Changing a tenancy




Change of name

If you've officially changed your name via a ‘deed of change
of name’, then you will need to let us know and send us a
copy of the deed, so we can update our records.

You can also let us know via your online account.

Amending a Tenancy from Sole-to-joint

If you're the sole, lead tenant and want to add someone to
your tenancy agreement as a joint tenant, please contact us
on 0300 5000 600.

We will send you an ‘Application to Amend Tenancy from
Sole-to-Joint Form'. Please complete it as soon as possible
and send it back to us, along with the following information
about the proposed joint tenant:

e Proof of ID
e.g passport, driver's license, bank card.

e Proof of current residency (at least 12 months old)
e.g utility bill, bank statement.

e Proof of earnings
e.g payslip, bank statement

e Proof of right to rent
e.g. passport, birth certificate, immigration documents.



https://www.connecthousing.org.uk/online-account-info/

Once we've received your completed form, along with the
supporting information, we will process the request. After
this, your Community Housing Officer will send a letter
confirming the decision.

Please note, we have strict criteria that the proposed joint
tenant must meet and if they don’t, we will have to refuse
the request.

If your request is refused, we will explain the reasons why
in the letter. You will also have the option to appeal this

decision, which we will explain in the letter.

If your request is approved, we will arrange a home visit

for you and the new joining tenant to sign the
Deed of Assignment.

A copy of the Deed of Assignment
will be added to your original
Tenancy Agreement, a copy will
be sent to you, and we will
update all our records
accordingly.




Amending a Tenancy from Joint-to-Sole

If your tenancy agreement is currently under joint names
and you wish to remove someone from it, please contact us
on 0300 5000 600.

We will send you an ‘Application to Amend Tenancy from
Joint-to-Sole Form'. Please complete it as soon as possible
and send it back to us.

Once we've received your completed form, we will process
the request. After this, your Community Housing Officer will
send a letter confirming the decision.

Please note, we have strict criteria that, if not met, means
we will have to refuse the request.

If your request is refused, we will explain the reason why in
the letter from your CHO. You will also have the option to
appeal the decision, which we'll explain in the letter.

If your request is approved, we will arrange a visit to your
home - or another suitable venue - to sign the Deed of
Assignment. This will need signatures from both the tenant
remaining on the tenancy, and the tenant being removed.

A copy of the Deed of Assignment will be added to your
original Tenancy Agreement, a copy will be sent to you, and
we will update all our records accordingly.




