there’s also a section at the end where you can add any additional documents. 
Complete the description boxes to explain what document you are uploading.
Browse for the document on your computer or mobile phone and click UPLOAD
[image: ]
Once uploaded successfully the document will be listed at the bottom of the upload box 
You can upload more than one document as supporting evidence 
[image: ]
The maximum file size for upload is 10MB. 
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NWL Homes
Choice Based Letting Scheme


List of evidence needed to support your application

Please note that this list provides the basic evidence needed for an application. Further evidence may be required depending on your circumstances. 

Evidence should be a digital or scanned copy of the document or a clear and readable digital photo. 

If you are unable to provide any of the documents or need help then please contact us on Freephone 0800 183 0357 














	Main and Joint Applicant

	
Proof of local connection 

For either Main or Joint applicant

	Evidence of one of the following:
· Address history (see below)
· Address history of close family member (see below)
· Evidence of employment in District
· Access arrangements with children under 18
· Time in Armed Forces or partners time in Armed Forces
· Need to move due to injury, medical condition or disability as result of time spent in Armed Forces 

Proof of address history should show:
· 6 months residence in settled accommodation
· 6 months of last 12 months 
· 3 out of last 5 years

OR close family member address history showing current address and last 5 years in District 

	Photo ID 
 
	Passport, driving licence, travel card with birth certificate, identity card
If no photographic proof of identity then birth certificate together with a passport sized photo signed by the applicant and approved by a member of the Housing Choices Team.  

	Proof of National Insurance Number

	Official document giving the person’s name and their National Insurance Number. 
P45 or P60, a letter from HM Revenue and Customs, benefits statement, payslip or pension statement, letter from Jobcentre Plus, NiNo card

	Proof of current address 

	Council Tax letter, utilities bill, bank statement, benefits entitlement letter,  payslip or pension statement, letter from Job Centre Plus, confirmation of place on electoral role
The proof should be from the last 3 months

	Bank statements
	Last 3 months bank statements for ALL accounts held by both main and join applicants
These need to be itemised and show any income/benefits received

	Additional proofs that are required where applicable

	Tenants 
and
Renting under licence
	Tenancy agreement or licence
PLUS
One of the following:
· Rent statement covering the last 6 months
· Letter from landlord or letting agent confirming rent is up to date or amount of any rent arrears
· Last 6 months bank statements showing standing order payments for rent / arrears

	Home Owners
	Mortgage statement  

	Confirmation of medical conditions 
	Evidence of medical conditions that affect housing need

Letter from doctor or health professional

	Access to children
	Evidence of overnight access 2 days a week on a regular basis
· Court order
· Letter from mediator/solicitor/arbitrator
· Letter from former partner/spouse
· Evidence of receipt of child benefit


	Criminal Convictions and Court Orders
	Evidence of any unspent criminal convictions or court orders



	Other household members - Adults over 18

	Photo ID 

	Passport, driving licence, travel card with birth certificate, identity card
If no photographic proof of identity then birth certificate together with a passport sized photo signed by the applicant and approved by a member of the Housing Choices Team.  

	Proof of National Insurance Number
	Official document giving the person’s name and their National Insurance Number. 
P45 or P60, a letter from HM Revenue and Customs, benefits statement, payslip or pension statement, letter from Jobcentre Plus, NiNo card

	Bank statements
	Last 3 months bank statements for ALL accounts held 
These need to be itemised and show any income/benefits received

	Proof of current address 

	Council Tax letter, utilities bill, bank statement, benefits entitlement letter, payslip or pension statement, letter from Job Centre Plus, confirmation of place on electoral role. 

The proof should be from the last 3 months

	Additional proofs that are required where applicable

	Confirmation of medical conditions
	Evidence of medical conditions that affect housing need
Letter from doctor or health professional

	Criminal Convictions and Court Orders
	Evidence of any unspent criminal convictions or court orders



	Other household members – Children under 18

	Birth certificate
	Birth certificate for all children in household 

	Additional proofs that are required where applicable

	Confirmation of medical conditions
	Evidence of medical conditions that affect housing need
Letter from doctor or health professional

	Proof of National Insurance Number
	For children over 16
Official document giving the person’s name and their National Insurance Number. 
P45 or P60, a letter from HM Revenue and Customs, benefits statement, payslip or pension statement, letter from Jobcentre Plus, NiNo card
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