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What is a mutual exchange?  
A swap of accommodation between two or more 
social housing tenants. 

It’s essential that you find out what type of tenancy 
you’ll be granted as part of the exchange as this 
may affect your future rights. 

You’ll receive a decision within 42 days from the day 
we receive the application forms. 

You must not move until you have received consent 
from the council and any other landlord involved in 
the exchange. 

You or your exchange partner can withdraw from 
the exchange up to the point the legal paperwork is 
signed.

Am I eligible?  
You must hold a secure tenancy (including a Flexible 
tenancy) with the council or hold a qualifying 
tenancy with another social landlord. Introductory 
tenants cannot exchange their home

There are some other conditions. You must: 

• Have no rent arrears

• Be moving to a property suitable for your needs

• Not be subject to legal action by your landlord.

How do I apply?
Each tenant will need to return a fully completed 
mutual exchange application form to the council.

We will review your application once all the parties 
in the exchange have submitted their forms.

discuss your application and book an 
appointment for a surveyor to carry out a property 
inspection of your home. 

A separate electrical check of the property will also 
be needed.

The surveyor and electrician will carry out an 
inspection of the property to review its condition. 
You will need to provide access to all rooms.

The surveyor and electrician will: 

• Identify any repairs you will need to make good.  
 A follow up inspection may be required

• Identify and raise any repairs for the council to   
 complete. We will usually complete these before  
 you move

• Identify any non-standard alternations or
 improvements. If these have been carried out to
  your home, you may need to apply for    
 retrospective consent.

Should I inspect the property?   
It is crucial you inspect the property as by 
proceeding with the exchange you are agreeing 
to take it on as seen and vacated by the existing 
tenant. 
You should ask about any improvements they have 
made and check with your housing officer whether 
you will be responsible for maintaining these.

You can use the property checklist below for some 
guidance. 

We would strongly advise that you carry out a 
further viewing of the property prior to signing the 
legal documents.

Frequently asked questions 
Property inspection guidance sheet

Frequently asked questions 
Include 

proof of ID 
with your 

application 



Approval 

What happens once my application is 
approved?  
Your Housing Officer will write to you to confirm 
this. Any other landlord involved will also need to 
consent to the exchange. 

Arrangements will be made for the legal paperwork 
to be signed.

Rejection 

My application has been declined, what 
can I do? 
Sometimes a mutual exchange cannot proceed. If 
your application is declined your Housing Officer 
will contact you to explain why. If the issues can be 
resolved we will work with you to put this right.

Common reasons for refusal include: 

•  Where there has been a breach of the tenancy   
 agreement e.g. rent arrears

•  Where the property is larger than is reasonably   
 required or is not suitable for your needs. 

I still have some questions, where can I 
get help?
If you wish to discuss your application or need 
advice prior to submitting a form, contact your 
Housing Officer on 01293 438000 or 
crawley.gov.uk/housingofficers    

crawley.gov.uk/crawleyhomes

Is there any financial help available?
Moving home can be costly and you should factor 
this in when planning your exchange. 

If you are moving to a home with fewer bedrooms 
than you have now, you may be eligible for a 
downsize incentive payment. There are other 





10. Address of the property you wish to exchange with:

Postcode:

11. Why would you like to move?

12. If you are not a Crawley Borough Council tenant, please confirm your landlord details below:

Landlord name:

Address:

Telephone number: Email address:

13. Do you receive Housing Benefit (HB)?

14. Do you receive Universal Credit (UC) housing costs?

15. If you receive UC, when is your monthly payment date?

16. Did you obtain your current tenancy through succession or   
 assignment?

17. Has your tenancy previously been held in joint names?

18. If you have answered yes to either question 16 or 17, please provide details below:

Declaration and informed consent

• I declare that the information provided on this form is true and correct. I understand that if I have  
 knowingly or recklessly given false information, or withheld information in connection to this   
 application, my home may be repossessed.

• I give permission for Crawley Borough Council to provide information about me as part of a reference in  
 relation to this mutual exchange.

• I understand that it may be necessary for Crawley Borough Council to request information from a   
 previous or current landlord and hereby authorise and agree to Crawley Borough Council contacting my  
 landlord in order to obtain such information as it may feel necessary.

Signed (tenant):

Print name:

Date:

Signed (tenant):

Print name:

Date:

Please cut along the dotted line and return the completed form to:
Crawley Borough Council, Tenancy Services, Town Hall, The Boulevard, Crawley RH10 1UZ. 
Alternatively, you can e-mail the form to your housing officer. Visit crawley.gov.uk/housingofficers

The information collected in this form will be used to process your application for a mutual exchange. For more information 
about the use of your information and your rights please visit the access to information pages at crawley.gov.uk
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Doors 

  Check that all doors open easily and 
properly – is there any damage?   

  





 


