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SECTION 1 – INTRODUCTION 
 
1) ABOUT THIS LEAFLET 
 
This handbook gives general information that you are likely to need if you are 
considering Shared Ownership.  We have done our best to make sure that this 
information is correct and up to date.  But you should check all the details and get 
independent legal and financial advice before you join the scheme. 
 
 
2) ABOUT MARCHES HOUSING ASSOCIATION 
 
Marches Housing Association is a major provider of affordable housing in Herefordshire, 
Shropshire and Worcestershire.  It manages around 2600 properties; both rented and 
shared ownership, and has grown significantly since it commenced operations in 1994. 
Marches Housing Association is a registered Industrial and Provident Society with 
charitable rules. 
 
The Association operates on a “not-for-profit” basis, all surpluses being ploughed back 
into the business.  With a turnover exceeding £6.5M it is an important business in the 
local community. A 30-year financial business plan is maintained to ensure that the 
Association meets all its commitments and is able to deliver its objectives.  
 
In 1996 Marches Housing Association joined the Jephson Housing Association Group, a 
large and well-established group based in Leamington Spa.  This has provided a 
number of advantages to the Association, whilst allowing it to continue operating with a 
high degree of autonomy. 
 
In 2001 we gained charitable status, removing our future Corporation Tax liabilities. As 
a result we can comply with the governments new rent-setting regime without detriment 
to our services or our continuing investment in homes and estates. 
 
Since 1st October 1996, all registered housing associations have been known as 
registered social landlords (RSLs).  RSLs include societies, co-operatives, charities and 
local housing companies, which are registered with the Housing Corporation. 
 
3) USE OF PUBLIC MONEY AND INFORMATION YOU GIVE US 
 
We must protect the public funds we handle, so we may use any information you give to 
us to help us prevent and detect fraud.  We may also share this information for the 
same purposes with other organisations, which handle public funds. 
 
The information you give us may also be used for statistical surveys. This means we 
may pass information, in confidence, to the Department of the Environment, Transport 
and the Regions, the Office of the Deputy Prime Minister or agencies working with us. 
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SECTION 2 – ABOUT SHARED OWNERSHIP 
 
1)  What is Shared Ownership? 
 
Shared ownership is normally a first step towards owning your own home.  It is a way of 
partly owning and partly renting your home.  You can buy, for example, half your home 
and rent the other half.  You can keep buying more of your home until you own it 
completely.   
 
 
2)  How does Shared Ownership work? 
 
You can buy your home in parts.  Normally there are four equal parts of 25%, so you 
can own a quarter of you home, half, three quarters or all of it.  Any parts you don’t buy 
now, you can buy later. 
 
How much a part costs depends on the value of the property at the time you buy that 
part .  Buying another part later will cost more if the value of the property has gone up, 
or less if the value has gone down. 
 
If you eventually buy 100% of a house, you will own the freehold (no one else will 
have any interest in the house);  
If you eventually buy 100% of a flat, you will always be a leaseholder (there will 
always be a landlord to whom you have to pay a grou nd rent and/or service 
charge). 
 

However, some of our properties are offered on a fi xed equity basis and 
staircasing to 100% is not possible.  It is your re sponsibility to check this before 
accepting any offer, and we will be happy to confir m this information on request. 

 
3)  Who can become a Shared Owner? 
 
Shared ownership is for people who want to buy a home of their own, but who cannot 
afford to pay the full price straight away.  As long as you have sufficient income to 
secure a mortgage or finance a purchase on part of the property and pay rent and all 
other monthly outgoings qualifies you to apply for our shared ownership scheme. 
 
Occasionally, as resources are limited, people in greatest housing need are given 
priority.  If you are unsure about whether you qualify please contact us to discuss the 
requirements.  Do not be put off from applying, most people lookin g for shared 
ownership are in very similar positions, looking fo r a foot on the property ladder.  
 
4)  What will it cost me? 
 
As well as the cost of the part of the property you are buying there are other costs to 
bear in mind. 
 
(1)  Legal Fees: 
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You will need a Solicitor or Licensed Conveyancer to act for you.  Make sure you know 
how much they will charge before you ask them to do any work for you.  Legal fees, 
which need to be paid before completion of the purchase, include the following: 
 

·  The Solicitor’s or Licensed Conveyancer’s fees for the hours spent telephoning, 
writing and reading documents for you.  There will be VAT on top of this; 

 
·  Search fees paid to the local and sometimes other authorities for information 

about planning applications or other matter that may affect the property.  Find 
out how much this is;  

 
·  Land Registry fees to register your own and our interest as joint owners of the 

property.  Find out how much this is;  
 

·  Stamp Duty to the Government if the property is valued at £125,000 or above.  
However on Shared Ownership properties stamp duty is not currently payable 
until you own 80% or more of the property. 

 
(2)  Valuation Fees to your Mortgage Lender: 
 
Your Mortgage Lender will carry out a valuation to make sure that the property is worth 
the amount you want them to lend you.  Your mortgage lender will normally charge for 
this.  Find out how much this is.   You can get a more detailed survey called a 
homebuyer’s survey and valuation.  This survey will be carried out in line with standards 
laid down by the Royal Institute of Chartered Surveyors.  Find out how much they will 
charge you before you agree to have the survey. 
 
You will also have to pay a mortgage application fee. 
 
(3)  Deposit : 
 
You will be required to pay a deposit when you agree to buy a Shared Ownership 
property.  This is not refundable . 
 
(4)  Removal Costs  
 
Paying a removal firm can be expensive.  You may be able to save money by hiring a 
small van and moving things yourself. 
 
(5)  Furniture and fittings 
 
Moving into a new house generally means that you need new curtains, floor coverings 
and other furnishings.  Do not forget that as a home owner you will already be 
committed to regular monthly payments for your mortgage, rent, gas, electricity, 
telephone and so on.  Beware of taking on further hire purchase commitments until you 
are sure that you are going to be able to manage your essential payments. 
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SECTION 3 – THE SHARED OWNERSHIP LEASE 
 
1)  What are the rules of Shared Ownership? 
 
When you become a Shared Owner, you will have to agree to a set of rules know as a 
“lease” .  The rules are there to make sure that: 
 

·  you use your home in a way that does not offend your neighbours; and 
·  you keep your home in good condition so that it holds its value.  This is good for 

us and for you. 
 
Here is a summary of some of the rules:- 
 
Using your home 
 

·  You home is only for you and your family; 
·  You cannot use your home for business; 
·  You must not do anything that could affect our buildings insurance 

 
Looking after your home 
 

·  You must keep your home in good condition, inside and out; 
·  If you notice any structural problems, you must tell us at once; 
·  You must look after the garden and any boundaries, such as fences, that 

belong to the property 
·  There are no restrictions on decoration however we do ask that no decoration 

is done for the first 12 months 
 
Making changes to your home 
 
When making any changes, such as removing/replacing fixtures or fittings, adding a 
satellite dish, you must: 
 

·  Get written permission from us first; 
·  Get planning permission/building regulations approval if you need it; and 
·  Pay for the work and any other costs yourself 

 
Legal Notices 
 
If anyone serves a legal notice on your property, you must send us a copy at once.  If 
the notice orders you to carry out any work, you will have to pay for it. 
 
What you will have to pay for 
 
You will have to pay: 
 

·  For the share of the property that you buy from us; 
·  A monthly rent for the part of the property that we own; 
·  A monthly charge for insurance, management and general services that you 

and other residents benefit from (such as looking after any shared areas); and 
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·  Our legal costs if you break your agreement and we have to take action 
against you. 

 
You will be advised when the rent and monthly charg e for insurance, 
management and any general services are due for rev iew. 
 
Subletting 
 
You lease will not allow you to sub-let any part of your property.  Please check with your 
Solicitor. 
 
Letting us into your property 
 
You must let us into your property if we give you a reasonable amount of warning.  We 
may need to come in to inspect your home, carry out repairs that you have failed to do, 
or do some work on a neighbouring property, such as unblocking a drain. 
 
Losing your home 
 
If you do not make your mortgage repayments you could lose your home. 
 
If you break you agreement with us, for example, by not paying your rent or not keeping 
you home in good condition, we can also take legal action to evict you. 
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SECTION 4 – SERVICE CHARGES 
 
Whether you own a house or a flat you may have to p ay us a Service Charge 
 
1.  What is a service charge? 
 
We will manage your property and arrange some services.  In return you must pay a 
service charge, as set out in your lease. 
 
Various Acts of Parliament control the way we can charge for services and how we use 
those charges. 
 
2.  How we tell you about the service charge 
 
Each year you will receive details of how much we estimate spending for the financial 
year.  (Our financial year is 1st April to 31st March).  Your bill will be based on these 
estimates. 
 
Each year you will also receive details of a comparison between the actual amount we 
spent and the estimated spending for the previous financial year.  Your bill will also take 
into account any under spending or over spending.  If you pay by banker’s order, we will 
send you a new form to change the payments. 
 
3.  How we work out the service charge 
 
We divide the total amount we estimate spending on services for all properties over the 
year by the number of homes sharing those services.  This is set out in your Lease. 
 
4.  Inspecting bills 
 
You have the right to inspect our service charge invoices during normal office hours.  
The invoices are available at your local management office.  You can copy the invoices 
and receipts.  We will make a small charge for each copy. 
 
5.  What happens if I cannot pay my service charge?  
 
If you cannot pay your service charge, you may be entitled to claim Income Support.  
You can get more details from your local Marches management office or the 
Department of Social Security.  If you are having difficulties paying the charge, you must 
contact the local management office responsible for your property. 
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SECTION 5 – SELLING 
 
1.  Can I sell the part of the property that I own?  
 
You can sell your part of the property but with some leases we have to ask to Local 
Authority to choose a buyer from their waiting list.  Check with your Solicitor what your 
lease says. 
 
How much you get will depend on how much the property is valued at.  For example, if 
your property is valued at £40,000 and you own half, you will get £20,000 (less fees and 
expenses). 
 
2.  How to sell  
 
If you want to sell, you must write and tell us. 
 
Usually you will need to arrange a valuation by a RICS qualified, independent valuer 
before you can sell your share.  The valuation will decide the price you will get for your 
part.  Check with your Solicitor what your lease says about valuations.  The valuation 
will take into account any improvements you have made to the property, for example, 
new windows or a new kitchen, as long as you have obtained our written permission 
before carrying out the work. 
 
Anyone who wants to buy your part will have to fill in our application form giving details 
of their family, earnings and so on.  We also need to make sure that they qualify for 
shared ownership. 
 
Once we have agreed on a buyer, we may have to prepare a licence to transfer your 
share.  In this case we will make an administrative charge for our legal work. 
 
Your Solicitor will let us know the date the sale is likely to go through so that we can 
make sure all payments are up to date.   
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SECTION 6 – INSURANCE AND USE OF YOUR PROPERTY 
 
1.  Buildings Insurance 
 
We arrange this insurance and include the costs in your monthly charge.  All the 
properties we manage are insured under one policy.  You will find a copy of the 
insurance cover is in our welcome pack. 
 
There is a £50.00 excess on the policy.  This means you will have to pay the first £50.00 
of any insurance claim.  This amount may change from time to time. 
 
However, if your property or the land on which it stands is subject to subsidence or 
landslips the excess payable on each claim is £1,000. 
 
Please let us know if your property will be left empty for more than two weeks at a time. 
 
2.  Contents Insurance 
 
It is your responsibility to get full contents insurance for your furniture, contents, fixtures 
and other personal belongings.  Please make sure that you cover them against fire, 
floods, frost damage and other hazards such as broken windows. 
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SECTION 7 – REPAIRS AND MAINTENANCE 
 
It is your responsibility to keep your property in good repair and in a good state of 
decoration.  If you do not, the lease gives us the right to carry out the repairs and claim 
back all the costs from you. 
 
You must pay for all repairs and decoration.  
 
 
IF YOU ARE BUYING A SHARED OWNERSHIP FLAT PLEASE READ THIS SECTION 
 
1.  Repairs 
 
We aim to carry out the repairs we are responsible for quickly and efficiently.  But some 
repairs are your responsibility. 
 
2.  Repairs you are responsible for 
 
Generally you are responsible for: 
 

·  Repairs inside your property, for example, sink, bath, fuses, floor covering; 
·  Repairs to your individual heating and plumbing systems, for example, a burst 

pipe; 
·  Decorations inside your property; or 
·  Replacing glass in doors or windows. 

 
This is not a full list.  Please check your lease or contact your Solicitor if you have any 
doubts. 
 
3.  Repairs we are responsible for 
 
You will find full details of our responsibilities in your lease.  For example, we are 
responsible for: 
 

·  Repairs to the structure and outside of the building, for example, the roof, 
walls and foundations; 

·  Repairs to shared areas, for example, lighting to stairwells, car parks. 
 
Please check your lease or contact your Solicitor if you have any doubts. 
 
We cover the charge for these repairs through your service charge.  Our Building 
Surveyor will inspect the structure and outside of the building to identify faults and 
prepare a planned maintenance programme. 
 
For details of how to report repairs, please see your welcome pack. 
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SECTION 8 – STANDARDS OF SERVICE, FAIR HOUSING POLICY AND GENERAL 
INFORMATION 
 
1.  Standards of Service  
 
We aim to give the following standards of service: 
 

·  Our staff will give you their name and be polite at all times 
·  We will reply to all letters within 5 working days.  Sometimes we may just 

send an acknowledgement until we can deal with your query more fully. 
·  We will return all telephone messages by the next working day, although it 

may sometimes take longer to deal fully with the matter. 
 
2.  Fair Housing Policy 
 
We aim to make sure that everyone is treated fairly and has equal opportunities. 
 
3.  Our Board of Management 
 
Voluntary members of our Board of Management control our activities.  They are not 
paid for their services and they do not carry out professional work for us. 
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OUR CONTACT DETAILS 
 
Matthew Beckley 
Housing Marketing Officer 
Marches Housing Association 
Lion Court 
Broad Street 
Leominster 
Herefordshire 
HR6 8LE 
 
E-mail: sales@marchesha.co.uk 
Website: www.marchesha.co.uk 
 
Tel: 01568 619609 
Fax: 01568 615611 
 


