
 

 

RENT SETTING POLICY AND PROCEDURE 
 

 

 

Policy 
 
1.  Introduction  
 
 1.1 Westfield Housing Association (the Association) is committed to providing 
  quality homes and services in the communities in which we operate.  To  
  achieve these aims we set rents that offer value for money and are  
  affordable to existing and prospective customers, whilst ensuring we remain 
  viable and can achieve our Business Plan commitments. 
 
 1.2.  This policy complies with:  
 

• The Regulator of Social Housing’s Standards, particularly the Rent Standard  
2023 (see Appendix 1) and the Policy Statement on Rents for Social Housing  
2022 (Appendix 2). 

  
• The Homes England Agency Capital Funding Guide 2016 (as last updated on 
27th November 2020). 
 
• The Social Housing Rents (Exemptions and Miscellaneous Provisions) 
Regulations 2016. 
 
Other relevant legislation includes, but is not limited to the  
 
• Rent Act 1977. 
 
• Housing Act 1988 (as amended).  
 
• Housing and Planning Act 2016.  
 
• Welfare Reform & Work Act 2016.  
 

 1.3.  This Policy also covers the provisions the Association has for setting rents  
  that are outside of the regulatory framework’s Rent Standard e.g.   
  intermediate rents.  
 
 
 



 1.4  Access and Communication  
 
  1.4.1.  The Association is committed to ensuring that our services are  
   accessible to everyone.  We will seek alternative methods of access 
   and service delivery where barriers, perceived or real may exist, that 
   may make it difficult for people to work for us and use our services.  
 
 1.5.  Equality, Diversity and Human Rights  
 
  1.5.1.  We are committed to ensuring no person or group of persons will  
   be treated less favourably than another person or group of persons 
   and will carry out our duty with the positive regard for the following 
   core strands of equality; Age, Disability, Gender, Race, Gender- 
   Reassignment, Sexual Orientation and Religion and/or Belief, Civil  
   Partnership and Marriage, Pregnancy and Maternity.  
 
  1.5.2.  We recognise that some people experience disadvantage due to their 
   socio-economic circumstances, employment status, class,   
   appearance, responsibility for dependents, unrelated criminal  
   activities, being HIV positive or with AIDS, or any other matter which 
   causes a person to be treated with injustice.   
 
  1.5.3.  We will also ensure that all services and actions are delivered within 
   the context of current Human Rights legislation.  Staff and others with 
   whom we work, will adhere to the central principles of the  
   Human Rights (1998).  
 
2.  Statement of Intent  
 
 2.1 The Association will set and vary rents which are intended to be affordable to 
  tenants whilst maintaining sufficient income to ensure viability and meet  
  Business Plan commitments including operating costs, investment/  
  improvement programmes and loan repayment requirements of lenders.  
  Rent setting will comply with legal and regulatory requirements. 
 
 2.2.  The desired outcomes are: 
 

• Legal and regulatory: Policy and practice will be within the law and will 
meet all regulatory requirements including the Regulator of Social 
Housing’s Rent Standard and accompanying guidance. 
 

• Contractual compliance: All rent setting and varying will be consistent 
with the relevant clauses in the applicable tenancy agreements or leases, 
as well as complying with any obligations arising from stock transfer. 
 

• Affordability: Social Rents and Affordable Rents (including any eligible 
service charges) will be set at levels which: 



 
- Are below market levels.  

 
- Take account of the operation of the benefit system by ensuring that 

benefits will cover eligible housing costs for the majority of 
households entitled to state support.  The rent set will not normally 
exceed the local housing allowance rate for the property. 
 

- Offer value for money and are broadly comparable to other housing 
providers local to our area of operation. 

 
       Fair rents are set by the Rent officer.  However, the Association can  
       decide to defer or implement a fair rent increase in stages in  
       consideration of affordability and the factors set out above. 

 

• Viability: Rents will be set and varied to ensure the rental income stream 
is sufficient to achieve financial viability and allow delivery of strategic 
objectives.  This includes ensuring that new developments and initiatives 
such as shared ownership and intermediate rent schemes generate 
sufficient income to maintain their viability. 
 

• Compliance with funding requirements: For intermediate rent schemes 
and any shared ownership initiatives rents will be set in accordance with 
the funding rules. 

 
 
 2.3.  The Association will communicate openly with tenants on rent setting.  This 
  will include informing tenants of how the rent has been set in the annual rent 
  notification letter and via information on the website. Any notices increasing 
  the rent will be prepared and served in accordance with the relevant tenancy 
  agreement and in accordance with section 13 of the Housing Act 1988 where 
  applicable. 
 
 
3.  Policy Details 
 
 3.1  The Rent Setting Policy and the rental structure this produces will be  
  approved by the Association’s Board.  
 
 3.2  Rent types 
 
  The Association currently administers four discrete rent types: 
 

• Social Rents 

• Affordable Rents 

• Intermediate rents 

• Fair rents 



 
  Rents are also charged for garages and garage plots 
 
 3.3  Social Rents 
 
  3.3.1  Social Rents are rents charged by Registered Providers for social  
   housing, which means "low cost rental accommodation" in  
   accordance with the statutory definition set out in the Housing and 
   Regeneration Act 2008.  In effect, this is the majority of homes let to 
   tenants after 15th January 1989.  Within the Association Social Rents 
   are charged on weekly assured non- shorthold tenancy agreements. 
 
  3.3.2  The Association will set the initial rent on properties to be let at a  
   social rent at a level that is no higher than formula rent plus 5% (the 
   maximum permitted upwards tolerance/ Rent Flexibility). Formula 
   rents are exclusive of any service charges. 
 
   Formula rent is based on: 
 

• 30% of a property’s rent is based on relative property values 
compared to the national average 

• 70% of a property’s rent is based on relative local earnings 
compared to the national average. 
 

• Application of a bedroom factor so that, other things being equal, 
smaller properties have lower rents 

 
In determining property valuations, the Association will use existing 
use values and other requirements as detailed in the latest guidance 
issued by the Ministry of Housing, Communities and Local 
Government including valuations made at January 1999 prices and in 
line with a method recognised by the Royal  Institution of Chartered 
Surveyor’s (RICS). 

 
  3.3.3.  Normally the initial rent will be set at 5% above formula rent, as  
   permitted, subject to being assessed as affordable as detailed in  
   section 2.2 above, and not exceeding the rent cap as set by the  
   Regulator each year for different sizes of property. 
 
  3.3.4.  As from 1st April 2020, increases on social rents are capped at CPI  
   (taken at September of the previous year) plus 1%.  This limit is a  
   ceiling and a lower increase may be applied, or a freeze, if for example 
   affordability is a concern.  
 
                                       The cap is currently in place for a five-year period i.e. up to and  
   including April 2024. If the cap is changed in this period, the  



   association will sent rents in accordance with the revised guidance 
   issued by the government. 
 
   This limit applies even if the existing rent is below formula rent, or if 
   previously a lower, or no, annual increase has been applied.  Where 
   the social rent for a property exceeds the rent flexibility level (5%  
   above formula rent) then the following applies: 
 

• The rent increase will be capped at CPI (rather than CPI + 1%) each 
year, until the rent is brought within the rent flexibility level; and 
 

• If re-let, the rent will not exceed formula rent (plus the flexibility 
level). 

 
 3.4  Affordable Rents 
 
  3.4.1  Affordable rents are higher sub-market rents which developing  
   Registered Providers can charge to subsidise the provision of new  
   homes for rent. Permission to set affordable rents is pursuant to a 
   housing supply delivery agreement that permits letting at an  
   affordable rent.  
 
  3.4.2  The Association will set affordable rents where a Development  
   Framework Agreement with Home’s England, permits this.  With the 
   required permission affordable rents can be set on new properties 
   and on re-lets.  Rents set will have regard to the conditions and  
   frameworks set out in the Frameworks for the government’s  
   affordable homes programme. 
 
  3.4.3  An affordable rent is set at up to 80% of gross market rent, inclusive 
   of any service charge that is applicable.  Gross market rent means the 
   rent (inclusive of any applicable service charge) for which the  
   accommodation might reasonably be expected to be let in the private 
   rented sector.  Property size, type, location and service provision are 
   taken into account when determining gross market rent. 
 
  3.4.4  Other factors considered when setting an affordable rent include: 
 

• The local housing allowance for the Broad Rental Market Area. 
The rent set will not normally exceed the local housing allowance 
rate for the property. 
 

• The affordable rent shall be no lower than the potential formula 
rent for the property (subject to Rent Flexibility i.e. 5% upper 
tolerance).  The formula rent constitutes a floor for the rent to be 
charged. 
 



• The rent will not exceed the rent cap set by the regulator each 
year. 
 

• The affordability of the rent assessed as detailed in 2.2 above. 
 
  3.4.5  Where a service charge is applicable the charge will be calculated as 
   per the Service Charge Policy and the net rent set as the difference   
   between the service charge and the 80% gross market rent.  If the net 
   rent so determined is less than the formula rent plus 5%, then the 
   property will be treated as ‘social rent’ and the social rent set plus any 
   applicable service charge. 
 
  3.4.6  Gross market rents are determined using an independent chartered 
   surveyor.  Rents are provided by the surveyor and re-assessed every 
   12 months and used during the period to set affordable rents.  This 
   method is in accordance with the methods recognised by the Royal 
   Institution of Chartered Surveyors (RICS) and applies when a property 
   is first let as an affordable rent or is relet. 
 
  3.4.7  Affordable rents will be reviewed annually in April of each year.  As 
   from April 1st, 2020, rent increases will be no more than CPI + 1%,  
   based on the previous September’s published CPI figure.  This level of 
   increase is a ceiling and a lower increase, or freeze, may be applied if 
   affordability is considered an issue. 
 
  3.4.8  Once a property is let as affordable rent it will continue to have  
   affordable rent charged on relet. 
 
  3.4.9  Affordable rent housing must not be converted (including when re-
   letting) to: 
 

• Intermediate rent; or 
 

• Market rent (other than in circumstances set out in the Ministry of 
Housing Communities and Local Government policy statement on 
rents for social housing (February 2019). 

 
 3.5 Intermediate Rents 
 
  3.5.1  Intermediate rents are normally charged at rents above those charged 
   for social rent properties, but below market rent.  Typically, the  
   Association will set intermediate rents at 80% of gross market rent, 
   including any applicable service charge. Intermediate rents are not 
   covered by the rent standard although expectations apply regarding 
   affordability and levels of increase. 
 
 



  3.5.2  Intermediate rent accommodation must satisfy one of the following: 
 

(a)  The accommodation 
 

(i) Was built or acquired without public assistance. 
 

(ii) Is provided as an assured shorthold tenancy (other 
than an assured shorthold tenancy that is expressed to 
be a probationary or starter tenancy, or licence, either: 

  

- To a tenant who is not a person nominated by a 
local housing authority under section 159(2)(c) of 
the Housing Act 1996; or 
 

- To a tenant nominated by a local authority under 
section 159 (2)(c) where any conditions set by the 
local authority regarding the circumstances in 
which the registered provider may grant a tenancy 
of intermediate rent accommodation are satisfied 
in respect of that accommodation; 
 

(iii) Has not previously been let on a social rent basis, and 
 

(iv) Is not affordable rent housing. 
 
(b)  The accommodation is low cost rental accommodation which 
 was funded wholly or in part by public assistance under a 
 programme identified by the Regulator as an intermediate 
 rent accommodation enabling programme and any conditions 
 under that programme regarding the circumstances in which 
 the accommodation may be let as intermediate rent 
 accommodation are met. 
 
(c)  The accommodation is key worker housing 

 
  3.5.3  Rents for properties let as intermediate rent will normally not  
   increase by more than CPI (at September of the previous year) plus 
   1%.  In determining any increase the normal affordability   
   considerations will be made as per 2.2 above. 
 
 3.6  Fair Rents 
 
  3.6.1  The Association has a small number of Regulated Tenancies or ‘Fair 
   Rents’. Fair Rents are charged in most housing association rented  
   accommodation let before 15th January 1989 and tenancies granted 
   after that date to existing secure tenants (of the same landlord).  
 



  3.6.2  Fair rents for Regulated Tenancies are set by the independent Rent 
   Officer Service every 2 years on the anniversary of the tenancy.  For 
   Regulated Tenancies, the Association will: 
 

• Carry out a comparison with social rents for similar properties in 
the same area and will not set rents on fair rent properties higher 
than the relevant social rent rate. 

• A tenant who enjoys ‘fair rent’ protection must not be charged 
more than the lower of: 
 
(a) The ‘fair rent’ set by the Rent Officer; and 
(b) Formula rent (subject to the rent cap and rent flexibility level) 

 
  3.6.3  As per social rent and affordable rent properties, fair rents will not 
   increase by more than CPI + 1% in any year.  The relevant CPI rate to 
   be applied is taken as the rate for the September previous to the fair 
   rent registration.  This limit applies even if a tenant’s rent is below the 
   formula rent level and the maximum fair rent is increased by more 
   than that amount. 
 
  3.6.4  The Association can decide to defer or implement a fair rent increase 
   in stages on account of affordability factors detailed in 2.2 above. 
 
  3.6.5  Upon re-let of a property where a tenant previously enjoyed a fair 
   rent, social rent or, if applicable, affordable rent will be charged. 
 
 3.7  Garages and garage plots 
 
  3.7.1  The rents for garages and garage plots are set based on typical market 
   charges for garages and plots in the area. 
 
  3.7.2  Rents for garages and garage plots are reviewed on the same cycle as 
   other rents.  Garage rents are increased on the first Monday in April 
   each year.  Garage plot rents are increased on the anniversary of the 
   let date following the annual review. Currently a minimum increase of 
   CPI + 1% will be applied, although a greater increase may be applied. 
 

Procedure 
 
4. Annual Rent Reviews 
 
 4.1  The Association reviews rents annually, applying only one review within any 
  52 week period.  The Business Support Officer is the lead officer for the  
  review, working principally with the Income Management Officer and the 
  Finance Officer.  The Business Support Officer will oversee the process  
  detailed in 4.2., discussing any issues/concerns with the Operations Manager. 
 



 4.2  Reviews start in October each year working to the following steps: 
 

• The Business Support Officer formally triggers a review in October 
emailing relevant staff including a request to the Finance Officer for 
confirmation of rent increase % to be applied and to start the review of 
service charges. 
 

• The Finance Officer confirms the September CPI figure as published by 
the Government Office for National Statistics and emails confirmation of 
the figure to be applied (currently CPI +1%), to the Business Support 
Officer and Income Management Officer (end of October). 
 

• The Finance Officer carries out a review of service charges. Charges are 
reviewed in liaison with the Income Management Officer and Housing 
Services Officer’s.  Queries on charges for any particular service charge 
item are referred to the Operation’s Manager and CEO for a decision.  A 
spreadsheet is prepared by the Finance Officer detailing the changes to 
be applied and forwarded to the Business Support Officer and Income 
Management Officer.  Changes are shown for the total service charge at 
each applicable property and for each individual service charge item. The 
review will start in October and be completed by mid- November. 
 
Where a new charge is identified, or a charge needs to be removed, the 
Finance Officer will liaise with the Income Management Officer and the 
Housing Services Officer’s to co-ordinate the necessary tenant 
consultation process.  This process should be completed by the end of 
November.  The Finance Officer will assume addition or removal of a 
charge as proposed on the spreadsheet.  A decision on the final change 
will be made following completion of the consultation process (subject to 
final Board approval). 
 

• On receipt of the new service charge details the Business Support Officer 
and Income Management Officer will prepare rent increase details for 
input of future rent and service changes to the SDM system, in line with 
policy requirements. 
 
- Social Rents: Net rent increased by CPI + 1%. Service charges by 

amount detailed on service charge spreadsheet. 
 

- Affordable Rents: Gross rent increased by CPI + 1%. Service charge 
changes made as per service charge spreadsheet and net rent 
adjusted to achieve gross rent increase of CPI + 1%. 
 

- Intermediate Rents: As per affordable rents. 

 

-     Fair Rents: These are not reviewed as part of the annual review 
      process and are only revised via the re-registration process for these     
      rents. 

 
-  



- Garage and garage plot rents: Rent increased by CPI + 1% 
 

       New rents are rounded down to the nearest penny. 
 

• The Business Support Officer inputs future changes to SDM with an 
effective date for new rents of the first Monday in April, and generates a 
Rent Review Report detailing the charges at each property, split by rent 
type (i.e. Social, Affordable and Intermediate).  The report also details 
garage and garage plot charges.  
 
Following generation of the Rent Review Report/spreadsheet the 
Business Support Officer will reconcile the report with the Housing 
Management System and make any required corrections. 
 
The new rents are entered to SDM and the Rent Review Report generated 
by early December. 
 
 The report shows the % increase applied to the gross affordable and 
intermediate rents, to the net social rent and to garage and garage plot 
rents. The Rent Review Report is circulated to the Income Management 
Officer, Finance Officer, Operations Manager and CEO and a meeting 
arranged by the Business Support Manager to check and discuss the rent 
changes. Prior to the meeting the Income Management Officer will 
confirm relevant local housing allowance rates and the regulatory rent 
cap applicable from the following April (by mid-December). 
 

• The meeting to review the future rent charges confirms that the charges 
shown are in line with policy and considers affordability and any 
remaining service charge issues.  The Income Management Officer, in 
liaison with the Housing Service’s Officers, will review affordability prior 
to the meeting (in line with the considerations detailed in this policy) and 
advise the meeting as appropriate. The meeting will take place before the 
end of December. 
 

• Following the meeting any agreed adjustments to the charges shown on 
the Rent Review Report will be made on the SDM system by the Business 
Support officer.  The Business Support Officer will circulate a final Rent 
Review Report to the Finance Officer, the Income Management Officer, 
the Housing Service’s Officers, the Operation’s Manager and the CEO, 
detailing all rent changes. 
 

• The CEO will prepare and submit a report to Board (January/February) 
detailing the proposed changes and the overall impact on rental income 
and confirming that the changes comply with this policy and the 
requirements of the rent standard.  Details of any significant service 
charge changes e.g., additions or removals and any consultation results 
will be included in the report.  Board approval will be requested (by end 



of January). 
 

• Following the Board meeting the CEO will email all relevant staff to 
confirm the Board’s decision. 
 

• The Business Support Officer will make any necessary amendments to the 
new rents entered to SDM following the Board decision, and by the end 
of January 

 

• The new rents to be applied from April will be notified to the Housing 
Benefit Department, as applicable.  The Income Management Officer, 
with the Business Support Officer, will prepare the necessary report for 
Housing Benefit, detailing all relevant charges, and provided in the format 
agreed with the Housing Benefit Department.  The Income Management 
Officer is responsible for dealing with subsequent queries from Housing 
Benefit and providing any further information requested. The report to 
Housing Benefit will be provided by early February. 
 

• The Income Management Officer will liaise with the Department of Works 
and Pensions (Universal Credit) in early February to discuss any specific 
arrangements regarding the notification of rent changes for tenants in 
receipt of the universal credit housing element. Any agreed arrangements 
will be implemented by the Income Management Officer. 
 

• The Business Support Officer and the Income Management Officer will 
prepare Rent review notification letters for tenants during February.  
Rent review letters will be sent for all rent types excluding garage plots. 
The effective date for garage plot increases is the anniversary of the plot 
letting date.  The Income Management Officer is responsible for 
generating and sending these letters at the appropriate dates i.e., at least 
4 weeks prior to the let date anniversary. 
 
The letters will give at least 4-weeks’ notice of the new Rent and must 
therefore be sent out at least 4 weeks and 3 working days prior to the 
first Monday in April.  The letters will be sent with the required Section 13 
Housing Act 1988 rent increase notice (in the prescribed form). 
 
The Rent review letter will: 
 
- Detail the rent type. 

 

- Detail the existing charge and the new charge, including a breakdown 
of the full charge with any applicable service charge itemised (existing 
and new charge). 
 

- Explain how the new charge has been calculated. 
 



- Detail any expectations e.g., to pay the new charge, including any 
necessary payments off arrears, notify other agencies as required e.g. 
the DWP, Housing Benefit. 
 

- Give clear contact details. 
 

• Letters will be generated from the SDM system and checked prior to 
sending by the Income Management Officer and Business Support 
Officer. 
 

• Properties relet from the first Monday in February each year, and up 
to and including the final Monday in March, will be let at the new rent 
i.e., to be charged from the first Monday in April.  No increase to the 
Rent will be applied in April. 

 
 4.3  Fair Rent reviews 
 

• The Income Management Officer has operational responsibility for fair 
rent reviews ensuring that these are undertaken on time and in line with 
other policy requirements. 
 

• The details of fair rent re-registrations are held on the Fair Rents 
spreadsheet monitored monthly by the Income Management Officer.  
The spreadsheet details the last fair rent registered and the effective 
date, and the due date for the next fair rent re-registration application 
(three months prior to the effective date for the new registered rent). 
 

• The Income Management Officer will identify re-registration applications 
due from the spreadsheet each month and progress the application to 
the Rent Officer 10-12 weeks prior to the effective date for the new Rent. 
The new Rent requested will be in line with this policy with the aim of 
moving the rent towards the formula rent (+5%) if this exceeds the 
current rent. The new rent sought will be limited as follows: 

 
- The social rent rate for the property will be determined (formula rent 

+5%) and will be an upper limit for any increase requested and set. 
 

- The maximum increase applied for, and set will be equivalent to CPI 
+1% in any year. This will apply even if a tenant’s rent is below 
formula rent and/or the registered rent exceeds a CPI + 1% increase. 
 
At re-registration CPI + 1% may be applied to the Rent for each year 
i.e. year one and year two, but if the new Rent is registered as 
requested the increase must be phased over the two year period i.e. 
CPI + 1% in year 1 and the full amount in year 2.  The CPI figure used 
will be the most recently confirmed figure. The increase requested 
and applied must not exceed the formula rent + 5%. 

 



• Any applicable service charges will be reviewed in discussion with the 
Finance Officer.  The review will be based upon achieving full coverage of 
the relevant service costs, including a 15% administration fee.  Where the 
charge, or elements of the charge are common with other tenancy’s, the 
charge calculation will be on the same basis.  
 

• The Income Management Officer will complete the Calculation of Fair 
Rent Charge sheet showing how the proposed rent (and any service 
charge) has been calculated.  The completed sheet will be filed 
electronically against the relevant property address and a paper copy 
held on the Rent Registration file. 

 

• The Income Management Officer will apply for a new rent to be 
registered using the required form (Form RR1).  The form will be 
completed in full and submitted to the Rent Officer at least 10 weeks 
prior to the new registration due date.  A copy of the completed form will 
be held electronically against the relevant property address, and a paper 
copy held on the Rent Registration file 

 

• Following a re-registration application, the Rent Officer will inform the 
tenant of the application and the new Rent applied for.  The tenant has 
the right to respond to the application, including requesting that a lower 
Rent is registered.  

 

• The Rent Officer will set a registered rent and will also provide the date 
that the rent increase can take effect, the Effective Date. Where the 
registered rent increase exceeds CPI + 1% the new rent will be phased 
(see below). 

 

Following receipt of the Rent Officer’s decision the Income Management 
Officer will: 

 
- Determine that the Rent registered is acceptable i.e., matches the 

amount proposed or is not set at a level considered too low.  If 
concerns at the amount registered, the matter should be discussed 
with the Operations Manager and a decision made on whether to 
appeal the decision (both the Association and the tenant have the 
right to appeal the Rent Officer decision within 28 days).  If a decision 
is made to appeal then the appropriate process must be followed and 
all relevant documentation held electronically and on the Rent 
Registration File.  Any appeal is heard by the Rent Assessment Panel. 
 

- If the rent registered is above the limits for any increase set in this 
policy (i.e., the social rent rate/formula rent), the higher rent will not 
be applied and the rent set at the appropriate level i.e., the rent 
originally proposed. The maximum weekly rent that can be charged is 



the lower of the fair rent sent by the Rent Officer and formula rent 
(subject to both the rent caps and the rent flexibility levels) 
 

- When the rent set is determined/agreed the Income Management 
Officer will input the new Rent, including any service charge, to SDM. 
If the rent has been registered at a level greater than CPI + 1% on the 
existing rent, the increase will be phased with a maximum increase of 
CPI+ 1% applied in the first year.  The Rent Registration spreadsheet 
will be updated to show the phased increase and the further increase 
required in year two. The increase applied in year 2 will not exceed 
CPI + 1% over and above the rent applied in year 1, even if this rent is 
below the registered rent. If a further CPI + 1% increase in year 2 
would take the rent above either the registered rent or the formula 
rent + 5% the increase is capped at the lower of these two figures. 
 

- The Income Management Officer will prepare and send the prescribed 
form and the standard notification letter to the tenant.  The letter will 
give 4-weeks’ notice of the new rent (the date that the rent is 
effective from must be on or after the effective date), detailing the 
new Rent, any variation from the Rent registered and any phasing 
including the amount of any further increase in year two, and the 
effective date (the effective date must be as per the Rent Officer 
notification).  The letter will confirm the tenants right to appeal. 
 

- Where a fair rent increase is being phased a second letter will be sent 
to the tenant giving 4-weeks’ notice of the increase in year two.  The 
need to send the letter and to revise the rent on SDM will be 
identified from the Rent Registration spreadsheet. 

 
5.  Rents on relets 
 
 5.1  The Income Management Officer has operational responsibility for ensuring 

 that rents on properties being relet are set correctly on the SDM system. The 
 new Rent is set at the point of adding a new tenant to a property as part of 
 the SDM update procedure. The Officer reference’s an annual Rent 
 Spreadsheet (G:Corporate information/finance/rents) that details all relet 
 rents, and sets the appropriate rent. Housing Services Officers are 
 responsible for ensuring that Rent details are recorded correctly on tenancy 
 agreements and in offer and start of tenancy communications to the new 
 tenant.   

 
 5.2  Following the annual review of rents and the input of the future rents to SDM 
  the Business Support Officer will update the yearly Rent Spreadsheet at the 
  start of each January.  The sheet details all new rent charges, including any 
  service charges, applicable from the first Monday in April, but also to be used 
  from the first week of February for any properties relet in the period from 



  the first Monday in February to the last Monday in March.  The sheet will  
  include: 
 

• The social rent to be charged in the event of a fair rent tenancy ending. 
 

• The new social rent to be applied if the existing rent is less than formula 
rent + 5%. The new rent will be shown at formula rent +5% subject to the 
new rent not exceeding the rent cap or local housing allowance and 
meeting other affordability criteria. 
 

 The sheet will be circulated to the Housing Services Officer’s, the Income 
 Management Officer and the Operations Manager and filed in the Rents 
 folder on SDM. 

 
 5.3  The Rents spreadsheet will be updated in January each year following the 12 
  monthly re-valuation of market rents for affordable and intermediate rents. 
  The sheet will show all new rents to be charged including revised social rents 
  and will be used for any relets from the first Monday in February 
 
  The Business Support Officer will commission the re-valuation of market  
  rents and on receipt of the new values determine the 80% market rent figure 
  to be used for each applicable property over the next 12 months in the event 
  of a relet.  The Business Support Officer will update the affordable and  
  intermediate rent values on the Rent spreadsheet and circulate to the  
  relevant staff. They will also replace the previous sheet with the new sheet in 
  the Rents Folder. 
 
 5.4  The process for re-setting rents on properties at each relet is as follows: 
  

• On receipt of notice ending a tenancy the patch Housing Services Officer 
will confirm the new tenancy type to be granted. Currently in all cases 
this will be the same type as the existing tenancy, except where a 
‘Regulated’ fair rent tenancy is ending. In this instance a social rent will be 
set, the amount to be as detailed on the Rents spreadsheet (see Fair 
Rents below). 
 

• On confirming the new Rent, the Income Management Officer will make 
any necessary changes to the Rent details on SDM so that the charge 
matches that shown on the Rents spreadsheet. 
 

• On identifying a new tenant, the offer of tenancy letter will include details 
of the new Rent including any applicable service charge (and a breakdown 
of this charge). 
 

• On acceptance of a tenancy offer the start of tenancy date will be agreed 
and the applicable date of the new Rent set on SDM. 
 



• The Housing Services Officer will create a new tenancy agreement which 
will detail the Rent and any applicable service charges. The start of 
tenancy letter accompanying the tenancy agreement will also show the 
full Rent details. Prior to issuing the agreement and letter the Officer will 
obtain ‘sign off’ from the Operation’s Manager.  The manager will ensure 
that the rent has been set correctly i.e., that the Rent on the tenancy 
agreement matches the Rent on SDM, that this in turn is aligned to the 
figures shown on the Rents spreadsheet, and that the rent set complies 
with this policy and all relevant requirements.  The Operation’s Manager 
will sign the start of tenancy checklist confirming a satisfactory check. 

 
 5.5  Fair Rents 
 
  5.5.1  When Regulated Tenancies become available for relet, they will be 
   converted to social rents, except where an eligible succession occurs 
   (where a tenancy is passed to a family member, subject to certain  
   qualification criteria).  The patch Housing Services Officer will consider 
   and determine any succession request, in line with the Association’s 
   Succession Policy. 
 
  5.5.2  Where a tenant with a fair rent transfers to another of the   
   Association’s properties they retain the right to have a Regulated  
   Tenancy and a fair rent set.  In this circumstance the patch Housing 
   Services Officer will initially set the rent on the new property at the 
   equivalent figure to the fair rent charged on the tenant’s previous  
   property capped at the formula rent on the new property.  The Officer 
   will follow the general process for fixing the rent detailed in 5.4  
   above. 
 
  5.5.3  The Housing Services Officer will liaise with the Income Management 
   Officer who will complete an application for a new fair rent to be  
   registered for the new property, in line with this policy and the  
   processes detailed for fair rent applications.  The Income   
   Management Officer will notify the new rent set to the tenant, giving 
   4-weeks’ notice and will update SDM with the new Rent.  The Officer 
   will notify the patch Housing Services Officer of the new Rent and the 
   effective date. 
 
 5.6  Garages and garage plots 
 
  5.6.1  On receipt of a notice to end a garage or garage plot tenancy the  
   Housing Services Officer will liaise with the Income Management  
   Officer to set a new rent.  The Income Management Officer will  
   identify rents for similar garages/plots in the area and set the new 
   rent at the market rate so determined.  Details of the market rate  
   assessment will be recorded as a diary note. The Income Management 
   Officer will set the new rent on SDM and notify the  patch Housing 



   Services Officer.  The Housing Services Officer will follow the process 
   for setting up the new tenancy as detailed in 5.4 above. 
 
6. Rents on new properties 

 
 6.1  The rents for any new properties will be initially determined at the feasibility 
  stage for a new development.  The Development Officer and Finance team 
  will set the rent in line with all relevant agreements and requirements e.g. 
  development agreements, section 106 agreements, rent standard guidance 
  etc. As per the rent standard and this policy the following will apply: 
 

• Affordable and Intermediate rents set at 80% of the gross market rent 
determined, including any applicable service charges.  Gross market rent 
will be determined by a current market valuation in line with RICS 
methodology. 
 

• Social rents set at formula rent plus 5%.  
 

• The formula rent will be the floor for any rent set. 
 

• Service charges will be set based on known or anticipated costs with the 
aim of achieving a break- even position. Charges include a 15% 
administration fee. 

 
  The Rent initially set will be used as the basis for the assessment of scheme 
  viability using the Association’s agreed Development Scheme Appraisal  
  model. 
 
 6.2  No rent set will exceed the regulatory cap amount or the appropriate local 
  housing allowance figure.  The Development Officer will liaise with the  
  Income Management Officer and Housing Services Officers in the initial rent 
  setting process.  Affordability will be a particular consideration.  This will be 
  appraised in line with the criteria detailed in this policy and will be based on 
  the gross Rent i.e., including any applicable service charges.  If a Rent is  
  assessed as too high/not affordable, then a lower Rent may be fixed subject 
  to the scheme remaining viable.  The overall principle is to protect the  
  collectable rental income and maintain scheme viability whilst keeping rents 
  affordable to tenants. 
 
 6.3  Four months prior to handover the Development Officer and Finance team 
  will check the initial Rent set and revise accordingly based on current market 
  valuations (affordable or intermediate rents), and current formula rent. This 
  re-assessment will be carried out in consultation with the Income   
  Management Officer and Housing Services Officer’s.  Any significant  
  variations from the initial Rent will be discussed with the Operation’s  
  Manager and CEO for a decision. 
  



  Following agreement of the final Rent, details including service charge  
  amounts will be confirmed in an email from the Development Officer to the 
  Income Management Officer, Housing Service’s Officer’s, Business Support 
  Officer and the Operation’s Manager.  Housing Service’s Officer’s use the  
              Rent so communicated in discussions with prospective tenants. 
 
 6.4  Following confirmation of the Rent to be charged the new property details 
  are input to the SDM system by the Business Support Officer in liaison with 
  the Income Management Officer, including the Rent and any service charges. 
  The Business Support Officer will email the Housing Service’s Officer’s and 
  Operation’s Manager to confirm completion of the input. 
  

  The Business Support Officer will update the Rent spreadsheet, adding the 
  new properties. 
 
 6.5  The Rent details for each new property will be confirmed to prospective  
  tenants by the Housing Service’s Officer’s at offer of tenancy and viewing.  On 
  acceptance of a tenancy offer the Housing Services Officer will create a new 
  tenancy agreement which will detail the Rent and any applicable service  
  charges. The tenancy agreement must be appropriate to the rent type set.  

The start of tenancy letter accompanying the tenancy agreement  will also 
show the full Rent details.  

  

  Prior to issuing the agreement and letter the Officer will obtain ‘sign off’ from 
  the Operation’s Manager.  The manager will ensure that the Rent has been 
  set correctly i.e. that the Rent on the tenancy agreement matches the Rent 
  on SDM and that this in turn is aligned to the Rent used in the final scheme 
  appraisal.  The Manager will also check that the Rent spreadsheet has been 
  updated with the new property details.  The Operation’s Manager will sign 
  the start of tenancy checklist confirming a satisfactory check. 
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