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To be completed by Ashfield District Council Tenants
Mutual Exchange Application Form
Notes for applicants
You should complete a Mutual Exchange Application Form when you have found someone to exchange with. You and your exchange partner should complete separate application forms 
By law we must tell you our decision within 42 calendar days of receiving application forms from you and your exchange partner 
We will make arrangements to inspect your home. If you are exchanging with a tenant of      another local authority or housing association, we will contact their landlord for a reference 
If your request to exchange is approved, you must accept your new home ‘as seen’. Ashfield District Council will only carry out repairs for which it is legally responsible. We will not carry out any decorations or undertake any work arising from a tenant’s neglect or damage.  
If you are exchanging with another Ashfield District Council tenant, you will be asked to sign to accept responsibility for the maintenance of any non-standard items or minor tenant damage at the property you are exchanging to. 
If you have any rent arrears, or any other outstanding housing debts to Ashfield District Council, these must be paid before the exchange can take place 
You must not exchange properties, or make any removal arrangements, until you have our   written permission for the exchange to go ahead and the necessary paperwork is completed 
Mutual Exchanges of Tenancy are granted on the understanding that no expense is incurred by Ashfield District Council; this includes disposing of any rubbish left in the property or gardens 
Please be advised that by exchanging tenancies your security of tenure, other tenancy rights and the amount/frequency of rent/tenancy charges you pay may be affected. You should therefore check this before agreeing to the exchange
Please return the completed form to Ashfield District Council at the address;
Kirkby Council Offices
Urban Road
Kirkby in Ashfield
Nottinghamshire
NG17 8DA 
If you need any help completing this form, please contact Ashfield District Council on:
Telephone: 01623 450 000 and ask for ‘Tenancy Services’ when prompted 
Section 1 – Your details

	
	Tenant
	Joint Tenant

	Title 
	☐Mr ☐Mrs ☐Miss ☐Ms 
☐Other (please state): 

	☐Mr ☐Mrs ☐Miss ☐Ms 
☐Other (please state): 

	First name (s) 
	 
	 

	Surname 
	 
	 

	Previous surname (s) 
	 
	 

	Date of birth 
	 
	 

	National insurance number 
	 
	 

	Gender 
	☐Male ☐Female ☐Other 
	☐Male ☐Female ☐Other

	Religion 
	 
	 

	Ethnicity 
	 
	 

	Sexual Orientation 
	 
	 

	Gender Identity 
	☐Different to Birth
☐ Same as at Birth 
	☐Different to Birth
☐ Same as at Birth

	Home phone number 
	 
	 

	Mobile phone number 
	 
	 

	Email address 
	 
	 



	Address 
	 

	Main reason for exchange 
	 



Please list below everyone currently living with you and whether they will be moving with you or not.
	First name
	Surname
	Gender
	Date of Birth
	Relationship to you
	Moving with you

	 
	 
	 
	 
	 
	☐Yes
☐ No 

	 
	 
	 
	 
	 
	☐Yes
☐ No

	 
	 
	 
	 
	 
	☐Yes
☐ No

	 
	 
	 
	 
	 
	☐Yes
☐ No


Does anyone in your household have any disabilities or vulnerabilities?
	☐Yes
	☐No


If yes, please provide details:
	


Do you require any reasonable adjustments to communicate with the Council?
	☐Yes
	☐No


If yes, please provide details:
	


Do you have any pets?
(Some types of housing are unsuitable for some pets)
	☐Yes
	☐No


Details of any pets:
	



Your current home
What type of property do you currently live in?
	☐Flat
	☐Maisonette
	☐House
	☐Bungalow


If you live in a flat, which floor is the flat on?
	☐Ground
	☐First
	☐Second


Number of bedrooms
	☐0
	☐1
	☐2
	☐3
	☐4
	☐5


Has your current property been adapted in any way?
	☐Yes
	☐No


If yes, please state what adaptations have been made at the property:
	



	Landlord
	Ashfield District Council



Section 2 – Who are you exchanging with?

	
	Applicant
	Joint Applicant

	Title 
	☐Mr ☐Mrs ☐Miss ☐Ms 
☐Other (please state): 
	☐Mr ☐Mrs ☐Miss ☐Ms 
☐Other (please state): 

	First name (s) 
	 
	 

	Surname 
	 
	 

	Previous surname (s) 
	 
	 

	Date of birth 
	 
	 

	National insurance number 
	 
	 

	Home phone number 
	 
	 

	Mobile phone number 
	 
	 

	Email address 
	 
	 



	Address
	

	Main reason for exchange
	


Their current household 
Please list below everyone who will be moving with your exchange partner. 
	First name
	Surname
	Male / Female
	Date of Birth
	Relationship to applicant(s)

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 


Do they have any pets?
Some types of housing are unsuitable for some pets
	☐Yes
	☐No



Details of any pets:
	


Their current home 
What type of property do they currently live in?
	☐Flat
	☐Maisonette
	☐House
	☐Bungalow


If they live in a flat, which floor is the flat on?
	☐Ground
	☐First
	☐Second


Number of bedrooms
	☐0
	☐1
	☐2
	☐3
	☐4
	☐5


Has their current property been adapted in any way?
	☐Yes
	☐No


If yes, please state what adaptations have been made at the property:
	



	Landlord’s name:
	

	Landlord’s address:
	

	Landlord’s telephone number:
	

	Landlord’s email address:
	



Section 3 – Repairs and alterations
Repairs and alterations to your current home 
Are there any outstanding repairs to your property?
	☐Yes
	☐No


If you answered Yes to outstanding repairs, please list them:
	


Are you aware of any damp and mould currently present in your property?
	☐Yes
	☐No


If you answered Yes to damp and mould, where / which rooms is it present, and has it been treated?
	


Have the repairs / damp and mould been reported to Ashfield District Council?
	☐Yes
	☐No


Please report any outstanding repairs as soon as possible to the Repairs Call Handling Centre
· Telephone: 01623 450 000 and ask for ‘repairs’ when prompted.
Have you made any alterations to your property? 
	☐Yes
	☐No


If Yes, please list the alterations (including the date they were made):
	


Did you receive permission for the alterations from Ashfield District Council?
	☐Yes
	☐No


Your exchange may be delayed or refused if you have completed alterations to your home without our written permission, in line with your tenancy conditions. You may receive retrospective permission for alterations that you have completed if they meet a certain criteria and standard. For further advice on receiving retrospective permission please contact our Repairs Call Handling Centre:
· Telephone: 01623450 000 and ask for ‘repairs’ when prompted.
Section 4 – Your signatures
I / We hereby certify that: 
(a) I authorise and give consent to ADC to disclose information from my tenancy records as requested by my prospective landlord 
(b) To my knowledge my / our rent account is clear of arrears
(c) I/We have inspected the property I/We wish to move to and accept it in its present condition
(d) I/We accept that any false information provided by me/us in this application may result in the application being refused and any tenancy granted being terminated.
(e) We will not carry out the exchange until we have received written permission and the deed of assignment has been signed 
(f) I/We understand that our security of tenure, other tenancy rights and rent liability may change upon completion of the mutual exchange 
For joint tenancies both tenants must sign.
	Tenants signature
	

	Tenants name:
	

	Date:
	



	Joint tenants signature:
	

	Joint tenants name:
	

	Date:
	


Please ensure that all sections of the form are complete before submitting it to Ashfield District Council.
Important advice and information
Step 1 - Eligibility 
Once an application form has been received from all parties, we will check the form and your tenancy records. We will need to check that:
· You are a secure tenant. New tenants who are still in their introductory period are not eligible to exchange. 
· You do not owe a housing related debt, such as rent arrears, court costs or rechargeable repairs to Ashfield District Council. 
· Action has not been taken against you for a breach of your tenancy conditions. 
Once the checks are complete and there are no issues that make you ineligible to be considered for an exchange, an appointment will be made for an ADC employee to inspect your home.  
Step 2 - Property inspection 
We will inspect your home and advise you of any repairs or work you need to complete before the exchange can go ahead. Under the terms of your Tenancy Agreement, you are responsible for any repairs or work that are required because of damage or neglect by you or anyone living in or visiting your home. You are also responsible for a small number of day to day repairs, as listed in your Tenant’s Handbook. 
If there are works, we need you to complete we will confirm these in writing to you. We will also arrange a second inspection to check the work has been completed to a satisfactory standard prior to the exchange completing.  
If you have made any alterations to your home, we will need to make sure that you have been given permission, and the alteration has been completed to an acceptable standard. If you have not requested permission and the alteration has been completed to an acceptable standard, we will ask you to apply for retrospective permission. If the alteration is not to an acceptable standard, we will ask you to remove the alteration and return the property to its original condition. 
If you have made significant changes to electrical installations within your home, for example, if you have installed an outside light or an electrical supply to an outbuilding, we will ask you to provide a certificate from a qualified electrician to show the items are safe. This will be in addition to any permission request that may be required.  
Step 3 - Decision 
Once we have completed our checks we will make a decision on your application. You will receive a decision letter within 42 days of us receiving your completed application forms.  
You will be given one of the following in writing:
· Refusal 
· Conditional approval to exchange 
· Unconditional approval to exchange

FOR OFFICE USE ONLY

	Date application received:
	

	Date of initial inspection
	

	42-day target:
	

	Date of re-inspection:
	

	Date of landlord reference request:
	

	Date landlord reference received:
	

	Date debt check completed:
	


Decision by HO 
(Please attach a rent print)
Approval given?
	☐Yes
	☐No



	Proposed assignment date:
	


If No or Conditional please state reasons:
	



	Signed:
	

	Date:
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