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Section 1 How to use these manuals

Section 1.2

How to use these manuals
For instruction
All staff involved in the collection of CORE data should take time to read and thoroughly familiarise themselves with the
content of these manuals.
All CORE staff should read the ‘Introduction’ and those sections relevant to their particular assignments (that is Lettings and/or
Sales).
We would suggest the following time allocations for reading and familiarisation:
• Introduction

15 minutes

• Lettings Instructions

1 hour 30 minutes

• Sales Instructions

1 hour

(Note that local authorities do not record Sales in CORE.)

For reference when completing CORE Logs
These manuals should be consulted by CORE staff as necessary during log completion. If in doubt consult the manual.
We would recommend that all CORE data collectors are provided with individual photocopies of frequently used sections such
as Appendix F Local Authority ONS codes. If separate staff have responsibility for particular logs, it may be appropriate to
photocopy the manual of instructions associated with these logs for staff use.
If you have any questions concerning the instructions contained in these manuals please contact the CORE helpdesk via
0800 046 8888 or core@team.research-int.com.

The CORE website (https://core.communities.gov.uk) also contains a range of helpful information on CORE.
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Section 2

Introduction to CORE
CORE (COntinuous REcording) of Lettings and Sales by Registered Providers.
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Section 2 Introduction to CORE

Section 2.2

What is CORE?
CORE (COntinuous REcording) records information on social housing lettings, affordable housing lettings and on sales by
private registered providers.
It was set up in 1989 to record information on Private Registered Provider lettings and sales in England, and was expanded in
2004 to collect information from the local authority sector. In 2010 CORE started to collect data on affordable lettings in
addition to data on social lettings, following the Affordable Rent Programme being launched and delivered via the Homes &
Communities Agency (HCA).
CORE provides a national standard dataset for examining high priority issues such as high and low demand housing,
allocations policy, and housing affordability. Data requirements are reviewed each year to ensure that they meet the needs of
Policy and Providers. The Department for Communities and Local Government (DCLG) fund CORE.
Policy makers and practitioners regard the system as an essential tool for monitoring housing costs, assessing affordability
and developing policy. CORE provides an invaluable source of information about new lettings and sales including: household
characteristics, economic status, ethnicity, primary reason for housing, source of referral and previous tenure. Registered
providers use CORE to inform business performance and strategic reviews.
TNS have been responsible for managing CORE since 2009.

Terminology
From 2012 Housing Associations (HA) and Local Authorities (LA) are known as Registered Providers (RP). Individually,
Housing Associations are referred to as Private Registered Providers (PRP); Local Authorities however will continue to be
referred to individually as Local Authorities. The term social landlord or landlord is used throughout the manual in reference to
Registered Providers (RP).

The logs
CORE comprises two separate logs: Lettings and Sales. There is one lettings log that is used to collect general needs
and supported housing lettings as well as new affordable lettings. These can be found online at
https://core.communities.gov.uk

Reviews and changes to the logs
The DCLG regularly review both CORE logs to ensure the questions reflect housing policy and operational needs of
Registered Providers and the policy needs of central government.
Where a new response option is introduced following a log review, the next available code will be allocated to this option. If
a response option is deleted, the number code for this category will not be re-used. This helps to reduce confusion when
the logs change, and allows analysis of CORE data over time.
For some questions on the logs the responses are presented in groups of related options rather than numerical order.

Participation
Any Provider registered with the social housing regulator, the Homes and Communities Agency (and before April 2012
with the Tenant Services Authority), is required to complete CORE logs fully and accurately. Social landlords that are
not registered with the social housing regulator but affiliated to the NHF are invited to complete CORE logs.
Local authorities started to join CORE in April 2004. The Department for Communities and Local Government requires
all stock holding local authorities to be providing data to CORE; CORE forms part of the DCLG’s “Single Data List”,
which covers all the data returns local authorities are required to provide. Information on the Single Data List can be
found here: https://www.gov.uk/government/policies/making-local-councils-more-transparent-and-accountable-to-localpeople/supporting-pages/single-data-list
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Further to this, specific guidance has been published by DCLG concerning the use and importance of CORE Letti ngs Logs
submitted by Local Authorities. Please see the below link to the document ‘Provision of Social Lettings Data: Advice to Local
Authorities’:
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/248785/Provision_of_Social_Lettings_Data.pdf

Use of data
CORE logs record a wide range of data on both the household and property each time a letting or sale is made. The logs are
submitted on a monthly or more regular basis, to TNS where they are validated. TNS supplies data to DCLG, HCA, GLA, the
Office for National Statistics, and social landlords for their own use. Following a data disclosure review in 2014, datasets are
also available to a range of sector stakeholders via the CORE Annual Statistical Releases, supporting tables and item level
data deposited with the UK Data Service (http://ukdataservice.ac.uk/get-data/how-to-access.aspx)
Organisations participating in CORE can now download quarterly datasets from a password-protected section of the CORE
website (https://core.communities.gov.uk). Full datasets for the preceding financial year will be made available in the
autumn each year. To use this online data access facility, please email TNS to request the password for your organisation.
Requests should be sent to: core@team.research-int.com.

CORE publications
TNS produce annual reports using CORE data, providing statistics at local and national levels. Annual reports are also
provided to individual registered providers to allow monitoring of their lettings and sales. In addition quarterly reports are also
published, detailing a snap-shot of submissions at quarterly cut-off points for each registered provider. Unlike annual reports
these should not be regarded as final, as log submissions may still be made for each quarterly period right up to the final end
of year cut-off. Although quarterly reports are not reissued, all valid log submissions made before the end of year cut -off
should be included in the final annual reports. All publications are available on request via the CORE helpdesk
(core@team.research-int.com.)
DCLG publish the official CORE National Statistics publication each year at approximately the same time as helpdesk
released reports. The link to this release is circulated through e-mails and links on the CORE website.

Retaining source data/paper logs
Social landlords themselves should decide how long they retain the forms, provided they abide by any legal
requirements, particularly with regard to Data Protection legislation, and by any requirements imposed by the Department
for Communities and Local Government or the Homes and Communities Agency under its Regulatory requirements . It is
however sensible for social landlords to retain forms at least until the opportunity to amend and add extra data is closed
and the final dataset for the year is produced by TNS.

Accessibility of documents (Braille, large print etc)
If you require this publication in an alternative format (e.g. Braille or audio) please email:
alternativeformats@communities.gsi.gov.uk quoting the title and product code/ISBN of the publication, and your address and
telephone number.
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Section 2.3

Use of CORE data
Importance of CORE
Information on lettings and sales derived through CORE informs national policy and regulation work for the Department for
Communities and Local Government (DCLG), the Homes and Communities Agency, research institutions and other
organisations (including other central government departments). CORE data also feeds into the national Retail Price Index
(RPI) and is used by individual local authorities and Private Registered Providers to monitor business performance.

Department for Communities and Local Government
(DCLG)
CORE provides DCLG with an essential evidence base for monitoring and developing government policy, in particular to
assess who is accessing social housing and their associated tenancy and property details.
For example, CORE has been used extensively to develop DCLG’s understanding of how social housing allocations are being
made and to inform policies on affordable home ownership. It is also used to answer Parliamentar y Questions and a statistical
release is published annually on the DCLG website that summarises and analyses the previous financial years’ data.

Homes and Communities Agency
The HCA regulation team use CORE data to look at analyses such as cross -tenure rent comparisons and performance
benchmarking.
The HCA policy team uses CORE data and analyses at different spatial levels and views it as an invaluable data source to
inform policy development for a full range of purposes. Examples include analysing:
The socio-economic and demographic information around employment;
The voids / turnover rate for Registered Provider rented housing, to inform policy development potential to improve environmental
performance of existing stock;
Data on vulnerable and older people.

Other users of CORE data
The CORE website includes examples of CORE data use by local authorities, other government bodies and researchers
(https://core.communities.gov.uk).
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Section 2.4

The CORE system
Confidentiality
CORE records information anonymously and absolute confidentiality on residents’ circumstances is maintained .
A protocol on how to use CORE data is issued to users receiving CORE datasets via a data license.

Data collection
Registered Providers participating in CORE are asked to record information on each letting or sale using a form known as a
‘log’. The data may be entered directly online or collected on a paper version of the log for subsequent online data entry.
The data is then submitted to TNS.
Organisations wishing to use paper logs [Lettings or Sales] for initial data collection, prior to submitting data on line can
download and print these from the CORE website. Current & previous log forms can be found here.

Data submission
All logs recording lettings or sales [including eCORE extracts from Housing Management Systems] should be submitted and
validated via the CORE website. The online system incorporates secure data entry, validation and performance monitoring,
as part of an integrated data submission and reporting website. TNS will not process paper logs and will return any received
to the submitting organisation. Please contact the CORE helpdesk with any queries relating to the online system at:
core@team.research-int.com or alternatively telephone: 0800 046 8888.
CORE data should be submitted online as close as possible to the tenancy sign up or sales transaction. This will allow for data
to be fully validated and reported within the quarterly reporting windows.
The online portal for submitting CORE data, developed by TNS, gives users the ability to fully manage all CORE data in one
place from any location. The system has been developed with the view of helping the user complete CORE logs as quickly
and efficiently as possible while reducing the instances of logs being submitted with incorrect or missing informati on.
Within the online data submission system, there are two methods available for electronic submission of CORE data:
Log entry: Direct 5 step data entry for individual logs;
eCORE: using a format specification provided by TNS, software suppliers and ot her organisations can create a CORE
data file by extracting information from existing housing management databases in the required format. The submitting
organisation is responsible for ensuring that the file meets the specification and that the data is valid. The extract files need
to be uploaded directly onto the online system. eCORE is not currently available for Affordable Rent log submissions.
Uploaded logs may still need further validation.
Both methods will allow the user to carry out full validation on the logs to ensure the data submitted to TNS and reported to
DCLG are of the highest quality. This will allow data to be more accurate and reports available earlier.

Quality assurance and log reconciliation
Landlords should have administrative systems that ensure the logs are completed accurately, and are checked before being
submitted online. Landlords should ensure that all logs with an Open [incomplete] or Query status are processed in a
timely manner and in adherence with quarterly cut off dates, as defined by TNS.
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Landlord performance in CORE
To ensure that the high quality of CORE data is maintained TNS reports regularly to the DCLG on individual landlords’
performance in CORE. Specific concerns may be passed to the Homes & Communities Agency in terms of indicating
potential issues with meeting their Regulatory requirements.
Performance is assessed in terms of:
Promptness of data submission
Number of logs submitted compared with the number of lettings or sales recorded in previous years
Query resolution
Performance reporting tools are also available both at user and organisation level to encourage users to monitor data quality
and identify areas for improvement.

Helpdesk
Anyone involved in running CORE can contact TNS with queries about the system, quality assurance, and reporting:
CORE team
TNS
6 More London Place
London
SE1 2QY
Email: core@team.research-int.com
Telephone: 0800 046 8888
Office hours are 8.30am to 6.00pm; please pass on our contact details to staff completing the logs.

The CORE website
The site (https://core.communities.gov.uk) contains a range of information including:
Full contact details of the CORE team
Downloadable copies of CORE logs, log completion guides and manuals
Details of all CORE Publications including details of how to request copies of CORE individual Registered Provider ‘Strategic
and Data Submission reports’ for annual and quarterly periods
Links to a range of other housing related web sites – including to the annual DCLG CORE Statistical Release (with
explanatory notes and definitions)
eCORE specifications [to allow for extracts from Housing Management Systems]
Key Contacts for software companies who facilitate eCORE extracts from their respective Housing Management Systems
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Section 2.5

Training
Training is available to all registered providers of social housing to help them t o improve their understanding and management
of CORE and promote the use of CORE data to inform business planning and policy decision making. Currently, we are aware
of one organisation offering training courses, Acuity Research & Practice Ltd. Their contact details are below.

Courses:
Introduction to CORE (training for front line staff)
CORE for co-coordinators
Using CORE data
CORE data submission training
Courses are a maximum of 3 hours long and can be tailored to meet your exact requirements. Courses are available inhouse - taking place at a convenient time for your staff in your own offices throughout the year.
A typical half-day training course can be arranged in your own offices and is suitable for up to 15 people per session.
Each course can be tailored to your own requirements and can contain elements from other courses such as the
introduction, Co-coordinators, online submission and data analysis, or the sales log.

Contact Details:
For more information about any of the courses, contact Judi Watkinson:
Judi Watkinson
Acuity Research & Practice Ltd
61 Surrenden Crescent
Brighton BN1 6WE
Tel: 01865 594331
Email: judi.watkinson@arap.co.uk
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Section 2.6

Thank you to CORE participants
We would like to thank all the participants in the system, especially all the staff of
Registered Providers, for their time and hard work. It is their contribution that has
made CORE such a success and the resulting data a useful resource.
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Section 3

CORE Lettings log
Guidance for the completion of Lettings logs by Registered Providers
To be used with version 2 02/03/2015 of the CORE Lettings log:
https://core.communities.gov.uk/CORE/DocumentsUpload/Materials%20&%20Training/Logs/201516%20Lettings%20Log%20v2.0.pdf
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Section 3 CORE Lettings log

Section 3.2

Summary of Changes for 2015/16
CORE Lettings log
1. Question 4 ‘Has anyone in the household ever served in the British regular armed forces? (Excluding National Services)’ has
been reworded. The response options remain the same.
2. Question 6 ‘Is the tenant in receipt of or likely to be in receipt of the following’ has been reworded. The response options remain
the same.
3. The response options ‘1. Yes’ at Question 9b ‘Was the reason for leaving a direct result of the removal of the spare room
subsidy or benefit cap’ has been split into ‘4. Yes: Removal of the spare room subsidy’ ‘5.Yes: Benefit cap’ and ‘6. Yes: Both’.
4. A new question has been added: Question 12c ‘How long has the household lived in this local authority district (for the property
being let) prior to the letting?’ There are 6 response options.
5. Question 17 ‘Rent and other charges period’. A new response option ‘Weekly for 53 weeks’ has been added. The scope of the
question remains the same.
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Section 3.3

The CORE Lettings log
A Lettings log should be completed for each new letting in general needs and supported social housing. The glossary defines
the housing terms used in this manual.

What to include
Residents in general needs housing allocated a new let or relet with an assured , assured shorthold or secure tenancy. Due to
the introduction of the Localism Bill, assured shorthold tenancies now need to be recorded for general needs tenancies.
Residents in supported housing allocated a new let or relet either under a license agreement, assured shorthold tenancy,
secure tenancy or an assured tenancy. Only record lettings in social housing and those in care homes.
Residents who have been transferred or permanently decanted.
Sitting tenants in acquired property.
Lettings on a Starter/Introductory basis should be recorded at the commencement of this introductory period.
Rough Sleepers Initiative, where accommodation is permanent.
Refugees and asylum seekers whose claims for asylum have been determined, that is they have been granted indefinite leave
to remain, humanitarian protection or exceptional leave to remain.
Room changes – if a room move within a shared housing unit necessitates a different management group or s cheme code due
to different support needs or property type then this should be classed as an internal transfer and a log should be completed
(i.e. if a tenant moves from a crash unit with high support to a self -contained flat with a lower level of support in the same
shared housing unit). All other room changes where the occupant remains within the same shared housing unit should be
excluded – see below, under ‘What to exclude’.
Allocation of a tenancy to a settled home: Where a ‘household was previously being provided with temporary accommodation
to meet a duty under the homelessness legislation and is subsequently allocated a tenancy as a settled home which brings t he
homelessness duty to an end then a CORE log should be completed for this new letting. (This applies even if the household
stays in the same physical home which is then allocated as the settled tenancy).

What to exclude
Conversion of starter or introductory assured shorthold tenancy to an assured or secure tenancy (the tenancy type the
household will roll into should be indicated on the letting log.
Lettings where no new tenancy is actually created. For example, following stock transfer between landlords, those tenants
transferred should not be recorded in CORE as no new letting takes place.
Lettings made to asylum seekers who are awaiting a decision on their applications for asylum under the Immigration and
Asylum Act 1999.
Lettings to staff of social landlords where the letting is linked to employment.
Mutual exchanges including lettings where Registered Provider tenants have exchanged homes (e.g. via the national
HOMESWAP system).
Room changes where occupant remains within the same shared housing unit and receives the same level of support, even if a
new tenancy or license agreement is issued (i.e. same scheme code and management group code)’. However, if a room move
within a shared housing unit necessitates a different management group code due to different support needs or property type
then this should be classed as an internal transfer and a log should be completed (i.e. if a tenant moves from a crash unit with
high support to a self-contained flat with lower level of support in the same shared housing unit).
Non-social lettings, including market rented properties.
Successions and Assignments.
Homes on which social landlords hold the freehold but which have been leased in their entirety to leaseholders who are not
social landlords.
Housing provided by an employer with financial support (e.g. students, key workers).
Homes which social landlords manage for other organisations which are not social landlords.
Freehold housing (e.g. sold through RTB, PRTB, and RTA) on which the resident pays a variable charge for services and
communal facilities.
Changes from sole to joint or joint to sole tenancies.
Temporary general needs housing as defined in the glossary but defined quite broadly as lettings with a fixed period of less
than 2 years. (Temporary lettings in supported housing should not be excluded and should be recorded with a fixed term of 1
year.)
Demotion of a secure tenancy to a demoted tenancy or an assured tenancy to a demoted assured tenancy and any
subsequent conversion of the demoted tenancy to a secure or an assured tenanc y.
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Responsibility for completing CORE logs
Responsibility for completing CORE lettings logs lies with the landlord owning the social housing stock let, even if it is
managed by another body such as a voluntary agency, other registered social landlord or any other agency. However, the
owning landlord may ask the managing agent to complete logs on their behalf. The definition of ownership is as follows :
Freehold held stock, or held on a lease of 21 years or more (original term).
Where the landlord has granted a lease of less than 21 years (original term) to another body, the landlord retains ownership
and therefore must ensure that CORE logs are submitted for these properties. The original term refers to the lease term first
granted, so that if the property is then sub-leased to another organisation before its original term has expired, ownership is still
based on the original term. For example, Private Registered Provider (A) has a property on a 99-year lease but sub-leases the
property to another Private Registered Provider (B) on a 7 year lease. Responsibility for ensuring CORE logs are submitted for
the property lies with the Private Registered Provider (A) who has the 99-year lease and by definition ownership of the
property.

Definition of supported housing in CORE
Housing is categorised as supported housing within CORE on the basis of either design facilities or features and should be
designated for a particular client group. The definitions are based on Circular 03/04 published by the Housing Corporation
(subsequently TSA and now HCA) in April 2004.
If housing is targeted at a specific client group but does not have a designated support purpose or the required special desi gn
features then it should be classed as general needs housing. In other words a property cannot simply be labeled as supported
simply because it is labeled as belonging to a certain client group. There must be tangible property features or services associated
with the property for it to be correctly classified as supported housing.
Housing for older people has in the past been defined as ‘sheltered’ or retirement housing. These definitions however are not
applied for CORE and where ‘sheltered’ or retirement accommodation meet the CORE supported housing definition, they
should be treated as such and lettings defined purely as ‘supported’.
In all cases delivery of support to tenants is not in itself sufficient for the property to be categorised as supported housi ng. The
property must be purpose designed or designated for a particular client group. Lettings should be classif ied as general needs
if the property does not meet the definition: this would include lettings where floating support is provided .
Full definitions of each type of housing are given in the glossary if you are unsure whether any letting is general needs or
supported housing.
In addition a full list of client groups potentially eligible for supported housing can be found in the Management Group log
section (3.6) of this Manual. Broadly speaking, these client groups can be said to include the following: peopl e with some form
of disability, people suffering addiction, people deemed vulnerable due to their circumstance, older people and the homeless.
Temporary lettings in supported housing should be recorded for CORE. Where a minimum General Needs fixed term pe riod of
2 years is possible, for supported 1 year fixed term [question 2c] may be entered. Only whole year fixed term periods can be
entered for CORE, so where a supported housing tenant may only stay for several months, please enter 1 year.
If you have any further queries around this, please contact the CORE Helpdesk.

Housing for older people
Properties must be intended for older people (regardless of the actual characteristics of each
tenant) to be classified as ‘Supported Housing’. There are three types (see glossary for a list of
qualifying design features):
Housing for older people (all special design features)
Housing for older people (some special design features)
Designated supported housing for older people
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Tenants in housing for older people with all or some special design features should have access to support services as
need arises. This means that, at a minimum, a process is in place to assist in accessing and/ or signposting tenants to
support services that they need. This would then classify the housing as ‘supported’. Designated supported housing should
have support services in place, provided by your organisation or another support provider.

Supported housing for other client groups
The client groups housed in supported housing are listed in Section 3.6 of this manual.
There are two types (see glossary for details of qualifying design features):
Purpose designed supported housing – designed or remodelled to encourage independent living or adjustment to
independence.
Designated supported housing – buildings with some or no special design features but which provide accommodation for a
specific client group and supply supporting services.
In both cases support services must be in place, provided by your organisation or another support provider.
If a scheme or building includes some units that meet the definition of supported housing and some units that do not, then
these should each be recorded accordingly in CORE.
Please see Section 3.6 for more information on completing the management group log for supported housing schemes.

Definition of Affordable Rent Housing
Affordable Rent is the Government initiative that allows providers to charge up to 80% of the local market rent. From
2011/12 Private Registered Providers (PRP) and Local Authorities are entering into new supply agreements with the Homes
and Communities Agency (HCA) or the Greater London Authority (GLA) to deliver Affordable Rent homes.
Providers who have either a Framework Delivery Agreement or a Short Form Agreement with the HCA are required to submit
information on properties let on Affordable Rent terms as part of CORE data collection. Before the log is completed the
provider must select at the top of the form whether the log is in relation to an Affordable Rent Property or if the log is for a
Social rented property and tick one of the appropriate boxes displayed below.
For the purposes of CORE data collection ‘social rented property’ is defined as those General Needs & Supported properties
not managed under the Affordable Rent scheme/rate.
If a Private Registered Provider or Local Authority has entered into a supply agreement with the HCA or GLA to deliver Affordable
Rent homes but then subsequently subsidises the rent so that the property is let at social rent levels, the let should be recorded as
a social rented property.
For further information on the background to Affordable Rent, please consult the Homes and Communities website via :
http://www.homesandcommunities.co.uk/ourwork/affordable-rent

The Department of Health ‘'Care & Support Specialised Housing Fund'
The ‘Care & Support Specialised Housing Fund’ allocates funding from the Department of Health (DoH) to support and
accelerate development of the specialised housing market. This programme involves delivering Affordable Rent and some
limited Affordable Home Ownership (‘Shared Ownership’) properties to eligible households requiring specialist supported
accommodation.
Organisations were invited to place bids with the Homes and Communities Agency (HCA) and/or the Greater London Authority
(GLA) to participate and receive funding for this programme.
Properties developed through this programme will need to record Affordable Rent lettings as part of CORE.
Further details on The Department of Health’s ‘Care and Support Specialised Housing Fund’:
https://core.communities.gov.uk/CORE/DocumentsUpload/Materials%20&%20Training/Guides%20and%20manuals/Departme
nt%20of%20Health%20-%20Care%20and%20Support%20Fund%20Info.pdf
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Collecting the information
Do I need to interview the tenant to complete the CORE log?
Yes – this will be necessary unless you have already collected the data requested for CORE through previous interviews or
questionnaires.
If you are unable to interview a tenant please use your existing records where these are not more than three months old. Use
of existing data must be in accordance with the principles of the Data Protection Act 1998 .
The questions in the section on household details should be asked directly of the tenant. Therefore it would be useful to give
tenants prior warning that you will be collecting information on income, rent and benefits, for example, to ensure that the y
have this information to hand.

What if the tenant is unwilling or not able to answer the questions?
Please note: some questions in the log allow for a ‘Refused’ (i.e. in the ‘Household Details’ section) or ‘Don’t know’ option to
be selected. Whilst this is the case, every effort should be made to res pond to all CORE questions as fully as possible.
Explain to the tenant that the information they give to CORE will be provided anonymously, and that it is vital in helping
build a whole picture of social housing, which the Government then use to inform s ocial housing policy.
If the tenant still refuses to respond to specific questions in the Household Details section, please select one of the avail able
‘Refused’ or ‘Don’t Know’ options. Please check whether you have any of the required information alrea dy on your systems,
as this should be provided if it is less than three months old and has been collected in accordance with the principles of th e
Data Protection Act 1998.

Local authorities should be able to use data already collected and held in intern al systems for populating parts of their CORE
returns (for example, collected on the housing registration application). To facilitate this, they should ensure that:
a. The information requested is consistent with data required for CORE;
b. Where relevant, information is up to date, i.e. it is not more than 3 months old.
c. Confidentiality commitments given when information is obtained from prospective tenants should allow for sharing of
anonymised data with central government for statistical purposes (se e section on Data Protection Act considerations below).

Data Protection Act considerations
The Data Protection Act 1998 (the Act) does not prevent local authorities from collecting information on those applying for a nd
receiving social housing provided this is done for a specific and legitimate purpose, e.g. in order to ensure they can ascertain
their priority and eligibility for social housing. They should have due regard to the Act in their management and sharing of
information.
Local authorities have implicit legal powers to share data [Section 111(1) of the Local Government Act 1972 and Section 2(1)
of the Local Government Act 2000]. Furthermore, Section 33(2) of the Act effectively allows local authorities to share person al
data for research purposes (which includes statistical or historical purposes).
Anonymised personal data provided to the DCLG or its contractors (i.e. TNS) for statistical purposes are kept confidential an d
subject to the Data Protection Act. Aggregate statistical data are made available through the CORE analysis system and
DCLG’s published official statistics. Access to micro-data containing personal information is carefully governed by restricted
access under licence for research purposes. This micro-data is redacted to prevent the identification of individuals and the
licence conditions govern the processing and use of this data by the Data Receiver.
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How do I know if data on my database was collected in accordance with the Data Protection
Act 1998?
Usually your organisation will have advised the tenant at the point of collecting their data what it will be used for and how it
will be kept. This could have been by way of a written statement. If you are unsure, please contact the data protection
expert within your organisation or a senior manager. Should you need further advice, it would be useful to approach the
Information Commissioner.

For lettings in supported housing do I need to provide any property information?
No, because you provide property information in the Management Group log.
However, all organisations entering logs directly on line, or via their eCORE extracts uploaded on line, are able to collect and
enter this information for internal monitoring purposes if they wish. The CO RE contractors will not report on these questions
if they are completed for supported housing.

Explaining what CORE is about
Typical questions tenants may ask when taking part in the CORE survey:
Question: Will I be identified?
Answer: No. Your information is provided anonymously to the CORE project and no data is included that could identify you,
such as a name and full address, or a national insurance number.
Question: Why are you asking for this information?
Answer: It is to help us ensure our lettings are fair and affordable. We use this information to monitor how we are letting our
homes, and to compare our performance to other providers of social housing. The Department for Communities and Local
Government, and other Government and research bodies use the data to help understand the broader picture of letting
across England. They can then change social housing policy using that understanding .
Question: What is CORE?
Answer: CORE is a data collection program that has been running since 1989, which collects information on who is going
into what type of housing in England. It covers Private Registered Provider homes and, from April 2004, council homes. The
results are widely used for research and policy making.
Question: Why are you asking me about my ethnic group?
Answer: By constantly monitoring the ethnic groups of new tenants, providers of social housing and the Government can
understand who is entering which type of social housing. This helps understanding of who is obtaining social housing and
can be used to inform questions on whether everyone has fair access to social housing .
Question: Why do you need details of my income?
Answer: Together with information on rents, this helps us and the Government understands how affordable social hous ing is
for tenants, and looks at patterns of income and rent across England. We have greatly simplified the data required on
income in recent years so it should be much easier to provide.
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Data submission
For general needs lettings, CORE logs are recorded under the managing organisation’s name and code. For lettings in
supported housing, CORE logs should be submitted under the owning organisation’s name and code . For both General
Needs and Supported data, the owning landlord organisation’s code will need to be provided in the respective submissions.

Separate eCORE templates exist for Lettings and Sales log eCORE uploads. Due to the fundamental difference in log questions,
Lettings logs and Sales logs must be uploaded separately.
Please contact the CORE office if you require further assistance or codes for your organisation and for existing eCORE users
who need advice, please consult the eCORE Best Practice Guide, which can be found on the CORE website under ‘Learn about
CORE’ and ‘Guides and Manuals’ or through the link:
https://core.communities.gov.uk/CORE/DocumentsUpload/Materials%20&%20Training/Guides%20and%20manuals/eCORE%20Best%20Practi
ce%202013_14.pdf

Managing agents
The landlord who owns the properties you manage may require you to download an excel file, which will contain a copy of
the logs that you have submitted online to TNS for their own reconciliation purposes. Please take care that logs are not
submitted twice by you or the owning landlord. (Please note this is only currently available for general needs lettings) .

Defining a Managing Agent
Whilst providing services to the tenant, such as care and support requirements, the defining feature that qualifies a managing
agent (as opposed to a general service provider) is that they deal with the tenant’s obligations rather than purely their
requirements. It is this difference that signifies they have been empowered by the landlord to properly ‘manage’ the property. Key
queries to consider over whether an organisation qualifies as a managing agent should include:
Are they responsible for allocating and/or managing the set-up and termination of new tenants?
Are they responsible for enforcing agreements stipulated in the tenancy agreements to any degree e.g. do they deal with
complaints, damages to the property, failures to pay rent (aside from simply monitoring them)?
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Section 3.4

Completing the Lettings log
Log signatures / initials
The physical version of the log, used by providers to collect CORE information from interviews before data is entered online,
contains a box designed to make it easy to identify everyone who has been involved in completing a physical CORE form (in
case there are queries later in the process).
We recommend that each person who completes a section of the CORE form should enter his or her name or initials i n this
box. The box is likely to have multiple entries, so the signatures or initials should be kept small and legible.
For logs generating above average queries or errors, it will then be possible for your organisation to identify possible staf f
training needs (refer to information on CORE Training for further information of courses available, section 2.5).

CORE Lettings Log
Affordable Rent and Social Rented paper Logs are now combined into one log. Before the log is completed the provider must
select at the top of the form whether the log is in relation to an Affordable Rent Property or if the log is for a Social rented
property and tick one of the appropriate boxes displayed below.
Please take great care when selecting either Affordable Rent or Social logs. If you are unsure how to categorise a type of letting
either contact your Coordinator or the CORE Helpdesk.

Landlord/letting details
Question 1
Key Dates

Please only enter figures in the boxes provided e.g. 12/05/14 for 12th May 2014. (Do not leave blank)
The tenancy start date is the date the tenancy agreement is signed by the tenant i.e. when the tenant becomes legally
responsible for the property.

The tenancy start date is not necessarily the following:
Date on which the lettings interview was carried out
Date the new tenants move into the property
Date the new tenant’s rent account becomes live
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Question 1a
Type of letting

Please tick the appropriate box to indicate whether the landlord is a Private Registered Provider or a Local Authority, and
which type of letting is being made. Use the guidance in Section 3.3 and the glossary to help decide whether the letting is in
either general needs or supported housing. It is very important that you classify th e letting correctly. If you are unsure whether
any letting is general needs or supported housing you should contact the CORE Helpdesk on 0800 046 8888 or
core@team.research-int.com
Note: If you are letting a Supported Housing for Older People unit to a ten ant who is not old, you should still record the letting
as ‘supported’ if the unit meets the definition of ‘Housing for Older People’ set out in the glossary (this applies even if t he
‘young’ tenant receives no support services).
Supported housing is defined by properties which have been purposefully designed or designated for a particular client group.
Delivery of support to tenants is not in itself sufficient for the property to be defined as supported housing. A letting whe re
floating support is provided is classed as general needs. If unsure, please contact the CORE team.

For general needs housing only
Question 1b
Who is the landlord on the tenancy agreement?

Please tick the appropriate box. If the submitting organisation is the landlord tick ‘t his landlord’. If the landlord is another PRP
or LA then tick ‘Another RP’ and fill in the name and the code for that organisation (Registration number or LA CORE code). If
unsure of the correct code, please contact the CORE Helpdesk on 0800 046 8888 .

For supported housing only
See glossary for definition of supported housing. Local Authorities and Private Registered Providers should record supported
(including Sheltered Properties) lettings as part of their CORE submissions. Registered Providers should contact the CORE
helpline on 0800 046 8888 or core@team.research-int.com for advice on creating or editing management group and scheme
codes for their supported housing units.
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Question 1c & d.
1c. Please enter the management group code and scheme code for the property.

Enter management group and scheme codes at Q1c on all supported logs. It is the owning organisation’s responsibility to set
up Management Groups and Schemes using the Management Groups and Schemes section of the CORE website.
TNS will then allocate a scheme code to each scheme and a management group code to individual properties which are
grouped together on each Management Group log. These codes enable the characteristics of individual schemes or properties
to be linked with the new letting. For more information, please contact the CORE Helpdesk on 0800 046 8888 or speak to one
of your organisation’s CORE Coordinators.

1d. Is this a first letting in a supported housing unit/bedspace which has been newly built, converted or newly acquired?
Tick ‘Yes’ if the unit is being let for the first time, or it is the first time the property is being let following conversio n or
remodelling. Otherwise tick ‘No’. Dwellings let after minor and major repair works are not defined as new lets.

Tenancy details
Tenant Code
This field is provided to allow you to identify the particular letting using a unique code which you will supply (alphanumeric up
to 12 characters in length). This may be the computer or administrative r eference you already use or a new code, for example
giving the year, number of the letting and the initials of the lettings officer completing the form. You must use a code and this
field cannot be left blank as this will be necessary for you to identify which tenant the log refers to if TNS come back to you
with a query on the log. Do not put in the tenant’s name as this may create issues in identifying the log in future if the tenant
has multiple applications.

Question 2.
Type of tenancy
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2a) Asks the provider to specify whether or not the tenant has a Starter/Introductory element to the tenancy they have been
given. If the tenant has been given a starter/introductory tenancy, then the box labe lled ‘Yes’ should be ticked and if the tenant
hasn’t been given a starter/introductory tenancy then the box labelled ‘No’ should be ticked.
2b) Refers to the main tenancy, which is either the tenancy they have been given, or the tenancy the starter/introductory will
roll into. This section must be completed and if Starter/Introductory is selected in 2a then please enter the usual tenancy type
the household would roll into, even if this is only provisional and may not eventually be granted. Do not select ‘Other’ if t he
potential tenancy type meets one of the other definitions. Please select the correct tenancy type by ticking the appropriate
box. A tenant code also needs to be provided: this code is internal to the provider’s organisation and can be used to identif y
the log (see above).
2c) If the tenancy in 2b) is a fixed term tenancy the length of this tenancy MUST be filled out to the nearest year. If the tenan cy
is not a fixed term this should be left blank. The length of the fixed term tenancy should exclude any starter or introdu ctory
period.
Where local authority landlords decide to grant a flexible tenancy (i.e. a secure tenancy with fixed term of at least 2 years)
they must, prior to the grant of the introductory tenancy, tell the potential tenant that they intend to grant a fl exible tenancy on
successful completion of the introductory tenancy and the length of that fixed term (see section 137A of the Housing Act 1996
inserted by section155 of the Localism Act 2011).
There is no equivalent statutory (or regulatory) requirement on Private Registered Providers but they are expected, as part of
good tenancy management, to, at the outset of the starter tenancy, set out the type and length of any fixed term tenancy that
was to follow its successful completion in line with their published tenancy policy. If a Provider is unsure of the main tenancy
or what the length of tenancy will be after any starter introductory period, then they should tick ‘YES’ for 2a and enter the
information at 2b and 2c which they consider most likely to be ap plicable.
We would expect the ‘Other’ box in 2b to be used only rarely. Where Providers are including a significant number of lettings in
this category they will be contacted to ensure this is correct.
We would not expect local authority landlords to enter any lettings as assured or assured shorthold tenancies under 2b. We
would only expect Private Registered Providers to enter lettings as ‘Secure’ tenancies in respect of tenancies granted to
existing tenants who were tenants of the same landlord on 15 January 1989.
If a tenancy is granted to an adult for the benefit of someone under 18 years old , this should be entered according to the type
of tenancy granted. Where someone under 18 years old is granted a license this should be entered as a license.
General needs temporary lettings should not be recorded on CORE, and as such a minimum fixed term period of 2 years must
be recorded. For supported housing, temporary lets should be recorded. As only whole years can be recorded in the fixed
term field please round up minimum periods to the nearest year: for supported 1 year may be entered, so please round up
tenancies of several months to 1 year.
If you are unsure how a letting should be classified please contact the CORE Helpdesk on core@team.research-int.com or
0800 046 88 88.

PRP’s only:
We would not expect tenants new to your organisation to be issued with a ‘secure’ tenancy. However, existing tenants when
transferring to another property could still retain their secure tenancy if they so wish.
Please note that ‘fair rent’ tenancies should be recorded as ‘secure’
If your tenant is aged under 18 and is given an equitable tenancy, please record under ‘other’.
Relets to ex-council tenants in LSVT associations with protected tenancies should be recorded as ‘ass ured tenancies’ and not
‘secure’ tenancies.
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Household details
Household characteristics are vital to enable government and the public to understand who is accessing social housing. This
data, collected through CORE, is used extensively by DCLG in monitoring current trends and in the formulation of social
housing policy going forward, as well as to provide a basis for a broad range of official statistics which are published onli ne
and used in parliamentary business.
Complete questions 3 to 9 on this part of the log with the tenant during the lettings interview if possible. Question 10 onwards
can be completed separately.
During the interview the tenant should be informed of the uses of the data, that any answers given will be treated confidentially
and that the information is passed on anonymously (no names or addresses).
As this section requires the tenant’s direct input, for questions 3 to 9 options are available for where the tenant either refuses
to answer or does not know the information requested. If a tenant is unable or unwilling to provide details for one question, it is
still expected that answers will be sought for the remainder of the section questions.
For instance, if the tenant is uncomfortable providing some details on income (covered through questions 6, 7 & 8) each
question should still be asked individually. For instance if the tenant is unable to respond to Question 7 on the proportion of
income from welfare payments, tenants should still be asked for thei r total weekly income (through question 8). Again, if you
are unsure how to proceed please contact the CORE helpdesk.
If you are unable to interview the tenant please use your existing records, where these are not more than three months old.
Use of existing data must be in accordance with the principles of the Data Protection Act 1998.
If extracting data from your housing management systems, the confidentiality comments given when information is obtained
from prospective tenants should allow for sharing of anonymised data with central government for statistical purposes,
however you should verify this is the case. See:
https://www.gov.uk/government/publications/provision-of-social-lettings-data-advice-to-local-authorities

Question 3.
Household Characteristics
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Please ensure tenants are informed of use of this information (Section 2.4, page 10) and their permission is sought if
information is obtained through an interview.
The age, sex, relationship to Person 1 and economic status of the eight eldest household members should be recorded here.
If the letting is made on a single tenancy basis, put the tenant first as Person 1, regardless of age, sex or economic status. If
the letting is on a joint tenancy basis, enter the joint tenants as Persons 1 and 2 with the most economically active or working
person first. If both tenants are working at a similar level or both are not working, then enter the oldest person first.
Age – Enter the age of each household member in years. Use whole numbers for the ages of children. For those aged 0 -1
enter ‘1’ in the box. If the tenant is not willing to provide age details, please update this field with an ‘R’ for refused.
Sex – Enter ‘M’ for male; ‘F’ for female (as defined by the individual) and ‘R’ for refused.
Relationship to Person 1 – Enter the letter that applies:
‘P’ for the partner (e.g. husband, wife, co-habitee, or a partner of the same sex if the couple has entered into a civil
partnership).
‘C’ for dependent children (eligible for child benefit, aged under 16 or less than 20 if still in full-time education). Any household
member under the age of 16 should be recorded as ‘C’.
‘X’ for any other member of the household (e.g. elderly relatives, adult children, lodgers).
‘R’ for refused
Economic status - This should be entered for each member of the household using the codes specified in the log. All
household members who are aged under 16 should be given code ‘9’. Everyone aged 16 or over should be allocated one of
the other codes. Note that those on maternity leave should be coded under either full or part -time work depending on their job.
Temporary workers or agency staff should be coded either as part or full-time workers if currently working, or as a ‘Job seeker’
or ‘Other adult’ if presently not in work (this also applies to short-term contract workers). Voluntary workers should not be
classified as being in paid employment, but should instead be classified using the most appropriate category from those
remaining. Where a tenant does not wish to disclose details of a member of the household’s economic status ‘10’ should be
entered for ‘Refused’.
Working full time - working 30 hours or more per week
Working part time - working fewer than 30 hours per week
Government training/New Deal – on a government training scheme e.g. youth training or is employed within the New Deal
Programme [Note: New Deal, has subsequently been replaced by The Work Programme. For further information please see:
https://www.gov.uk/government/publications/work-programme-dwp-provider-guidance
Job seeker - receiving Job Seeker’s Allowance, actively seeking/available for work
Retired - fully from work; usually in receipt of a state and/or occupational pension
Not seeking work - those caring for small children or other dependants; those choosing to remain at home and so not available
for work, and would not be registered as unemployed/job seeker
Full-time student - aged 16 or more and still in full-time education at school, college, etc
Unable to work because of long-term illness or disability
Child under 16 - all members of the household aged under 16
Other adult - other adult aged 16 years or over who does not fit into categories 1 to 8 [this should be rarely used, so please
contact the Helpdesk if you are unsure how to their status within the other options]
Refused – economic status of a member of the household not disclosed.

Ethnic group of person 1 as defined by applicant.
The question asks for the ethnic group of Person 1 as defined by the tenant. The tenant should be shown the ethnic codes
and asked to classify his or her ethnic group accordingly. You should not answer this question without asking the tenant, either
at the lettings interview or earlier in the application process. If the tenant refuses to answer this question, please code
‘Refused’ (Code 17). If social landlords wish to inform tenants of the purpose of ethnic monitoring in writing, a model
paragraph is provided in Appendix D. Note that the categories used in CORE are the same as in the 2011 Census.

The nationality of person 1 as defined by applicant.
The question asks for the nationality of Person 1 as defined by the tenant. The answer should be based on the country of
citizenship of person 1. For instance, if person 1 is of Somali origin but has been given Dutch citizenship - then code them as:
‘Other European Economic Area (EEA) country’. If the tenant refuses to answer this question code ‘Refused’ (Option 13). The
purpose of this question is to provide information on the citizenship of social lettings for Registered Providers.
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Question 4a and 4b
4a. Has anyone in the household ever served in the British regular armed forces?

Please answer Q4a on the basis of whether any member of the household is currently serving, or has ever served, in the
British Regular Armed Forces. The definition of regular forces is as set out in the Armed Forces Act (2006) and includes the
Royal Navy, the Royal Marines, the regular army and the Royal Air Force. The regular army does not include the Army
Reserve, the Territorial Army or (for the purposes of CORE) National Service. Note that the questions on Armed Forces are
slightly different in the Lettings and Sales log and this is deliberate to reflect different policies for the two areas.
4b. Has anyone in the household been seriously injured/disabled as a direct result of their time and activities serving
as a reservist?
When completing question 4b, please be aware of the following definitions:
‘Seriously injured/disabled’: an injury, illness or disability that is serious enough to affect a member of the household’s
immediate housing requirements and has resulted in them needing alternative housing to meet health concerns or access
requirements.
‘Direct result’: any serious injury, illness or disability sustained (wholly or partly) through service carried out in one of the
reserve forces (defined below). This is opposed to being injured whilst being a reservist but for actions not directly linked to
fulfilling that role.
Reservist: an individual fulfilling a role in the Royal Fleet Reserve, the Royal Naval Reserve, the Royal Marines Reserve, the
Army Reserve, the Territorial Army, the Royal Air Force Reserve or the Royal Auxiliary Air Force [ Armed Forces Act 2006].
Do please also note that whilst questions 4a and 4b are distinct from each other, it is both possible and acceptable to respond
with a ‘Yes’ to both questions. If you need any further guidance on any part of these questions or how they relate to each ot her
then please contact the CORE Helpdesk.

Question 5.
Does the household contain a pregnant woman?

Tick the ‘Yes’ box if a member of the household is a pregnant woman. Tick ‘No’ if no member of the household is a pregnant
woman. If the tenant refuses to answer this question tick ‘Refused’ (Option 3).

Question 6.
Is the tenant in receipt of or likely to be in receipt of the following
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The relevant option of ‘Universal Credit’ or ‘Housing Benefit’ should be selected in either of the following situations:
- The tenant is currently in receipt of either housing benefit or Universal Credit and this will continue in the new tenancy, or
- The tenant will be in receipt of either Universal Credit or housing benefit as a result of the new tenancy.
From 2013 there have been changes to the way some households receive benefits payments, through the introduction of
Universal Credit. This combines benefits schemes into a single payment for the majority of Universal Credit households.
Newer tenancies will be increasingly directed to Universal Credit, which will include a payment similar to ‘housing benefit’ to
help meet the costs of household rent or mortgage interest for the majority of households (for details of exceptions please s ee
below). Existing claimants will still be entitled to standalone Housing Benefit and should continue to select this option if they
receive housing support and are not receiving payments as part of Universal Credit.
These Welfare Reform changes will be phased in across England. Information on relevant changes ef fecting households can
be found at:
Universal Credit: http://www.dwp.gov.uk/policy/welfare-reform/universal-credit/
Occupation Measure: http://www.dwp.gov.uk/policy/welfare-reform/housing-support/
This question should be completed for the current tenancy the Lettings log is being completed for and whether the tenant
qualifies for Universal Credit or Housing Benefit (Neither or Don’t Know) at the point of Letting.
This is not a question about whether the tenant might qualify for Universal Credit sometime in the future.
Where benefit entitlement is not finalised at the point of interview, the provider ma y make an educated calculation
based on whether the tenant has a clear probability of receiving benefit support due to their current circumstances
(e.g. homelessness). If no clear factor would indicate whether the tenant would be entitled to benefit suppor t and their
request is still being processed, then ‘Don’t Know’ should be selected.
If the household does not know which scheme they come under and how they receive their money they should again select
‘Don’t Know’. If they receive no benefits payments then they should select ‘Neither’.
Under the Universal Credit scheme payments will be made directly to claimants, households should therefore be able to
identify whether they participate in this scheme.
Provisions have been made that allow some households in supported housing to have a Supported Exempt Accommodation
[‘S(E)A’] status. Under these circumstances housing costs can be paid outside of Universal Credit. Under these circumstances
it will be possible to receive both Universal Credit and a separate Housing Allowance. Where this situation does occur, for the
purposes of recording the system being used for benefit payment Universal Credit should be selected.

Question 7.
Sources of income of tenant, or tenant and partner

Please tick the appropriate box for the source(s) of income received by the tenant, or tenant and partner - excluding child,
housing or council tax support, and any tax credits (Working Tax Credit, Child Tax Credit):
All – If all the income received is from Universal Credit, state benefits/state pensions or allowances. If the tenant additionally
receives child and housing benefit, council tax support or tax credits, they should still select ‘All’.
Some – If only part of the household’s income comes from state benefits/state pensions
None – If no state benefits/state pensions or allowances are received by the tenant or tenant and partner (other than child and
housing benefit, council tax support or tax credits)
Don’t know – If you are not sure of how the income is derived.
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Question 8.
Tenant’s or tenant and partner’s net weekly income (after tax deductions)

Income information is a key piece of data required to monitor affordability and the allocation of housing to priority groups.
Please make every effort to answer this question (this information may also help you calculate the tenant’s housing benefit
entitlement).
You should collect the income details when you sign-up the tenant and complete the CORE log. If you are using information
from an application form, please make sure that the income figures are not more than three months old. If they are, please
update them to ensure that income information is accurate for the new tenancy.
When asking the tenant for this information it is advisable to explain that the details are needed for general analysis, and that
their specific income figures will remain confidential.
Please note the following three important points when you enter the figures in the boxes:
Figures are net employment earnings, not gross.
The State Benefits and Child Tax credit figures do not include child benefit, housing bene fit, council tax support or interest
from savings. Child benefit will be calculated from information in Question 3 – as such you are not required to complete data
entry for child benefit on the log.
Round up or down to the nearest £ when entering the income figures. You don’t need to enter pence. For example, round
£21.49 to £21, but round £21.50 to £22.
If the tenant provides details of monthly income, you should convert this to a weekly amount by using the following formula
(then ask the tenant if the amount sounds reasonable):
Converting monthly income to weekly income:
Monthly amount (£) x 12 months / 52 weeks
State Benefits – state pensions, pension credits, job seekers allowance, employment support allowance, personal, family and
disability allowances. Do not include child benefit or housing benefit.
Child Tax Credit (this is not child benefit) – the amount of child tax credit received each week which is paid to the person
responsible for the children. The credit consists of a family element, plus an element for each child. An extra amount called the
‘baby’ element is payable if the family includes a child aged under one year. There may also be disability and severe disability
elements. If the tenant receives child tax credit payments at four-weekly intervals, remember to calculate the appropriate
weekly amount.
Occupational / Stakeholder pension (including SERPs) – this is the amount received from any occupational pensions. This
should include State Earnings Related Pension Scheme (SERPs) and income from private pensions.
Earnings from employment / self-employment and other income – this includes net take home pay or income earned through
self-employment after deductions for tax and national insurance contributi ons. Include Working Tax Credit but exclude the
childcare element. The earnings element should include the tenant’s earnings from all sources, and, where applicable, the
earnings of the tenant’s partner. It should exclude any income from any other household member. If the tenant, or tenant and
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partner, is in receipt of ‘other income’, the amount should be included. The ‘other’ income element is any income, such as
child maintenance receipts (calculated on a weekly basis).
If you have been able to obtain only partial income details or if the tenant refused to answer this question, please tick the box
‘refused’. This includes situations where the income is nil but subject to change at the time of sign-up – for instance in cases where
benefits have been applied for but not yet received (If the income has only been partially obtained please do not enter the
depleted amount).
Universal Credit – from 2013 multiple benefit payments are being concentrated into a single Universal Credit payment made
directly to the household; this will eventually be applied broadly across the UK for new claimants. This total may include
payments similar to the current Housing Benefit payments. Housing benefits were previously managed as a standalone benefit
payment and were therefore excluded from Question 8. As households may not be aware of the proportion of their Universal
Credit payment that is the result of a housing allowance we ask that this is not deducted and that the full amount of Universal
Credit received is included in the income. Where S(E)A payment schemes are in place (see Question 6 page 29), the
combined total of all payments should be included in the total.

Question 9a.
In the tenant’s view, what was the main reason the household left their last settled home?

This question is intended to find out why households need rehousing. It should be completed from the tenant’s perspective.
For tenants who immediately prior to this letting had been housed in temporary accommodation (e.g. ‘statutorily homeless’
households), they would need to record their last settled accommodation prior to their temporary placement. If a homeless
household was in temporary accommodation immediately prior to being housed by your organisation, we would like to know
why they lost their last settled home.
Please tick only one box. Where a household left their former home for a combination of reasons the reason which, in the
tenant’s view, was the main one should be indicated. For example, if the household had health or medical reasons for needing
to move, and also required a move because the property was in poor condition, you would need to record the tenant’s decision
as to which of these reasons was the more important.
Permanently decanted from another property owned by this Landlord – if the household was required by the landlord
organisation to move permanently from one property to another owned by the same landlord e.g. to allow for redevelop ment.
The tenant can only be classified under this option if the source of referral (Question 16) is ‘internal transfer’.
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Left home country as refugee – the household left their last settled home to escape persecution. Comple te a log for refugees
and asylum seekers whose claims for asylum have been determined; that is they have been granted indefinite leave to
remain, humanitarian protection or exceptional leave to remain. Do not use this code for these households where they h ave
occupied settled accommodation since leaving their home country. Home Office (Borders and Immigration Agency, BIA)
accommodation is not considered settled accommodation.
Discharged from prison or from long stay hospital or other institution – the household’s last settled accommodation was a longstay institution such as prison or hospital.
Loss of tied accommodation – the household’s last settled home was lost as a result of a household member losing their job
and the accommodation that went with it.
End of Assured Shorthold or Fixed Term tenancy – the household’s previous Assured Shorthold or Fixed Term tenancy has
come to the end of the allocated tenancy term.
Eviction or repossession – the household was evicted from its previous accommodation.
Domestic violence – the household moved to escape domestic violence.
(Non-violent) relationship breakdown with partner – the household left its previous home due to the breakdown of the
relationship with a partner. If there has been domestic violence, p lease indicate the ‘domestic violence’ response rather than
this one. Where young people are forced to leave the parental home ‘Asked to leave home by family/friends’ is a more
appropriate response.
Asked to leave by family or friends – the household had to leave its previous home as a result of pressure from other household
members (other than involving relationship breakdown with partner).
Racial harassment – the household left their former home to escape racial harassment.
Other problems with neighbours – the household left their former home to escape either non-racial harassment or neighbour
nuisance.
Property unsuitable because of overcrowding – the household’s former home was overcrowded.
Under occupation – From 2013 all working age tenants renting from a local authority, housing association or other registered
social landlord will receive housing support based on the need of their household.
The number of bedrooms required for a household depends on the number of people in the household, the age/sex/marital
status of each person and their relationship to each other. The size criterion allows one bedroom for each person or couple
living as part of the household with the following exceptions:
Children under 16 of the same gender are expected to share
Children under 10 are expected to share regardless of gender
A disabled tenant or partner who needs a non-resident overnight carer will be allowed an extra room
This means that those working age tenants whose accommodation is larger than they need (as defined above) may lose part
of their Housing Benefit:
Those with one spare bedroom will lose 14% of their Housing Benefit
Those with two or more spare bedrooms will lose 25%
Further information can be viewed on the Department for Work and Pensions website:
http://www.dwp.gov.uk/policy/welfare-reform/housing-support/
Property unsuitable because of ill-health/disability – the household’s former home was inappropriate for the tenant’s special
needs arising from ill-health or disability.
Property unsuitable because of poor condition – the physical conditions of the household’s former home were unsatisfactory
because of disrepair, dampness, and /or lack of facilities such as hot water, bath or inadequate heating, and the dwelling
failed to meet the minimum standard for housing, i.e. the dwelling contained one or more hazards assessed as serious
(category 1) under the Housing Health and Safety Rating System.”
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Couldn’t afford rent or mortgage – the household sought rehousing owing to financial or mortgage difficulties which threatened
the loss of its accommodation. (Note: if the household was evicted as a result of financial hardship ‘Eviction or r epossession’
should be indicated).
To move nearer to family, friends, school – the household needed or wished to be nearer family, friends or school.
To move nearer to work – the household needed or wished to be nearer to their place of employment.
To move to accommodation with support – the household needed or wished to move into supported housing. Where the
household’s former home was inappropriate for the tenant’s special needs arising from ill -health or disability then ‘Property
unsuitable as result of ill-health or disability’ should be ticked instead.
To move to independent accommodation – the household needed to be rehoused independently and where there had been no
pressure to leave their previous home. Where the household was pressurised to leave then ‘Asked to leave by family/friends’
is a more appropriate response.
Other – the principal reason for housing was not one of those above.
Don’t Know – If the provider or tenant is unable to provide a response, this should be ticked rather than using oth er (this
includes any circumstances where the tenant refuses to provide a response) .

Question 9b.
Was the reason for leaving a direct result of the removal of the spare room subsidy or benefit cap introduced from 2013?

This question is designed to specifically identify whether two policy initiatives have impacted on the need for households to
relocate to new properties in their own opinion:
The removal of the spare room subsidy/‘under occupation measure’ – where households have been classified as residing
within properties deemed disproportionately large for their personal circumstance (defined by bedrooms per permanent
household resident – see ‘under-occupation above’). This was introduced as part of the Welfare Reform Act of March 2012.
For more information on social size criteria, please see http://www.dwp.gov.uk/adviser/updates/size-criteria-social-rented/
The benefit cap – this is a limit to total benefit payments that non-working households may receive, designed to ensure that no
household out of work receives benefit payments in excess of the average working household earnings. Notable exceptions to
this cap include households where a partner or any dependent child q ualify for Working Tax Credit or receive any of the
following: Disability Living allowances; Personal Independence Payments; Attendance Allowances; Industrial Injuries benefits ;
Employment Support Allowance (if paid with the support component); Armed Forc es Compensation Scheme payments; or War
Pension Scheme payments. See: https://www.gov.uk/benefit-cap
The Welfare Reform changes are being phased in across England and more information can be found at:
http://www.dwp.gov.uk/policy/welfare-reform/
When selecting ‘Yes’ due reference should be given to the answer provided in Question 9a on the reason for leaving their last
settled home .Guidance has been inserted in the question itself to highlight the probable responses to question 9a which
would allow a ‘Yes’ option for 9b. These are:
Option
Option
Option
Option

1: Permanently decanted from another property owned by this landlord
6: Eviction or repossession
15: Couldn’t afford rent or mortgage
21: Under occupation
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Question 10.
Does anyone in the household have any specific housing needs in relation to any of the following:

Only one option from a-c and g-h can be selected per log. Option (f) may be selected with one other option from a-c. Please
see definitions for these options below:
Fully wheelchair accessible housing.
Someone in the household uses a wheelchair full time and needs independent wheelchair access to al l parts of the dwelling
and its facilities including shower, kitchen and garden. These tenants would require design standards throughout the dwelling
equivalent to:

Wheelchair Housing Design Guide (Stephen Thorpe and Habinteg Housing Association, 2nd Edition, 2006)
Requires wheelchair access to essential rooms.
Someone in the household uses a wheelchair but does not require full independent wheelchair standard access to all parts of
the dwelling or all facilities. These tenants would require as a minimum a dwelling built or adapted to meet one of the older
wheelchair standards which provide level access, wheelchair accessible bathroom and toilet facilities and some extra space
for manoeuvrability.
Level access housing
Someone in the household has mobility limitations such as difficulty walking and/or negotiating steps but does not use a
wheelchair inside the dwelling. These tenants would require property which, while not built or adapted to a w heelchair
standard, has level access, no steps internally on the entrance level and all facilities available either on the entrance lev el or
with internal lift access.
(f) Other disability requirements
Someone in the household has housing design or adaptation requirements other than those covered by categories (a) to (c).
This includes requirements arising from cognitive or mental health impairment, as well as other mobility aids and adaptations
such as grab rails or adaptations to shower/ bathroom but where the requirement is below the level access standard.
Please note that previous log options:
(d) Requires adaptations relating to a visual impairment;
(e) Requires adaptations relating to a hearing impairment
Have now been removed and all such disability needs should now be recorded under option (f) ‘Other’
(g) No disability requirements
(h) Don’t know
Select option (g) if the household does not require specific housing adaptations, and select option (h) if the information is
unknown.
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Question 11.
The housing situation for this household immediately before this letting

Tick the box that describes the household’s previous accommodation immediately prior to rehousing. For households that
have previously been living in temporary accommodation, the type of accommodation should be specified (e.g. bed and
breakfast, direct access hostel, hospital, rough sleeping, women’s refuge). However, note that the option ‘Any other temporar y
accommodation’ should be ticked where the temporary accommodation was in an RP general needs tenancy i.e. it was not
permanent.
For newly forming households, please record the previous accommodation of Person 1 that was listed in question 3 . If the
tenant was previously living with family in social rented housing but were not the actual tenant of that property i.e. an adult
child living with parent(s), do not record them as LA or PRP general needs tenancy (option 1 or 2), instead tick Living with
friends or family (option 28).
Local authority general needs tenancy – the tenant was a local authority tenant - either the same landlord or another one, and
including Arms Length Management Organisations (ALMOs). This category should not be used for temporary tenancies.
Private Registered Provider (HA) general needs tenancy - the tenant was a tenant of a Private Registered Provider - either the
same landlord or another one. This category should not be used for temporary tenancies.
Owner occupation (private) – the tenant was an owner-occupier in the private sector.
Owner occupation (low cost home ownership) - the tenant was an owner-occupier in a low cost home ownership property – a
form of housing provision sponsored and publicly subsidised through the Homes & Communities Agency (HCA) and
implemented by RSLs.
Private sector tenancy - the tenant was renting in the private sector.
Tied housing or rented with job – the tenant was provided with accommodation by their employer (tied accommodation). This
category should be used for employer controlled key worker housing.
Supported housing – the tenant was living in supported housing owned or managed by a RP or other type of agency.
Housing for older people – housing specially identified for older people and usually provided with warden or scheme manager
support (on site or peripatetic).
Residential care home – registered with the Commission for Social Care Inspection as a care home.
Living with friends or family – the tenant was living with friends or family.
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Women’s refuge – the tenant was living in temporary accommodation that offers safe housing for women who have
experienced domestic violence.
Hospital – where the tenant was an in-patient in a long stay hospital.
Prison/ Approved probation hostel – where prison was the tenant’s only place of residence or an approved probation service.
Direct access hostel – emergency accommodation only. For tenants previously living in a general hostel, please use the
category ‘Any other temporary accommodation’.
Bed and breakfast – the tenant was living in bed and breakfast accommodation.
Mobile home / caravan – the tenant was previously living in a mobile home or caravan as their only or main principle home.
This option doesn’t apply to people using this type of accommodation for a holiday.
Any other temporary accommodation – the tenant was living in non-permanent accommodation including non-static mobile homes.
Home Office Asylum Support – the tenant was living in temporary accommodation organised by the Home Office (Borders and
Immigration Agency, BIA) while their asylum application was being processed. This accommodation may have been
emergency accommodation provided by a Home Office/BIA partner agency, a residential induction centre or dispersal
accommodation provided by a RP or private sector landlord. Please use this option if the tenant had left Home Office/BIA
accommodation within the past three months and had been living in temporary accommodation immediately before this letting.
Children’s home/foster care - the tenant was living in a local authority or voluntary sector children’s home or in foster care.
Rough sleeping – the tenant was bedded down for the night on the streets or sleeping out.
Other – the tenant was living in any kind of accommodation other than the above such as Short life housing (intended only for
use on a temporary basis) or Foyer (where the accommodation is for younger people and is linked to training & employment).

Location of previous accommodation
Question 12a.
Enter the local authority in which the household lived immediately before this letting (including temporary
accommodation).

Enter the name of the local authority in which the household lived immediately before this letting. If the household is a new ly
forming household then enter the previous location of Person 1 as defin ed in question 3.
Enter the relevant ONS local authority code in the boxes provided using the codes given in Appendix F of the CORE Manual.
Note that there are specific codes if the previous location was outside England. Do not leave Question 12a blank as an ONS
code for previous accommodation should always be provided.
Note: Specific standardised ONS codes are assigned where previous accommodation was in Wales, Scotland, Northern
Ireland or outside the UK. Where the previous accommodation was outside the UK please select the ‘Postcode not known’
option box.
For Wales, Scotland and Northern Ireland please enter the postcodes as normal, however the system’s validation will not
recognise them because they are outside England, so you will need to select the option (when entering online):
‘If you are sure the postcode entered is correct but it cannot be matched above please tick here’
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Question 12b.
If the household has moved from settled accommodation (immediately prior to being rehoused), enter the full postcode
for the previous accommodation.

Postcodes should only be completed where the tenant has occupied settled accommodation (i.e. not temporary
accommodation) in the UK immediately prior to being rehoused. Settled accommodation is defined as accommodation in
which the tenant has chosen to live, or where the tenant has lived as their permanent home. The following is not settled
accommodation:
-

Supported housing where the resident is expected to stay less than 2 years
Direct access hostel or very short stay homelessness hostel
Residential care home providing short-term rehabilitation
Hospital
Prison
Approved probation hostel
Bed and breakfast
Short-life housing (where it is either not the choice of the tenant or not considered to be their permanent home)
Living with family (where it is either not the choice of the tenant or not considered to be their permanent home)
Staying with friends (where it is either not the choice of the tenant or not considered to be their permanent home)
Rough sleeping
Any other temporary accommodation (e.g. non-static mobile homes)

For settled accommodation, enter the FULL postcode in the boxes provided. The previous postcode is not required for areas
outside of the UK but is required for England, Scotland, Wales and Northern Ireland. It may be difficult to include postcodes for
newly built homes because of delays in designating postcodes for new schemes. For help with these new ly built homes or if
you need help finding a postcode generally, please use the free postcode finder available at
http://www.royalmail.com/postcode-finder
If you cannot locate the postcode of the previous accommodation please contact the CORE helpdesk on 0800 046 8888 or
core@team.research-int.com
If the household is a newly forming household then enter the previous postcode of person 1, as defined in Question 3, where
this was settled accommodation.
NOTE: It can be difficult for Providers to obtain this information under some circumstances or provide accurate information.
However, some Providers find capturing this data very helpful for them to conduct analysis of movement of tenants. If you do not
require this information and/or are struggling to provide it, you can choose to tick the box confirming that the postcode is not
known.

Question 12c
Enter how long the household has lived in the same local authority as the property being let for a continuous period
immediately prior to this new letting

For households whose previous accommodation is in the same local authority as the property being let, enter how long the
household has continuously lived in that local authority. If the household’s previous accommodation is not in the same local
authority as the property being let then please tick ‘New to Local Authority’. Their previous accommodation can include
temporary accommodation such as B&B.
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If you do not know how long the household has lived in this local authority then please tick ‘Don’t know’. Our expectation is
that all data provider organisations will need to build this information requirement into their data collection systems, if this is
not currently collected.
If the household is a newly forming household then answer the question for Pe rson 1 as defined in question 3.

Question 13.
Immediately prior to this letting, was this household …?

This question allows you to monitor the number of lettings by your organisation to households who were homeless or
threatened with homelessness. Please ensure you also read the following guidance for Question 14 and the definitions in
Appendix G before you answer this question.
If there is any doubt about whether immediately before a letting a household was owed a homelessness duty under Housing
Act 1996 (or which duty may have been owed), please check with the local housing authority before deciding how to classify
the letting.
Not homeless – Immediately before accepting this letting, the household was neither:
-

actually homeless, nor
required to leave their home within 28 days [please note this as part of a definition of homeless]

Very broadly, a person is not homeless if they have accommodation which they have a legal right to occupy and which is
physically available to them and their household and is reasonable for them to continue to occupy.
A person is not threatened with homelessness if they are not likely to become homeless within 28 days.
Found ‘statutorily homeless’ by a housing authority and owed a main homelessness duty – Immediately before accepting this
letting, the household was owed a main homelessness duty by a local housing authority, as specified in Appendix G.
Only households for whom the local authority has accepted a main homelessness duty under the 1996 Housing Act (as
defined in Appendix G) should be classified within this category. This can only be confirmed by the local housing authority that
owed the duty.
Households owed the main homelessness duty will not be homeless (because the authority is required to ensure that they
have accommodation available).
Households in this category may be threatened with homelessness within 28 days, may be living in temporary accommodation
provided under the legislation, or may be staying with friends or family as “homeless at home”.
A Lettings log should not be completed where a general needs unit is provided as temporary accommodation to meet (or, in
the case of an RSL, to assist a local housing authority to meet) a duty to secure accommodation under the homelessness
legislation.
Where a ‘household is being provided with temporary accommodation to meet a duty under the homelessness legislation and
is subsequently allocated a tenancy as a settled home which brings the homelessness duty to an end (e.g. a secure or
introductory tenancy in council stock, or nomination to a starter or assured tenancy in PRP stock) then a CORE log should be
completed for this new letting. (This applies even if the household stays in the same physical home which is then allocated a s
the settled tenancy). In these circumstances, the household should be classified as “Owed a main homelessness duty’
immediately prior to the letting.
Found ‘statutorily homeless’ by a housing authority but not owed a main homelessness duty – Immediately before accepting this
letting, the household was not owed a homelessness duty (other than one of the main duties) by a local housing authority, as
specified in Appendix G.
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This would apply where the household had been accepted as homeless or threatened with homeles sness by a local housing
authority but was not owed a main homelessness duty because the applicant:
did not fall within a priority need group and /or
had become homeless (or threatened with homelessness) intentionally.
Whether or not a homelessness duty was owed can only be confirmed by the local housing authority.
Other homelessness i.e. not found statutorily homeless by a housing authority but considered to be homeless by the letting
landlord – Immediately prior to this letting the household was not owed a homelessness duty by a local authority but was
nevertheless considered by the housing provider to be homeless or likely to become homeless within 28 days.
This would include households who had been referred to a Private Registered Provider by a local housing authority or had
made a direct application to a Private Registered Provider.
This would include households that are being housed as a result of a referral from Social Services under the provisions of th e
Children Act 1989. This will usually be a young person aged 16 or 17, sometimes with a guardian.
Please note: that whether a homeless option is selected or not for this question, will also effect whether a Reasonable
Preference is selected for question 14 (particularly option 1 for 14b). The CORE definition of homeless is the same for both
questions.
Where the household has been recorded as previously being homeless immediately before this letting in question 13 [options
2, 6 or 7] the system will trigger a hard error if for 14b option 1 [‘homele ss or about to lose their home’] is not selected.
Similarly, where option 1 for question 14b is selected and no homeless option for 13 has been selected a hard error will be
triggered for that log. Do note when completing these questions that multiple opt ions may be selected for question 14b.
When completing these questions please refer to the guidance on homelessness featured in the CORE Manual (Appendix G).

Question 14.
14a. Was the household given Reasonable Preference (i.e. priority) for housing by the Local Authority?

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

This question allows you, and Government policy specialists, to monitor the number of lettings to households who were given
priority under the local authority’s allocation scheme through the application of the statutory reasonable preference criteria.
The reasonable preference categories are defined in section 167 of the Housing Act 1996 (replaced by section 166A once the
allocation provisions in the Localism Act 2011 came into force) and are as follows:
-

-

People who are homeless (but not owed a homelessness duty);
People owed a homelessness duty because they have been accepted as unintentionally homeless (or threatened with
homelessness) and in priority need, or intentionally homeless and in priority need; and people accepted as
unintentionally homeless and not in priority need and provided with accommodation at the authority’s discretion;
People occupying unsanitary or overcrowded housing, or otherwise living in unsatisfactory housing conditions;
People who need to move on medical or welfare grounds, including grounds relating to a disability;
People who need to move to a particular locality in the district of the housing authority, where failure to meet that
need would cause hardship.
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The reasonable preference requirements only apply to local authorities and so are only relevant to lettings made by local
authorities within their own stock and nominations made by local authorit ies to Private Registered Providers’ stock. It is not
relevant to direct lets by Private Registered Providers. Private Registered Providers should obtain information on reasonable
preference for nominated lettings from the nominating local authority.
If you do not know the reasonable preference information in relation to the letting, please tick ‘Don’t know’ for Question 14a.
This should also be selected for those lettings where it has not been possible to obtain this information from the local
authority, although every effort should be made to do so.
If the household was determined by the local authority to not be in a Reasonable Preference group then please enter ‘No’ for
Question 14a.
If ‘No’, or ‘Don’t Know’ has been selected for Question 14a, Question 14b should not be answered.
The categories for Question 14b relate directly to the reasonable preference groups set out in the Housing Act, as given
above. Those who are homeless would be recorded as homeless in Question 13 and would be in Reasonable Pre ference
groups (a) or (b) above [note: the definitions of ‘homeless’ is the same for each question and so responses for questions 13
and 14 must match]. Households can fall into more than one reasonable preference group. If this is the case, please tick al l
categories that apply.
Reasonable preference groups may be subject to local interpretation. For example, one local authority may use the bedroom
standard to define overcrowding, while another may use the statutory definition. However, the fact that the re is local variation
does not in itself undermine the value of the information or change how these ques tions should be answered. The
Reasonable Preference categories are set centrally. Local authorities apply these locally to determine who gets priority. You
should complete Question 14 on the basis of whether the local authority has allocated the household to a reasonable
preference group using their definitions.
In addition to the statutory reasonable preference groups, local authorities have the powe r to give "additional preference" to
households in reasonable preference groups that are in urgent housing need. For any of these instances, please just record
the statutory reasonable preference criteria in Q14b, and not the additional preference given.
For further guidance on reasonable preference, please consult the following statutory guidance.
Fair and flexible: statutory guidance on social housing allocations for local authorities in England - November 2009
http://webarchive.nationalarchives.gov.uk/20120919132719/http://www.communities.gov.uk/documents/housing/pdf/1403131.pdf

Allocation of Accommodation: Code of guidance for local housing authorities - November 2002 Revision
http://webarchive.nationalarchives.gov.uk/20120919132719/http://www.communities.gov.uk/documents/housing/pdf/157737.pdf

Question 15.
Was the letting made under any of the following allocations systems?

Please tick either ‘Yes’ or ‘No’ for each option (all three options must receive either a ‘Yes’ or ‘No’ tick). Do not leave any part
of this question blank. Full definitions of these allocations systems are provided in the glossary. Brief definitions are:
Choice-based lettings (CBL) – under a CBL, available vacancies are advertised through media such as loc al newspapers, a
website, or through targeted direct mail. Households registered with the scheme are able to bid for specific properties that
match their assessed requirements.
Common Housing Register (CHR) – A CHR is where Registered Providers set up a single waiting list to receive and process
housing applications. Landlords may or may not adopt a common approach to the prioritisation of applicants, or to determining
the eligibility or suitability of applicants for particular types of vacancy (see CAP).
Common Allocation Policy (CAP) – a common allocations policy is a common system agreed with the local authority and/or
other landlords for determining applicants’ priority for rehousing.
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Question 16.
Source of referral for this letting

The answer to this question should identify how the tenant was selected by your landlord for this particular letting. [You r
landlord = the social landlord who is your employer].
This section of the manual also contains specific instructions for how to answer the question if the letting was made through a
choice-based lettings system, common housing register or common allocation policy. The options are:
Internal transfer – the tenant is being re-housed from another home owned by your organisation. Do not use this option for
tenants moving between a housing association and a local authority on a common housing register or for statutorily homeless
households who were allocated a general needs letting following a stay in temporary accommodation. Ins tead choose another
option from those below.
Tenant applied direct (no referral or nomination) – This includes:
For LAs:
Statutorily homeless households – owed a main homelessness duty
Households registered on your waiting list.
For PRPs:
Households applying directly to you for advertised ‘available to let’ vacancies. The household does not qualify as a nomination
and has not been referred from any other sources listed in this question.
Households registered on your own waiting list (not nominated or referred).
PRP lettings only – nominated by a local housing authority – this includes:
Households formally nominated by the LA including statutorily homeless households owed a main homelessness duty where
they were formerly provided with temporary accommodation by your organisation, if they were formally nominated by the LA
for the letting.
Households treated as a nominee under a choice-based lettings scheme, a common housing register, a common allocation
policy or a post-stock transfer contracted-out LA allocations scheme, as defined below.
PRP supported lettings only- referred by a local authority housing department – households referred to you by a local housing
authority for supported housing but not referred under a formal nominations agreement. Househol ds referred under a formal
nominations agreement should use option 3 ‘PRP lettings only - nominated by local housing authority.’
Relocated through a recognized National, Regional or Sub-Regional Housing Mobility Scheme – Existing social housing tenants
nominated under a Housing Mobility Scheme, include lettings made as a result of a referral under a Housing Mobility Scheme.
The schemes are the Seaside and Country Homes Scheme, the LAWN Mobility Scheme and any other nominations made for
cross regional boundary moves that were not made under separate choice-based lettings schemes.
Other social landlord – Households moving from rented tenancies of other social landlords but not under a national housing
mobility scheme.
Social Services – Households referred to you by a local authority social services department.
Police, probation, prison – Households referred to you by one of the named agencies.
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Youth Offending Team – Households referred to you by the Youth Offending Team.
Community Mental Health Team – Households referred to you by an agency working in community mental health .
Health service – Households referred to you by an agency in the health service, including a GP.
Voluntary agency – Households referred to you by a voluntary organisation e.g. Citizens Advice Bureau, Advice Centres and
Law Centres.
Other – any moves not covered by any of the categories listed above.

How to record lettings made under a choice-based lettings scheme (CBL), a common housing register
(CHR), and/or a common allocations policy (CAP).
Lettings should always be classified within the standard framework of responses provided for in Q16, even if they are made
under a choice-based lettings scheme (CBL), common housing register (CHR), common alloca tions policy (CAP) or post stock
transfer contracted-out LA allocation scheme. It is, however, recognised that there may be difficulties in defining ‘source of
referral’ in these circumstances, and guidance is set out below.
If you operate a CBL, CHR or CAP:
Lettings to an existing tenant of the landlord transferring within the landlord’s own stock should always be classified as
‘Internal transfer’ (Q16, option 1), except lettings to statutorily homeless households owed a main homelessness duty who are
moving from temporary accommodation provided by your organisation (even if household stays in the same home).
LAs only:
Lettings to statutorily homeless households owed a main homelessness duty should be classed as ‘Tenant applied direct (no
referral or nomination)’ (Q16, option 2) except where the household’s application for accommodation was the direct result of a
referral by another agency.
PRPs only:
Where common prioritisation criteria have been agreed between Registered Providers (either by way of a com mon housing
register, common allocations policy or joint CBL scheme) then a letting for an applicant who is not an existing tenant of the
landlord should be treated as “PRP Lettings only - nominated by local housing authority” (Q16, Option 3) even if the v acancy
is not subject to formal nomination rights. (This is because by agreeing common prioritisation the outcome is the same as if
the vacancy were subject to formal nomination rights).
Lettings to applicants prioritised according to the PRP’s independent prioritisation criteria (where these are not common to
those of the LA) should be classified as ‘Tenant applied direct (no referral or nomination)’ (Q16, option 2) unless their ini tial
application was the result of a referral by another agency (Q16, optio ns 7-16).
How to record lettings made under post-stock transfer arrangements where the LA allocation function is managed by a Private
Registered Provider under contract to the local authority.
Lettings to your existing tenants transferring within your landlord’s own stock should be classed as ‘Internal transfer’ (Q16,
option 1) except lettings to statutorily homeless households owed a main homelessness duty moving from temporary
accommodation provided by you, the landlord (even if the household stays in th e same home for the settled tenancy).
Lettings to statutorily homeless households owed a main homelessness duty should be classed as ‘PRP lettings only –
nominated by local housing authority’ (Q16, option 3).
Lettings to new applicants (i.e. non-transfers) where common prioritisation criteria have been agreed between Registered
Providers (either by way of a common housing register, common allocations policy or joint CBL scheme) should be treated as
“PRP lettings only - nominated by local housing authority” (Q16, Option 3) even if the vacancy is not subject to formal
nomination rights.
Lettings to applicants prioritised according to the PRP’s independent prioritisation criteria (where these are not common to
those of the LA) should be classified as ‘Tenant applied direct (no referral or nomination)’ (Q16, option 2) unless their initial
application was the result of a referral by another agency (Q16, options 7 -16).
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Rent and other charges
Question 17.
Rent and Other Charges Periods

Please tick the relevant box ensuring that amounts in 18a, 18b and 18d are calculated using the same charge period.
If the weekly charge period does not meet any of the above options, enter the household’s rent period in the section beneath
the main 3 options. Please ensure that this same rental period is used when calculating rent in question 18.
Note: If a range of ’53’ weeks is used for a tenancy, please contact the CORE Helpdesk.

Question 18.
Rent and Charges
Complete only one section – A or B or C

Please note that if completing Section A, the total of elements i) to iv) should be totaled and entered at v).
18a. Rent and charges
Basic Rent – Enter the basic rent exclusive of any service charge or other charges for the unit (and for the perio d selected for
question 17).
Service charge (eligible for HB or UC) - Enter service charge, if any, which is eligible for housing benefit or Universal Credit
(e.g. the provision of services such as cleaning). Most service charges are eligible, with the exc eption of heating and hot water
charges which should be shown in (c) personal service charges. If the landlord is able to separate out furniture costs from
basic rent, please include this amount within Service charge (eligible for HB or UC). An amount should be added only for the
use of furniture - do not include if the furniture becomes the tenant’s property. Do not include any amount which may be
charged for water rates in the charges (service or personal). Guidance on which charges are likely to be eligi ble for Housing
Benefit or Universal Credit are included in the Housing Benefit and Council Tax support manual available from the Department
for Work and Pensions (www.dwp.gov.uk).
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Personal service charge (not eligible for HB or UC) - Enter any other charges payable. These should include all other service
charges that are ineligible for housing benefit or Universal Credit (e.g. heating, hot water). Do not include any amount which
may be charged for water rates in the charges (service or personal).
Support charges (charges made to fund housing-related support services included in the tenancy agreement) - Enter where a
support charge is included in the tenancy agreement. If the information is not available, care must be taken to ensure that
support charges are not added to any other line (rent or service charge) or the total charge. Housing related support enables a
person to live independently or sustain their capacity to do so. Examples of su ch support could include:
Development of living skills
Enabling access to education or employment
Support to manage a tenancy
Empowering a person to access leisure activities, social networks and achieve inclusion
Recording of the support charge is optional, and the support charge can be left blank. This change has been made so that
support providers acting as managing agents are not obliged to share this information, which may be commercially sensitive.
v) Total charge (i + ii + iii+ iv) - Enter the sum of all the above elements. It is important that only the charge to the tenant is
shown on the log and not income from other sources such as grant aid. The charge shown on the Lettings log will normally be
the same as that shown on the tenancy or license agreement. However, water rates should be excluded from the rent and
charges recorded on the CORE log even if they are included in the tenancy or license agreement.
18b. Charges for Care Homes

Care Homes are registered with the Commission for Social Care Inspection (under the Care Standards Act 2000) as providing
personal care or nursing care.
The charge for a Care Home should be shown as the total amount for a placement for the period in Question 17.
18c. Please tick if there is no charge to the occupant for the accommodation
If there is no accommodation charges please tick this option. This may be where a social services authority covers the total
costs of the accommodation and support and as a consequence there is no charge to the resident.

Question 18d.
After housing benefit payment is received, will there be an outstanding amount for basic rent (18ai) and/or benefit eligible
charges (18aii)?

This question was added to record whether further payments are required by the tenant to cover rent charges eligible for
Housing Benefit support, only if the household will be or is actually in receipt of Housing Benefit.
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The rent charges that are eligible for Housing Benefit support are: basic rent (indicated in 18ai); and service charges (18aii). If
the tenant is required to make up the difference on these rent charges (covered in 18ai and 18aii) then please select ‘Yes’
and enter the amount. If final Housing Benefit entitlement is not known, this should be a ‘best estimate’.
In summary:
If Housing Benefit is not received – do not complete this question
If Housing Benefit is equal or greater than [18ai + 18aii] – select ‘No’
If Housing Benefit is less than [18ai + 18aii] – select ‘Yes’ and enter the additional amount that must be paid.
Again, please use the same rental period as used from question 17. Universal Credit tenancies need not complete this
section.

Question 19.
Key dates

Void date
For newly built properties being let for the first time, enter the practical compl etion date. This is the date on which ownership of
the property or its legal title is transferred to the landlord i.e. the date that someone can legally take up residence in th e
property.
For newly acquired properties being let for the first time, enter the date on which the landlord took ownership of the property
(i.e. the legal ‘completion date’).
For existing homes being relet enter the date the property became legally void with the ending of the tenancy of the previous
occupier. This should be the same date as the termination date of the former tenant’s rent account. This may vary in the
following circumstances:
Short Stay schemes – if it is not possible to enter a void date and/or a major repairs completion date because the letting is in a
supported scheme which is very short stay, please tick the box provided. The void date must not be left blank for any other
lets.
Stock transfers – where a property is void at the time a stock transfer takes place and is subsequently let, the date on which
the stock was transferred should be entered as the void date. The organisation taking ownership of the property is not
responsible for the void period prior to the transfer.
If a property has been occupied by a tenancy that falls outside the ‘normal’ tenancy agre ement process e.g. temporary general
needs lettings, decants, or has been occupied illegally, the void date entered for CORE should be the date on which the most
recent temporary tenancy or decant ended.
Examples of what might be covered by these ‘abnormal’ property occupations are where:
Property has been ‘requisitioned’ by the police
Properties taken out of circulation pending demolition – decision to demolish reversed
Properties occupied illegally e.g. by squatters.
Please only enter figures in the date boxes, e.g. 12/05/15 for 12th May 2015.

Major repairs completion date
Where major repairs were carried out during the void period, enter the date these works were completed, i.e. the date the
property was handed over by the contractor or works department. This may be marked by, for example, the transfer of keys to
the housing management team and/or the property being designated as ‘available for letting’. Works are only defined as Major
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Repairs if they are carried out to properties that have previously been let; where rehabilitation work to newly acquired
properties has been carried out, the date of completion of this rehabilitation work should be entered under ‘Void (or new bui ld
handover) date’ and ‘Major Repairs completion date’ should be left blank.
A ‘Major Repairs completion date’ should be entered where the scale and extent of the works that are required on the property
meet the definition of Major Repairs - please see Glossary.
If no repairs took place, or if the work carried out does not meet the definition of major repairs provided in the glossary, this
date should be left blank.
Please use the following date format to enter figures in these boxes, e.g. 12/05/15 for 12th May 2015.
If the Property is let on Affordable Rent for the first time, the void date must be specified as the date it was first marketed as
Affordable Rent and for being relet at an Affordable Rent follow the guidance above.

Question 20.
How many times has this unit been previously offered since becoming available for letting?

Record the number of unsuccessful tenancy offers of the property since it became ava ilable for letting. For example, for a
property being let at the first attempt record ‘0’. If this offer is the second during the current void period, record ‘1’.
Please count offers of properties even if they are made before the property becomes vacant. For these purposes a ‘tenancy
offer’ is defined as any offer recorded on the landlord’s internal information systems or on the property fi le. This includes offers
made orally, so long as they were recorded.
Similarly, under Choice-based Lettings (CBL) systems, a tenancy offer takes place following the confirmation of the most
eligible applicant. Where this applicant turns down the offer and the tenancy is let to the next applicant in line, this would
constitute one tenancy offer refusal. Hence, under CBL please record the number of times a unit is not accepted by an
applicant in each vacancy cycle.
Do not include offers withdrawn because they were subsequently found to be inappropriate to the applicant’s needs.
For lettings of bed spaces within shared units in supported housing, enter 0 for the number of previous offers.
If the property was previously offered as a Social Rented property immed iately before its conversion to Affordable Rent, only
the number of offers as an Affordable Rent property should be included.

Question 21.
Property reference
These blank boxes should be used to enter your own property reference for the letting. By enter ing a code here, you will be
able to cross-reference this Lettings log to other records held by you. This code is likely to come from the property reference
and/or the rent accounting records held on your computer. Please use a code and do not enter the ad dress. It will help you to
trace the letting should there be a query on the log.
Lettings in supported housing schemes can omit all remaining questions (Q22 to 28). Property information for supported
housing is collected via the management group log. However, the online data submission system will still allow users to record
answers to these questions, for supported housing, if they wish to use the information for internal data analysis.
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Property details
Question 22.
Number of bedrooms

Enter the number of bedrooms in the unit to which the letting refers. For bedsits enter one bedroom. If the property is share d
enter the number of bedrooms occupied by this household.

Question 23.
Type of unit

Tick the relevant box for flat/maisonette, bedsit, house/bungalow, shared flat/maisonette, or shared house/bungalow. A shared
unit is where a household has to share facilities with another household, for instance a bath/shower, WC or cooking facilitie s.
Tick ‘Other’ for any other kind of property.

Question 24.
Type of building

Please tick the relevant box.
Purpose built – if the property was built for its current housing purpose and layout. It can be a house, bungalow or block of
flats. Select this option for both new-build properties and those constructed previously as purpose built properties.
Converted from previous residential or non-residential property – Examples include: houses into flats; bedsits into houses; or
offices into flats. Under these circumstances the property could have been converted to residential use from non-residential
property or has been remodeled to create a different number of units in an existing residential property.

Question 25.
Is property built or adapted to wheelchair user standards?

Wheelchair-accessible housing is suitable for someone who uses a wheelchair and offers full use of all its rooms and facilities.
Fully wheelchair-accessible housing is designed or converted according to standards set out in the Housing Corporation
Design Quality Standards 2007 or the Wheelchair Housing Design Guide (Stephen Thorpe and Habinteg Housing Association,
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2nd Edition, 2006). If the unit is designed to these standards, tick ‘yes’. The guide is available from www.brebookshop.com and
further details are on the association’s website www.habinteg.org.uk
[Details of the essential features of properties that meet these standards are described in the glossary under ‘Wheelchair User
Standards’].
Tick ‘no’, if it is designed to meet another standard. This is likely to apply to older properties that have been substantial ly
adapted to meet the needs of wheelchair users but do not meet the full requirements of the Housing Corporation Design
Quality Standards 2007 or the Wheelchair Housing Design Guide 2006.

Question 26.
If this is a relet, was the property most recently let on:

This question should only be completed for relet properties. If the property is being let as either a new build or a first time
letting, please leave this question blank.
These property definitions should be made wherever possible. If the property was not let at Affordable Rent immediately
before the current log letting then it should be recorded as let on a Social Rent basis, even if the new household would let the
property in the future as Affordable Rent.
Please see the definition on Affordable rent versus Social housing on page 19 of this manual or otherwise consult the HCA
website: http://www.homesandcommunities.co.uk/ourwork/affordable-rent
If it is unknown what the property was let as before the current letting then please select option 3.
Please note: validation has been added to link how you respond to this question with responses to other questions on the
CORE Lettings log:
General Needs: If Q26 is left blank (indicating it is a new build/first letting) then option 1 in Q27 must be selected. If an y other
option is selected for Q27 (indicating it is a relet) then the system will require you to select one of the options for Q26 a nd you
may not leave this question blank.
Supported Housing: whilst Q22- 28 are optional for supported housing, if you select option 1 for Q1d (indicating it is a first
letting) the system will require you leave Q26 blank.

Question 27.
Reason for vacancy
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If you are converting a property from Social Rent to Affordable Rent you should record it as the relevant re-let (reason for relet reflecting the reason why the property became vacant before its conversion to Affordable Rent terms), not as a first let .
First let should only be selected if the unit is being let for the first time following con struction, property conversion,
rehabilitation or acquisition and not if it is being converted from Social Rent to Affordable Rent.
The definitions of the categories for this question are:
First let of newbuild, conversion, rehabilitation or acquired property – tick this if you are letting the unit for the first time following
construction, conversion, rehabilitation or acquisition.
Relet – tenant evicted due to arrears – the previous tenant had payment/rent shortfalls and so was evicted from the property
Relet – tenant evicted due to ASB or other reason – the previous tenant was evicted because of anti social behaviour or other
reasons
[Please Note: If there are two reasons why a household has been evicted, namely having both arrears and an ASB, then onl y
‘Relet – tenant evicted due to arrears’ should be selected]
Relet – previous tenant died (no succession) – void created by the death of a tenant where there is no statutory right to
succession.
Relet – tenant moved to other social housing provider – previous tenant moved to either another LA or PRP. Example situations
where this would occur include the following instances:
LA letting: the previous tenant moved to a home owned by another LA or PRP.
PRP letting: the previous tenant moved to a dwelling owned by a LA or PRP.
Relet – internal transfer – the previous tenant moved to another dwelling owned by your organisation.
Relet – tenant abandoned property – void created by abandonment of tenancy, where the former tenant left without notice. A
situation where a property was vacated without notice, but where eviction proceedings were already under way, should be
classified as an abandonment if the former tenant left before a bailiff warrant was obtained or executed.
Relet – tenant moved to private sector or other accommodation – void created by former tenant moving:
-

To the private rented sector.
To buy a property.
To move into an existing household (irrespective of tenure) – e.g. where a single person moves to join a partner who
already owns a home or has a tenancy.
Into institutional accommodation – e.g. catering for older people.
Out of the country – emigration.

Relet – to tenant who occupied same property as temporary accommodation – tick this if you are converting a temporary letting
in a property to a permanent letting to the same tenant.
How to record lettings made in acquired stock or following transfer:
At transfer, Large Scale Voluntary Transfer organisations are not required to complete a CORE log for all of the transferred
tenancies (although new tenancies are created, it is not practical for the new organisation to complete logs at the point of
transfer). However, subsequent lets should be classed as relets.
Tenanted stock acquired from other PRPs or private sector - when a sitting tenant is issued with a new tenancy, a CORE log
should be completed and this should be recorded as a first let. Subsequent lets should be recorded as relets.
Non-tenanted PRP/private sector property - first lets should be classified as first lets.
Tenanted stock acquired through merger - do not fill out a CORE form for existing tenants transferring as part of merger.
Subsequent lets are then relets.
Vacant stock acquired through merger should be classed as relet upon the first let.
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Question 28
Location of property

Enter the name of the local authority in the space provided and the relevant ONS local authority code in the top nine boxes
using the codes given in Appendix F.
Enter the FULL postcode in the boxes provided. It may be difficult to include postcodes for newly built homes because of
delays in designating postcodes for new schemes. For help with these new built homes or if you need help finding a postcode
generally, please use the free postcode finder available at http://www.royalmail.com/postcode-finder
If you cannot locate the postcode of the property please contact the CORE helpdesk on 0800 046 8888 or
core@team.research-int.com
If previous postcode (Q12b) and new postcode (Q28) are the same, please tick - Tick this box if the tenant’s previous
accommodation postcode (Question 12b) has not changed. Do not tick this box if the previous accommodation was temporary.
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Section 3.5
The CORE Lettings log version 2 (02/03/2015)
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Section 3.6
Creating Management Groups and
Schemes on the CORE website
Management Groups are created to organise different Management Schemes. Management Schemes in turn contain property
and client group specific details which are then referenced when completing each Supported Housing log (Question 1c).
Every Supported Housing letting must reference a Management Scheme. As such, every property used for Supported
Housing must be set up under a Management Scheme. Each Management Scheme must have a Management Group to
identify it.
All these details should be completed through the CORE website: https://core.communities.gov.uk
After submitting a new Management Group, providers should notify the CORE Helpdesk who will need to approve it and
update its status to ‘Current’. Individual Schemes can then be assigned to a Management Group once its status is updated.
Similarly, when new Management Schemes are created these will also need to be approved and have their status updated by
the CORE Helpdesk, after which they can be used when submitting a Supported Housing lettings log.
Once Management Group and Scheme information is registered on the CORE website , when data providers enter a lettings
log they only need to type in the specific Group and Scheme reference code in question 1c and do no t have to complete the
property specific questions 22- 28 (which are a requirement for General Needs logs).
Landlords should not group properties or schemes together in the same management group where they are managed by
different managing agents. Nor should landlords group directly managed schemes with those managed by other bodies. Within
these limitations, landlords may define each management group as they choose, for example by type of services provided or
the client group housed.
For full details on how to set-up and complete the registration of Management Groups and Schemes please see the CORE
Online User Guide, available through viewing the ‘Learn about CORE’ section of the CORE website and looking under the
‘Guides and Manuals’ section. Alternatively, please feel free to contact the CORE Helpdesk if you have any questions on 0800
046 8888 or core@team.research-int.com
To determine whether a unit is supported housing in CORE, please consult Section 3.3 of this manual and the glossary.
Please note that there is a maximum of 999 Schemes to a group. This count includes any previously dropped schemes .

Submitting Management Groups and Schemes
You can review and submit Management Group/Schemes directly on the CORE website. For advice on this facility please
email the CORE team at: core@team.research-int.com or telephone 0800 046 8888.

Management arrangements
Please choose one of the management arrangement options shown below. Where a landlord is only responsible for providing
basic housing management services, and care and support services are provided by another organisation, this arrangement
should be treated as directly managed by the landlord.
Directly managed by owning RP
Managed by another RP (acting as managing agent)
Managed by a voluntary organisation
Managed by another organisation

Scheme address
Please enter the name and address of the scheme. If the address of any scheme is confidential then please enter
‘confidential’ or description into this field.
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Postcode
Write here the full postcode information. If the scheme is confidential please tick confidential.

Local authority name
Please enter the name of the local authority in which the scheme is located.

Number of units/bedspaces
Please enter the number of bedspaces in the scheme or the number of self-contained units. Do not include bedrooms or units
which accommodate wardens, scheme managers, volunteers or sleep-in staff. Where the scheme combines shared and selfcontained housing, enter the total number of bedrooms and s elf-contained units providing supported accommodation on
different lines of the log (see Unit Type).

Scheme Type
Please enter scheme type using the codes specified.
Housing for older people
Foyer
Direct Access Hostel – shared accommodation providing residents with access to facilities to prepare meals
Other Supported Housing Scheme – all other schemes which fall outside of the above categories

Unit type
Please enter the unit type using the codes outlined. Where a scheme combines shared and self -contained housing, please
separate the different unit types. Continue the scheme details on the next line, using dittos (‘) for the scheme name, and
indicate the collective scheme on the log using brackets. One scheme code will be allocated for each group of units of the
same type.
•
•
•
•
•
•

Self-contained flat/bedsit
Self-contained flat/bedsit with common facilities
Shared flat
Shared house/hostel
Bungalow
Self-contained house

Registration
Please identify whether the scheme is registered under the Care St andards Act 2000.
Not registered: A housing scheme either in self-contained or shared housing which is not registered as a care home under the
Care Standards Act 2000.
Part registered: A housing scheme which has a proportion of units/bedspaces that are registered as a care home under the Care
Standards Act 2000, and other units in the same scheme that are not registered.
Care home providing personal care: A housing scheme registered under the Care Standards Act 2000 as a care home where
the primary purpose is to provide personal care.
Care home providing nursing care: A housing scheme registered under the Care Standards Act 2000 as a care home where the
primary purpose is to provide nursing care.

Support Services (provided with the accommodation)
Please choose one of the support service options shown. The type of support service relates to that provided at lettings stage
to a resident (which is part of a scheme for the purpose of the Management Group log).
Low levels of support (visiting staff once a week, fortnightly or less): This service involves providing housing related support,
such as welfare advice, helping maintaining a tenancy and putting residents in touch with life skills services.
Medium levels of support (staff on site during the day/or frequent visits – some out of hours cover): This service
involves providing a more housing related support service which may also include informal counselling and support to
residents.
High levels of care and support (24 hour cover): A very intensive level of staffing provided on a 24-hour basis. This may include
an intensively staffed hostel or a care home providing personal care and support.
Nursing care services: This service involves providing nursing care to people in a care home
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Mobility Standards
Please choose one of the mobility options shown below.
Property designed to wheelchair user standards: This is housing designed or converted to the Housing Corporation’s Design &
Quality Standards (2007). The higher performance levels required will be satisfied by full compliance with Wheelchair Housing
Design Guide (Stephen Thorpe and Habinteg Housing Association, 2nd Edition, 2006).
Property fitted with equipment and adaptations: Where an existing property has been fitted with aids and adaptations, e.g.
stairlifts, ramps, level access shower, grab rails.
None: Properties not designed to wheelchair standards or fitted with any equipment and adaptations as defined in the above
mobility options.

Supporting People funding
Please indicate whether the scheme receives Supporting People funding or is eligible for this funding. A scheme would be
eligible where it is subject to a Supporting People contract with the administering authority. This includes schemes with Block
Subsidy contracts, where the eligibility of individual tenants for Supporting People funding will be determined by ‘fairer
charging’.

Intended Length of Stay
The categories for intended length of stay make a distinction between permanent and non -permanent accommodation. The
categories are as follows:
Permanent (P): Provides a home for life with no expectation or requirement for the tenant to move on.
Non-permanent: There is an expectation that the tenant should move on to permanent accommodation. The intended length of
stay is classified as either:
M. Medium stay – more than a year, but with an expectation to move on
S. Short stay – up to one year
V. Very short stay – up to one month

Client group codes
Please choose at least one, but no more than two, client group codes. The client group shown under 1 should be the primary
client group, and under 2, the secondary client group.
A
B
D
E
F
G
H
I
L
M
N
O
P
Q
R
S

People with physical or sensory disabilities
People with HIV or AIDS
People with learning disabilities
People with mental health problems
People with drug problems
People with alcohol problems
Offenders and people at risk of offending
Refugees (permanent)
People at risk of domestic violence
Older people with support needs
Single homeless people with support needs
Homeless families with support needs
Young people leaving care
Young people at risk
Teenage parents
Rough sleepers

LIST OF CODES FOR ANALYSING MANAGEMENT GROUP AND SCHEME DATA
Management arrangements (choose one code)
D Directly managed by owning landlord
R Managed by another landlord (acting as managing agent
V Managed by a voluntary organisation
O Managed by another organisation
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Scheme Type
7
4
5
6

Housing for Older People
Foyer
Direct Access Hostel
Other Supported Housing

Unit type (choose one type)
1
2
3
4
6
7

Self-contained flat/bedsit
Self-contained flat/bedsit with common facilities
Shared flat
Shared house/hostel
Bungalow
Self-contained house

Registration under the Care Standards Act 2000 - (choose one code)
1
2
3
4

Not registered
Part registered as a care home
Care home providing personal care
Care home providing nursing care

Support services (provided with the accommodation - (choose one code)
2 Low levels of support (visiting staff once a week or fortnightly or less) to an accommodation based support service
3 Medium levels of support (staff on site during the day/or frequent visits with some out of hours cover) to an accommodation
based support service
4 High levels of care and support (24 hour cover) to a care home or similar provision
5 Nursing care services to a care home
Mobility standards
W. Property designed to wheelchair user standard
A. Property fitted with equipment and adaptations (if not to above standards)
N. None
Intended length of stay
P. Permanent
M. Medium stay (more than one year, but with an expectation of move on)
S. Short stay (up to one year)
V. Very short stay (up to one month)
Client group
A
B
D
E
F
G
H
I
L
M
N
O
P
Q
R
S

People with physical or sensory disabilities
People with HIV or AIDS
People with learning disabilities
People with mental health problems
People with drug problems
People with alcohol problems
Offenders and people at risk of offending
Refugees (permanent)
People at risk of domestic violence
Older people with support needs
Single homeless people with support needs
Homeless families with support needs
Young people leaving care
Young people at risk
Teenage parents
Rough sleepers
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Section 3.7

Glossary for Lettings
Assignment
Assignment is a transfer of tenancy from a sole tenant to another person, which is as a result of a request from the sole ten ant
to hand over their tenancy (“assign it”) rather than as a result of the death of the tenant. Essentially, the same rules appl y as
with a succession: the proposed assignee must be the tenant’s spouse or partner, or a family member that has lived in the
property for 12 months prior to the assignment. The assignee must show that the property is their only or principal home.
Secure or assured tenants have only one right to succession in law. However, some social landlords may have a ‘second
succession’ policy which allows them to agree to an additional assignment in exceptional cases.

Choice-based letting (CBL)
Under a choice-based lettings scheme, available vacancies are advertised through media such as local newspapers, a
website, or through targeted direct mail. Households registered with the scheme are able to actively apply (i.e. “bid”) for
specific properties that match their assessed requirements. Applications for each property are ranked according to the
applicant prioritisation criteria published, and the property offered to the applicant with the highest priority.
A choice-based lettings scheme may be run by one or more local authorities, a Private Registered Providers or group of
Private Registered Providers, or one or more local authorities in partnership with Private Registered Providers.

Common Housing Register (CHR)
A Common Housing Register is where Registered Providers set up a single waiting list to receive and process housing
applications. Common administrative procedures apply, and applicant details will usually be entered on a database to which
all partners have access.
Registers and waiting lists are held by each participating landlord and merged into a common list. Landlords may or may not
adopt a common approach to the prioritisation of applicants, or to determining the eligibility or suitability of applicants f or
particular types of vacancy (see Common Allocations Policy).

Common Allocations Policy (CAP)
A Common Allocations Policy is where two or more landlords adopt a single system for prioritising applicants. This often take s
place in the context of CBL or CHR systems and includes CHRs where a stock transfe r association is administering the LA
housing register on behalf of an LA, as well as its own lettings system, using a common selection policy .
Participating landlords may remain free to apply their own:
eligibility/exclusion criteria (e.g. unacceptable behaviour, rent arrears)
Criteria for determining “suitability” (e.g. in matching household and property size) including operating their own local
lettings policies.

Decants
These are units that are being held vacant to accommodate tenants whose properties are due to become uninhabitable
because of improvement, repair or other work. These units can be used to rehouse tenants permanently or temporarily until
the tenant can return to their former home. In CORE, a letting is recorded only for tenants moved perm anently and not
expected to return to their former home.

Floating support
Floating support is delivered to residents in general needs stock with the expectation that the support will ‘float off’ when the
need for support ceases.
Please note: Lettings to residents receiving floating support at the time of letting were previously recorded as supported
housing lettings. These should now be recorded as general needs lettings.

General Needs housing
General needs housing covers the bulk of housing stock for rent and includes both self-contained and shared housing. This is
stock that is not designated for specific client groups requiring support or does not have the special design features that a re
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specific to housing for older people and supported housing (see entries for these terms in this glossary). Where additional
support is offered to all residents as a matter of course this stock is not general needs (see definition of supported housin g).

Housing for older people
Properties described as housing for older people should be recorded as supported housing if they are specifically designated
for older people (regardless of the actual characteristics of each tenant) and/or if they incorporate the range of basic facilities
and special design features set out below. The distinctive design features should be over and above lifetime homes
adaptations to general needs properties. The age of tenants actually resident is not a defining feature.
The Department for Communities and Local Government divides housing for older people into three types:
Housing for older people (all special design features)
Housing for older people (some special design features)
Designated supported housing for older people
All are classified as supported housing within CORE.
Tenants in ‘housing for older people (all special design features)’ or ‘housing for older people (some special design features)’
should have access to support services as need arises to enable them to live in the property for the rest of their li fetime.
Access to support services means that, at a minimum, a process is in place to assist in accessing and/or signposting tenants
to support services that they need.
For designated supported housing for older people, support services must be in place, p rovided by your organisation or by
another support provider.
If housing is targeted at a client group such as older people, but does not possess appropriate design features and does not
have a designated support purpose, then this housing should be recorde d as general needs.
In 2004/5, designated supported housing for older people was classified as general needs accommodation within CORE. This
characterisation was amended and if participating organisations have properties of this type they should complete
Management Group record for these properties as they now fall within supported housing.
In the case of schemes or buildings that have some units or parts of a building that do not qualify as supported housing eith er
by design or by designation, you should record lettings in the units that do not meet the criteria as general needs .
Housing for older people (special design features).
Includes remodeled or purpose built grouped housing that has all basic facilities and at least one of the special design
features listed below. The property must have access to support services to enable older people to live there for their lifetimes.
In addition, if there is more than one story there must be a lift.
Basic facilities: The scheme or main building must have basic facilities of a laundry for residents and/or washing machines in
living units or provision for washing machines to be installed. The scheme must have a communal lounge for people to meet
in.
Special design features:
-

The whole scheme including entrances and the buildings that comprise it must be designed to wheelchair user
standards
Living units must have walk in showers or bathrooms adapted for people with mobility problems or wheelchair users
Bathrooms in living units that are wheelchair standard must meet the criteria for adapted bathrooms
Living units must have kitchens that are designed to wheelchair user standards
There must be a bathroom with provisions for assisted bathing

Designated supported housing for older people
Includes buildings with some or none of the special design facilities and features listed above but which provide
accommodation specifically designated for older people requiring support, with support services in place that are provided by
your organisation or by another support provider.
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Major Repairs
Key dates are recorded in order to monitor void turnaround periods in the sector. For Registered Providers, the void period is
calculated from the day after the last day of the tenancy or a major repair until the day before the tenancy start date. A ‘Major
Repairs completion date’ should only be entered where the scale and extent of the works that are required on the property
meet the definition of Major Repairs.
Major repairs are works which could not reasonably be carried out with a tenant in occupation, and which need to be carried
out in a property while it is vacant. They involve remedial works that are necessary for the property to remain habitable; th ey
would include structural repairs, site works and service installations. If a tenant has been permanently decanted in order for
works to be carried out, then these are major repairs for the purposes of CORE.
Major repairs may be capitalised, however this is not a deciding factor because organisations’ accoun ting practice may vary.
Works are only defined as Major Repairs if they are carried out to properties that have previously been let; where rehabilita tion
work to newly acquired properties has been carried out, the date of completion of this rehabilitation work should be entered
under ‘Void (or new build handover) date’ and ‘Major Repairs completion date’ should be left blank.
Major repair works are works that have prevented the re-letting of the property because of their scale and extent.

Major repair works include:
Structural repairs - These are works that are essential to maintain stability and weather resistance in the main structural
elements of a dwelling, i.e. floors, walls and roofs. Major works to these elements will involve replacement or substanti al
reconstruction of the component or element.
Site works - This is work to the area around, and specific to, the dwellings involved and is essential to the safety, security and
protection of tenants. Examples are the replacement or substantial reconstruct ion of unstable boundary walls, footpaths, etc.
Services installations - This is work to building services, where deterioration is such that the basic amenities in a dwelling
could be seriously impaired. For example: renewal of installations such as gas, e lectricity and water supplies; heating and
ventilation; and lifts.
Consequential and other works - These are works required as a consequence of major repairs such as reinstatement or
making good finishes and fittings.
Any works that significantly improve the dwellings (i.e. capitalised repairs) should only be classified as major repairs if they
could not reasonably be carried out with a tenant in occupation.
The below table lists a number of emergency repairs that could reasonably make the property uninhab itable and so would
qualify as reasons for classifying the property as needing major repairs.

Emergency repairs:
Any defect that puts the health, safety or security of the tenant, or a third party, at immediate risk; or that affects the s tructure
of the building adversely.
Suggested activity list:
Total loss of water
Burst water main
Flooding
Severe storm damage
Total loss of electricity supply
Major fault with electricity supply
Unsafe electricity fittings
Breaches of security to outside doors and windows
Total loss of gas supply
Gas leak

Blocked flue
Blocked main drains, soil pipe or sole toilet
Heating loss for elderly or vulnerable tenants, or during period
31 October – 1 May
Hot water loss for elderly or vulnerable tenants, or during
period 31 October – 1 May
Failure of lift
Failure of warden alarm or call system
Fire damage
Offensive or racist graffiti

Minor Repairs
The following descriptions of minor repairs are given to help identify where this is the cause of a property remaining void. If
minor repairs are the reason the properties was void, then leave the major repairs completion date blank.
Many minor repairs are unplanned and are often called ‘day-to-day repairs’. Routine maintenance and redecoration of
dwellings, if not within a cyclical maintenance programme, are also classed as minor repairs. The extent of the work required
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must be considered, and it should be easily and efficiently contained within a landlord’s relet time to be classified as a mi nor
repair.
The tables below list a large number of urgent and routine repairs that are classed as minor repairs. If minor repairs are the
reason a property was void, then leave the major repairs completion date blank.

Urgent repairs:
Suggested activity list:
Minor plumbing leaks or defects
Blocked drains, sinks, basins, bath, toilet
Defective cistern or overflow
Heating faults or breakdown
Hot water faults or breakdown
Minor electrical faults
Roof leaks
Blocked gutters
Severe dampness

Breaches of security to internal doors and windows
Failure of entry phone
Repairs to void property
Graffiti
Faulty extractor fan
Defective flooring
Faulty communal TV aerial
Damage to stair treads or hand rails or banisters

Routine repairs:
Defects that can be deferred without serious discomfort, inconvenience or nuisance to the tenant or a third party, or long -term
deterioration of the building, and can await the next convenient maintenance visit.
Suggested activity list:
General joinery repairs
Repairs to door, windows and floors
Repairs to external walls, fences and paths
Repairs to walls, brickwork and slates or tiles
Repairs or clearing of gutters and downpipes
Repairs to kitchen fittings

Repairs to plaster work
Dripping or leaking taps or shower units
Other minor plumbing repairs
Repairs to tiling
Easing doors and windows
Other minor day-to-day repairs or replacements

Market rented housing
Properties let on assured shorthold tenancies, where the rent is comparable to privately rented properties in the location, a nd
there is no public subsidy. Housing Benefit payments should not be viewed as a subsidy in this context .

Non-social housing
Stock to which the definition of social housing does not apply. This includes the following:
Housing provided for workers in key public services (‘key workers’) where the social landlord does not have power to control
the letting, management and termination of tenancies.
Market rented homes.
Student accommodation.
Accommodation provided to asylum seekers under National Asylum Support Service (NASS) contracts.
Note for PRPs: ‘Care homes’ are included in CORE although for the purpose of the Regulatory and Statistical Return, ‘care
homes providing personal care’ are deemed to be social housing, while ‘care homes providing nursing care’ are excluded fr om
the definition of social housing.
Sheltered or retirement housing – see housing for older people

Social Housing
Homes let on social rents or low-cost home ownership for people whose circumstances make it difficult for them to meet their
housing needs in the open market.
The key criteria are that the home should be aimed at a social housing target group and let at a social rent. These homes wil l
normally have been built with public subsidy. However, unsubsidised housing is categorised as ‘social housing ’ where it is let
in the same way and at the same rent levels as subsidised social housing .
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Starter or Introductory tenancies
Local authorities may issue introductory tenancies, and Private Registered Providers may issue starter tenancies, to residents
for the first 12 months of occupation, on assured shorthold terms. If, at the end of that period, the tenancy has not been
terminated, it should automatically be converted to an assured periodic or secure tenancy. Do not complete a nother log at this
stage. A log must, however, be completed at the beginning of the Starter or Introductory Tenancy .

Succession
If a tenant dies, their spouse may have the right to succeed (take over) the tenancy - as long as they occupied the property as
their only or principal home at the time of the tenant’s death. If there is no spouse, a family member who has lived in the h ome
for at least twelve months before the tenant’s death may have the right to succeed. There is normally only one right to
succeed to a tenancy in law - so if the tenant who dies had already succeeded to the tenancy themselves, no further right
exists. However, some social landlords may have a ‘second succession’ policy which allows them to agree to an additional
succession in exceptional cases. The landlord may also allow a member of the household to be given a new tenancy of the
property in some circumstances, even if there is no right to succeed .

Supported housing (see also housing for older people)
Supported housing is housing which is either purpose designed or designated for a particular client group. Further distinctions
are made for housing for older people (formerly defined as sheltered or retirement housing): see the entry elsewhere in the
glossary for further details.
Supported housing can be provided in shared or self-contained housing. Types of supported housing can include direct
access hostels, group homes, purpose-built self-contained housing, residential care and nursing homes.
The client groups housed in supported housing are listed in the management group log section of this Manual (Section 3.6),
however they can be broadly grouped as follows: people with some form of disability, people suffering addition, people
deemed vulnerable due to their circumstance, older people and the homeless.
The delivery of support under the Supporting People framework does not necessarily result in the categorisation of housing as
supported if the property is not purpose designed or designated for a particular client group. In the absence of either of these
two conditions, housing is general needs. This would also be the case where floating support is provided.
Social landlords are not required to distinguish between purpose designed or designated supported housing in CORE. ( Private
Registered Providers are required to record these separately on the RSR (Regulatory and Statistical Return)).
Purpose designed supported housing
This includes buildings that are specially designed or remodelled to encourage independent living or the adjustment t o
independence for client groups that require specific design features. There must be support services provided by your
organisation or by another support provider. At a minimum a building or scheme must have the following:
Basic facilities: The scheme or main building must have basic facilities of a laundry for residents or washing machines in living
units provided by the landlord. The scheme must also have a communal lounge for people to meet in.
Design features: The entrance area to the building, communal areas and some living units must be designed to wheelchair
user standards.
Designated supported housing
Includes buildings with some or no special design facilities and features but which provide accommodation for a specific client
group with support services provided by your organisation or another support provider.
In the case of schemes or buildings where some units or part of the building meet the definition, then only those units shoul d
be recorded as supported housing. The units which do not satisfy the criteria remain general needs housing.

Temporary housing
Temporary housing includes:
All housing acquired by social landlords on a lease of fewer than 30 years or managed under an agreement with another
landlord. The tenancy is likely to be assured shorthold or a license. The rent may be at social, sub-market or market rates.

59 | P a g e

Section 3 CORE Lettings log
Housing let as a temporary solution to accommodate homeless households as an alternative to bed and breakfast or hostel
accommodation, until a settled solution is found.
PRPs only – Private Registered Providers might manage temporary housing stock under one or more schemes which include:
Private Registered Providers as Managing Agents (PRPMA)
Private Registered Providers Leasing (PRPLS)
Private Sector Leasing (PSL)
Temporary Social Housing (TSH)
Short-life (now replaced with TSH)
Temporary Market Rented Housing (TMRH)
HAMA Plus (now replaced with TMRH)
Living Over Shops or Homes over Shops.
Logs should only be completed for temporary housing where the property is classified as supported. General needs temporary
housing (loosely defined as any tenancy with a fixed term of less than 2 years) should not be recorded for CORE.

Wheelchair User Standards
This is housing designed or converted to the Housing Corporation’s ‘design and quality standards’ (April 2007). Details of
these design standards can be viewed on the Housing Corporation’s website at www.housingcorp.gov.uk ‘(click in the search
facility and input ‘scheme development standards’).
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Section 4

CORE Sales log
Guidance manual for the completion of Sales logs by Private Registered Providers
To be used with version 1 28/01/2015 of the CORE Sales log:
https://core.communities.gov.uk/CORE/DocumentsUpload/Materials%20&%20Training/Logs/2015 -16%20Sales%20Log.pdf
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Section 4.2

Summary of Changes 2015/16
CORE Sales log
There have been no changes made to the Sales log for the 2015/16 collection year.
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Section 4.3
The CORE Sales log
Private Registered Providers are required by the Social Housing Regulator to complete CORE Sales logs fully and accurately.
Social landlords that are not registered with the Social Housing Regulator but affiliated to the NHF are invited to complete
CORE Sales logs.
Please note that currently local authorities do not record sales in CORE.

What to include
A separate Sales log should be completed for each sale of a self-contained dwelling and resale of any part-owned dwellings
(shared ownership). CORE Sales logs should be completed for the following types of sales:
Shared Ownership [2]
Older Persons Shared Ownership [24]
Social HomeBuy (shared ownership purchase) [18]
Home Ownership for people with Long Term Disabilities
(HOLD) [16]
Rent to HomeBuy [26]
Right to Acquire [RTA] [8]
Right to Buy [RTB] [9]
Preserve Right to Buy [PRTB] [14]
Social HomeBuy for outright purchase [21]
Any Other Equity Loan Scheme [22]
Outright sales (New build or converted) [10]
Other sale [12]
Private Registered Providers that offer low cost home ownership schemes delivered through Section 106 planning agreements
should complete CORE Sales logs for these properties, recording the sale under the appropriate type from the list above.
Do It Yourself Shared Ownership (DIYSO) is no longer listed as a sale type on the log (funding for this scheme through the
Housing Corporation ended on 31 March 1999, and Local Authority SHG fu nding ceased on 1 April 2003). However, resales of
existing DIYSO, and new DIYSO funded from other sources should be recorded under ‘ Shared Ownership’ on the CORE
Sales log. Further information about the different types of sales can be found in the glossar y.

What to exclude
Exclude sales of additional equity shares purchased by existing shared owners (known as ‘staircasing’).
Please do not record non-social use disposals or auctions as Outright Sales; disposals and auctions should not be recorded
as CORE only records sales to qualifying households as Affordable Home Ownership .

Collecting the information
Complete questions 1 to 10 on the log with the purchaser during the sales interview if possible. Question 1 1 onwards can be
completed separately. If the purchaser is unwilling or unable to answer some or all of questions 1 to 10, tick ‘Purchaser(s)
refused to answer some or all questions in Part A’ on the log.
If you are unable to interview the purchaser please use your existing records, where these are not more than three months
old. Use of existing data must be in accordance with the principles of the Data Protection Act 1998.
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If you require further advice, please contact the data protection expert within your organisation or the In formation
Commissioner.
Questions 11 onwards do not require the purchaser’s consent.

Explaining what CORE is about
You may wish to inform purchasers before the interview that they will be asked for the details contained in the log. Informin g
purchasers in advance may help to ensure that they can give accurate details of their income and savings. You should also
reassure purchasers that any information collected would be treated in the strictest confidence by you, and that data provide d
to the CORE project is anonymised.

Data submission
All CORE Sales logs should be submitted electronically (see Section 2.4 of this manual for more information on the methods
available). If you wish to explain apparent errors or inconsistencies in your data at the time of submission (such as unusual
property values) please contact the CORE helpdesk on 0800 046 8888 or core@team.research-int.com
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Section 4.4
Completing the Sales log
The Sales log is divided into three main parts. Social landlords will nee d to complete Parts A and B for all sales, and complete
one section of Part C according to the sale type.

Which sections to complete
Part A
Household Details – must be completed for all low cost home ownership schemes. However, for some sale types, such a s
RTB and PRTB, this may be difficult. In these cases you should enter as much information as possible. If you are un able to
interview the purchaser please use your existing records, where these are not more than three months old. Use of existing
data must be in accordance with the principles of the Data Protection Act 1998.

Part B
Property details - must be completed for all sales.

Part C
Type of Sale, Housing Costs and Finance – complete one section only depending on the type of sale.
Part C - Section 1
Shared Ownership
Older Persons Shared Ownership
Social HomeBuy for shared ownership
Home Ownership for people with Long Term Disabilities (HOLD)
Rent to HomeBuy
Part C - Section 2
Right To Acquire (RTA)
Right To Buy (RTB)
Preserved Right to Buy (PRTB)
Social HomeBuy for outright purchase
Any other Equity loan schemes
Part C - Section 3
Outright sales (New build or converted)
Other sales

Purchaser Code
This box is provided to allow you to identify the particular sale using your own unique code. This mus t not be left blank. This
may be the administrative reference you already use or a new code. Do not enter the purchaser’s name or the address details.
If there is a query with the details on the log, this is the code we will quote so you can identify the s ale being referring to.

Log signatures / initials
This box is designed to make it easy to identify everyone who has been involved in completing a CORE form, in case there
are queries later in the process.
We recommend that each person who completes a section of the CORE form should enter his or her name or initials in this
box. The box is likely to have multiple entries, so the signatures or initials should be kept small and legible. For logs
generating above average queries or errors, it will then be possible for your organisation to identify possible staff training
needs.

Date of completion of sale
Enter the date of completion of the sale. Enter figures only in the boxes. For exam ple, if the date of sale was 13th April 2014,
enter 13/04/14. Do not leave blank.
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Part A – Household details
Complete questions 1 to 10 on this part of the log with the purchaser during the sales interview if possible. Question 11
onwards can be completed separately.

If the purchaser answers some but not all of the questions 1 to 10, please tick the ‘Purchaser(s) refused to answer some or all
questions in Part A’ (above question 1). If the purchaser is not interviewed, please tick the ‘Purchaser(s) not interviewed’ box.
Note: If any details for questions for 1 to 10 are available there should still be data entered. If you are unable to interview the
purchaser please use your existing records, where these are not more than three months old. Use of existing data must be in
accordance with the principles of the Data Protection Act 1998.

Question 1.
Household Characteristics

Please ensure the purchaser is informed of the use of this information (Section 2.4, page 10) and their consent is given
through the application and completion process.
The age, sex, relationship to Person 1 (the main purchaser) and economic status of the six eldest household members should
be recorded here.
If the sale is on a single purchaser basis and there are other household members, put the purchaser first (i.e. as Person 1),
regardless of age, sex or economic status. If the sale is on a joint purchase basis, enter the joint purchasers as persons 1 and
2 with the most economically active purchaser first. If both purchasers are working then enter the oldest person first.
Age - Enter the age of each household member in years. Use whole numbers for the ages of children. If babies are under one
year old enter ‘1’ in the box.
Sex - Enter ‘M’ for male and ‘F’ for female as defined by the individual.
Relationship to Person 1 - Enter the letter that applies:
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P for the partner (e.g. husband, wife, co-habitee or a partner of the same sex if the couple has entered into a civil partnership).
C for dependant children (eligible for child benefit, aged under 16 or under 20 if still in full-time education).
Note on children in families with status as refugees or asylum seekers:
If the family has been given refugee status, select C as the status for dependant children.
X for any other member of the household (e.g. elderly relatives, adult children, lodgers).
Economic status – This should be entered for each member of the household using the codes specified in the list on the log.
All household members who are aged under 16 (children) should be given code ‘9’. Everyone els e aged 16 or over (adults)
should be allocated one of the other codes. Note that those on maternity leave should be coded under either full or part -time
work depending on their job. Temporary workers or agency staff should be coded either as part or full -time workers if currently
working, or as a ‘Job seeker’ or ‘Other adult’ if presently not in work (this also applies to short -term contract workers).
Voluntary workers should not be classified as working as they receive no payment, but should instead be cla ssified using the
most appropriate category from those remaining.
Working full time – working 30 hours or more per week
Working part time – working less than 30 hours per week
Government training/New Deal – on a government training scheme, e.g. youth training, or is employed within the
New Deal Programme [Note: New Deal has subsequently been replaced by The Work Programme. For further information
please see: https://www.gov.uk/government/publications/work-programme-dwp-provider-guidance ]
Job seeker – claiming job seeker’s allowance, actively seeking/available for work
Retired – retired fully from work; usually in receipt of a state and/or occupational pension
Not seeking work – those caring for small children or other dependants; those choosing to remain at home and who are
therefore not available for work, and would not be registered as unemployed/jobseeker
Full-time student – aged 16 or over and still in full-time education whether at school, college, etc
Unable to work because of long-term sickness or disability
Child under 16 – all members of the household aged under 16
Other adult – other adult aged 16 years or over who does not fit into categories 1 to 8

Ethnic group of person 1 as defined by purchaser
The question asks for the ethnic group of Person 1 as defined by the purchaser. The purchaser should be shown the ethnic
codes and asked to classify his or her ethnic group accordingly. You should not answer this question without asking the
purchaser, either at the lettings interview or earlier in the application process. If the purchaser refuses to answer this qu estion,
please code ‘Refused’ (Code 17) at the bottom of the question. If social landlords wish to inform purchasers of the purpose of
ethnic monitoring in writing, a model paragraph is provided in Appendix D. Note that the categories used in CORE are the
same as in the 2011 Census.

Nationality of person 1 as defined by purchaser
The question asks for the nationality of Person 1 as defined by the purchaser. The answer should be based on the country of
citizenship of person 1. For instance, if person 1 is of Somali origin but has been given Dutch citizenship - then code the
‘Other European Economic Area (EEA) country’. You should not answer this question without asking the purchaser. If the
purchaser refuses to answer this question code ‘Refused’ (Option 13). The purpose of this question is to provide inform ation
on the citizenship of Affordable Home Ownership purchasers.

Question 2.
GROSS annual income

This information is very important for analysis, please complete the question accurately.
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Enter the gross annual income of person 1 (main purchaser) and person 2 (if applicable) to the nearest pound. If either
person’s income was used for the mortgage application please tick the corresponding box. Where there are more than two
incomes in the household only include the incomes of those purchasing the property.
Include:
Benefits such as income support and Universal Credit
Child benefit and Child Tax Credit
Payments received from the Child Support Agency (CSA) regardless of whether CSA payments can be used in
mortgage calculations
Income from investments
Exclude:
Housing benefit and council tax support. For those on Universal Credit, Housing Benefit will be paid as part of this
and therefore should be included in the annual income figure.
Income that is required for payments to the CSA

Question 3.
Total savings of purchaser(s) before any deposit is paid

The purchaser(s) should be asked for the total amount of savings they have before any deposit is paid. This figure should be
given to the nearest £10. If the question is refused please leave blank. If additional money is being given to the purchaser(s)
from other sources it should be recorded as part of the total savings of the purchaser(s). For example, money may be given by
other family members who will not be living in the property, or there may be expected equity from the sale of another property.

Question 4.
Have any of the purchasers previously owned a property?

Tick the ‘Yes’ box if the purchaser, or any of the joint purchasers, have owned or part -owned a property at any time in the
past, even if they do not currently own a property. For example, the purchaser (or one of the joint purchasers) may have jointly
owned a home with a former partner. Tick the ‘No’ box if none of the purchasers have owned or part -owned a property before.
Tick ‘Don’t know’ if you are unsure.

Question 5.
Is the purchaser (or one of the purchasers) a member of the British regular armed forces or been discharged in the last 12
months?

Please answer Q5 on the basis of whether the purchaser (or one of the purchasers) is currently serving in the British Regular
Armed Forces, or has been discharged within the last 12 months. The definition of regular forces is as set out in the Armed
Forces Act (2006) and includes the Royal Navy, the Royal Marines, the regular army and the Royal Air Force. T he regular
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army does not include the Army Reserve or the Territorial Army. Note that the questions on Armed Forces are slightly
different in the Lettings and Sales log and this is deliberate to reflect different policies for th e two areas.

Question 6.
Previous tenure of Person 1

Tick the box that describes the previous tenure of Person 1:
Local authority tenant – the purchaser was a local authority tenant.
Private Registered Provider (HA) tenant – the purchaser was a Private Registered Provider tenant
Private tenant – the purchaser was renting in the private sector.
Owner occupier – the purchaser was an owner-occupier.
Tied home or renting with job – the purchaser was provided with accommodation by their employer (tied accomm odation).
Living with family or friends – the purchaser was living with family or friends.
Temporary accommodation – the purchaser was living in non-permanent accommodation including non-static mobile homes.
Other - the purchaser had any kind of tenure other than the above, or had no tenure and was, for example, sleeping rough.

Question 7.
Previous location of person 1

Enter the name of the local authority in which person 1 previously lived. Enter the relevant ONS local authority code (an 8 digit
code prefixed by E) in the boxes provided using the codes given in Appendix F. Note that there are specific codes if the
previous location was outside England.
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You are also required to enter the FULL postcode of the property in which person 1 previously lived. The previous postcode is
required for England, Scotland, Wales and Northern Ireland, but not for areas outside of the UK.
It has been noted that it can be difficult for providers to always obtain this information, or provide ac curate information.
However, some Providers find capturing this data very helpful for them to conduct analysis of movement of tenants and
buyers. If you do not require this information and/or are struggling to provide it, you can choose to tick the box c onfirming that
the postcode is not known.

Question 8.
Which organisation(s) were the purchaser(s) registered with for rehousing? Tick ALL that apply.

If any of the purchasers were registered on a local authority, Help to Buy Agent and/or you’re own or another Private
Registered Provider’s waiting list/housing register, tick ALL the options that apply.
Purchasers who use a housing mobility scheme will apply for rehousing through their landlord an d therefore either ‘Your PRP’
or ‘Local Authority’ should be ticked.

Question 9.
Does any household member consider him/herself to have a disability?

Tick the ‘Yes’ box if a member of the household says they have a disability or long -term health condition that has an impact on
their day-to-day lives. Tick ‘No’ if no member of the household says they have a disability.
Person 1 can answer on behalf of household members not present at the interview. You should not lead the purchaser to
answer in any particular way.

Question 10.
Does any member of the household use a wheelchair?

Please tick the ‘Yes’ box if a member of the household uses a wheelchair, either all the time or some of the time. If a membe r
of the household only uses a wheelchair outside their home you should still tick the ‘Yes’ box. Tick th e ‘No’ box if no member
of the household uses a wheelchair. If you are unsure, tick ‘Don’t know’ .
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Part B: Property details
This section must be fully completed for ALL sales and all questions relate to the property being purchased .

Question 11.
Number of bedrooms
Enter the number of bedrooms in the property being purchased. For bedsits enter one bedroom.

Question 12.
Property type
Tick the relevant box for flat/maisonette, bedsit, house or bungalow. Tick ‘Other’ for any ot her kind of property.

Question 13.
Building Type
Please tick the relevant box.
Purpose built – if the property was built for its current housing purpose and layout. It can be a house, bungalow or block of
flats. Select this option for both new-build and purpose built properties constructed previously.
Converted from previous residential or non-residential – Examples include: house into flats; bedsits into houses; or offices into
flats). The property could have been converted into residential use from a non-residential property or been remodelled to
create a different number of units in an existing residential property.

Question 14.
Property location

Enter the name of the local authority in which the property is located. Enter the releva nt ONS local authority code (an 8 digit
code prefixed by E) in the boxes provided using the codes given in Appendix F of the CORE Manual.
Enter the FULL postcode in the boxes provided. The postcode is required for all types of sale .
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Question 15.
Is the property built or adapted to wheelchair user standards?

Wheelchair-accessible housing is suitable for someone who uses a wheelchair and offers full use of all its rooms and facilities.
Fully wheelchair-accessible housing is designed or converted according to standards set out in the Housing Corporation
Design Quality Standards 2007 or the Wheelchair Housing Design Guide (Stephen Thorpe and Habinteg Housing Association,
2nd Edition, 2006). If the unit is designed to these standards, please tick ‘yes’. The guide is available from
www.brebookshop.com and further details are on the association’s website www.habinteg.org.uk.
[Details of the essential features of properties that meet these standards are described in the glossary under Wheelchair Us er
Standards].
Tick ‘no’, if it is designed to meet another standard. This is likely to apply to older properties that have been substantial ly
adapted to meet the needs of wheelchair users but that do not meet the full requirements of the Housing Corporati on Design
Quality Standards 2007 or the Wheelchair Housing Design Guide 2006 .
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Part C: Type of sale, housing costs and finance
Note: You must complete one section of Part C depending on the type of sale. Do not complete more than one section. If you
are unsure of how to classify the Sales type, contact the CORE Help Desk on 0800 046 8888 or core@team.research-int.com.
Note: that some PRPs use Outright Sales as a way of generating revenue to subsidise the costs of a shared ownership
programme. If a PRP has excess properties, these are sold on the open market and the revenue feeds into supporting future
shared ownership.
It is very important that the correct sections (1-3) are selected when completing Sales Logs. Please do not enter Sales types
that qualify under section 1 (Share ownership) and 2 (Full ownership) in Other Sale (section 3)
Select the correct Sale Type from the options at Q16, Q30 or Q38. Then complete the relevant section for that typ e of sale –
section 1 or section 2 or section 3.

Section 1: Shared ownership Schemes
This section (question 16 – 29) should be completed if the sale is any of the following:
Shared Ownership
Older Persons Shared Ownership
Social HomeBuy for shared ownership
Home Ownership for people with Long Term Disabilities (HOLD)
Rent to HomeBuy

Question 16.
Type of sale

Tick the appropriate box for the type of sale.

Shared ownership
Shared ownership is where a qualifying purchaser buys, with a mixture of deposit and mortgage, a share of a property from a
Private Registered Provider, typically between 25% and 75% of its value. The parties sign a lease specially designed for
shared ownership, under which a purchaser pays rent on the share retained by the PRP. The lease gives purchasers the
opportunity to buy more of the PRP’s share, a process known as staircasing. The repairing responsibility falls to the shared
owner.
If a shared owner wishes to move, they may be able to sell their share to another purchaser nomina ted by the PRP, or the
PRP itself may be prepared to buy back the share and re-sell the property to a new shared owner. When a shared owner
staircases to full ownership, and it’s a flat, the shared ownership clauses in the lea se fall away and it becomes an ordinary
private residential lease, with the PRP continuing as the freeholder. If it is a freehold house, the PRP passes over the freehold
and has no further interest.
There are variations on the basic shared ownership: Social HomeBuy on shared ownership terms, Shared ownership for the
elderly, rural restricted equity, Home Ownership for people with Long Term Disabilities (HOL D), Rent to HomeBuy, Self build
shared ownership, New Build HomeBuy, and Do it Yourself Shared Ownership (DIYSO).
Resales of existing DIYSO, and any new DIYSO sales, should be recorded under ‘Shared ownership’. Although local authority
Social Housing Grant funding ended on 1 April 2003, some local authorities are funding a small number of DIYSO sales
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through transitional funding arrangements or from their own resources (DIYSO funded through the Housing Corporation ended
on 31 March 1999).
If this is a resale of a shared ownership property, you should tick the box corresponding to the original sale type. If the original
shared ownership sale type is no longer included in the list of options, please contact the CORE Helpdesk for more specific
advice on classification.
If you are unable to provide the mortgage and deposit details please tick the ‘Purchaser(s) not interviewed’ box on the first
page of the log, above question 1.

Rent to HomeBuy
Available through a range of PRPs for tenants typically on an assured shorthold, properti es are rented to households for a
predefined period with the expectation that they will buy a share of the property at the end of the rental period. This scheme is
normally only available for new build homes. Please record sales of homes under Rent to HomeBuy at the point of property
purchase, not the commencement of the rental period.
A share in the property can be purchased at any point of the tenancy; however households will be assessed to determine
property affordability and eligibility at the end of the rental period.
For further information please consult the following online site:
https://www.gov.uk/affordable-home-ownership-schemes/shared-ownership-schemes

Question 17.
Is this a resale?

If the social landlord has previously sold the property to another purchaser and is now reselling the property tick ‘Yes’ and
code as the original sale type in question 16. If this is the first time the property has been sold tick ‘No’.

Question 18.
Key dates

Leave both dates blank for resales (if you have ticked ‘Yes – this is a resale’ for Question 17).
Practical completion/handover date – the date on which the building contractor hands over responsibility for the completed
property to the PRP.
Please only enter figures in these boxes e.g. 13/04/14 for 13th April 2014.
Exchange of contracts date – the date on which the sale becomes legally binding with an exchange of signed contracts
between the vendor and the buyer.
Please only enter figures in these boxes e.g. 13/04/14 for 13th April 2014.Where properties are sold ‘off plan’, that is, while the
property is still being built, the exchange of contracts date may precede practical completion/handover .
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Question 19.
Was the household rehoused under a LA Nominations Agreement (please see manual for definition)?

A local authority Nominations Agreement is a written agreement between a LA and PRP that a proportion or all of its sales
vacancies are offered to LAs to nominate applicants for rehousing. A Nominations Agreement c an include the following:
Service Level Agreement between Registered Providers – this will include a section on nominations or be attached as a
separate document
Section106 Agreements (see Sales Glossary)
Low Cost Home Ownership leases – where this specifies that a buyer should be allocated according to an agreement set out
between Registered Providers
Stand-alone agreement between Registered Providers setting out the nomination terms and operation
If the household was rehoused under a Registered Provider nominations agreement tick ‘Yes’, if not tick ‘No’. If in doubt, tick
‘Don’t Know’.

Question 20.
Property being vacated - only complete questions 20 and 21 if the purchaser was a Registered Provider tenant.
Number of bedrooms
Enter the number of bedrooms of the property being vacated. For bedsits enter one bedroom .

Question 21.
Property type
Tick the relevant box for the property being vacated: flat/maisonette, bedsit, house or bungalow. Tick ‘Other’ for any other kind
of property.

Question 22.
Full purchase price (market value before any discount)

Enter the full purchase price (market value before any discount) of the property before any discounts are applied. For shared
ownership, enter the full purchase price paid for 100% equity – this is equal to the value of the share owned by the PRP plus
the value bought by the purchaser.
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Question 23.
Initial % equity stake purchased

Enter the amount of initial equity held by the purchaser e.g. 25%, 50%, and 80%.

Question 24.
Amount of mortgage

Enter the amount of the mortgage the purchaser has agreed with the mortgage lender, excluding any deposits or other cash
payments.

Question 25.
Does this include any extra borrowing?

If the mortgage includes borrowing beyond the purchase price of the property tick the ‘Yes’ box, if not tick the ‘No’ box. This
information is used to explain why the mortgage plus the deposit is greater than the discounted price of the property being
purchased. Additional borrowing would include money for home improvements.

Question 26.
Cash deposit paid on property

Enter the total cash sum paid by the purchaser towards the property that was not funded by the mortgage, that is, the
difference between the cost of the equity stake purchased and the mortgage.

Question 27.
Cash amount of discount given for Social HomeBuy

Enter the total cash discount given on the property being purchased via the Social HomeBuy scheme .
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Monthly housing costs
Question 28.
Basic monthly rent
Enter any rent charged on the property, including ‘Ground Rent’. If an annual amount is charged please divide by twelve
before entering the figures in the box.

Question 29.
Monthly charges
Enter any monthly charges payable on leasehold or shared ownership sales.
Include service charges and management charges which may cover:
-

day-to-day repairs
transfers to a cyclical maintenance fund
building insurance
cleaning
gardening and lighting (communal areas)
audit fees
wardens/scheme managers

Exclude rent.

Section 2: Full ownership Schemes
This section (questions 30 - 37) should be completed if the sale type is any of the following:
Right To Acquire (RTA)
Right To Buy (RTB)
Preserved Right to Buy (PRTB)
Social HomeBuy for outright purchase
Any other Equity loan scheme

Question 30.
Type of sale
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Tick the appropriate box depending on the type of sale.

Discounts on the purchase price
Discounts on the purchase price enable sitting tenants to buy the home in which they live, by reducing the purchase price. In
publicly assisted schemes, the discount is funded either by a new grant, the non -recovery of earlier grant or the section 106
mechanism. The discounts may be one-off or transferable from one purchaser to the next. One-off discounts are often
recoverable in full or in part if the purchaser sells on within the first few years.
Examples are: Right to Acquire, Right to Buy, Preserved Right to Buy and Social HomeBuy, Voluntary sales at a discount and
Section 106 transferable discounts.
Voluntary sales at a discount and Section 106 transferable discounts should be re corded under ‘Any other Equity loan
scheme’

Closed discount schemes
Older defunct grant-assisted schemes which in the past gave tenants a one-off discount on purchase of a home include: Home
Ownership for Tenants of Charitable Housing Associations (HOTCHA), the Tenant Incentive Scheme (TIS), Voluntary
Purchase Grant (VPG) and Leasehold schemes for the elderly (LSE).

Right To Buy (RTB), Preserved Right to Buy (PRTB)
If you are unable to collect the mortgage and deposit details for these types of sales please tick the ‘Purchaser(s) not
interviewed’ box on the first page, above question 1.
For definitions on RTB and PRTB, please see Section 4.6 Glossary for Sales.

Social HomeBuy for outright purchase
Social HomeBuy is not an equity loan scheme; it involves shared ownership or outright sale. All mortgage and deposit details
to be provided as a condition of HomeBuy purchases. If the full ownership sale type is not included in the list of options, tick
‘Any other Equity loan scheme’. Please refer to the glossary for descriptions of each sale type.

Equity Loan schemes
Equity loan schemes, sometimes known as equity percentage schemes or equity share schemes, a purchaser provides a
certain proportion of the purchase price through deposit and mortgage, with the remainder coming as an equity loan from the
Private Registered Provider. In publicly funded versions, the Government contributes some grant to the PRP to enable it to
make the equity loan. The equity loan represents a percentage of the purchase price and is repayable voluntarily, in whole or
in part while the purchaser remains the owner. The amount to be redeemed depends on the c hange in value of the property.
So, if an equity loan represented 50% of the original purchase price of £200,000, and the property had increased in value to
£240,000 at the time of redemption, the amount required to redeem that loan would be £120,000. No i nterest is charged on
the equity loan but, in some variants, a small annual fee becomes payable after a few years. The repairing responsibility fal ls
to the purchaser. Repayment of the equity loan becomes compulsory after 25 years or when the purchaser sel ls on.
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Occasionally the PRP is the freeholder but, in most cases, the equity loan is the PRP’s only interest in the property. Unlike
shared ownership, equity loan does not make any specific provisions which might lead to re -sales.
Examples of subsidised equity loan schemes are: MyChoice HomeBuy, Ownhome, HomeBuy Direct, Expanded Open Market
HomeBuy (closed), Open Market HomeBuy with Government Loan Only (closed), the First Time Buyers Initiative and earlier
schemes, now closed, known simply as HomeBuy.
New Build HomeBuy is the name of the Homes and Communities Agency’s shared ownership programme. (Although for a
brief period during 2006/07 there did exist an equity loan scheme described as New Build HomeBuy ).

Mortgage rescue
Mortgage rescue schemes are not to be included as for the purposes of CORE. For more details, see section 4.6 Glossary for
Sales.

Question 31.
Full purchase price (market value before any discount)

Enter the full purchase price (market value before any discount) of the property before any loans, grants, discounts or
subsidies are applied. For RTB or PRTB sales, enter the full price of the property without any percentage discount .

Question 32.
Loan/grant/discount/subsidy given (all schemes apart from RTB and PRTB)

Enter the amount of loan, grant, discount or subsidy given on the property being purchased

Question 33.
Enter % discount given (RTB, PRTB) - if discount capped, enter capped %

If the property is being sold to an existing tenant under the RTB or PRTB, enter the percentage discount from the full market
value that is being given. For sales where the discount is capped, the capped amount should be entered. For example, if the
purchaser is entitled to a 50% discount but the discount is capped at 35%, the discount to be entered is 35%.

Question 34.
Amount of mortgage

Enter the amount of the mortgage the purchaser has agreed with the mortgage lender, excluding any deposits or other cash
payments. For HomeBuy, do not include any equity or interest free loans.
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Question 35.
Does this include any extra borrowing?

If the mortgage includes borrowing beyond the purchase price of the property tick the ‘Yes’ box, if not tick the ‘No’ box. Th is
information is used to explain why the mortgage plus the deposit is greater than the discounted price of the property being
purchased. Additional borrowing would include money for home improvements .

Question 36.
Cash deposit paid on property (exclude any grant or loan)

Enter the total cash sum paid by the purchaser towards the property that was not funded by the mortgage, that is, the
difference between the cost of the property (after any loan or discount has been applied) and the mortgage.
Note: do not include any grant or loans in this figure.

Question 37.
Monthly charges

Enter any monthly charges payable on leasehold sales. The figure should include service charges and man agement charges
(see Question 29 for more details).

Section 3: Outright sales/other sales
Outright Sales (questions 38 – 44): - where the property is sold outright. Please do not record non-social use disposals or
auctions as Outright Sales; disposals and auctions should not be recorded as CORE only records sales to qualifying
households as Affordable Home Ownership.
Other Sales:- any other social sale of property which does not fall into specified categories in Sections 1 & 2 of the log e.g.
DIYSOs funded by local authorities but run through registered social landlords, volunta ry sales. Discounted Market Sales
(DMS) should also be recorded under ‘Other sale’.
If you are unable to collect the mortgage and deposit details for these types of sales please tick the ‘Purchaser(s) not
interviewed’ box on the first page, above question 1.
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Question 38.
Type of sale

Tick the appropriate box depending on the type of sale. If ‘Other sale’ please enter the name of the scheme in the box
provided.

Question 39.
Number of weeks vacant

Enter the number of weeks vacant. Enter the number of weeks the property has been empty but available for occupation while
awaiting sale or since the last occupier left.

Question 40.
Full purchase price (market value before any discount)

Enter the full purchase price, the market value of the property before any discounts are applied .

Question 41.
Amount of mortgage

Enter the amount of the mortgage the purchaser has agreed with the mortgage lender, excluding any deposits or other cash
payments.

Question 42.
Does this include any extra borrowing?

If the mortgage includes borrowing beyond the purchase price of the property tick the ‘Yes’ box, if not tick the ‘No’ box. Th is
information is used to explain why the mortgage plus the deposit is greater t han the discounted price of the property being
purchased. Additional borrowing would include money for home improvements.

81 | P a g e

Section 4 CORE Sales log
Question 43.
Cash deposit paid on property

Enter the total cash sum paid by the purchaser towards the property that was not funded by the mortgage, that is, the
difference between the cost of the property (after any discount has been applied) and the mortgage .

Question 44.
Monthly charges

Enter any monthly charges payable on leasehold sales. The figure should include service charges and management charges
(please refer to Question 29 for more details).
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Section 4.5
The Sales log version 1 (28/01/2015)
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Section 4.6

Glossary for Sales
Shared Ownership
See Affordable Home Ownership shared ownership.

Older Persons Shared Ownership
This is the amalgamation of Leasehold schemes for the Elderly (LSE) and Shared Ownership for the elderly. Anything that fell
under these categories previously should now be put under this new code.
Shared Ownership for the Elderly is an Affordable Home Ownership shared ownership scheme, which is restricted to people
aged 55 or over. The lease does not allow them to staircase beyond a 75% share but, once they reach that limit, they pay no
rent on the share retained by the Private Registered Provider. These can be re -sold by the PRP if shares repurchased.

Affordable Home Ownership (formerly LCHO)
There are three broad categories of scheme which give financial assistance to people who aspire to home ownership and who
meet certain qualifying conditions for such assistance:
(a) Shared ownership schemes
The purchaser buys up to 75% of the property value and pays rent to the Private Registered Provider shared owner on the
remaining portion.
There are variations on the basic shared ownership: Do it Yourself Shared Ownership (DIYSO), Social HomeBuy on shared
ownership terms, Shared ownership for the elderly, Rural restricted equity, Home Ownership for people with Long Term
Disabilities (HOLD), Rent to HomeBuy, Self build shared ownership, New Build HomeBuy.
(b) Equity loan schemes
The purchaser buys a proportion of the property and obtains a loan to fund the remaining po rtion.
Examples of subsidised equity loan schemes are MyChoice HomeBuy, Ownhome, HomeBuy Direct, Expanded Open Market
HomeBuy (closed), Open Market HomeBuy with Government Loan Only (closed), the First Time Buyers Initiative and earlier
schemes, now closed, known simply as HomeBuy.
(c) Discounts on the purchase price
Sitting tenants are offered a discount on the value of the property they purchase.
Examples are: Right to Buy, Preserved Right to Buy, Right to Acquire and Social HomeBuy, Voluntary sales at a discount and
Section 106 transferable discounts.

Social HomeBuy
This is a Low Cost Home Ownership shared ownership scheme which is available only to sitting tenants, who may buy their
home under a shared ownership lease or buy it outright based on the loc al Right to Acquire Discount. Under either option, the
tenant obtains a discount on the purchase price. In the shared ownership option, the former tenant gets further discounts upo n
staircasing. Those in shared ownership can be re-sold as described in the basic Affordable Home Ownership shared
ownership scheme. The Homes and Communities Agency provides a grant to finance the discount .

Home Ownership for people with Long term Disabilities (HOLD)
This is shared ownership scheme where the purchaser with a disability identifies a suitable property on the open market. The
Private Registered Providers buys it and grants a shared ownership lease on NBHB terms to the purchaser. The PRP may
also enter into a financial agreement to carry out some of the repairs and ma intenance for the purchaser. These can be resold by the PRP if it buys back 100%.

Rent to HomeBuy scheme
Under this New Build HomeBuy (NBHB) scheme, prospective purchasers occupy their intended home as an assured shorthold
tenant for a period of up to five years, during which they have an opportunity of taking a shared ownership lease on NBHB

85 | P a g e

Section 4 CORE Sales log
terms. During the five years, they pay an intermediate rent and have the opportunity to save for a deposit. CORE does not
record the initial letting but does record the subsequent sale.
When a Rent to HomeBuy sale has taken place, the sale type should be recorded with the same postcodes in Q14 (property
location) and Q7 (previous location). The previous tenure (Q6) should be recorded as PRP tenant.

Right to Acquire (RTA)
This statutory scheme gives the tenant the right to purchase certain properties provided by a Private Registered Provider
using Social Housing Grant on or after 1 April 1997, or who have been transferred from a local council t o the PRP on or after 1
April 1997. The one-off discounts will vary according to where in England the property is situated. PRPs claim Purchase Grant
to cover the discount given to the purchaser.

Right to Buy (RTB)
The Housing Act 1985 gives secure tenants of non-charitable Private Registered Provider the right to purchase their property
at a one-off discount. The size of the discount depends upon the number of years the purchaser has been a tenant but is
subject to a cash limit.

Preserved Right to Buy (PRTB)
When a Local authority transfers its stock to another social landlord, such as a Private Registered Provider, those tenants w ho
were eligible to purchase their home under the Right to Buy scheme have this right preserved with their new landlord. The
terms are the same as under the Right to Buy.

Rural restricted equity
This is an Affordable Home Ownership shared ownership scheme used in particular rural communities that lack sufficient
affordable housing. The lease does not allow the shared owner to stair case beyond an 80% share. Unlike Shared Ownership
for the Elderly, the rural shared owners continue to pay rent on the 20% that they cannot purchase. They can be re -sold if the
PRP repurchases 100%. In certain circumstances, the Homes and Communities Agenc y may contribute grant to the
repurchase so that the PRP can re-sell a smaller share to a purchaser from the local community.

Section 106 transferable discounts
These discounts, given under planning laws, typically assist a first time buyer to buy within t heir local area. The discount,
expressed as a proportion of prevailing market value, transfers from one first time buyer to the next, as long as subsequent
buyers can be found who meet the S106 criteria.

Voluntary sales at a discount
Subject to the social housing regulators consent, stock may be sold to sitting tenants voluntarily, either at market value or at a
discount that is no more favourable than under the Government’s statutory schemes. There is no grant for such discounts .

Closed discount schemes
Older grant-assisted schemes which gave tenants a one-off discount on purchase of a home include Home Ownership for
Tenants of Charitable Housing Associations (HOTCHA), the Tenant Incentive Scheme (TIS), Voluntary Purchase Grant (VPG)
and Leasehold schemes for the elderly (LSE).

Mortgage Rescue
The Homes and Communities Agency (HCA) have two schemes for private sector homeowners in difficulty with their mortgage
payments (Note: neither of these are sales for purposes of the CORE log).
Under Government Mortgage to Rent, a Private Registered Provider buys the house and rents it back to the former
homeowner on an assured shorthold tenancy at an intermediate market rent. Under the Shared equity version, the homeowner
remains the owner but takes an equity loan from a Private Registered Provider, which reduces payments to the original lender
to an affordable level.
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Recommended procedure for completion of the ethnic group question
Tenants should be informed why you ask questions about their ethni c group.
The purpose of this question is to find out how many people from different ethnic groups are housed by Registered Providers.
It is a legal requirement that people are treated equally.
The categories used in CORE are the same as in the 2011 census and also include the option of Arab as this has been
identified as an ethnic minority group by the Commission for Racial Equality.
A copy of the ethnic categories and codes should be shown to the tenant or purchaser either prior to or during the lettings o r
sales interview. They must be asked to choose their ethnic group for themselves. The purpose of ethnic monitoring should be
explained to the tenant as fully as possible.
The model paragraph below can be used to explain this. It may be read out or added to a letter to residents explaining the
purpose of collecting CORE information and its use by the landlord and other organisations .

Model paragraph on ethnic monitoring
A note on ethnic monitoring:
The purpose of this question is to help us to discover whether people are treated fairly when they apply for housing. The
information gathered from this question will be used to help us to fight racial discrimination and improve the quality of our
services.
If you do not wish to answer this question, you can choose to refuse.

Analysis of CORE data by ethnic group
Landlords may wish to use CORE data to analyse variations in the numbers of people from black and minority ethnic groups
housed over time. The coding system shown in Table 1 shows CORE’s current ethnic co des derived from the 2011 Census
categories.
Table 2 illustrates the categorisation of the CORE ethnic codes into the Black and Minority Ethnic (BME) categories used by
the Homes & Communities Agency.
Prior to April 2004 the question asked: ‘what is the ethnic origin of the household?’ The question was changed because it is
more accurate to ask for the ethnic group of Person 1 only; other household members may be of a different ethnic group. On
the 2004/5 CORE log a supplementary question asked about the e thnic group of other household members. This question is
now no longer asked, as it was found to have limited use in analysing lettings to BME households .
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Table 1.
Please see below the codes and the Ethnicity they relate to:
CODES

Ethnicity

1

English, Scottish,
Welsh, Northern
Irish, British

2

Irish

3

White - Other

4

White & Black Caribbean

5

White & Black African

6

White Asian

7

Mixed - Other

8

Indian

9

Pakistani

10

Bangladeshi

11

Asian or Asian British Other

12

Caribbean

13

African

14

Black, African,
Caribbean or Black
British - Other

15

Chinese

16

Other ethnic group Other

17

Refused

18

Gypsy, Irish
Traveller

19

Arab

Table 2.
Categorisation of the CORE ethnic codes into the BME categories :
BME Categories

New CORE/
Census categories

Mixed

4,5,6,7

Asian or Asian British

8,9,10,11,15

Black, African, Caribbean or 12,13,14
Black British
Other ethnic group

16, 19

Note: From 2008 the definition of BME for Registered Providers within CORE reporting and publications is consistent with
National Statistics and includes all non-white ethnic groupings.
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Local Authority ONS codes
LA

ONS Code

OLD Code

Adur

E07000223

45UB

Allerdale

E07000026

16UB

Amber Valley

E07000032

17UB

Arun

E07000224

45UC

Ashfield

E07000170

37UB

Ashford

E07000105

29UB

Aylesbury Vale

E07000004

11UB

Babergh

E07000200

42UB

Barking & Dagenham

E09000002

00AB

Barnet

E09000003

00AC

Barnsley

E08000016

00CC

Barrow-in-Furness

E07000027

16UC

Basildon

E07000066

22UB

Basingstoke & Deane

E07000084

24UB

Bassetlaw

E07000171

37UC

Bath & NE Somerset

E06000022

00HA

Bedford Borough Council

E06000055

00KB

Bexley

E09000004

00AD

Birmingham

E08000025

00CN

Blaby

E07000129

31UB

Blackburn

E06000008

00EX

Blackpool

E06000009

00EY

Bolsover

E07000033

17UC

Bolton

E08000001

00BL

Boston

E07000136

32UB

Bournemouth

E06000028

00HN

Bracknell Forest

E06000036

00MA

Bradford

E08000032

00CX

Braintree

E07000067

22UC

Breckland

E07000143

33UB

Brent

E09000005

00AE

Brentwood

E07000068

22UD

Brighton & Hove

E06000043

00ML

Bristol

E06000023

00HB
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Broadland

E07000144

33UC

Bromley

E09000006

00AF

Bromsgrove

E07000234

47UB

Broxbourne

E07000095

26UB

Broxtowe

E07000172

37UD

Burnley

E07000117

30UD

Bury

E08000002

00BM

Calderdale

E08000033

00CY

Cambridge

E07000008

12UB

Camden

E09000007

00AG

Cannock Chase

E07000192

41UB

Canterbury

E07000106

29UC

Carlisle

E07000028

16UD

Castle Point

E07000069

22UE

Central Bedfordshire

E06000056

00KC

Charnwood

E07000130

31UC

Chelmsford

E07000070

22UF

Cheltenham

E07000078

23UB

Cherwell

E07000177

38UB

Cheshire West & Chester

E06000050

00EW

Chesterfield

E07000034

17UD

Chichester

E07000225

45UD

Chiltern

E07000005

11UC

Chorley

E07000118

30UE

Christchurch

E07000048

19UC

Colchester

E07000071

22UG

Copeland

E07000029

16UE

Corby

E07000150

34UB

Cornwall

E06000052

00HE

Cotswold

E07000079

23UC

Coventry

E08000026

00CQ

Craven

E07000163

36UB

Crawley

E07000226

45UE

Croydon

E09000008

00AH

Dacorum

E07000096

26UC

Darlington

E06000005

00EH

Dartford

E07000107

29UD

Daventry

E07000151

34UC

Derby

E06000015

00FK

Derbyshire Dales

E07000035

17UF
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Doncaster

E08000017

00CE

Dover

E07000108

29UE

Dudley

E08000027

00CR

Durham

E06000047

00EJ

Ealing

E09000009

00AJ

East Cambridgeshire

E07000009

12UC

East Cheshire

E06000049

00EQ

East Devon

E07000040

18UB

East Dorset

E07000049

19UD

East Hampshire

E07000085

24UC

East Herts

E07000242

26UD

East Lindsey

E07000137

32UC

East Northants

E07000152

34UD

East Riding

E06000011

00FB

East Staffordshire

E07000193

41UC

Eastbourne

E07000061

21UC

Eastleigh

E07000086

24UD

Eden

E07000030

16UF

Elmbridge

E07000207

43UB

Enfield

E09000010

00AK

Epping Forest

E07000072

22UH

Epsom & Ewell

E07000208

43UC

Erewash

E07000036

17UG

Exeter

E07000041

18UC

Fareham

E07000087

24UE

Fenland

E07000010

12UD

Forest Heath

E07000201

42UC

Forest of Dean

E07000080

23UD

Fylde

E07000119

30UF

Gateshead

E08000037

00CH

Gedling

E07000173

37UE

Gloucester

E07000081

23UE

Gosport

E07000088

24UF

Gravesham

E07000109

29UG

Great Yarmouth

E07000145

33UD

Greenwich

E09000011

00AL

Guildford

E07000209

43UD

Hackney

E09000012

00AM

Halton

E06000006

00ET

Hambleton

E07000164

36UC
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Hammersmith & Fulham

E09000013

00AN

Harborough

E07000131

31UD

Haringey

E09000014

00AP

Harlow

E07000073

22UJ

Harrogate

E07000165

36UD

Harrow

E09000015

00AQ

Hart

E07000089

24UG

Hartlepool

E06000001

00EB

Hastings

E07000062

21UD

Havant

E07000090

24UH

Havering

E09000016

00AR

Herefordshire

E06000019

00GA

Hertsmere

E07000098

26UE

High Peak

E07000037

17UH

Hillingdon

E09000017

00AS

Hinckley & Bosworth

E07000132

31UE

Horsham

E07000227

45UF

Hounslow

E09000018

00AT

Huntingdonshire

E07000011

12UE

Hyndburn

E07000120

30UG

Ipswich

E07000202

42UD

Isle of Wight

E06000046

00MW

Isles of Scilly

E06000053

15UH

Islington

E09000019

00AU

Kensington & Chelsea

E09000020

00AW

Kettering

E07000153

34UE

Kings Lynn & West Norfolk

E07000146

33UE

Kingston-upon-Hull

E06000010

00FA

Kingston-upon-Thames

E09000021

00AX

Kirklees

E08000034

00CZ

Knowsley

E08000011

00BX

Lambeth

E09000022

00AY

Lancaster

E07000121

30UH

Leeds

E08000035

00DA

Leicester

E06000016

00FN

Lewes

E07000063

21UF

Lewisham

E09000023

00AZ

Lichfield

E07000194

41UD

Lincoln

E07000138

32UD

Liverpool

E08000012

00BY
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London

E09000001

00AA

Luton

E06000032

00KA

Maidstone

E07000110

29UH

Maldon

E07000074

22UK

Malvern Hills

E07000235

47UC

Manchester

E08000003

00BN

Mansfield

E07000174

37UF

Medway

E06000035

00LC

Melton

E07000133

31UG

Mendip

E07000187

40UB

Merton

E09000024

00BA

Mid Devon

E07000042

18UD

Mid Suffolk

E07000203

42UE

Mid Sussex

E07000228

45UG

Middlesbrough

E06000002

00EC

Milton Keynes

E06000042

00MG

Mole Valley

E07000210

43UE

New Forest

E07000091

24UJ

Newark

E07000175

37UG

Newcastle-under-Lyme

E07000195

41UE

Newcastle-upon-Tyne

E08000021

00CJ

Newham

E09000025

00BB

North Devon

E07000043

18UE

North Dorset

E07000050

19UE

North East Derbys

E07000038

17UJ

North East Lincolnshire

E06000012

00FC

North Hertfordshire

E07000099

26UF

North Kesteven

E07000139

32UE

North Lincolnshire

E06000013

00FD

North Norfolk

E07000147

33UF

North Somerset

E06000024

00HC

North Tyneside

E08000022

00CK

North Warwickshire

E07000218

44UB

North West Leics

E07000134

31UH

Northampton

E07000154

34UF

Northumberland

E06000057

00EM

Norwich

E07000148

33UG

Nottingham

E06000018

00FY

Nuneaton & Bedworth

E07000219

44UC

Oadby & Wigston

E07000135

31UJ
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Oldham

E08000004

00BP

Oxford

E07000178

38UC

Pendle

E07000122

30UJ

Peterborough

E06000031

00JA

Plymouth

E06000026

00HG

Poole

E06000029

00HP

Portsmouth

E06000044

00MR

Preston

E07000123

30UK

Purbeck

E07000051

19UG

Reading

E06000038

00MC

Redbridge

E09000026

00BC

Redcar & Cleveland

E06000003

00EE

Redditch

E07000236

47UD

Reigate & Banstead

E07000211

43UF

Ribble Valley

E07000124

30UL

Richmondshire

E07000166

36UE

Richmond-upon-Thames

E09000027

00BD

Rochdale

E08000005

00BQ

Rochford

E07000075

22UL

Rossendale

E07000125

30UM

Rother

E07000064

21UG

Rotherham

E08000018

00CF

Rugby

E07000220

44UD

Runnymede

E07000212

43UG

Rushcliffe

E07000176

37UJ

Rushmoor

E07000092

24UL

Rutland

E06000017

00FP

Ryedale

E07000167

36UF

Salford

E08000006

00BR

Sandwell

E08000028

00CS

Scarborough

E07000168

36UG

Sedgemoor

E07000188

40UC

Sefton

E08000014

00CA

Selby

E07000169

36UH

Sevenoaks

E07000111

29UK

Sheffield

E08000019

00CG

Shepway

E07000112

29UL

Shropshire

E06000051

00GG

Slough

E06000039

00MD

Solihull

E08000029

00CT
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South Bucks

E07000006

11UE

South Cambridgeshire

E07000012

12UG

South Derbyshire

E07000039

17UK

South Gloucestershire

E06000025

00HD

South Hams

E07000044

18UG

South Holland

E07000140

32UF

South Kesteven

E07000141

32UG

South Lakeland

E07000031

16UG

South Norfolk

E07000149

33UH

South Northants

E07000155

34UG

South Oxfordshire

E07000179

38UD

South Ribble

E07000126

30UN

South Somerset

E07000189

40UD

South Staffordshire

E07000196

41UF

South Tyneside

E08000023

00CL

Southampton

E06000045

00MS

Southend-on-Sea

E06000033

00KF

Southwark

E09000028

00BE

Spelthorne

E07000213

43UH

St Albans

E07000240

26UG

St Edmundsbury

E07000204

42UF

St Helens

E08000013

00BZ

Stafford

E07000197

41UG

Staffordshire Moorlands

E07000198

41UH

Stevenage

E07000243

26UH

Stockport

E08000007

00BS

Stockton-on-Tees

E06000004

00EF

Stoke-on-Trent

E06000021

00GL

Stratford-on-Avon

E07000221

44UE

Stroud

E07000082

23UF

Suffolk Coastal

E07000205

42UG

Sunderland

E08000024

00CM

Surrey Heath

E07000214

43UJ

Sutton

E09000029

00BF

Swale

E07000113

29UM

Swindon

E06000030

00HX

Tameside

E08000008

00BT

Tamworth

E07000199

41UK

Tandridge

E07000215

43UK

Taunton Deane

E07000190

40UE
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Teignbridge

E07000045

18UH

Telford & Wrekin

E06000020

00GF

Tendring

E07000076

22UN

Test Valley

E07000093

24UN

Tewkesbury

E07000083

23UG

Thanet

E07000114

29UN

Three Rivers

E07000102

26UJ

Thurrock

E06000034

00KG

Tonbridge & Malling

E07000115

29UP

Torbay

E06000027

00HH

Torridge

E07000046

18UK

Tower Hamlets

E09000030

00BG

Trafford

E08000009

00BU

Tunbridge Wells

E07000116

29UQ

Uttlesford

E07000077

22UQ

Vale of White Horse

E07000180

38UE

Wakefield

E08000036

00DB

Walsall

E08000030

00CU

Waltham Forest

E09000031

00BH

Wandsworth

E09000032

00BJ

Warrington

E06000007

00EU

Warwick

E07000222

44UF

Watford

E07000103

26UK

Waveney

E07000206

42UH

Waverley

E07000216

43UL

Wealden

E07000065

21UH

Wellingborough

E07000156

34UH

Welwyn Hatfield

E07000241

26UL

West Berkshire

E06000037

00MB

West Devon

E07000047

18UL

West Dorset

E07000052

19UH

West Lancashire

E07000127

30UP

West Lindsey

E07000142

32UH

West Oxfordshire

E07000181

38UF

West Somerset

E07000191

40UF

Westminster

E09000033

00BK

Weymouth & Portland

E07000053

19UJ

Wigan

E08000010

00BW

Wiltshire

E06000054

00HY

Winchester

E07000094

24UP
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Windsor & Maidenhead

E06000040

00ME

Wirral

E08000015

00CB

Woking

E07000217

43UM

Wokingham

E06000041

00MF

Wolverhampton

E08000031

00CW

Worcester

E07000237

47UE

Worthing

E07000229

45UH

Wychavon

E07000238

47UF

Wycombe

E07000007

11UF

Wyre

E07000128

30UQ

Wyre Forest

E07000239

47UG

York

E06000014

00FF

Scotland

S92000003

90XX

Wales

W92000004 91XX

N. Ireland

N92000002

92XX

Outside UK

9300000XX

93XX
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Appendix

Appendix G

Homeless
This appendix provides guidance for the following terms:



Owed a main homelessness duty by local authority under Housing Act 1996
Owed some other homelessness duty by local authority under Housing Act 1996

The main homelessness duties under Housing Act 1996
There are two main homelessness duties under Part 7 of the Housing Act 1996. These apply where a housing applicant is
eligible for assistance, falls within a priority need group and is either unintentionally homeless or unintentionally threatened
with homelessness.
Where the applicant is unintentionally threatened with homelessness (i.e. likely to become homeless within 28 days through
no fault of their own), the authority must take steps to ensure that they do not cease to have accommodation available (i.e. do
not become homeless). This duty is owed under section 195(2) of the 1996 Act.
Where the applicant is unintentionally homeless, the authority must ensure that suitable accommodation is available until a
settled home becomes available... (e.g. a secure tenancy in loca l authority stock or an assured tenancy in Private Registered
Provider stock). This duty is owed under section 193(2) of the 1996 Act.
In most cases where a duty to secure accommodation is owed under section 193(2), it is likely to be brought to an end wit h an
offer of accommodation made under Part 6 of the 1996 Act (either the allocation of a secure or introductory tenancy in counci l
stock or nomination to a starter or assured tenancy in PRP stock). In areas where demand for social housing is high,
applicants are usually provided with temporary accommodation under Part 7 until they attract sufficient priority under the
allocation scheme to receive an offer under Part 6.
Other homelessness duties under Housing Act 1996
Other duties are owed to applicants who are eligible for assistance and homeless or threatened with homelessness but who :




became homeless or threatened with homelessness intentionally (duty owed under section 190(2) or
do not fall within a priority need group (duty owed under section 192), or
both (duty owed under section 190(3))

In all the above cases, applicants must be provided with advice and assistance to help them secure accommodation
themselves. In cases where applicants have become homeless intentionally but fall within a priority need group (section
190(2)), the authority must also secure accommodation for a period that will provide them with a reasonable opportunity to
secure accommodation for themselves.
Local housing authorities also have a discretionary power (under section 192(3)) to secure accommodation for applicants who
are unintentionally homeless but do not fall within a priority need group .
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