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Policy Context

This policy focuses upon how the delivery of work on empty properties (“voids”)
can be achieved quickly whilst ensuring quality standards are achieved and rent
loss is minimised.

Managing voids is one of the most important areas of housing management.
Leeds Jewish Housing Association aim to have the lowest possible number of
voids in our stock and to re-let empty properties as quickly as possible. High
levels of empty properties can:

e Be adrain on resources through rent loss, security and repair costs.

e Be targets for vandalism, leading to increased costs for repair damage.

e Deny someone speedy access to a home particularly in high demand areas.
e Stifle and undermine community regeneration.

Definition

A void or empty property refers to the period that a property is between
tenancies and no rent is being collected.

It is vital that Leeds Jewish Housing Association view void repairs (the works
needed prior to re-let) as an integral part of the end-to-end lettings process from
notice of termination through to the re-let of the property and beyond.

Legislative Context

Leeds Jewish Housing Association accepts the importance of managing its
housing stock in an equitable manner in line with the demands of housing
legislation. We also expect our Contractors (or other 3" parties contracted to
work with Leeds Jewish Housing Association) to ensure compliance with all
legal requirements and statutory obligations during the voids work period.

Aims & Objectives

Leeds Jewish Housing Association aims to provide quality housing to its tenants
and ensure that properties are available to re-let at the earliest opportunity. In
doing so, we will:

e Ensure void properties are left empty for the minimum amount of time;

e Ensure Leeds Jewish Housing Association does not incur any unnecessary
loss of rent.

e Ensure there are good systems of communication and information sharing
across all parties involved in the void works / re-letting process.



e Ensure our properties meet our lettable standard set to give a good and
consistent standard to the commencement of all new tenancies.

Policy Statement

Leeds Jewish Housing Association will ensure void property works are
delivered in an efficient, value for money and customer-focused manner that
recognises the needs of tenants and housing applicants.

Inspection Process of Voids
5.1 Pre-termination Inspection

During the notice period a pre-termination inspection is booked for all outgoing
tenants when it is possible. This helps to ensure we inspect properties as
soon as possible, but relies on being granted access so cooperation from the
tenant is essential.

At the pre-termination appointment the Leeds Jewish Housing Association
(LJHA) Deputy Property Services Manager completes the inspection form
(see Appendix 1) alongside the Housing Manager. This form is counter-
signed by the outgoing tenant and acts as a mutual agreement between
landlord and tenant of the chargeable items

The purpose of the inspection is:

e to allow the repairs team to start planning the work that will be
required at the property when the keys are returned, and to order
materials.

e to give advice to the outgoing tenant and allow them the opportunity
to rectify any defects which would result in a re-charge to them.

e to give advice to the outgoing tenant regarding items that can be
left at the property and what must be removed.

5.1.1 Void Inspection

Once the keys are returned by the outgoing tenant, a void inspection takes
place by the LJHA Deputy Property Services Manager using the Void
Inspection sheet (see Appendix 2) which will be completed and signed. The
purpose of this inspection is:

e To fully inspect the property and book all necessary repair work to
bring the property up to the LJHA Lettable Standard.

e Assess whether the property requires a decoration allowance

e To take meter readings for gas and electric supplies.



A decoration allowance is a payment in vouchers that is issued where an existing
tenant must redecorate their home as a result of damage to the internal fabric of their
property, caused by other property component failures. These vouchers are
discretionary and are considered where:

e Wallpaper is considerably torn;

e Walls that are badly marked/smoke stained;

¢ Walls that have been cleaned but continue to look dirty; and
e Woodwork that is badly chipped/painted.

5.1.2 Void Works

The void works are undertaken and the property is brought up to the LJHA
Lettable Standard including gas and electric safety checks and the
completion of an Energy Performance Certificate.

5.1.3 Post Inspection

The property is inspected by the LJHA Deputy Property Services Manager and
GTD Planned Works Manager where possible, prior to being returned as Ready
to Let to Housing Services. The original Void Inspection form is updated and
signed. The purpose of this inspection is:

e To ensure that all the re-let works have been completed to the LJHA
Lettable Standard (Item 5.3) as a minimum.

e To photograph the property as evidence that it meets the LJHA
Lettable Standard.

e To ensure that the decoration allowance suggested is still adequate
following the re-let works.

e To take meter readings for gas and electricity supplies.

5.2 Safety Checks

LIHA will carry out a full electrical installation condition report (EICR) complying
with BS7671 on each change of tenancy and then periodically every five years.
Any defects identified from the periodic testing shall immediately be reported to
LJHA for assessment and actioning.

All power & lighting fittings to be in good functional & safe condition. Painted
over & decoratively poor items shall not be renewed if functional & safe.



Smoke alarms (mains powered and battery) and Carbon Monoxide alarms are
to be in good condition, and installed to comply with BS5839 Part 1. We will
replace smoke or CO detectors where they are found to have less than 12
months from their expiry date.

If there is gas supply to the void property, immediately when a property is known
to be vacant /void, the gas supply and or gas installation should be isolated at
the gas meter by means of an appropriate fitting, i.e., an approved British
Standard gas meter sealing disc or cap (BS 746).

A tightness test shall be carried out in accordance with IGE-UP-1B to identify
whether the existing installation is gas tight. The installation shall then be
capped off at the meter outlet with an appropriate meter outlet BS 746 sealing
disc. A tightness test shall be re-completed in accordance with IGE-UP-1B to
check the meter, sealing disc/cap, meter regulator (governor), semi-rigid inlet
connection (anaconda) through to the Meter Control Valve (MCV) / Emergency
Control Valve (ECV) are gas tight (sound).

At the end of the Void Property Period when it is established that the property
has been re-occupied all gas appliances and installations shall be re-
commissioned by a suitably qualified Gas Safe Registered engineer. The
engineer shall ensure that the gas installation and gas appliances can be used
without it constituting a danger to life or property. Gas operatives employed to
re-commission appliances and installations at point of occupation shall identify
appliance(s) and/or gas installations which present a danger and will act in
accordance with the current Gas Industry Unsafe Situation Procedure (GIUSP).

The gas supply will be re-connected and a gas tightness test will be carried out
in accordance with IGEM-UP-1B.

53 Lettable Standard

e Leeds Jewish Housing Association will ensure that at the point of
occupancy the property will be in line with LJHA'’s lettable standard:
A fit, safe and secure home.

e Structurally sound and where possible energy efficient.

e Weather tight, damp/mould/condensation free and properly
ventilated.

e Ready for all operating connections to the main utilities.;

e Wherever possible provided with modern and fully functioning
heating.

e Fitted with modern kitchens and bathrooms.

e Compliant with all regulatory checks and certified.



e Inspect all window restrictors to ensure they operating correctly.;

e Repair any defective window restrictors.

e Install window restrictors on or above the first floor or where they are
missing.

Note: The incoming tenant is responsible for signing up to a utility supplier at
tenancy commencement. LJHA staff can assist the tenant with the process
during the tenancy sign up process.

Performance Monitoring and Review

LIJHA will manage and monitor the performance of the full void process and
benchmark against targets and other small housing associations. Monitoring
information is currently on a void spreadsheet, enabling staff to access and
update information,

A weekly void meeting is attended by the Operations Director, Deputy Property
Services Manager, Property Services Manager and Housing Manager to
proactively monitor performance against KPI targets and financial monitoring
by the Property Services Manager and Executive Management Team.

6.1 Key Performance Indicators (KPIs)

The current void work completion targets for major repairs are
shown in the following table:

Timescales
For joint Maximum time | Total time
Category | Value of work survey & for completion
per dwelling provision of of works
priced ordered
schedule
! Up to £200 2 working 1 working 3 working
days Days days
2 B
etween 2 working 3 working 5 working
£200.01 & d D d
£500 ays s e
3 Between 2 working 10 working 12 working
£500.01 & d D d
£1,500 ays s e




Between
£1,500.01 &
over

2 working
days

20 working
Days

22 working
days




