
TA Team

Pre-Void Inspection
carried out by the

Housing Officer

Keys are collected from
the client and the

placement is closed on
the same day the
property becomes

vacant.
Housing Management
Inspection carried out
within 24 hours of the

property becoming
void

Providing there are no housing
management issues identified (e.g. 7 day

s.41 notice to be served), send an email to
Property Helpdesk  (PHD) on the same day 

using
the email template to let them know the

property is void, and copy in the Voids Inbox

Update the 
Void

record on
huume

Update the 
Void

record on
huume

Carry out sign 
up within 
requisite 
timescale

Assests Inform the designated team that the 
property

is void, so they can carry out the
Void Inspection within 24 hours
and determine the void category

(major, minor or exceptional)

Repair 
requirements

sent to the 
contractor

Void category agreed 
with contractor and

estimated completion
date for the works 
updated on Huume

Update the Huume 
record on

the progress of the 
work

and if there are going 
to

be any delays

Inform the 
Surveyor/
void team
the works 
have been
completed 
and update 

Huume

Surveyor to 
carry

out the Post 
Void

Inspection & 
meter readings 

taken and 
added to 

Huume.  Qualit
y check carried 
out and sample 

check 
measurements.

If the works are
unsatisfactory

If the works are
satisfactory

Compliance certificates
uploaded to CPM and
copies sent to the TA

team.

Inform the TA Team
the work have been

completed via Huume and
handback the

property

Works
undertaken

Inform Property 
Helpdesk

the works have 
been

completed and 
return all

keys to the key safe

Ongoing 
monitoring of 

works by 
contractor to 

assess KPI 
targets

Compliance certificates 
uploaded to huume

Sample 
financial 

measurement 
to be 

undertaken by 
Assets on small 

sample of 
properties on 

invoice

Voids Contractor 
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