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8. Purpose  

This policy outlines Hundred Houses Society’s (HHS) approach to the sale, re-sale, 

and allocation of Shared Ownership homes, aiming to ensure an efficient, transparent, 

and fair application process. 

 

It specifies the criteria we will use to assess applications and describes how we will 

prioritise applicants, ensuring that homes are allocated to those in housing need for 

whom Shared Ownership is the most suitable solution. Scope  

         

9. Scope  

This policy applies to all Shared Ownership home applications and complies with 

financial and regulatory controls, including Homes England’s Capital Funding Guide. 

 

10. Key terms and definitions 

Shared ownership  Shared ownership, also known as "part-rent, part-buy," is one 

of several initiatives in England designed to help aspiring 

homeowners. 

First tranche sale  The first amount purchased is known as the 'first tranche sale', 

with the mortgage calculated according to the overall value of 

the property and the percentage of it that the occupier has 

bought. 

Staircasing  You can buy more shares in your home after you become the 

owner. This is known as 'staircasing'. When you buy more 

shares, you'll pay less rent. The amount of rent you pay will be 

based on the landlord's share. 

Affordability 

assessment  

An assessment to ensure you can afford to purchase and 

maintain the monthly costs.  

Valuation  An assessment of the property’s market worth, crucial for 

determining the price of additional shares during staircasing or 

when selling the property. 

Equity Your share of ownership in the property; calculated by 

subtracting the amount you owe on the mortgage from the 

property’s market value. 

Resales The process of selling your shared ownership property to 

another buyer, often facilitated by the housing association to 

ensure compliance with regulations. 
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Service charge  A fee paid by shared owners to cover the costs of maintaining 

communal areas and services within the property 

development. 

Simultaneous 

staircasing  

A special type of sale that happens when a shared owner has 

found a buyer who wants to purchase 100% of their home. 

Both the sale and staircasing transactions complete on the 

same day, which is why it's called simultaneous. 

Homes England Homes England is the non-departmental public body that 

funds new affordable housing in England. 

  

11. Policy statement  

Our Shared Ownership applicant procedure is designed to ensure a fair process for 

buying a shared ownership home, due to the demand and guidelines established by 

Homes England.  

 

This policy is aligned with the latest Shared Ownership Code of Practice, which is 

currently being piloted (from December 2024) and expected to be adopted sector-wide 

in 2025. The Code promotes greater transparency, a 14-day cooling-off period for 

buyers, and extended defect liability periods. HHS will revise its procedures to comply 

fully once the final Code is published. 

 

HHS is committed to helping people in housing need find a suitable home and 

recognizes Shared Ownership as a viable first step into homeownership, particularly 

for those unable to purchase at full market value. Shared Ownership enables 

individuals to buy a share of a property, becoming both part-owners and tenants 

through a lease agreement. HHS retains ownership of the remaining share and 

collects rent on the unpurchased portion.  

 

12. Shared Ownership Eligibility and Qualifying Criteria  

  The criteria for who can buy a Shared Ownership home are set out below. This may 

vary between schemes and Local Authority areas. Applicants are expected to meet the 

following:  

  

• Age - be at least 18 years old  

• Housing needs - be unable to purchase on the open market, outright or with a 

mortgage, a home of suitable size and location for their household needs  

• Income - have a household annual income of no more than £80,000  

• Assessment - have been assessed by the Help to Buy agent  

• Financial capability - have sufficient savings to meet the one-off costs of 

buying a Shared Ownership home, and access to capital or a mortgage (through 

an acceptable lender) to fund their share of the purchase  

• Affordability - demonstrate their ability to afford the associated outgoings with 

owning a Shared Ownership home, including, but not limited to, the mortgage, 

rent, service charge, running costs, and repairs etc. 

• Credit history - have no outstanding credit issues such as County Court 

Judgements or unsatisfied defaults  
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• First-time buyers – generally must be first-time buyers (although some 

applicants who own, or have previously owned their own home may be eligible, 

including older people, those who have lost their home through a relationship 

breakdown, or where a current Shared Owner’s home no longer meets the 

household’s needs but they remain unable to buy a property outright)  

 

Eligibility can vary by scheme and Local Authority area, so it's important to check 

specific requirements for the location and scheme of interest. 

 

13. ‘First come, first served’ approach to shared ownership allocations.  

In line with regulatory guidance, Hundred Houses Society operates a 'first come, first 

served' approach for allocating Shared Ownership homes, subject to some 

exceptions which are listed in more detail below. In all these cases, allocations will 

first be offered to military personnel and applicants with a local connection to the 

area.  
 

Assuming none of these exceptions apply, Hundred Houses will operate on a ‘first 

come, first served’ basis This means that homes are offered to prospective 

customers based on the order in which they successfully complete both their initial 

affordability assessment and their application form. To ensure fairness and 

transparency, applicants must first pass the affordability assessment and then 

complete and submit their application form.  
 

The allocation of homes is determined by this sequence, prioritising those who meet 

both criteria in the earliest order.  In line with regulatory guidance, Hundred Houses 

Society must be clear on how we allocate and offer our shared ownership homes to 

prospective eligible customers; applying an overarching principle of ‘first come, first 

served’.  
 

In line with evolving Government guidance on leasehold reform and the anticipated 

shift to commonhold, HHS will ensure Shared Ownership allocations and legal 

documentation are regularly reviewed and updated to reflect any statutory changes 

to tenure structure. 
 

As stated above, there are specific exceptions to the 'first come, first served' 

approach for offering Shared Ownership homes. These exceptions apply in the 

following situations:  

1)  Priority must be given to serving military personnel where;  

a) They have completed their basic (phase 1) training and are one of the following:  

i. Regular service personnel (including Navy, Army and Air Force)  

ii. Clinical staff (except for doctors and dentists)  

iii. Ministry of Defence Police Officer  

iv. Uniformed staff in the Defence Fire Service  

b) They are ex-regular service personnel who have served in the Armed Forces for a 

minimum of 6 years and can produce a Discharge Certificate as proof, where they 

apply within 2 years of the date of discharge from service. 
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c) They are the surviving partners of regular service personnel who have died in 

service, where they apply within 2 years of the date of being bereaved.  
 

2) Greater priority will apply to those with a local connection to the local authority 

within which the property to be allocated is located. Local connection is defined by 

Hundred Houses Society as meeting one or more of the following criteria:  
 

a). The applicant is in full time or part time employment in the local authority area 

for sixteen hours or more per week; or  

b). The applicant has lived in the local authority area for at least 6 of the last 12 

months, or 3 of the last 5 years; or  

c). The applicant has family members who have been resident in the local 

authority area for a period of 5 years or longer and are currently resident in the 

local authority area. Family members are defined as parents, adult sons and 

adult daughters or brothers or sisters; or  

d). The applicant or a member of the applicant’s household needs to move away 

from another area to escape violence or harm. 

 

7.   Affordability Assessments  

We follow a two-stage approach to assessing affordability and the suitable share which 

an applicant can purchase, provided by a regulated Qualified Advisor. The assessments 

are offered free of charge and we will provide applicants with the contact details of the 

nominated Qualified Advisor for the specific development they are interested in.  

 

Stage One: The Initial Assessment  

The Qualified Advisor will request details of an applicant’s income and expenditure to 

assess their affordability. This assessment considers the current mortgage market 

conditions, as well as the monthly rent and service charge of the property the applicant 

is interested in. Based on this evaluation, the advisor will determine the share of the 

property that is affordable for the applicant. If the applicant passes this affordability 

assessment, a provisional offer will be made based on the professional advice provided.  

 

Stage Two: The Full Assessment  

Once we provisionally offer an applicant a home, they will then proceed to complete 

Stage Two: The Full Assessment. This is a more detailed assessment of an applicant’s 

income and expenditure, their circumstances and preferences including any known or 

likely future changes that will impact their income and/or expenditure. This more 

detailed assessment will also involve a budget planner. This must be completed by the 

nominated Qualified Advisor.  

 

Hundred Houses Society staff are not qualified to provide financial advice and so will 

always advise an applicant to obtain advice from someone who is suitably qualified and 

experienced in shared ownership mortgages.  

 

Monthly Minimum Surplus Income  

In line with regulatory guidance, Hundred Houses Society requires that an applicant 

should have a minimum of 10% of their income as a surplus each month. i.e. the 
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amount left after all an applicant’s housing costs and other financial commitments are 

paid.  
 

Approach to mortgages  

Applicants should note that the two-stage affordability assessment provided by a 

Qualified Advisor is without obligation. They are free to seek mortgage advice and apply 

through other sources if they choose.  However, the sign-off for the Affordability 

Assessment must be done by the nominated Qualified Advisor  
 

Applicants must provide Hundred Houses Society, or its agents, with the details of their 

nominated mortgage broker when they complete and return the Offer of Acceptance 

Form.  
 

Mortgage offers should meet the following criteria:  

• Purpose of the mortgage - it must state that it is for a shared ownership 

property  

• Loan restrictions - No loans must be added to the mortgage 

• Mortgage fees - mortgage fees that are added to the loan will only be 

accepted up to £1,500  

• Guarantor mortgages - are not accepted  

• Deposit Requirement - A minimum deposit of 5% is required; 100% 

mortgages are not accepted  

• Repayment terms - only repayment mortgages are accepted  

• Rent Liability - The mortgage offer must specify that the borrower is liable 

for the specified rent, which is subject to annual review.  
 

Adverse Credit  

Adverse credit refers to any missed or non-payment of debts recorded on an individual's 

credit report. The following types of adverse credit may appear on an applicant's report: 
 

• Bankruptcy – a legal proceeding involving a person or business that is 

unable to repay outstanding debts  

• County Court Judgements (CCJs) – an order from the County Court 

instructing an applicant to repay a debt  

• Individual Voluntary Arrangements (IVAs) – a formal agreement between 

an applicant and an applicant’s creditors that helps an applicant repay what 

an applicant can afford towards an applicant’s debts.  

• Credit Account Information Sharing (CAIS) – late payment history or 

higher percentage of debt on cards/loans  
 

A multi-agency credit report will be required to be sent to the Qualified Advisor as part 

of the Stage 2 Full Assessment.  
 

For applicants to be approved with an adverse credit record they will need to meet the 

following criteria:  

 

• No missed mortgage/rent arrears - within the last 12 months  

• Bankruptcy – must have been discharged over three years ago (subject to 

individual assessment)  
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• No County Court Judgements (CCJs) - within the last 36 months and they 

must be satisfied prior to the mortgage application  

• Individual Voluntary Arrangements (IVAs) must have been discharged 

over three years ago with no residual debt (subject to individual assessment).  

• No more than two consecutive late payments in the last 24 months  

Cash Buyers  

In line with regulatory guidance, Hundred Houses Society will consider cash buyers in 

certain circumstances where a customer is unable to obtain a mortgage. These 

instances include situations where the individual is unable to secure a mortgage due 

to: 
 

• Religious beliefs that prevent them from taking a traditional mortgage. 

• Age, where their financial situation or lenders' criteria restrict mortgage 

access. 

• Long-term disability, which prevents them from working and securing a 

mortgage. 

• Caring for a family member, resulting in an inability to work and obtain a 

mortgage. 

• Being on a lower income where they can afford the rent and service charge 

but not a mortgage. 
 

These exceptions ensure that those who are unable to secure a mortgage due to 

specific personal circumstances are still able to participate in shared ownership 

through cash purchases. 

Customers wishing to purchase a shared ownership home with cash must complete 

both Stage 1 and Stage 2 of the Affordability Assessment Process. This is necessary 

to demonstrate that they meet one of the specified criteria, such as religious beliefs, 

age, or long-term disability, and that they can cover the ongoing costs of ownership, 

including monthly rent and service charges. Hundred Houses Society’s offer will be 

based on the professional advice provided by the nominated Qualified Advisor.  

Applicants who require further financial advice will need to consult their Independent 

Financial Advisor for additional guidance.   

8. Applications  

Upon receiving a shared ownership application, HHS will contact the applicant(s) to 

request any necessary documentation for the assessment process. Once all required 

documents are submitted, HHS will provide a decision on the application within 15 

working days. 

 

9. Shared Ownership Resales  

Shared Owners have the option to sell their home, with Hundred Houses Society 

(HHS) typically having the first opportunity to find a buyer before the property is listed 

on the open market. If HHS is unable to find a buyer within the agreed timeframe, the 

owner may engage an agent to sell the home.  
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The sale price is determined by an independent valuer qualified by the Royal Institute 

of Chartered Surveyors (RICS). The purchaser generally buys the existing share, with 

the option for simultaneous staircasing and resale. Rent and other charges for the 

resale are calculated as outlined within the lease and will be included in the sales 

marketing materials. 
 

10. Equality and Inclusion  

HHS ensures fair treatment and considers individual needs in line with the Equality Act 

2020. 
 

11. Monitoring and Reporting  

• Sales Recording: 

All sales will be logged in our Housing Management system. 

• Customer Experience: 

Applicants will provide feedback on the Shared Ownership process. 

Complaints and compliments will be recorded, used for service improvements, 

and reported to key teams. 

• Regulatory Reporting: 

Sales will be reported to the Regulator of Social Housing as required. 

• Budget Monitoring: 

Performance against the shared ownership sales budget will be tracked by the 

budget holder or their delegate. 

 

12. Review of the policy  

This policy will be reviewed every 3 years or when there is a significant change in 

legislation, government policy, or the type of shared ownership homes offered by HHS. 
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Where to find us 

Hundred Houses Society 
51 Scotland Road, Cambridge CB4 1QW 
 

0300 303 5770                
info@hhs.org.uk 


