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Item 
No. 

Item name/description/team 

1. 
 

 
It is our responsibility ensure we ALL enter accurate data into NEC in a timely 
manner.   
 
The Voids and Relets - Power BI reports should be used to help us understand 
performance and what we need to do to and when to move the void properties 
along the process quicker.  
 
Data must be input right first time, in a timely manner. We ALL have a part to 
play.  

Golden Rule 1 

2. 

Keys not received when expected (i.e. expected void date) – Area Teams (Chris 
Todd) 

Team to chase the keys and if not received on expected void date, extend expected 
void date by another week and end tenancy when keys received. 

Golden Rule 2 

3. 

Left in Occupation cases – Area teams (Chris Todd) 

Allocations to be informed of left in occupation cases within 24hrs of the area housing 

team being made aware with them inputting the USEO on the void status. 

Golden Rule 3 

4. 

Property clearance relating to properties that Hull City Council have a legal 
responsibility to clear and storage possessions  - Area team (Chris Todd) 

To be as soon as possible, no later than 3 working days. 

Golden Rule 4 

5. 

Keys received by KWL – Contracting and Investment (Ken Bird) 

KWL will survey the property within 3 days/72 hours of receiving the keys, if the 
outcome of survey indicates an exceptional void, CIS to update NEC and email 
allocations team with estimated KWL completion date within 24 hours of receiving. 

Golden Rule 5 

6. 

Allocating properties – Housing Access (Jason Irvin) 

Allocation process to start within 48 hours of notification of void, when notice has 
been received (exception to this is if pre-void inspection clearly identifies likely to be 
an exceptional void; in these cases allocate as appropriate when expected date 
known & add clear notes).  Allocations to be monitored using spreadsheet with target 
keys returned date to prioritise PTIs etc. to ensure ready for viewing when keys back.  

Golden Rule 6 

https://gbr01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fapp.powerbi.com%2Fgroups%2F3f6579c1-d7d3-4573-ba21-07401cfeb7eb%2Freports%2F6c9b27a1-a941-4adb-a813-c448f6473e87%2FReportSection%3Fctid%3D998b793d-d177-4b88-8be1-6fe1f323a70b%26redirectedFromSignup%3D1%26experience%3Dpower-bi&data=05%7C02%7CElisha.Johnson%40hullcc.gov.uk%7Ca3c5602904a741b299ca08dd0e1abf94%7C998b793dd1774b888be16fe1f323a70b%7C0%7C0%7C638682230234005576%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=yRKwtKfWiSCnicLD3uOAXEhoSOQM5Ooxb2JrfS5fgTA%3D&reserved=0
https://app.powerbi.com/groups/3f6579c1-d7d3-4573-ba21-07401cfeb7eb/reports/6c9b27a1-a941-4adb-a813-c448f6473e87/ReportSection?ctid=998b793d-d177-4b88-8be1-6fe1f323a70b&redirectedFromSignup=1&experience=power-bi
https://app.powerbi.com/groups/3f6579c1-d7d3-4573-ba21-07401cfeb7eb/reports/6c9b27a1-a941-4adb-a813-c448f6473e87/c5944aeb4d103947cdae?ctid=998b793d-d177-4b88-8be1-6fe1f323a70b&redirectedFromSignup=1&experience=power-bi
https://app.powerbi.com/groups/3f6579c1-d7d3-4573-ba21-07401cfeb7eb/reports/6c9b27a1-a941-4adb-a813-c448f6473e87/f859f43d1372be594bad?ctid=998b793d-d177-4b88-8be1-6fe1f323a70b&redirectedFromSignup=1&experience=power-bi
https://app.powerbi.com/groups/3f6579c1-d7d3-4573-ba21-07401cfeb7eb/reports/6c9b27a1-a941-4adb-a813-c448f6473e87/9545cd1025c314069acd?ctid=998b793d-d177-4b88-8be1-6fe1f323a70b&redirectedFromSignup=1&experience=power-bi
https://app.powerbi.com/groups/3f6579c1-d7d3-4573-ba21-07401cfeb7eb/reports/6c9b27a1-a941-4adb-a813-c448f6473e87/44b8a456bea96ac1dd00?ctid=998b793d-d177-4b88-8be1-6fe1f323a70b&redirectedFromSignup=1&experience=power-bi
https://app.powerbi.com/groups/3f6579c1-d7d3-4573-ba21-07401cfeb7eb/reports/6c9b27a1-a941-4adb-a813-c448f6473e87/9373bc78ae212996eb06?ctid=998b793d-d177-4b88-8be1-6fe1f323a70b&redirectedFromSignup=1&experience=power-bi
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7. 

Clear for Transfers/Pre-notice inspections – Area team (Chris Todd) 

Where CFT or Pre Notice Inspection is needed, contact is made within 48 hours to 
book the inspection, with the aim of the inspection to be carried out as soon as 
possible (CFT within 3 working days, Pre Notice Inspections 70% (best practice) 
within 5 working days), including follow up work such as reclassification process & 
elements being updated on NEC. 

If no response within 3 days to reasonable attempts to contact (to arrange CFT etc.), 
to be passed back to Allocations to treat as refusal. 

CFTs to be completed before direct let awarded. 

Golden Rule 7 

8. 

Refusals & re-allocation – Housing Access (Jason Irvin) 

Reallocate within 24 hours of refusal or withdrawal. 

Golden Rule 8 

9. 

No response from customer in relation to property offer/viewing – Housing 
Access (Jason Irvin) 

If no response within 24 hours (to reasonable attempts to contact), to be treated as 
refusal.  This excludes 72 hour policy for homeless cases as per policy, and 
discretion in exceptional cases (to be monitored closely by Allocations Officer). 

Golden Rule 9 

10. 

Customer wants time to think about offer – Housing access (Jason Irvin) 

Allow 24 hours maximum and then treat as refusal.  This excludes 72 hour policy 
for homeless cases as per policy, and discretion in exceptional cases (to be 
monitored closely by Allocations Officer). 

Golden Rule 10 

11. 

Viewing when keys returned from KWL – Housing access (Jason Irvin) 

Viewing and signup arranged as soon as possible, (no longer than 3 days) of keys 
being returned.   

Any information regarding delays beyond this should be detailed on void details and 
closely monitored by Allocations Officer. 

Golden Rule 11 

12. 

Call back required – Housing Access (Jason Irvin) and Contracting and 
Investment (Ken Bird) 

If a property is not lettable standard, it must be sent on a call back same day via 
email and call back raised via NEC, with photos taken to document issues 
found. Void events to be updated same day and sent to KWL by Contracting and 
Investment. 

Golden Rule 12 

https://app.powerbi.com/groups/3f6579c1-d7d3-4573-ba21-07401cfeb7eb/reports/6c9b27a1-a941-4adb-a813-c448f6473e87/bba09077042a358d356d?ctid=998b793d-d177-4b88-8be1-6fe1f323a70b&redirectedFromSignup=1&experience=power-bi
https://app.powerbi.com/groups/3f6579c1-d7d3-4573-ba21-07401cfeb7eb/reports/6c9b27a1-a941-4adb-a813-c448f6473e87/813368d730d2b4470e68?ctid=998b793d-d177-4b88-8be1-6fe1f323a70b&redirectedFromSignup=1&experience=power-bi
https://app.powerbi.com/groups/3f6579c1-d7d3-4573-ba21-07401cfeb7eb/reports/6c9b27a1-a941-4adb-a813-c448f6473e87/e7c312d47d49e5b243b0?ctid=998b793d-d177-4b88-8be1-6fe1f323a70b&redirectedFromSignup=1&experience=power-bi
https://app.powerbi.com/groups/3f6579c1-d7d3-4573-ba21-07401cfeb7eb/reports/6c9b27a1-a941-4adb-a813-c448f6473e87/e7c312d47d49e5b243b0?ctid=998b793d-d177-4b88-8be1-6fe1f323a70b&redirectedFromSignup=1&experience=power-bi
https://app.powerbi.com/groups/3f6579c1-d7d3-4573-ba21-07401cfeb7eb/reports/6c9b27a1-a941-4adb-a813-c448f6473e87/625e1cbe44c044087003?ctid=998b793d-d177-4b88-8be1-6fe1f323a70b&redirectedFromSignup=1&experience=power-bi
https://app.powerbi.com/groups/3f6579c1-d7d3-4573-ba21-07401cfeb7eb/reports/6c9b27a1-a941-4adb-a813-c448f6473e87/064a41ebea6c30cc0a07?ctid=998b793d-d177-4b88-8be1-6fe1f323a70b&redirectedFromSignup=1&experience=power-bi
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13. 

Post inspection – Contracting and Investment. – Contracting and Investment 
(Ken Bird) 

The number of QA’s are executed inline to meet KPIs (20 minimum per month),QA’s 
to be completed within 24 hours of keys being returned, if property fails, a callback is 
raised the same day via the same process as 12.  

Golden Rule 13 

 

https://app.powerbi.com/groups/3f6579c1-d7d3-4573-ba21-07401cfeb7eb/reports/6c9b27a1-a941-4adb-a813-c448f6473e87/83b844fa004092087d22?ctid=998b793d-d177-4b88-8be1-6fe1f323a70b&redirectedFromSignup=1&experience=power-bi

