
Mutual  
Exchanges

What is a mutual exchange?  
A mutual exchange is a swap of accommodation 
between two or more council or social housing 
tenants. The swap takes place by the tenants 
exchanging properties by either: 

• An assignment. This is where you take over an   
 existing tenancy 
• The surrender and grant of a tenancy. This is   
 where the original tenancy is ended and then   
 granted to you. 
Following changes in the law and the introduction 
of flexible tenancies it is essential that you find 
out what type of tenancy the person you want to 
exchange with holds as this may affect your future 
rights and the terms of the tenancy in your new 
home.

You will receive a decision on your 
application within 42 days of submitting 
your forms.   
Remember, 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. 

You must not offer or accept financial rewards as 
part of the exchange process. Where this happens, 
the council has the right to apply to the court to 
repossess your home.

Am I eligible?  
To be eligible you should: 
• Have a secure (periodic) tenancy or flexible   
 tenancy with the  council or hold a qualifying   
 tenancy with another social landlord

• Have no rent arrears

• Be moving to a property suitable for your needs

• Not be subject to legal action by your landlord. 

If you’re not sure, check with your housing officer.

How do I find someone to exchange with?  
To find a suitable exchange partner, register on 
homeswapper.co.uk It’s free for Crawley’s council 
tenants to register and will help you find other 
tenants looking to exchange. 

How do I apply?   
If you have found someone you want to exchange 
with, each tenant will need to fill in a separate 
application form.

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

What happens once I’ve applied?   
Once you’ve applied, your housing officer will 
contact you to review your application, discuss your 
requirements and provide you with any further 
advice which may help the application progress. 
Your housing officer will also 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. 

What happens during the property 
inspection and electrical check?  
The surveyor and electrician will carry out an 
inspection of the property to review its condition 
and the electrician will inspect all electrical circuits 
and fittings. You will need to provide access to all 
rooms. 

During these inspections the surveyor and 
electrician will: 
• Identify any repairs which 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. 



Approval

Rejection

What happens once the application is 
approved?  
The exchange will be approved by the council in 
writing and any other landlord involved in the 
exchange.

If your application is agreed, we will arrange an 
appointment at the Town Hall to complete the 
relevant paperwork. 

You will need to bring in proof of ID for all 
household members and their relationship to you at 
this appointment. 

My application has been refused, what can 
I do?  
Regretfully, sometimes a mutual exchange cannot 
proceed. 

If your application is declined by the council your 
housing officer will explain why. If the issues can be 
resolved, we will work with you to put this right. 

An exchange can be declined for various reasons. 
Common reasons for refusal include: 
• Where there is a court order for possession or

where legal proceedings have commenced or
a Notice of Seeking Possession (or the
equivalent) has been served in the past
12 months

• 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.

This is not an exhaustive list so your housing officer 
will explain the decision to you. 

Occasionally, we may be able to provide conditional 
consent. This may require you to complete certain 
actions before the exchange can take place e.g. 
make good any repairs or clear any rent arrears. 

References
If you are exchanging with a tenant of another 
landlord, we will request a reference in relation to 
their tenancy. The council will also need to provide a 
reference for you. 

Succession  
If you succeeded to your tenancy from someone 
else, you are likely to be considered a successor 
at your new address with no further rights of 
succession. You may also have different succession 
rights after you move too. 

The property  
When you accept a property through a mutual 
exchange, you are agreeing to take it as seen and 
as vacated by the existing tenant which means 
that you will be responsible for maintaining any 
improvements made by the existing tenant. 

You should therefore ask about any improvements 
they have made and check with your housing officer 
whether you will be responsible for maintaining 
these. 

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

Under Occupation Incentive Scheme
If you are moving to a home with fewer bedrooms 
than you have now, you may be eligible for an 
incentive payment. 

There are other conditions that will need to be met, 
and every tenant involved in the swap will need 
to move to a home that is a ‘perfect fit’. No one 
must have a spare room as defined by benefits 
legislation. Please contact your housing officer to 
find out more.

If you, or someone you know, would like this 
document in a different format such as large print, 
Braille or MP3 file, or in a different language, please 
contact us on 01293 438257 or email  
housing.news@crawley.gov.uk

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



Each mutual exchange applicant will need to complete a separate form. Please read the mutual exchange 
information carefully before completing this form.

You and your home (please enter accurately)

Please confirm the number of households involved in this exchange: 

1. Tenant name(s):

2. Address:

3. Telephone number: Email address:

4. What type of tenancy do you currently hold?

Secure Five year flexible Assured Other

5. How many bedrooms are there in your property?

6. Do you have any pets?

7. Are there any adaptions to your property? Yes No

If yes, please provide details of any adaptions: 

Mutual Exchanges 
application form

8. People who live with you:

Title and full name Sex Date of birth Relation to tenant

tenant

Yes No

If yes, please provide details and numbers: 

Office  
use  
only



9. Address of the property you wish to exchange to:

Postcode:

10. Why would you like to move?

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

Landlord name:

Address:

Telephone number: Email address:

12. Do you receive Housing Benefit (HB)?

13. Do you receive Universal Credit (UC) housing 

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

15. Did you obtain your current tenancy through succession?

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

17. If you have answered yes to either question 15 or 16, 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 www.crawley.gov.uk

Yes No

Yes No

Yes No

Yes No
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