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Mutual Exchange Application Form
Your address

	Name
	

	Address
	

	Landlord and landlord contact details
	

	Type of tenancy

e.g. lifetime/flexible/ secure/assured
	


Your details

	
	Tenant
	Joint Tenant

	First name
	
	

	Last name
	
	

	Date of birth (DD/MM/YYYY)
	
	

	National Insurance Number
	
	

	Contact details

Home telephone:


Work telephone:


E-mail

	
	


Details of your household
Please give details of all people who will be living permanently with you when you move.

	Gender
	First name
	Last name
	Date of birth
	Relationship to you

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Your property details

	What property type do you live in
	
House
 Bungalow          Sheltered Housing
 

 Flat 
  Maisonette
                 



	Flat or Maisonette Floor Level:


	 

 Ground  First

 

 Second  Third & Above


	Number of bedrooms
	

	When did your tenancy begin?
	

	Do you have any rent arrears? If yes, please provide details
	

	Have you made any alterations to your property? If yes, please give details
	

	Do you rent a garage from St Albans Council? If yes, please provide address and any amount in arrears.
	

	Do you have any pets? If yes, please provide number and type of animal
	

	Do you receive garden assistance?
	

	Are you registered on the Council Transfer list?
	


Address and details of the person you wish to exchange with
If there is more than one person in the exchange tenancy, please give full details on a separate sheet.

	Name
	

	Address
	

	Landlord and landlord contact details
	

	Type of tenancy 

e.g. lifetime/flexible/secure/assured
	


Details of the proposed household

This is the person(s) you wish to exchange with.

	Gender
	First name
	Last name
	Date of birth

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	What type of property do they live in
	
House
 Bungalow          Sheltered Housing
 

 Flat 
  Maisonette
                 



	Number of bedrooms
	


Declaration

I / We state that the information given on this application form is true in every respect and understand any false statement will lead to the cancellation of this application.  I / We hereby give permission for my details to be disclosed to proposed landlords and for St Albans City & District Council to carry out credit checks on any named applicants.

Tenant: ………………………………………………..
Date: …………………………..

Joint Tenant: …………………………………………
Date: …………………………..

Please supply the following supporting documents with your application:

· One form of identification from your current address eg. bank statement, driving licence, passport, utility bill, benefit letter or card.

· Full birth certificate for any children on the application for whom we do not already have a copy.

· Photo of applicant / joint applicant

· Please note that Experian and identity checks will be carried out on all applicants.

This application form will not be processed until all the supporting documentation has been submitted.  You must provide original documents within 14 days of your application. 

If you have a scanner, you can use this to scan and email us your documents.  If we have asked for documents which you receive electronically such as bank statements or wage slips, just send electronic copies of the documents to us.

 If we have any questions about the information you send us we will contact you.

Alternatively, if you are unable to do any of the above, you can make an appointment with Customer Services. To book an appointment please phone 01727 819450.

Please answer all the questions on this form, if you need help filling out this form or you cannot provide any of the information asked for, please contact the Neighborhood Housing Management Team on:
Telephone: 01727 819534
E-mail: housingmanagement@stalbans.gov.uk
Privacy Notice

The privacy notice explains how St Albans City & District Council (the Data Controller) will use any personal information we collect about you when you use our services.

We will use your information for the purposes we have set out; keep it securely; destroy it when we no longer need it; tell you the rights applicable to this personal information and how to exercise them; tell you who to complain to.

All this information is set out in full on the privacy notice with this form.  

Please read the privacy notice for more details.
Privacy Notice 
This privacy notice explains how St Albans City & District Council (the Data Controller) will use any personal information we collect about you when you use our services.
What information do we collect about you?

The information that the Council will collect varies depending on how you use the Council’s Services. We are using the information provided in this case because we have a legal obligation (Art. 6(1)(c)).  This means we collect your personal information from you so that we can carry out a function we are required by law to carry out.  In this case we are collecting personal information so that we can process your information for the purposes of assessing your mutual exchange application. 
How will we use the information about you?

We use the information to process your mutual exchange application.  We may share the information with other departments at the Council to enable us to deal with your application.  We will only share the information to enable us to deal with this matter.
We will not share the personal information we hold with any external organisations except for partner organisations.  By partner organisations we mean other Social Housing providers where sharing your data is necessary to deal with your matter.  We may be required to share your personal information with the Police, Internal Audit or similar agency, or another Council for the purposes of preventing and detecting fraud.

We will ensure that all personal information is kept securely.
How long will we keep this information?

We will destroy this personal information in accordance with our Disposal Schedules.  To determine how long we should keep information, we consider what the legislation states and what is good practice. This means we will securely destroy the information once we no longer need it.  If you would like to know the specific period of time that relates to your personal information please contact GDPR@stalbans.gov.uk 
Individuals’ Rights

You have a right to request a copy of the personal information that we hold about you.  If you would like a copy of some or all of your information, please contact foi@stalbans.gov.uk and ask for a subject access request. 
If you consider we hold inaccurate personal information about you, you can contact us to ask for this information to be corrected.  We will consider your request and respond within one month.  Please contact GDPR@stalbans.gov.uk.
You can find out more about your rights on our website:   http://www.stalbans.gov.uk/council-and-democracy/departmentsPoliciesPlans/data-protection/
Cookies

Cookies are text files placed on your computer to collect standard internet log information and visitor behaviour information.  This information is used to make your use of the internet better.  For further information on how we use these and how you can control it, please visit http://www.stalbans.gov.uk/about-this-site/legal-notices/cookies.aspx
Changes to our Data Protection Policy

We have a Data Protection Policy in place and this can be found here: http://www.stalbans.gov.uk/Images/GDPR%20Personal%20Data%20Policy%20Version%201%20-%202.3.18_tcm15-63804.pdf  We review this policy annually.  
Data Protection Officer

Our Data Protection Officer for the purposes of Articles 37 to 39 of the General Data Protection Regulation is Charles Turner, Solicitor to the Council.  He can be contacted by emailing GDPR@stalbans.gov.uk or calling 01727 819209 for our Complaints Team.
How to contact us

Please contact us if you have any questions about our Data Protection Policy, or concerns about how we handle your information: by emailing foi@stalbans.gov.uk or write to us at: FOI Team, St Albans City & District Council, St Peter’s Street, St Albans, AL1 3JE.  
Complaints 

You have a right to complain to the Information Commissioner if you are unhappy with how we process your personal information.  You can do so through their website:  https://ico.org.uk/concerns/ or by emailing: casework@ico.org.uk or calling their helpline on 0303 123 1113.
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