
 
HOMELESS APPLICANTS 
 

1. Introduction 

 

This leaflet explains how you can ask for 

a decision to be reviewed, if you have 

applied to the Council for assistance as a 

homeless person, and you are not 

satisfied with our decision or the way in 

which we have dealt with your 

application. 

 

We will deal with your homelessness 

application fairly, and will investigate 

your circumstances thoroughly. In 

reaching our decision, we will carefully 

consider all the facts provided by 

yourself, and others you have given us 

permission to contact, or who have 

provided information in support of your 

application.  

 

However, if you are not satisfied with 

the Council's decision, there are several 

steps that you can take, using the 

Council's Housing Review and Appeals 

Procedure. This is explained in this 

leaflet.  

 

 Please note, this leaflet is not intended 

to interpret the law; if you wish to check 

further how the law affects you, the 

Citizens Advice Bureau or a solicitor 

should be able to help you. A leaflet 

detailing local solicitors who work 

within the legal aid framework is 

available on the webpage listed at the 

end of this leaflet. 

2. Asking for your application to be 

re-assessed 

 

When you have received a decision letter 

concerning your homelessness 

application, you may wish to discuss it 

initially with your housing caseworker, 

who will be happy to give you any 

further help and advice, including 

information on reassessment and the 

Housing Review procedure. If your 

circumstances have changed since you 

applied, which you think might effect 

our decision, please let your Housing 

Advisor know. 

 

Before using the full Review Procedure, 

you may contact an officer senior to the 

Housing Advisor who dealt with your 

application originally. This is 

particularly useful if you think that we 

may not have fully understood your 

circumstances. 

 

The Homelessness and Advice Manager 

or the Housing Manager will re-assess 

your application. Here is how to request 

this: 

 

a) You should write to the Housing 

Manager, no more than 7 days after you 

have received a decision with which you 

disagree. Tell him any special 

circumstances which you want him to 

take into account. 

 

b) We will deal with your request within 

14 days (or as soon as reasonably 

practical). We may ask you to give us 
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some additional or new information if 

we think that this may help us to check 

that we have made the right decision. 

 

c) We will write to you within 3 working 

days of completing our reassessment, to 

let you know our decision, and our 

reasons for reaching it. 

 

In most cases, the reassessment will 

clear up any misunderstandings 

satisfactorily and quickly, and you are 

encouraged to ask for a re-assessment 

before requesting a Review. 

 

3. What the Housing Review 

Procedure covers 

 

This procedure covers decisions about:  

 

a) Whether you are eligible for help as a 

homeless person. 

 

b) What duty (if any) the Council owes 

you relating to: 

 

i) whether you are homeless or 

threatened with homelessness within 28 

days 

 

ii) whether you are in a priority need 

category 

 

iii) whether you have made yourself 

homeless intentionally 

 

iv) whether you have a local connection 

with Aylesbury Vale 

 

v) other suitable accommodation being 

available 

 

vi) if we are referring you to another 

local authority for assistance. 

 

c) Whether the accommodation secured 

for you by the Council in the discharge 

of its duties is suitable for your needs - 

this does not include emergency 

accommodation, but would include the 

final offer of permanent accommodation 

made to you. 

 

d) Grievances where you think we have 

omitted or misinterpreted a key fact 

which was provided to the Council 

before we made the decision, and which 

influenced our decision. 

 

This procedure does NOT cover: 

 

a) New information which you have 

overlooked and was not made available 

to your caseworker.  

 

However, if you have new information, 

your caseworker will investigate it, and 

reach a fresh decision. 

 

b) New information which relates to a 

change in your circumstances after the 

decision was made. 

 

c) Grievances about administrative 

matters e.g. charges for emergency 

accommodation. 

 

d) An appeal to extend the time limits 

within which you should have made any 

request for a Review of our decision. 

 

4. How does the Housing Review 

Procedure work? 

 

Please remember that you can get a 

quick check on your application, by 

asking a senior officer to re-assess it. 

Please see section 2 for further 

information. 

 

 



 

 

Review Procedure 

 

You should write to the Housing 

Manager and ask for a Review, giving 

your reasons. You must do this within 

21 days of being notified of the 

Council's original decision, or of the 

senior officer's decision after re-

assessing your application. 

 

We may agree a longer period with you, 

in exceptional circumstances, and if so 

we will confirm this to you in writing.  

 

The Housing Manager will acknowledge 

your request within 7 days of receiving 

it.  

 

You have the right to make your case in 

writing, or to ask someone acting on 

your behalf to do so. It would help if you 

gave the reasons in full why you 

disagree with the Council's decision. 

 

a) The Housing Manager will carry out 

the review, checking that all the relevant 

information has been collected and 

interpreted correctly to reach the 

decision. He may invite you to a meeting 

to explain your reasons for asking for a 

review. 

In the absence of the Housing Manager, 

another senior officer who has not 

previously dealt with your application, 

will carry out the Review. 

 

b) Within a further 14 days (or as soon 

as reasonably practical) the Housing 

Manager will complete the Review. 

 

c) Within a further 3 working days of 

completing the Review the Housing 

Manager will write to you to let you 

know the outcome of the Review and the 

reasons for the decision. 

 

The total period for a Review to be 

completed is within 56 days of the 

request for the Review. If we need to 

find out more or check information 

which you have given us, we may ask 

you to agree to a longer period. We 

would confirm our agreement in writing. 

 

This completes the legal right to a 

Review for homeless applicants 

 

5. What else can you do if you 

disagree with the Council's decision? 

 

There is no right to a further review to 

be carried out by the Council after the 

Review has been completed. However, 

we will always be happy to reconsider 

your application if your circumstances 

change. Please speak to your caseworker 

if this applies to you. 

 

You are also free to consult your local 

elected Councillor at any stage of your 

application. If you do not know who 

your local Councillor is, we can tell you. 

 

In certain circumstances, you may be 

able to complain to the Ombudsman, or 

have the legal right to appeal to the 

County Court, as explained briefly 

below: 

 

a) If you have exercised a legal right to a 

Review, and you are aggrieved about the 

decision because you feel that you have 

been treated unfairly as a result of 

maladministration, you may complain to 

a Local Government Ombudsman. 

Please ask us for a leaflet about how to 

complain to the Ombudsman. You may 

prefer to make an Appeal first as 

explained in Section 4. 

b) You may be able to appeal to the 

County Court, if: 



 

 

 you are dissatisfied with the decision 

on the Review, or 

 you are not notified of the decision 

on the Review within 56 days after 

receiving your request, unless we 

have mutually agreed to a longer 

period in writing. 

 

A Solicitor should be able to give 

you advice about how to appeal to 

the County Court. 

 

 

Further leaflets providing housing advice are available at 

www.aylesburyvaledc.gov.uk/housing/housing-services/other-sources-of-help-and-advice  

 

For other general housing needs enquiries see our website 

www.aylesburyvaledc.gov.uk/housing , email us on 

housingneeds@aylesburyvaledc.gov.uk  or call 01296 585197 or 585168. 
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