
 

Shared Ownership & 
Leaseholder Policy  

 
1. Policy 

 
This policy outlines the approach taken by Brunelcare when a new build shared             
ownership property is available for sale or a shared ownership leaseholder wishes to             
sell their property. This policy should be read in conjunction with other relevant             
policies and procedures.  
 

2. Legal Framework 
 
All shared ownership sales must abide by regulations set by the Regulator of Social              
Housing’s  (RSH) Regulatory Code and Homes England Capital Funding Guide.  
 

3. Objectives 
 
The key objectives of the shared ownership policy are: 

● To comply with all legal requirements and regulations set by the RSH. 
● To ensure that people accessing our accommodation and services via shared 

ownership are treated fairly and consistently. 
  

4. References 
 

1. Shared Ownership Rent Calculation 
2. Shared Ownership Lease 
3. Extra Care Housing (ECH) shared ownership waiting list /Home Choice Bristol 

 
 

5. Operational Notes 
 
5.1. Eligibility for Shared Ownership  
 
Our shared ownership scheme aims to help people that are in housing need and who               
are otherwise unable to purchase a property on the open market. For schemes for              
Shared Ownership for Older People, leaseholders must be over the age of 55.  
 
Applicants  must: 

● have a household income of less than £80,000  
● be otherwise unable to purchase a property suitable to meet their housing            

needs on the open market  
● primarily be expected to be first time buyers, though some applicants who own             

or have previously owned a home may be eligible.  
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● must be able to satisfy ‘local connection’ criteria as defined by the local             
authority, if this is required by Planning conditions. 

● must not be in rent arrears or in breach of their current tenancy agreement at               
the time of the application if they are an existing tenant.  

● must be able to afford their purchase and sustain their housing costs.  
● must have access to funds to cover the costs and fees associated with buying              

and moving into their new home.  
● if an existing home owner is unable to purchase a property suitable to meet              

their housing needs on the open market, they must have sold any other home              
owned at the time of buying their shared ownership home  

● If required by the terms of the development scheme, applicants must be            
registered with the Help to Buy Agent.  

 
5.2 Allocation of shared ownership homes  
 
Applications received in the two weeks following an advertisement will be prioritised            
in the following order: 
 
a) Applicants who are first time buyers  
b) Applicants who meet specific criteria as required by the local authority planning             
conditions for the development  and purpose of the scheme eg. Extra Care.  
c) Applicants who meet the local authority’s bedroom size criteria.  
d) If all criteria is equal then we’ll allocate to the applicant who paid the reservation                
fee first. 
 
If a home has not been reserved after two weeks of being advertised then we will                
allow reservations on a first come first served basis to eligible applicants. 
 
5.3  Reservation fee  
 
We will charge applicants a fee of £250 to reserve a home. This helps us to ensure                 
that applicants are committed to their purchase and are not preventing other            
applicants from finding their next home. The reservation fee will be returned to the              
applicants if;  

a) They decide that they don’t want to go ahead with their purchase before we              
have verified their eligibility  

b) We are unable to offer them the property of their choice  
c) They buy the property from us (the fee will be deducted from the fees due at                 

completion).  
 

We will not return a reservation fee if (after we make an offer):  
  

a) The applicants decide not to go ahead, for whatever reason, including if they             
change their mind  

b) We withdraw our offer of a home because the applicants have given false or              
misleading information on their application form  

c) The applicants have failed to progress the purchase within the set deadlines.  
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5.4 Rent on the Unsold Equity Share   
 
We will usually set the initial rent at 2.75% of the value of the unsold equity share at                  
the point of initial sale. On occasion the rent value will be confirmed in the section                
106 agreement which forms part of the planning consent for the site. The rent will               
increase annually by the Retail Prices Index (RPI) for the preceding September plus             
0.5%. 
 
5.5 Repairs and maintenance 
 
Shared  owners are fully responsible for 100% of all repairs, maintenance and 
improvements to their property, as well as their share (as set out in the deeds of 
condition for their home) for the maintenance and upkeep of communal areas and 
building structure. In flatted developments a cyclical maintenance sinking fund is 
included  to pay for communal repairs and improvements. Responsibility for this 
sinking fund will be set out on the Lease for the property.  
 
Shared owners must seek Brunelcares written approval before carrying out 
alterations or improvements to the property. 
 
5.6 Conditions of re-sale  
 
Leaseholders are free to sell their home at any time; they must submit this in writing.                
However for some properties bought under the Older People’s Shared Ownership           
schemes (homes specifically for people aged 55 or over) Shared Owners can only             
sell up to the value of their purchase of 75%.  
Brunelcare has the right to nominate prospective purchasers as specified in the            
shared ownership lease. Brunelcare has eight weeks to make the decision as to             
whether this option will be exercised. 
 
If Brunelcare does not nominate a buyer during the nomination period the            
leaseholder can offer the home for sale on the open market, but the prospective              
buyer must comply with our eligibility criteria.  
 
After the nomination period the leaseholder can arrange a sale either through an             
estate agent who will advertise the property and arrange for prospective purchasers            
to view it, or personally. Leaseholders must check to see if their lease permits them               
to put up a ‘for sale’ board. 
 
5.7 Staircasing  
 
Shared Owners can build up their share through staircasing in tranches of at least              
10% and above, until they purchase the maximum of 75% of the property if Older               
People’s Shared Ownership, or 100% if traditional shared ownership. The price paid            
for further shares is based on the full open market value of the property, excluding               
any improvements made by the shared owner. The valuation is made by an             
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independent RICS accredited valuer. The cost of the valuation is to be paid by the               
shared owner. To ensure that any purchase reflects current market conditions the            
valuation is valid for three months from the date Housing Solutions receive the             
valuation from the valuer.  
Shared owners have 3 months to complete their staircasing purchase from the date             
of the valuation. Shared owners may increase their share of the property after one              
year of occupancy. No more than one staircasing transaction can be carried out each              
year. Applicants rent and Service charge accounts must be clear of any arrears at              
the point of completion of any purchase of additional equity.  
 
 
5.8. Resales and Assignment Information and Enquiries 
On receipt of a firm offer the vendor’s solicitors may request information on the resale               
and assignment.  The information available about the property includes: 

● The name and address of the current landlord 
● Details of ground rent and building insurance 
● Schedule showing last 3 years service charges 
● A summary of works and proposed works affecting the property and expected            

recharges 
 
Brunelcare can only give this information to the vendor or the vendor’s solicitors. It is               
the responsibility of the vendor or the vendor’s agent to pass this information to any               
prospective purchaser.  
 
6. Review  
 
This policy will be reviewed on a 3 yearly basis or in response to changes in                
Legislation, regulatory guidance or good practice.  
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Shared Ownership Sale and Management Procedure  
 
 

Procedure Responsible Links 

 New Build   

Prepare scheme details document as handover to 
Customer Services Team (CST) 

New build Project 
Manager  

At the beginning of each sales period it must be ensured 
that the most up to date valuation and lease are 
employed and the sales period will not exceed 3 months. 

CST   

The rent and service charge will be calculated  Finance  

The potential leaseholder contacts Brunelcare CST to 
enquire about shared ownership properties by 
telephone, email, letter, or via Home Choice Bristol.  

  

The CST sends the potential leaseholder an Information 
Pack by post or email. CST Information 

Pack 

The potential leaseholder will contact the ECH Centre 
Manager to arrange a viewing of the property.  Centre Manager  

After viewing the property the potential leaseholder will 
register their interest with the ECH Centre Manager and 
agree to proceed in the purchase of the property.  

Centre Manager  

7.2. ECH only 
A joint assessment meeting will be arranged by the ECH 
Centre Manager with the potential leaseholder in their 
own home.  A recognised assessment tool will be used 
and the assessment documented and the outcome 
recorded. 

Centre Manager Suitability 
Assessment 

7.3. ECH only 
On completion of the assessment ECH Centre Manager 
will then send the potential leaseholder an Approval 
Letter, or a Rejection Letter depending on the outcome 
of the assessment. 

Centre Manager  

If the potential leaseholder was approved at the 
assessment stage they will be asked in the Approval 
Letter to contact Brunelcare’s solicitors to begin the 
sales process and set a date for completion (to be no 
more than 6 months ahead). 

  

Brunelcare’s solicitors will send a Sales Pack to the 
potential leaseholder’s solicitors and will answer their 
questions regarding the property. 
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When the lease is signed by Brunelcare and the 
leaseholder a completion date will be agreed.  The 
completion date is the date on which the leaseholder can 
move into the property and will start paying rent and 
service charge. 

  

Before the completion date the ECH Centre Manager will 
arrange a meeting with the leaseholder to complete a 
Viewing Tenancy Checklist and provide a Sign Up Pack 

Centre Manager  

Before the completion date the CST will add the 
leaseholder’s details to UH (Universal Housing system), 
the collection of rent through AllPay, notify BCC 
regarding Council Tax and complete CORE form. 

CST/Finance  

On the agreed completion date the leaseholder can 
move into the property. 

  

7.4. Re-Sale   

The leaseholder informs Brunelcare that they wish to sell 
the property. 

  

The leaseholder must arrange and is responsible for the 
costs of a valuation of the property with a RICS qualified 
surveyor. 
The leaseholder is responsible for Brunelcare’s solicitors 
fees on completion. 

  

The ECH Centre Manager​ ​will notify BCC for them to 
nominate an appropriate tenant for the property. 

Centre Manager   

If BCC are successful with a nominee for the lease, 
Brunelcare must offer the lease within 10 working days. 
Brunelcare can reject a nominee on reasonable grounds 
whereupon BCC can provide details of a further 
nominee. 

  

After 5 working days if BCC have not been successful in 
nominating anyone the ECH Centre Manager will 
nominate from their waiting list. 

Centre Manager ECH Waiting  
List 

If Brunelcare fail to nominate a potential leaseholder 
within eight weeks or the potential leaseholder they have 
nominated fails to proceed at any point then the seller 
will be free to find a potential leaseholder who meets the 
eligibility criteria. 

  

When a potential leaseholder is able to proceed they will 
enter the Assessment process which is carried out by 
the ECH Centre Manager. 

Centre Manager Suitability 
Assessment 

The CST will respond to any queries from either parities 
solicitor in a timely manner. 

CST  

Once the completion date is known Brunelcare will 
calculate what monies are owed (if any), for example, 
management and maintenance charges, major repairs, 

CST  
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ground rent or service charges.  Completion cannot take 
place unless all debts are paid, the CST must inform our 
solicitors if there is any debt on the account so this can 
be recovered. 
The vendor’s solicitors will inform Brunelcare when 
completion has taken place and will send a copy of the 
Notice of Assignment/Transfer.  
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