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POLICY TITLE 

HOUSING ALLOCATION POLICY 

 

1. PREAMBLE 

 

The allocation of housing opportunities is done by an allocation committee 

consisting. This practice of allocation results in many challenges which results 

in allocations not being done on a fair and equitable basis. These challenges 

include no guidelines for dealing with allocation of units, interference in 

allocation process, no centralized waiting list and various beneficiary lists that 

are handed to officials to allocate from even though the individuals are not 

registered on the Municipal waiting list.  

 

Since the decision was taken by council in 2006 to develop a task team to 

deal with the allocation of units, the National Department of Human 

Settlements has implemented a set of guidelines to assist municipalities with 

the allocation process and for the development of their own allocation 

policies. 

 

In terms of the SDIP the Housing Department had to prepare an Allocation 

Policy. This policy was drafted in terms of the guidelines of the National and 

Provincial Departments of Human Settlements.  

 

The RDP is a plan to address the many social and economic problems facing 

our country – problems such as violence, lack of housing, lack of jobs, 

inadequate education and health care, lack of democracy and a failing 

economy. For the purpose of this policy the focus will be on housing. Shacks 

poses a high risk for fires due to the use of paraffin lamps and these fires 

spread quickly, destroying neighbouring shacks quickly and leaving many 

homeless. There are still many shacks and informal settlements within the 

Buffalo City area.  
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The Municipality has undertaken to build low – cost housing as well as 

refurbish old dilapidated buildings within these areas in order to ensure that 

everyone has access to adequate housing.   

 

2. LEGAL MANDATE AND REGULATORY FRAMEWORK 

The Housing Act 1999 (107 of 1999) 

section 9(1)(2) 

Discusses the role of each sphere of 

government in the housing process 

The Social Housing Act 2008 (16 0f 

2008) section 5 

Discusses the role of government and 

that of the social housing institution in 

the development of units 

The Rental Housing Act 1999 (50 of 

1999) section 2(4) 

Roles and responsibilities of the 

landlord and tenant in the allocation 

process 

National Department of Human 

Settlements guidelines for the 

allocation of units 

Guidelines that can be used when 

allocating housing units to prospective 

tenants 

Constitution of the Republic of South 

Africa 1996 (Section 26(1)) 

Highlights the right to housing and 

basic services 

 

This policy has been informed by the relevant provisions of the Housing Act, 

1997, the National Housing Code (2009), the City’s Integrated Development 

Plan, other relevant National and Provincial Housing legislation and the 

Consumer Protection Act (2008). 

  

In particular Section 9(1) (f) of the Housing Act states that “Every municipality, 

as part of the municipalities process of integrated development planning, take 

all reasonable and necessary steps within the framework of national and 

provincial housing legislation and policy to initiate, plan, coordinate, facilitate, 

promote and enable appropriate housing development in its area of 

jurisdiction. This planning include a plan that provide reasonable access to 

housing opportunities for the City’s poorest communities. 
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3. MAIN PURPOSE 

 

To manage the housing demand database, and the allocation of housing 

opportunities within Buffalo City Metropolitan Municipality (BCMM). 

 

4. STRATEGIC OBJECTIVE  

 

To facilitate a fair, equitable, transparent and inclusive selection and housing 

subsidy application and approval process for all housing development 

projects undertaken through the Integrated Residential Development 

Programme (IRDP).  

 

To ensure housing units are allocated according to the housing needs 

register, which is fair, transparent and accountable. 

 

To ensure allocation of units are done in accordance with the procedures of 

all spheres of government.  

 

5. POLICY PRINCIPLES 

 

This policy is framed by the following key sets of principles, In line with the 

National Housing Programme:   

 

5.1. Government’s National Housing Programme targets households who are 

not able to independently resolve their own housing needs;  

  

5.2. Persons recorded on the Housing Needs Register and /or waiting lists do 

not automatically qualify for housing subsidies.  Persons identified 

through the process suggested in these guidelines will be requested to 

complete housing subsidy applications forms which will be submitted for 

consideration and approval by the MEC;  
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5.3. It is accepted that development conditions and project specific 

environments vary substantially from one project area to the next.  

Therefore, these guidelines should be implemented on the basis that, 

where required, the MEC may consider alternative processes and 

structures to accommodate project specific circumstances;  

 

5.4. The Buffalo City Metropolitan Municipality has implemented a housing 

needs demand register based on the National Housing Needs Register. 

This register will be the only recognized housing database or waiting list 

from which prospective beneficiaries will be drawn and approached to 

complete the housing subsidy application form.  Special needs will form a 

part of this policy; 

 

6. DEFINITIONS 

 

Allocation: to appropriate, designate or apportion a housing unit to an 

individual who has met with the predetermined criteria to receive housing 

assistance from government. 

 

Beneficiary: An individual who has gained a house from BCMM because 

they have met with the criteria for housing assistance from government. 

 

Bulk Infrastructure: Services such as water, sewerage, electricity that is 

provided by the Municipality to resident in an area. 

 

Community Residential Units (CRU):  The Community Residential Units 

programme aims to facilitate the provision of secure, stabile rental tenure for 

the lower income group. This programme is aimed at those who earn below 

the R3, 500 salary level and who are unable to be accommodated in the 

formal private rental and social housing market.  

 

This programme seeks to bridge the divide between social housing and lower 

markets which poses a significant problem.   
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Greenfield Development: A development that is built on an open piece of 

land where no previous housing was established. 

 

Informal housing: Houses that are built by individuals from wood or 

corrugated iron on land that does not belong to them and where there is no 

access to bulk infrastructure 

 

Settlement: An area where people have moved to in order to be closer to 

work opportunities.  Informal settlements are those areas where there is no 

bulk infrastructure available to the people that live there. People put up 

informal houses 

 

Social Housing: Housing provided by government or section 21 companies 

for people who do not qualify for government housing, but that cannot afford 

to purchase a house. This type of housing is provided to individuals in the  

R3, 501 – R7, 500 income bracket.  Social housing also has different tenure 

options. 

 

Special Needs:   Special Needs Housing is either a transitional or permanent 

housing option for the homeless and low – income groups. Their 

homelessness usually stems from the fact that they are unable to work or 

earn low – income due to a life threatening illness, disease, disability or 

because they have suffered some form of abuse during their lifetime that 

affects their current situation. 

 

Subsidy: The amount that government provides for the building of houses.  

There are various housing subsidies available for various types of housing.   

Access to these subsidies can be gained from the National and Provincial 

Department of Human Settlements. 

 

Old Age Rental units: City owned Units which have specifically been 

developed to accommodate aged persons. 
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Consumer Protection Act (CPA), 68 of 2008: New, redeveloped and 

refurbished City owned rental housing created through the CRU programme 

for low income persons and households. The Act establishing national norms 

and standards relating to consumer protection that promotes responsible 

consumer behaviour, consistent legislation and enforcement in respect of 

consumer transactions and agreements. 

 

National Housing Code Non-Qualifiers: The document containing national 

housing policy in terms of Section 4 of the Housing Act (Act No. 107 of 1997). 

Those applicants who do not meet the criteria as stipulated in the National 

Housing Code to qualify as beneficiaries for the various types of housing 

opportunities. 

 

Rental Housing Act, 1999 (Act No. 50 of 1999): To define the responsibility 

of Government in respect of rental housing property; to create mechanisms to 

promote the provision of rental housing property; to promote access to 

adequate housing through creating mechanisms to ensure the proper 

functioning of the rental housing market; to make provision for the 

establishment of Rental Housing Tribunals; to define the functions, powers 

and duties of such Tribunals; to lay down general principles governing conflict 

resolution in the rental housing sector; to provide for the facilitation of sound 

relations between tenants and landlords and for this purpose to lay down 

general requirements relating to leases; to repeal the Rent Control Act, 1976; 

and to provide for matters connected therewith. 

 

7. SCOPE OF THE POLICY 

 

This Policy applies to all housing developments within Buffalo City 

Metropolitan Municipality undertaken through the Integrated Residential 

Development Programme (IRDP). 
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8. GOVERNANCE ISSUES  

8.1. Council  

 

8.1.1 Ensures unit allocation is done according to the set policy and 

guidelines. 

8.1.2 To ensure a percentage of all the units built, with subsidies 

attached to them, are reserved for individuals with special needs. 

8.1.3 Pass Council Resolution for the approval of the Allocation Policy. 

 

8.2. The Role of the National Department of Human Settlement (NDoHS) 

 

This department will be responsible for the following: 

 

8.2.1 Verification and approval of the selected names from the housing 

needs register drawn by the Municipal Human Settlements 

Directorate against the National Housing Needs Register. 

8.2.2 Inform the Allocation Committee of the verification results to enable 

the Committee to forward the list of names verified to the Senior 

Housing Practitioner 

8.3. The Role of the Provincial Department of Human Settlement 

(PDoHS) 

 

The Provincial Department of Human Settlement (PDoHS) will be 

responsible for the following if and when available: 

 

8.3.1 Participate in the Allocation Committee if and when available. 

 

8.3.2 Verification of the final beneficiary subsidy applications submitted    

for approval. 
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8.3.3 Submission of applications for consideration and obtaining the 

required subsidy application approval from the MEC or any other 

relevant authority. 

 

8.3.4 Informing the Allocation Committee of the approval of the subsidy 

applications. 

8.4. The Role of the Municipal Human Settlements Directorate 

 

This office (or delegated officials) will be responsible for: 

 

8.4.1. Participating in the Allocation Committee. 

 

8.4.2. Drawing targeted selections of prospective beneficiaries of housing 

opportunities under the Project from the municipal housing demand 

register for consideration by the Allocation Committee. 

 

8.4.3. Inform the Senior Housing Practitioner of the names selected from 

the municipal housing needs register. 

 

8.4.4. Receive the completed application forms of the selected 

beneficiaries from the Senior Housing Practitioner and record the 

applications received. 

 

8.4.5. Verify the applications against the selection made. 

 

8.4.6. Evaluate the applications for compliance with the qualification 

criteria. 

 

8.4.7. Submit the applications found to be in order to the Provincial 

Department of Human Settlements for verification, consideration 

and subsidy approval. 

 

8.4.8. Receive the approved applications and reconcile such with the 

housing needs register. 
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8.4.9. Inform the Senior Housing Practitioner of the approval of the 

subsidy application. 

 

8.4.10 To ensure all Council resolutions relating to housing are enforced. 

 

8.4.11 To ensure all future projects cater for individuals with special 

needs. 

 

8.4.12 To ensure the Programme Manager and Technical Coordinators 

are aware of the allocation process needed to be followed. 

 

8.4.13 The guidelines of the National Department of Human Settlements 

are considered in all future projects. 

 

8.5. Senior Management Committee  

 

8.5.1 Ensure official’s implementation the Buffalo City Metropolitan 

Municipality’s approved policy when allocating units. 

 

8.5.2 Ensure guidelines drafted by National Government are adhered to. 

 

8.5.3 Ensure that all projects adhere to the resolution passed by Council, 

stipulating that special needs are considered in all projects. 

 

8.6 Housing Branch Head: Administration 
 
 

8.6.1 Must be a member of the allocation committee.  

 

8.6.2 Ensures that the Beneficiary Administration Unit maintains the 

Housing Needs Demand Register as this is where all allocations will 

be made from. 

 

8.6.3 Ensures that the Beneficiary Administration Unit coordinates the 

allocation and relocation process. 
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8.7 The Role of the Beneficiary Administration Unit 

 

The role will be as following: 

 

8.7.1 Alerting the Allocation Committee Secretariat of the need for the 

allocation and approval of subsidy beneficiaries in good time. 

 

8.7.2 Receive the list of selected prospective beneficiaries from the 

Secretariat of the Allocation Committee. 

 

8.7.3. Publish the list of selected prospective beneficiaries and invite the 

prospective beneficiaries to approach its office with the required 

documentation to be completed, namely the housing subsidy 

application forms. 

 

8.7.4. Ensure that all application forms are correctly completed and 

supported with required documentation proving such an income, 

marriage status, financial dependants proof, identification, etc. 

 

8.7.5. Conclude conditional agreements of sales with the prospective 

beneficiaries  

 

8.7.6. Submit the completed applications with all the required 

documentation to the Secretariat of the Allocation Committee. 

 

8.7.7. Receive requests for additional information or proof required and 

entertain such requests, where applicable. 

 

8.7.8. Receive confirmation of the subsidy approvals 

 

8.7.9. Proceed with the confirmation of the subsidy approval to the 

beneficiaries and proceed with the transfer of the properties to the 

approved beneficiaries. 

 



Buffalo City Metropolitan Municipality 

HOUSING ALLOCATION POLICY 

 

12 
 

8.7.10. The Beneficiary Administration Unit needs to facilitate the 

establishment of a Community Project Committee. 

 

9 POLICY PROCEDURE 

 

9.1 Competence and Capacity to Implement Allocation to Special Needs 

Beneficiaries 

 

9.1.1 When reviewing housing opportunities, reference must be made to 

those beneficiaries who have Special Needs. 

 

9.1.2 All Housing Staff must be aware of the Council resolution regarding 

Special Needs allocation.  

 

9.1.3 The technical staff must ensure that a percentage of the units are 

designed for individuals with special needs, making use of the 

variation subsidy for the modifications. 

 

9.1.4 Staff responsible for the allocation of units must ensure that a 

percentage (5%) of the units is allocated to individuals with special 

needs.  

 

9.1.5 Social Housing Institutions must cater for special needs and some 

of their units must be compliant for beneficiaries with special needs 

as per the set policies. 

 

9.2 Allocation Criteria for Individuals with Special Needs 

 

Applicants need to specify on their forms whether they have special 

needs and what these needs are. Once a project has been identified for 

occupation, five percent (5%) of the units will be allocated to those 

applicants who have special needs.  These applicants will be extracted 

from the housing needs register by way of the specifications that they 

have made on their housing needs demand register application forms. 
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Individuals who are identified to receive housing due to their special 

needs will have to complete the relevant subsidy application form and 

produce proof of their special need.  Projects will have to have units that 

accommodate people with special needs. The modifications for these 

units can be done by way of applying for the variation subsidy. 

 

Social Housing Institutions will also be compelled to allocate at least 20% 

(percent) of their units to those with special needs.   

 

The list of individuals can be obtained from the housing needs register 

and from waiting lists kept by the Social Housing Institutions. The units 

that they build will also have to be conducive for individuals with special 

needs.  

 

9.3 Assistance that can be provided by the Municipality For Those With 

Special Needs 

 

Buffalo City Metropolitan Municipality can assist with the alleviation of 

those with special needs by way of providing funding at various levels for 

the provision of accommodation for those with special needs on the 

following bases: 

 

9.3.1 By the establishment of foster homes or children’s villages for AIDS, 

Abused Children, Orphaned and vulnerable children, children with 

addictions, homeless and street children and those with physical 

and / or mental disabilities. 

9.3.2 By provision of facilities for home based care where families are 

prepared to assist by looking after these children with special 

needs. 

9.3.3 Provide access to homeownership for Military Veterans in line with 

the Military Veterans Act 2011, (No 18 of 2011). 
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9.3.4 By way of the various subsidies that are in place, or a variation of 

the subsidies that are currently being offered. 

9.3.5 This additional amount is dependent on the specific additions to the 

structure for a specific need. They are also dependant on the 

development and planning that the City has done and whether they 

have investigated the formulation of specialized facilities for those 

with special needs. 

 

9.4 ASSISTANCE TO VARIOUS INSTITUTIONS WITH HOUSING 

PROJECTS 

9.4.1 Social Housing Institutions 

 

The Buffalo City Metropolitan Municipality provides assistance to 

the various Social Housing Institutions, by way of providing land 

to these Institutions at a lower cost than obtainable elsewhere.  

In exchange for these cheaper rates, the Institutions need to 

ensure the provision of either rental, rent – to – buy or full 

ownership units to families with a joint household income of 

between the R3, 501 and R7, 500 salary brackets.   

 

The rental housing option provides housing to consumers at a 

lower rental than paid at other institutions that are managed 

privately or on the open market. This is a form of housing that 

assists individuals to save up in order to be able to afford to pay 

a deposit for a home elsewhere at a later stage. 

 

The rent – to – buy option allows for the individual to rent a unit 

for a period of 4 years or more, with the option to buy the unit 

after this period, provided that they are able to obtain a bank loan 

or another form of funding for the purchase of the unit. This gives 

the individual the opportunity to ensure that he / she are ready for 

a bond payment and levy payment when the time is right. 
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The full ownership option is for those who are already ready to 

purchase their own homes, but are unable to afford the market 

prices that are being asked. The social housing units are 

inexpensive in comparison with units that are presently available 

in the open market. 

9.4.2 Community Residential Units (CRU) 

 

This programme will include the following types of 

accommodation: 

 

9.4.2.1 Public hostels that are owned by the Provincial 

Department of Human Settlement and those owned by 

the Municipality.  

 

9.4.2.2 “Grey” hostels which are partly private and partly publicly 

owned, due to historical reasons.  

 

9.4.2.3 Public housing stock which cannot be transferred to 

individual owners and has to be managed as rental 

accommodation by the public owner.  

 

9.4.2.4 Existing dysfunctional, abandoned and / or distressed 

buildings in the inner city or township areas that have 

been taken over by the Municipality and funded by 

housing funds. 

 

9.4.2.5 Future CRU units may be managed by Social Housing 

Institutions on behalf of the Municipality. 
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9.4.3 Reconstruction and Development Programme (RDP) 

 

The RDP houses are low – cost, but have certain requirements. 

The top structure of these homes must be a minimum of 40m2 

and must consist of at least 1 bedroom, bathroom, kitchen and a 

sitting area.  

 

Although Government is funding these projects, donations are 

always sought. The Municipality assists by being the project 

manager of these projects, allocating land and beneficiaries and 

ensuring that the beneficiaries of these homes meet the 

necessary requirements. 

 

The RDP houses do cater for individuals with special needs as it 

is a Government requirement that a percentage of the units are 

allocated to those individuals who have special needs.   

 

Individuals with special needs are identified before the units are 

built in order to ensure that they are built to the correct 

specifications. 

 

9.5 BUFFALO CITY METROPOLITAN MUNICIPALITY STRATEGY 

9.5.1 Settlement Upgrading 

 

The Housing Department has conducted a detailed study and 

feasibility analysis in order to upgrade all informal settlements 

within its boundary. A database of all the informal settlements 

(rural and urban) will be created. A register of all the occupants 

of these informal settlements will be kept and updated.  

 

A land invasion reaction team comprising of administrative 

personnel will be established. 
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A land audit will be conducted in order to identify strategic 

parcels of land for development for the occupants of the informal 

settlements who cannot be accommodated in the informal 

settlement, if it is formalized. 

 

The land parcels will be prioritized and serviced according to the 

priority listing in order to prepare for new housing development 

opportunities. A managed process of releasing these land 

parcels will have to be adopted in order to facilitate social and 

private sector housing development. 

9.5.2 The Allocation Committee 

 

An allocation Committee responsible for all the selection and 

allocation processes within the Municipality needs to be 

established. This committee will be responsible to administer all 

the legislative provisions for the selection and allocation 

processes. 

9.6 Roles and Responsibilities of the Allocation Committee 

 

9.6.1 All decisions regarding the allocation of units will be taken by the 

allocation committee. 

 

9.6.2 Beneficiary registration will be done from an approved 

beneficiary list 

 

9.6.3 Any de – registrations or additions to the beneficiary list must be 

done at the Allocation Committee. De – registration and additions 

must be supported by written confirmation of the new beneficiary. 
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9.6.4 The allocation of sites will be undertaken according to a set of 

criteria as determined in the policy of Buffalo City Metropolitan 

Municipality  

 

9.6.5 The allocation committee must provide the names of the 

beneficiaries from the approved beneficiary list in order to 

proceed with the registration process. 

 

9.6.6 The local Ward Cllr must assist the secretariat of the committee 

to ensure that the beneficiaries have all the necessary 

documents, namely, identity document, marriage certificate, 

divorce order, salary advice, birth certificates and the necessary 

affidavits. 

 

9.6.7 Buffalo City Metropolitan Municipal officials will record all 

proceedings of the meeting and ensure the circulation of the 

minutes and agendas. Policy directives will be given by these 

officials. 

 

9.6.8 A written report will be provided to the allocation committee of all 

the approvals and non – approvals of beneficiaries’ by the 

Provincial Department of Human Settlement.  

 

9.6.9 The allocation committee will notify the respective beneficiaries 

of the decision of the Provincial Department of Human 

Settlement. All decisions of the beneficiary approval must be 

conveyed in writing to the beneficiary members. 

 

9.6.10 All approved beneficiary lists will be submitted to Council 

Structures for noting, further consideration and or approval. 
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9.7 MEMBERSHIP OF ALLOCATION COMMITTEE  

 

The Allocation Committee should, as a minimum have the following 

members: 

 

9.7.1 One member from the Municipal Human Settlements Directorate 

or an official as delegated by the HoD. 

 

9.7.2 (optional) One member representing the Provincial Department of 

Human Settlement if and when available. 

 

9.7.3 Three Senior Officials from the Housing Department. 

 

9.7.4 The Allocation Committee must be chaired by the Municipal 

Human Settlement Directorate. The Chairpersons will be elected 

at the first meeting and one of them will always have to chair the 

meeting. 

 

9.7.5 The secretariat function of this committee will be fulfilled by the 

Municipal beneficiary registration / allocation department. All 

proceedings and decisions of this committee will be recorded and 

preserved for auditing purposes. 

 

9.7.6 The frequency of these meeting will be managed by the 

Chairperson. The quorum for these meetings will be at least three 

members of the committee. 

9.8 Qualifying Criteria for Applicants 

 

In order to benefit from the various housing subsidies that are offered by 

the various spheres of government, the applicants have to meet certain 

criteria. This criterion includes the following: 
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9.8.1 The total household income must not exceed R3, 500.  

9.8.2 The applicant must be a South African citizen or be in possession 

of a   permanent residential permit. 

9.8.3 The applicant must have financial dependants or a spouse / life  

partner.  

9.8.4 The applicant must be at least 18 years of age. This age is in line 

with the Housing Code 2009 

9.8.1.1 Selection Criteria for Applicants 

 

There are several criteria that have to be considered when allocating 

units to potential beneficiaries. These are as follows: 

 

9.8.1.1.1 Date of first registration needs to be applied. (First come, 

first serve). 

 

9.8.1.1.2 The most vulnerable groups to be prioritized. 

 

9.8.1.1.3 The age of the applicant. 

 

9.8.1.1.4 Indigent beneficiaries. 

 

9.8.1.1.5 Disabled persons or beneficiaries with disabled family 

members. 

 

9.8.1.1.6 The aged in respect of a female beneficiary (60 years 

and older). 

 

9.8.1.1.7 In respect of a male beneficiary (65 years and older)  
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9.8.1.2 Beneficiaries who do not qualify for Low Cost Housing 

Subsidies 

Household Income between R3, 501 and R7, 500 per month: 

 

The following options must be made available for those in the above 

mentioned bracket: 

 

9.8.1.2.1 Households exceeding R3, 501 but less than R7, 500 

should be awarded the opportunity to purchase a vacant 

serviced stand under the financed linked individual 

housing subsidies (FLISP).  

 

9.8.1.2.2 These persons may also apply for rental accommodation. 

 

9.8.1.2.3 All Cllrs that meet these requirements will also qualify for 

rental accommodate or financed linked individual housing 

subsidies (FLISP) for a bonded property. 

9.8.1.3 Household Income exceeding R7, 500 per month 

 

The following options must be made available to those in the above 

mentioned bracket: 

 

9.8.1.3.1Beneficiaries can purchase serviced residential sites at the 

current market value. 

 

9.8.1.3.2 Beneficiaries can be considered for rental accommodation 

by Social Housing Institutions who manages stock for non-

qualifying beneficiaries. 
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9.8.1.4 Beneficiaries who have previously benefited from State 

Financed Housing Schemes 

 

9.8.1.4.1 The beneficiaries who have benefited but were not owners 

of residential properties at the date of selection can be 

awarded an opportunity to purchase vacant residential 

sites. 

 

9.8.1.4.2 Beneficiaries who have inherited a share in a home and 

have not benefited from that share are able to deregister 

that share and apply for housing assistance. 

9.8.1.5 Single persons with Financial Dependent’s 

9.8.1.5.1 The beneficiaries will be given the opportunity to purchase 

a vacant residential site in the open market. 

9.8.1.5.2 The beneficiary shall be given the opportunity to apply for 

residential accommodation in the open market. 

9.9 ALLOCATION OF UNITS IN INFORMAL SETTLEMENT UPGRADES 

 

The allocation to individuals in an informal settlement upgrade is different 

to the allocation process in other instances. In an informal settlement 

upgrade the following principles are followed: 

 

9.9.1 Individuals in the informal settlement are registered and placed on 

a beneficiary list. 

 

9.9.2 These beneficiaries are then asked to supply documentation that is 

in line with that for the application of a housing subsidy. 

 

9.9.3 The individuals are captured onto the housing needs register and 

are advised if they do not qualify for housing assistance. 
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9.9.4  The informal settlement is cleared, either by moving individuals to 

a temporary relocation area or to other housing opportunities. 

 
9.9.5 Houses are built and beneficiaries are allocated from the list that 

was made.  

 

9.9.6 If there are not enough units, the overflow of beneficiaries needs to 

be accommodated in other projects. 

 

9.9.7 If there is an overflow of units, then units are allocated to those 

people on the housing needs register, taking the housing 

allocation process into account, namely, those with special needs. 

 

9.9.8  When allocating these units, the allocation process needs to be 

adhered to as far as possible in terms of allocating a percentage 

of the units to those with special needs and those coming from 

backyard shacks. 

9.10 ALLOCATION OF UNITS IN GREENFIELDS PROJECTS 

 

When allocating units in new projects the basic allocation process 

needs to be followed. This means that the following steps needs to be 

followed: 

 

9.10.1 Allocation should be done to a beneficiary from the overflow of 

the informal settlement upgrade projects. 

 

9.10.2 Allocation needs to be done in terms of the allocation criteria, 

namely: 

 

9.10.2.1. Date of first registration needs to be applied. (First 

come, first serve). 

 

9.10.2.2 The most vulnerable groups to be prioritized.  
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9.10.2.3 The age of the applicant. 

 

9.10.2.4 Indigent beneficiaries. 

 

9.10.2.5 Disabled persons or beneficiaries with disabled family 

members. 

 

9.10.2.6 The aged in respect of a female beneficiary (60 years 

and older).  

 

9.10.2.7 The aged In respect of a male beneficiary (65 years and 

older). 

 

9.10.2.8 Five (5%) of units need to be allocated to those 

beneficiaries with special needs. 

 

9.10.2.9 Fifteen (15%) of units to be allocated to those applicants 

who come from backyard shacks. 

 

9.10.2.10 In the event of sharing houses, the beneficiary that 

arrived first will remain in the unit and the beneficiary 

that arrived second will be allocated a new house eg 

Potsdam. 

 

9.10.2.11 The balance of the beneficiaries needs to come from 

the housing needs register. 

 

9.11 HOUSING ALLOCATION REGARDING MUNICIPAL RENTAL STOCK 

 

The Municipality invites potential applicants to apply for the Municipal 

rental housing stock. The applicants for these units complete the same 

forms as applicants applying for ownership. The rental option is 

however stipulated on the form that is completed.  
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The information is captured onto the housing needs register in the same 

manner as other applications.  

 

A report is then generated that shows all the applicants that are 

interested in the rental option.  Allocation to the rental units are also 

done in terms of the allocation criteria.   

 

After the application form has been submitted, a calling card with the 

date of application and type of accommodation is submitted to the 

applicant. This card will have the Municipal stamp as well as the 

official’s signature that takes in the application.  

 
*NOTE = Current Rental Lease Agreement between BCMM and the 

tenant does not make provision for eviction (termination of lease 

agreement) of tenant that earn more than the minimum requirement of 

R3, 501 after taking occupation.  

 

The principle must be that if you better your life and income, you should 

be able to find alternative accommodation in the open rental or bond 

market. This will allow for more opportunities from Municipal rental 

accommodation. (Also see ANNEXURE – A) 

 

9.11.1 Transfer of tenancy 

 

A transfer of tenancy is considered when the tenant divorce, die or the 

remaining spouse/partner dies. 

 

Transfer of tenancy due to death of spouse/partner  

 

i. The tenancy may be transferred to the surviving spouse/partner on 

the death of the tenant; 

ii. The tenancy commences the day following the death of the tenant 

as recorded on the death certificate; 
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Transfer of tenancy due to divorce 

 

i. The tenancy will be transferred to the spouse who has been 

granted custody of the minor children of the marriage or, in the case 

of joint custody, to the spouse whose home is the primary residence 

of the minor children or by mutual agreement.  

ii. If no mutual agreement can be reached then they will be required to 

produce an amended divorce decree insofar as the continued 

occupation of the premises is concerned; 

 

Transfer of tenancy due to separation / desertion 

 

i. The tenancy may be transferred to the spouse/partner who is in 

occupation of the premises following the absence by the tenant of 

more than three months; 

ii. The tenancy commences the day following the date that the 

affidavit (confirming the absence of the tenant) is submitted or due 

legal process having been followed; 

 

Transfer of tenancy due to marriage or cohabitation 

 

i.  The tenancy may be transferred to the spouse only on written 

consent of the tenant; 

 

Transfer of tenancy due to the death of the surviving 

partner/spouse 

 

i. If the remaining occupants are the minor children of the deceased 

tenant, then the tenancy may be transferred to a legal appointed 

guardian; 

ii. The tenancy may be transferred to an adult child if he/she has been 

living with the parent for at least two years prior to the death of the 

tenant; 
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iii. If more than one adult child is eligible to be considered for the 

tenancy then the final decision will rest with the Municipal Human 

Settlements Director. 

 

9.12 HOUSING ALLOCATION REGARDING SOCIAL HOUSING 

INSTITUTIONS 

 

Social Housing Institutions have their own policies and procedures 

regarding the allocation of housing units. These institutions have their 

own waiting lists and draws from these lists as units become available. 

These institutions will be required to allocate units to applicants using 

the Municipal Housing Needs Register.  

 

The Municipality can draw the reports for the institutions or they could 

get access to draw these reports on their own. In terms of allocation, 

these institutions would still be the ultimate decision – maker on who 

would occupy their units. 

 

9.13 HOUSING ALLOCATION TO BENEFICIARIES WHO HAVE 

EXPERIENCED DISASTER 

 

Where a community has experienced the effects of a disaster situation 

and has lost their homes on account of this there are certain guidelines 

that needs to be followed when allocating units to them. In cases where 

twenty or more households are involved the following steps must be 

taken to assess and improve spatial layout: 

 

9.13.1 The relevant Municipal department has to prepare a basic layout 

plan of the area; this should include measurements and area, 

servitudes and flood lines as well as the amount of people being 

affected. 
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9.13.2 A minimum separation distance of 3 meters between units should 

apply. The relocation of high risk units, wherever this is practical 

should be borne in mind.  The community has to show their 

commitment to ensure that minimum standards are maintained. 

Strict action should be taken against offenders of the 

specifications. 

 

9.13.3 The Ward Cllr and committee complete the Primary Assessment 

form and submit it to the Disaster Management Centre. Up to 15 

families (± 45 people) could be absorbed by the community 

(friends, family and neighbours).  

 

9.13.4 In the case of more than 15 families or 45 people emergency 

accommodation may be provided in a municipal hall for a 

maximum of 3 days.  (This may be extended for further 3 day 

periods should a needs assessment so indicate). 

 

9.13.5 All line departments are responsible to fund reconstruction 

related to their function. 

 

9.13.6 Temporary Relocation Structures (TRA) may be provided by the 

Provincial Department of Human Settlement (PDoHS) for 

beneficiaries that are regarded as destitute and / or vulnerable. 

The PDoHS is the custodian of this service as part of the 

emergency mandate bestowed upon them by the National 

Department of Human Settlement (NDoHS).  

 

9.13.7 The purpose of these structures should be regarded as 

temporary relief. The final verification and approval of all TRA’s 

structures will be conducted by the PDoHS. Once a natural 

disaster such as heavy rain, storms, flooding, landslides, earth 

quakes etc have taken places, an application may be submitted 

to the office of the Head of Department (HoD) at the PDoHS. 
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9.13.8 Social Inequalities such as domestic violence, child headed 

houses holds, homelessness may be considered for temporary 

housing as well. 

 

9.13.9 In the case of natural disasters - The relevant Ward Cllr will be 

required to submit a beneficiary list of all affected beneficiaries to 

the BCMM Disaster Management Section.  

 
9.13.10 Disaster Management will then be required to assess the 

disaster in accordance to the relevant National Disaster 

Management Policies and Acts. 

 
9.13.11 Once the disaster has been assessed by the BCMM Disaster 

Management Department, a recommendation with proposed 

remedial actions should be submitted to the Municipal Human 

Settlements Directorate. 

 

9.13.12 In the case of Social Inequalities – The relevant Ward Cllr will 

be required to submit an avadavat with case number from the 

South African Police Services (SAPS), birth and or death 

certificates, any communiqué from Social Services. This should 

be submitted to the Municipal Human Settlements Directorate. 

 

9.13.13 All final approved applications for assistance with a TRA 

structure must be submitted via the Office of the City Manager 

(CM) for onwards submission to the PDoHS office of the HOD. 

 

9.14 BENEFICIARY EDUCATION    

 

As part of the allocation process, beneficiaries will be subject to a basic 

housing capacity building course before they are housed. This is to 

ensure that the beneficiaries are familiar with all the aspects of the 

housing process.  
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This course will cover all the housing options available under the 

National Housing Programmes that can be applied for and will also 

include general helpful hints with regard to maintaining the unit.  

 

The housing consumer education course is aimed at making the 

transition from a shack to a new home easier. It will also enable 

beneficiaries to understand the processes being followed when houses 

are allocated to applicants.  

 

The following items form part of the housing consumer education 

module: 

 

9.14.1 Types of Housing Subsidies. 

9.14.2 How to apply for a housing subsidy. 

9.14.3 The Qualifying criteria for a subsidy. 

9.14.4 The different types of tenure options. 

9.14.5 The application process. 

9.14.6 The Allocation procedure. 

9.14.7 The indigent Subsidy. 

9.14.8 The Municipal Statement / Account. 

9.14.9 The various service charges and what they are for. 

9.14.10 Maintenance of the home. 

9.14.11 General helpful hints around the home and key contact 

numbers at the Municipality 

 

9.15 THE WAITING LIST / HOUSING NEEDS DEMAND REGISTER 

 

The housing needs register (previously known as the Municipal Waiting 

List) is a server which will allow authorized municipal officials to have 

access to a server to record information, while allowing viewing rights to 

councillors, the public and other Human Settlement Departments. 
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Capturing of applicants onto the register will only be allowed by Local 

Government. The Senior Housing Practitioner: Rental and 

Administration will be responsible for this register.  

 

This means all new applications for the housing needs demand register 

will be processed through this post. The incumbent of this post will give 

the function of capturing onto this database to staff members in the 

division.  

 

Only selected staff members will have access to the capturing function. 

All applicants will be captured onto this register in order to ensure all 

applicants, whether approved or declined is registered.  

 

Should the applicant apply again after being declined, the reason for the 

decline needs to be investigated before the applicant is placed on the 

waiting list again. All existing applicants will be uploaded onto the 

housing needs demand register while all new applicants’ particulars will 

be captured on a “first – come – first – serve” basis.  

 

Allocations from this housing needs register will be in terms of the 

allocation criteria. Details on this register will include the following: 
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 Current Address, length of stay and type of accommodation, for 

example, informal settlement, backyard shack, formal housing, etc. 

 Family status. 

 Amount of family members in household, age, gender and Income 

profile. 

 Preferred area for allocation, tenure option and housing typology. 

 Contact Numbers. 

 Ward / Erf number. 

 Approved / Declined 

 Reason for Decline. 

 Special needs, eg, Orphans, Vulnerable Children, Child headed 

households, Disabled, People with HIV/Aids. 

 The full name and surname. 

 Details of Spouse / life partner. 

 Details of children. 

 Identity Number. 

 

This information will ensure each applicant only applies once and that 

each application has a unique questionnaire number that is generated 

by the system. Once an applicant is allocated, the unique application 

number will show that the individual has already received a subsidy and 

no further subsidies can be allocated to that person. 

 

9.16 ALLOCATION CRITERIA 

 

In order to ensure the allocation of units is done in accordance with the 

set Government standards, the Municipal Official responsible for 

overseeing the allocation process needs to ensure that various 

documentation is in place.  
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The following relevant documentation needs to be in place:   

 

9.16.1 A fresh application. 

 

9.16.2 The housing application criteria must still be met. 

 

9.16.3 All documentation should still be relevant, proof of address etc. 

 

9.16.4 Updated proof of income needs to be on file (not more than 3 

months old). 

 

9.16.5 All updated information should still be in line with the housing 

subsidy requirements. 

 

9.16.6 Where possible allocation of beneficiaries to units should be 

done within the same ward where they currently reside. Unless 

earmarked for de densification In the case of Duncan Village 

towards Reeston and or similar future projects. 

 

9.16.7 (5%) of units should be allocated to beneficiaries with special 

needs. 

 

9.16.8 (15%) of the units should be allocated to backyard shack 

residents. 

 

9.16.9 The balance of the unit allocations to come from beneficiaries on 

the housing needs register and residents in informal settlements 

in the demarcated area. 

 

9.16.10 The type of accommodation allocated will be congruent with the 

household income. (The maximum limit will be escalated in line 

with National Housing Legislation). 

 

9.16.11 Housing beneficiaries should be advised of the unit that has 

been allocated to him / her. 
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9.16.12 The housing beneficiary needs to be informed of when the 

relocation process will take place. 

 

9.16.13 In the event of no “special needs” or “back yard shacks” being 

available 20% should be drawn from the Housing Needs 

Register 

 

9.17 HOUSING NEEDS REGISTER PROCESS 

9.17.1 Beneficiaries in informal settlements 

 

9.17.1.1 Create a needs register for all informal settlements 

within Buffalo City Metropolitan Municipality. 

 

9.17.1.2 Every informal settlement needs to be surveyed. 

 

9.17.1.3 All Shacks must be numbered as per the survey. 

 

9.17.1.4 A social survey of every informal settlement will be 

done by electronic capturing of data onto the database. 

 

9.17.1.5 Every settlement must be captured in the Buffalo City 

Metropolitan Municipality’s main register. 

 

9.17.1.6 A register of settlements needs to be managed by the 

Ward Councillors and elected community members. 

 

9.17.1.7 Operational issues to be managed by the Buffalo City 

Metropolitan Municipality’s Housing Department. 

 

9.17.1.8 A new registration form has been designed for Buffalo 

City Metropolitan Municipality but in conjunction with 

the National Department of Human Settlement. 
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9.17.1.9 The registration process will be funded through the 

accreditation process, by the Provincial Department of 

Human Settlements. 

9.17.2 Beneficiaries in backyards or from overcrowded units 

 

9.17.2.1 Create a needs register for non – informal settlement 

beneficiaries. 

 

9.17.2.2 Beneficiaries are registered at the housing department. 

 

9.17.2.3 Important information for the register is aspects such as 

family demographics, income profile, and special 

needs. 

 

9.17.2.4 Fieldworkers were employed to collect information from 

the areas that were identified as areas with backyard 

shacks and overcrowded units. 

 

9.17.2.5 Those who were not included in this process will be 

given the opportunity to call at the various satellite 

offices that will be opened temporarily or at the Housing 

Department’s offices. 

 

9.17.2.6 Housing officials will register the beneficiaries onto the 

system.  

 

9.18 HOUSING  APPLICATION PROCESS 

 

Based on the housing needs register either Council or the Provincial 

Department of Human Settlement decides on the amount of houses to 

be built.  
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Council / Provincial Department of Human Settlement will select a 

project that is best suited to the needs of the beneficiaries and the goal 

of the Municipality or department.  Qualifying beneficiaries are identified 

and money is made available for the building of houses. 

 

9.19 APPLICATION PROCEDURE 

 

Once the applicant has realized that they are interested in applying for 

the government subsidy or formal housing, the applicant needs to call at 

the Municipal offices to express the need in order to obtain the 

necessary application forms. The following documentation needs to be 

submitted in order to make the application: 

 

9.18.1 The Applicants identity document and that of the spouse, if 

applicable. 

9.18.2 Birth certificates off all children. 

9.18.3 Marriage certificate, if applicable. 

9.18.4 The pay slip and that of the spouse, if applicable. 

9.18.5 Proof of additional income / government grant. 

9.18.6 An affidavit if the applicant is unemployed 

 

The municipal official will then present the applicant with an application 

form that needs to be completed in order to be registered on the 

housing demand database. The municipal official who takes in the 

application form will ensure that it is fully completed and then capture 

the form onto the housing demand database.  

 

The applicant is then advised to return in 4 months time. The applicant 

returns and is issued with a waiting list card and number. At this stage 

the applicant is able to come whenever suitable in order to check if 

anything is available. 
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Once one of the approved projects is in the process of being built, the 

housing register is used to identify suitable candidates for the said 

projects. A beneficiary is allocated to each unit.  

 

The municipal official then checks to see if the allocated beneficiaries 

still qualify for the units. The Ward Councillor is advised of those 

beneficiaries who do not qualify for the subsidy anymore. The Ward 

Councillor is advised in order to advise the applicants of the situation so 

that the next beneficiary on the housing register can be allocated to the 

unit. This process continues until all of the beneficiaries qualify.  

 

The developer advises the Municipal officials when the project is 

expected to be completed in order for the relevant beneficiaries to be 

advised when the expected date of occupation of the units is. Once the 

project is completed the developer will submit a list of all the units and 

keys to the Municipal Official.  

 

The municipal official will then allocate the approved beneficiaries to the 

units on the developers list. This list will be presented to the relevant 

councillor.  

 

The Councillor will then advise the community about the approved 

beneficiaries and give them the dates when they will be able to move 

into their units. Where necessary, the municipality will provide transport 

in order to assist with the relocation of beneficiaries. 

 

9.20  UNTRACEABLE BENEFICIARIES AND ILLEGAL OCCUPANTS 

9.20.1 Untraceable Beneficiaries 

 

Housing units are allocated to applicants who have been 

captured on the housing needs demand register.   
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With the allocation process individuals are identified from this 

housing needs demand register as beneficiaries for the housing 

units.   

 

However, when attempting to make contact with these 

individuals, the housing staff is unable to trace these 

beneficiaries with the information that has been captured onto 

the housing needs demand database.   

 

Before the units are allocated to the next person in line on the 

housing needs demand database, the following needs to be 

completed: 

 

 The Municipal official uses the contact information from 

the housing needs demand database, adverts in the 

newspaper, Government Gazette, radio adverts, flyers in 

order to contact the prospective beneficiary.  If the 

prospective beneficiary is not found with the details on the 

system, the Municipal official contacts the Ward Councillor 

to do further investigations.  

 The Ward Councillor conducts further investigations as to 

the whereabouts of the applicant within the community. If 

these investigations are unsuccessful, the prospective 

beneficiary is then removed from the list as a beneficiary 

for that particular unit. 

 The unit is then allocated to the next beneficiary on the 

housing needs demand database who lives in the area, 

and has not benefited from a subsidy. Once the new 

beneficiary is identified the necessary administration work 

is done.  
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 The untraceable beneficiary is then moved down on the 

housing needs demand databases until he / she contacts 

the offices advising of the new particulars.  

 This process of allocating the next applicant to be a 

beneficiary of a unit needs to be completed as soon as 

possible, within 14 working days in order to avoid illegal 

occupation and vandalism of completed units.  

 Should the units be illegally occupied within this period, 

the occupant will be evicted in order to house the new 

beneficiary. 

9.20.2 Illegal Occupants 

 

In instances where there are illegal occupants the following 

process needs to be followed: 

 

9.20.2.1 A letter is sent to the illegal occupant giving 3 months to 

vacate the unit. 

 

9.20.2.2 If the unit is not vacated then summons is issued 

against the illegal occupant. 

 

9.20.2.3 After summons has been issued the Municipality then 

applies to the court for ejectment from the unit. 

 

9.20.2.4 If the occupant has been in the unit for more than 6 

months without any legal action taken by the 

Municipality, it will be requested that alternative 

accommodation is provided for the illegal tenant. 

 
9.20.2.5 The anti-land invasion section within the Municipal 

Human Settlements Directorate will closely monitor this 

in order to avoid the possible uncontainable escalation. 
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9.20.2.6 Ward Cllrs and PCS members must jealously protect 

the properties in its area of jurisdiction. 

 

10. COMPETENCE AND CAPACITY TO IMPLEMENT 

 

 All housing staff must be aware of the prescriptions of the policy. 

 All housing staff must be aware of the procedures contained in this policy. 

 Supervisors/Managers must ensure compliance with this policy. 

 A quarterly report to council be drafted, regarding this ongoing process 

 

11. IMPLEMENTATION PLAN 

 

The stipulations in this policy will apply with immediate effect. 

 

12. MONITORING, EVALUATION AND REVIEW 

 

The Housing Consumer Education and Policy Unit within the Human 

Settlements Directorate will undertake evaluation and further reviews. 

 

The efficacy of this policy will be monitored through regular feedback 

sessions and interaction with relevant project managers and feedback from 

public meetings. 
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ANNEXURE – A 

 

QUALIFYING CRITERIA FOR MUNICIPAL RENTAL HOUSING 
 

 Married or Financial Dependant: He or she is married (in terms of Civil 

Law or in terms of Customary Union) or habitually cohabits with any other 

person, or he or she has proven financial dependants. 

 

 Resident: He or she is lawfully resident in South Africa (barcoded Identity 

document). 

 

 Monthly household income: The gross monthly income of his or her 

household does not exceed R800 - R3, 500.  A prospective beneficiary will 

be required to submit adequate proof of income, and, in the case of income 

received through self- employment, must sign an affidavit stating the 

amount earned. 

 

 Old age pensioner: should have a bank statement / Proof of disability 

grant / child’s grant. 

 

 Competent to contracts: He or she is legally competent e.g. (over 21 

years of age or married or divorced and of sound mind. 

 

Applicants and persons who have been granted tenancies through 

transfers, transfers of tenancies, rightsizing and re-instatements will be 

required to sign a 24-month period lease agreement as legislated by the 

Consumer Protection Act,68 of 2008. 

 

The Beneficiary should not yet have benefited from government funding 

before. 

 


