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[bookmark: _Toc138774165][bookmark: _Toc220079127]1. What is an Administrator user 
Administrator users are nominated users that have the authority to grant access for other internal users to use the Affordable Housing Grants Service. Nominated Administrator users can grant access, permissions and authorities to other internal users within the same organisation.

All organisations require at least 1 Administrator user who is responsible for managing internal user access. There is a limit of up to 4 administrator users for each user organisation.
[bookmark: _Toc138774166][bookmark: _Toc220079128]2. How to Register a new Administrator user
To register a new administrator user, the user organisation must complete the full application form as detailed in Appendix A. 

This includes the completion of the authorised signatory form, and administrator user form which on completion should be submitted in full via email to servicedesk@homesengland.gov.uk 
[bookmark: _Toc138774167][bookmark: _Toc220079129]3. Complete the Authorised Signatory Form
An authorised signatory is a senior person in an organisation that must authorise the setup of the administrator users who will allow other users in that organisation to use the Affordable Housing Grants Service. 

They must have suitable authority to agree to the application. Usually, this is the Chief Executive, Finance Director, or Chair of Governing Body. 

Please ensure that the form is submitted from an organisational contact in the form name@organisation – generic email addresses such as “admin”, “Sales@” and Hotmail or Gmail addresses, for example, are not allowed.
[bookmark: _Toc220079130]4. Complete the Administrator user Form
As Administrator users are nominated users that will give additional delegated authority to users within your organisation for making changes to your organisational information, application and processing grant claims, please ensure that you select users who have the delegation and availability to manage this process.
Once you have confirmed who your administrator users will be please complete the administrator Form detailing the lead administrator and any additional administrators (up to a maximum of 4). 
[bookmark: _Toc220079131]5. Send to Homes England
Send the completed forms to servicedesk@homesengland.gov.uk. This email should be sent from the nominated authorised signatory whose details are on the authorised signatory Form. The subject line should include Affordable Housing Grants Service Administrator Application [organisation provider code] or, if not known, the name of your organisation.
[bookmark: _Toc220079132]6. Change Administrator users for your organisation
If you need to make a change to your organisations administrator users, please complete a new full application form including the completion of the authorised signatory form, and the administrator user form which on completion should be submitted in full via email to servicedesk@homesengland.gov.uk.
[bookmark: _Toc220079133]7. Guidance

[bookmark: _Toc220079134]1. Security
Do not allow unauthorised access to the Affordable Housing Grants Service. Computer workstations connected to the Affordable Housing Grants Service should not be left unattended; users should log off the system whenever a session has been completed.
[bookmark: _Toc220079135]2. Administrators 
Each User Organisation may have more than one active Administrator (to a maximum of 4). The User Organisation must submit a new application form to Homes England each time it wishes to add or remove an Administrator. Please identify on the form where existing administrators are to be replaced.  
Homes England must be notified immediately if an Administrator leaves the employment of the User Organisation, or changes posts and responsibilities. The Administrator must regularly review the list of users (every 3 months) and their attached authorities to ensure that the list of users is correct and that their attached authorities are appropriate. 
The Administrator must ensure that user permissions are revoked immediately if they leave the organisation or are no longer required to work in Affordable Housing Grants Service for the User Organisation. 
The Administrator is responsible for reporting Affordable Housing Grants Service problems to Homes England Service Desk (servicedesk@homesengland.gov.uk). Where the User Organisation has more than one Administrator it should ensure that a particular Administrator is the principal contact with the Homes England helpdesk.
The Administrator should use the Affordable Housing Grants Service to assign each user of the system the permissions that are appropriate to their job responsibilities. The Administrator should ensure that Users comply with practice and procedures issued by the Agency.
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	Administrator User Form


	Organisation Name
	

	Organisation Code
	



The administrators are responsible for setting up, amending and deleting users in the Affordable Housing Grants Service for your organisation and for designating access for Users to carry out actions within Affordable Housing Grants Service. 
By granting the appropriate user access members and officers are authorised to make electronic submissions to Homes England under these delegated powers. An organisation can have a maximum of 4 administrators at any one time. By submitting this form to Homes England you are stating that only the below named people are to be Affordable Housing Grants Service administrators and that all previously named administrators should be deleted.
Previous arrangements for access to the Investment Management System (IMS) are separate to this process, information on this can be found in the guidance pages for IMS Investment Management System: access, guidance and support - GOV.UK (www.gov.uk)
Alternative arrangements are in place for the assignment of access for Independent Auditors under Compliance Audit who act both for Homes England and your organisation.  Information on this is available in the guidance for Compliance Audit (www.gov.uk/government/publications/investment-management-system-compliance-audit-module)
I agree to abide by the Administrator Guidance as provided.
I authorise the person or persons named below to have the delegated responsibility to act as Administrator
	Please state the purpose of the application:
	Social and Affordable Homes Programme 2026-2036 and associated Affordable Housing Programmes (New Application)
	Social and Affordable Homes Programme 2026-36 and associated Affordable Housing Programmes (Amendment to existing Administrators)

	Mark where appropriate:

	☐	☐


	Email address of authorised signatory
	


	Please ensure that the attached email is from the authorised signatory for your organisation e.g. Chief Executive; Finance Director; Chair of Governing Body.

	Print Name
	


	Date
	




Details of Affordable Housing Grants Service Administrators

Where there are multiple administrators, please indicate who is the Lead point of contact.

Lead Administrator Name

	Administrator Name
	


	Administrator Email Address
	


	Job Title

	

	Contact Telephone Number
	




Additional Administrator

	Administrator Name
	Job Title
	Email Address and Telephone Number

	
	
	



	
	
	



	
	
	





Existing Administrator (to be completed only when making changes to existing Administrator).

	Administrator Name
	Job Title
	Confirm Removal

	
	
	
☐


	
	
	
☐


	
	
	
☐


	


	
	☐



Existing IMS Users (to be completed only where there is existing IMS Security Administrators).

	Please amend our existing IMS Security Administrators with the changes requested above. (IMS will be updated with the information provided above.)
	YES
☐

	NO
☐





Before submitting this form, check that you have completed the following:

· The name of the Organisation and your Provider code have been completed 
· Please note that an authorised signatory cannot be an Administrator
· Provider code added (If you do not know the code of the provider please leave blank).




	PRO-FORMA TO BE SUBMITTED ON COMPANY HEADED PAPER
AUTHORISED SIGNATORY FORM



	Confirmation of details of the authorised signatory for Affordable Housing Grants Service

I confirm that I am the authorised signatory for my organisation and that my details can be held on record for use by Homes England in the administration of the Affordable Housing Grants Service.

	Organisation:
	

	Postal Address:
	

	
	

	
	

	
	

	Telephone:
	

	Forename:
	

	Surname:
	

	Job Position:
	

	Email:
	

	Date:
	

	Signature:
	








Pleas ensure the authorised signatory is not a nominated Admin user.
Please submit both the completed authorised signatory form and the administrator user form. Send to servicedesk@homesengland.gov.uk with the following in the subject line: Affordable Housing Grants Service Administrator Application for <your Provider Code> or the name of your organisation.
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