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A step-by-step guide to 
selling your home

When you sell your home, you usually have to give us 
the chance to nominate a buyer. We hold a database of 
people who have applied to us and we will do our best 
to find a buyer quickly. If we can’t, you’re free to sell 
your home on the open market – usually two months 
after we have received your request to sell.

When you sell your home, you must get it valued. 
The price of your share will be a percentage of the full 
market value. Your valuation must be done by one of 
the valuers on our panel – a list of these is enclosed. 
These firms are not part of Notting Hill Housing, but 
understand shared ownership valuations.
 
For example, if you own a 50% share and the full value 
of your home is £200,000, the sale price will be  
50% x £200,000 = £100,000.
 
If you’ve made improvements that affect the value of 
your home, they’ll be valued separately. 

Before you instruct us to sell your property, there are a 
few things that you will need to do. Please read the  
‘step-by-step guide’. If you have any other questions, 
please see the ‘Questions and answers’ section at the 
back of this booklet.  
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Step 1
Get the valuation and photos.

Step 2
Get an Energy Performance Certificate  
(EPC).

Step 3
Choose and instruct a solicitor. 

Step 4
Fill in the resale instruction form and send  
it back to us with a copy of the valuation  
and EPC. Wait for us to contact you for a 
viewing date.

The steps 



We cannot accept photos unless they are 
taken by an independent valuer who is 
approved by the Royal Institute of Chartered 
Surveyors (RICS) or the Fellow of the Royal 
Institute of Chartered Surveyors (FRICS).  
We can only accept photos taken by an 
independent person - the valuer - in line with 
the Property Misdescriptions Act 1991. 

It is in your best interests that your home 
is well-presented when the surveyor takes 
photos, when they come to value your home, 
as these will be shown on our website.

Length of the lease /  
Extending the lease

If your lease is below 80 years, you may want 
to consider extending it. This might make it 
easier for a buyer to get a mortgage for your 
home, and it might also add value to your 
home. Please phone our legal administration 
team on 020 8357 5162, and they can help 
you with this. You will have to pay to extend 
your lease, as this may be considered as a 
home improvement. Please discuss this with 
the surveyor who is valuing your property. 
Please remember that extending a lease 
can take three to fours months. If you have 
any questions about extending your lease, 
please phone us on 020 8357 5162 or email 
legaladmin@nhhg.org.uk.
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Photos

Your valuer must take photos of your home, so we 
can use these to help sell your property. Photos 
tend to attract more interest from buyers. Your 
valuer should take at least one photo of the outside 
and one of the inside of your home, and email 
them to resales@nhhg.org.uk.

Your steps explained

Step 1 
Get the valuation

When you sell your home, you must get it valued.  
The price of your share will be a percentage of 
the full market value. Your valuation must be 
done by one of the valuers on our panel – a list 
of these is enclosed. These firms are not part of 
Notting Hill Housing, but understand how to do 
shared ownership valuations.
 
For example, if you own a 50% share and the full 
value of your home is £200,000, the sale price 
will be 50% x £200,000 = £100,000.
 
If you’ve made improvements that affect the 
value of your home, they’ll be valued separately. 
 First, you’ll need to decide which of our panel 
valuers you want to use. A list of panel valuers 
is included with this brochure. Always ask what 
they will charge before you ask them to visit  
your home. We strongly advise you to use one 
from our panel. We do not accept valuations of  
estate agents.  
The valuer will ask you about your rent and 
service charges, as well as asking what 
improvements you have made to your home. 
The valuer will send their report and the invoice 
to you directly, unless you tell them otherwise.
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Your improvements

You may have made improvements to your 
home. If they add to the value, they will be 
assessed separately. You must have asked our 
permission before making any improvements. 
Improvements made without our permission 
will not be considered when you come to sell 
your home. The price of your share will take 
account of the full value of your improvements, 
so you don’t lose out. Improvements don’t 
include carpets, curtains or furniture. There’s 
also a good chance some things you’ve spent 
money on won’t add to the value. The valuer 
will use their professional opinion to decide. Tell 
your valuer when they inspect your home what 
improvements you have made.

Remember that wooden floorboards and laminate 
flooring are not considered improvements, and 
could be breaking the conditions of your lease.

The sale price is then a percentage of the full 
value without improvements, plus the full value of 
your improvements. This may seem complicated 
but it will make sure you get the full value of your 
improvements back – not just a percentage. Here 
is an example to explain how this works. 

1 The full value of your home is £203,000.  
This includes £3,000 of improvements you  
have made. 

2 The value without your improvements is 
£200,000 (£203,000 minus the £3,000 
improvements). We call this the ‘net value’. 

3 If you own a 50% share of your home, the  
sale price will be 50% of the net value plus 
the full value of your improvements. In 
other words, the sale price of your share 
is as follows. £200,000 x 50% plus £3,000 
improvements = £103,000.

The valuer will list the improvements on their 
report, so make sure you’re clear about what you 
think should be included. The valuer will use their 
professional opinion to assess the value of your 
improvements – remember, not all improvements 
add to the value!

Your buyer will ‘inherit’ your improvements and 
will be able to get them valued separately when 
they come to sell the home in the future – that 
way, they don’t lose out either. In the meantime, 
the value of the improvements may fall due to 
wear and tear. 

Problems with the valuer

The valuers on the panel are not part of Notting 
Hill Housing and we have no influence over 
their valuations. If you do not agree with their 
valuation, you can appeal to them direct to 
reconsider their report. Don’t send your report to 
us until you’re happy with the valuation.
 
If you’re not happy, there may be evidence you 
can get together to support a higher or lower 
figure. 

Evidence is the key – the valuer must be able 
to see why their figure is wrong. They won’t just 
take your word for it! If you are still not happy, 
you can get another valuation from another panel 
valuer – but you’ll have to pay again.



By law, you will need to arrange for a domestic energy assessor to provide an Energy 
Performance Certificate (EPC) before we can advertise your property.

You do not need to have received your EPC before we can advertise your property, but you 
will need proof that you have arranged the EPC.  This proof could be a receipt, email or 
letter from the EPC provider. Please send us this proof with your resale instruction form and 
your valuation.

An EPC is valid for 10 years. Please check to see if you already have one. You should be 
able to find an EPC provider on the internet or in the Yellow Pages, or your valuer may be 
able to recommend one.

Step 2 
Get an Energy Performance Certificate (EPC)
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You will need to use a solicitor to handle the legal 
side of selling your home. You may want to use 
the solicitor that you used to buy the home, or 
you may want to use someone new. Whoever 
you use, you must make sure that they have 
experience of dealing with shared ownership, 
otherwise this can make things complicated. 
There is a list of solicitors who deal with shared 
ownership included with this guide. 

Step 3 
Instruct a solicitor 

Step 4 
Send everything to us 

Once you have all the necessary information, you 
should send it to us as quickly as possible, as the 
valuation is only valid for three months from the 
date on the report.  

Checklist  

Please make sure you send us all of the following.

•  The valuation report for your home, written by  
   one of our panel surveyors.

• A copy of your EPC or proof that you have  
 arranged it.

•  Your filled in resale instruction form –  
   please include your solicitor’s details.

You can also fax us the above documents  
on 020 8357 4604 or email them to resales@
nhhg.org.uk



What happens next
To give you an idea of how long everything may take, we have broken 
it down so you can see what needs to be done.

• Once we receive your form, we will set up your details on our 
system (as long as you have sent us everything we need) and call 
you to arrange a viewing date. We will send details of your home to 
people from our database, your local council’s home ownership list 
and the HomeBuy agent list, if possible. We normally do this within 
five working days of your paperwork arriving. Interested people 
will get in touch with you to arrange a time to look at your home, or 
show up on the day you have arranged for a viewing. 

• After the viewing, we will offer the property to a buyer (usually 
chosen by your local authority). They have three working days to 
accept the offer.

• We will carry out a financial interview with the buyer to make sure 
they can afford your home. If they pass the interview, we will ask 
them to choose a solicitor and give us details of their mortgage 
provider within three working days.  

•  When we have all the solicitors’ details, we instruct your solicitors, 
the buyer’s solicitor and our solicitor to begin the process of selling 
your home (known as ‘conveyancing’).  

• Once we have instructed the solicitors, it is up to you and the 
buyer to let us know if you need any help with anything. We will not 
‘chase’ your buyer once the solicitors have been instructed. We will, 
try to sort out any problems – let us know if you need our help or 
advice.

• It should take around four to six weeks for the buyer’s mortgage 
offer to come through. Let us know if the buyer has not had a 
survey of your property after two weeks.

•  Your solicitor will send a list of enquiries to us (or the managing 
agent if this is not us) after the survey has come back from the 
buyer. It can take us up to 10 working days to respond to these 
enquiries. There is a fee for these enquiries.  

•  Your solicitor will be able to let you know once all the conveyancing 
has been completed and you are ready to exchange.

•  There is usually at least 10 working days between the exchange 
and the sale completing to allow money to transfer.  
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Timescales

The average timescale to sell a home is around 12 weeks from the buyer’s 
interview. However, you should consider the following before the viewing.
•  How soon can the surveyor value your property? (If they are busy, it could take  

up to two to three weeks for them to value your home and write their report.)
•   Postal delays. (If you are in a hurry, fax over the forms and also put a copy in  

the post.)
•   We need up to 10 working days to set up the viewing. This is because we have 

to contact the local authority and HomeBuy agent for details of the people on the 
waiting list and then send them details of your home, as well as allowing enough 
time for them to book an appointment to view.

Remember the above timescales are for guidance only – sales can take a few weeks, or 
many months if there are legal, survey or communication problems. As mentioned earlier,  
we do not chase your buyer once the solicitors have been instructed. We will, however,  
help to sort out any problems – let us know if you need our help or advice.

If you are part of a chain

Being part of a chain in shared ownership always involves some risk – the same risks you 
would face if you were buying or selling in a chain on the open market. You can decide to 
make an offer on another property before or after you have found a buyer for your home. 
There are advantages and disadvantages to both options which you must consider.     

If you have already made an offer on another property

Remember that, as part of your lease, we have a nomination period to find you a buyer 
for your share. We can only start marketing your property when we have received your 
valuation, resale instruction f orm, and proof of an EPC instruction. The person selling to 
you must be prepared to wait until you have found a buyer for your home or you risk losing 
mortgage and solicitors’ fees if they decide to pull out. The normal conveyancing process will 
still take time even when you have found a buyer.

Things to consider
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You are likely to have to pay the following costs.
•   Your valuer’s fee
•   The cost of an EPC
•   Your own legal fees
•   The solicitor’s fees for passing on the lease 

to the new buyer
•   The resale fee
•   The fee for answering your solicitor’s 

enquiries
•   If you are selling a HOOP (Home Ownership 

for Older People) property, you will have to 
make payments to the sinking fund once 
the sale has completed. The sinking fund is 
money set aside for major work. To reduce 
your service charge a sinking fund payment 
was not included – the amount you need to 
pay will be worked out depending on how 
long you’ve owned the lease.

• If you withdraw your property from sale after 
instructing solicitors, for any reason, you will 
need to pay a cancellation fee to our solicitor. 

If you have a buyer, but you 
have not found a new home
You must make your buyer aware that you have 
not yet had an offer accepted on a property. 
They must be prepared to hold off exchanging 
contracts until you have found a property. If you 
exchange before you have an offer accepted, 
you risk being made homeless.

Setting a deadline
When you’re selling your home, you may 
want to set a deadline for the exchange to 
go through. We can let the buyer know what 
deadlines you have set.
 
The deadlines should always be reasonable 
– for example, four to six weeks to exchange 
contracts from the date we interview the buyer. 
You may want to set a longer deadline – it’s up 
to you.
 
After the interview, your buyer should instruct 
their own solicitor and will usually arrange for 
a survey of your home. If you don’t hear from 
them within two weeks with a survey date, let 
us know and we will ring the buyer to find out 
what is happening.

Your relationship with the buyer
The most successful sales are those which 
take place between a seller and buyer who talk 
to each other. There will always be problems 
selling a home and if you can settle these by 
talking together you will save time and trouble 
later on. If you’re not sure what is happening 
with your sale, ring the buyer – they are in the 
best position to know. If you don’t get on with 
your buyer, you can ‘talk’ to them through your 
solicitor, but this obviously takes longer. The 
solicitor may also charge you for the time they 
spend sorting out the problems.

Your costs
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What you can expect from us
We value quality customer care as highly as you do. Here are some of the goals we set ourselves when 
working with you.

Customer care
•   We’ll be polite and treat you with respect.
•   We’ll give you our name when we speak to you or see you.
•   We’ll be helpful and deal with your enquiries efficiently.
•   We will answer your calls quickly and put you in touch with   
    the right person if we can’t help you.
•   We’ll return phone messages within one working day.
•   We’ll respond to all letters and e-mails  
    within five working days of receiving them.
•   We’ll write all publications and letters in plain English.
•   We’ll see you within 10 minutes of your appointment time.

Equal opportunities
We have a formal equal opportunities policy and work hard to treat all of our customers fairly, no matter what 
their race, sex, age, sexuality, religion, appearance or disability.

Negotiation  
Your valuation sets the price of your share and you cannot sell for more than this amount. When we send 
buyers to see your home, we’ll have told them the price and you do not have to accept lower offers – unless 
you want to.
 
When the buyer goes ahead after we’ve interviewed them, they will usually get a valuation of their own from a 
building society or bank. This may turn out to be lower than your valuation and means the building society or 
bank will only lend a mortgage on the lower amount.
 
If this happens, you and the buyer can negotiate if you want. In other words:
 
•   you may agree to lower the price of your share to match their valuation;
•   they may agree to put in savings to top up their mortgage to match your original price; or
•   you may agree to meet somewhere in the middle – you lower your price and they put in a bit extra.

The last one is the most common result.
 
If you can’t agree, the sale will fall through. We cannot advise you on the best solution – it depends on the 
difference between the two valuations, how much the buyer has in savings, how much they are relying on 
getting the mortgage, and so on. If in doubt, talk to us.
 
If the sale falls through within the two-month period, we will try to find another buyer. You are not automatically 
free to sell on the open market.



Q. Why do I have to pay a resale fee?
A. To cover the costs of running both a database service, listing those people who are interested 

in shared ownership, and our ‘Find A Buyer’ service, we need to charge an administrative 
fee of 1% (plus VAT) of your share of your home. After all, our systems contain detailed 
information about everyone looking to buy a home through shared ownership, and these 
databases have to be constantly updated. The amount that an estate agent would typically 
charge for a similar service is twice our resale fee, making ours excellent value for money and 
well within the budget of any one who can afford property on the open market. Overall, this fee 
makes sure that we can continue helping other people onto the property ladder.

Q. Why do I have to use a panel valuer?
A. We need a valuation from one of our panel valuers. This is because estate agents assume 

that the price is open to negotiation. They generally add 10% to the price they think a home 
is worth so that buyers can knock something off. With shared ownership the price is fixed so 
both sides know what they are getting. Panel valuers refer to the Government’s Red Book, 
which records the actual value that each home sells for. The valuer must be able to provide 
three examples of what similar properties have recently sold for, to compare against the value 
of the seller’s home. The valuer should be qualified as a member of the Royal Institute of 
Chartered Surveyors (RICS).

Q. What happens if I’m not happy with the valuation?
A. If you are not happy with the valuation you receive, you can either persuade your valuer 

that they have got the figure wrong or you could instruct a different independent qualified 
valuer from our panel to value your home. You will need to provide evidence to the valuer to 
persuade them to price your home differently.

Q. What happens if the valuers on your list do not cover my area?
A. If the valuers on our list do not cover your area, you will need to ask for an information pack to 

send to a RICS-qualified surveyor in your area. This is so they can meet our requirements for 
the survey. If they do not meet our requirements, we may ask you to get another valuation. 

Q. What happens when my valuation runs out?
A. Your valuation is valid for a time set out in your lease. It is normally three months from the 

date on the report. After this, you can get an updated report if you need to. If you already have 
a buyer interested you may decide to carry on with the existing value – they may pull out if you 
get another valuation and put the price up. 

Questions and answers
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Q. Why can’t I sell on the open market or just sell my share to my friend? 
A. You were helped to buy your home with public money, which your local authority provides to 

help people who need housing. One of the conditions of your local authority providing the money 
was that the home would be offered in the future to the person who needs it the most. Just as 
you benefited, we now have a duty to help other people. We currently have a database of over 
10,000 people. If you decide to sell your home, it is a condition of your lease that you give us the 
opportunity to find a buyer from our database.

Q. What if no-one is interested after the first viewing? 
A. If no-one is interested in your home, we may still be able to help. People join our list every day and 

we can quickly send out details with a short deadline for a viewing. 

Q. What happens if you can’t find a buyer?
A. If we still can’t find a buyer, we can give you permission to sell on the open market through an 

estate agent. We will give you advice if this happens. We want to be reasonable. If we can’t find a 
buyer, we’ll let you know as soon as we can. You can then choose to sell your share through an 
estate agent or you may be able to buy the remaining share from us and sell 100% on the open 
market. It depends on your lease.

Q. What happens if I sell my share on the open market?
A. If you sell your share on the open market, we will want to interview your buyer to make sure they 

are eligible and can afford the payments on shared ownership. We will explain this further if we give 
you permission to sell on the open market. We won’t charge our resale fee if you sell this way, but 
you will have to pay fees to an estate agent if you use one.

Q. What happens if I sell 100% on the open market?
A. If you sell 100% on the open market, you will need to buy the remaining shares of your property 

(this is known as ‘staircasing’). You don’t have to raise the money yourself, your solicitor will use 
the money from your buyer on the day the sale completes. We will need an updated valuation from 
you to confirm that the agreed sale price reflects prices on the current market. We won’t charge our 
resale fee if you sell in this way, but you will have to pay fees to an estate agent if you use one. 

Q. What happens if there are restrictions in my lease?
A. On some homes, you can never own 100% so you won’t have the option of staircasing to 100% 

and selling on the open market. This only applies to a small number of homes. Your solicitor should 
have told you about this at the time you bought your home.

Q. What do I do with my keys?
A. When you have sold your home, make sure you have a firm arrangement with the buyer about 

where they can collect your keys – you should only hand these over when your solicitors get the 
money for your home. It’s a good idea to leave the keys with your solicitor or a trusted friend or 
relative. We cannot look after your keys for you.  



Notting Hill Home Ownership
Bruce Kenrick House, 2 Killick Street, London, N1 9FL

Phone: 020 8357 4444 | E-mail: resales@nhhg.org.uk | Website: www.nottinghillhousing.org.uk


