PROCESS FOR HOUSING MANAGEMENT WITH REGARDS TO INTRODUCTORY TENANCIES


APPENDIX 1





Introductory Tenancy extended for a further 6 mths


(ref: ITreview decision (extend))





Offer secure/flexible tenancy – send 12 month conversion letter


(ref: ITconversion)





6 week visit by HSO


Complete IT visit review form


(ref: ITvisit)





Send decision letter (ref: ITreview decision (poss)) 


Following expiry of 8 week period of NOPP. Apply to Court for Possession





No Review requested in respect of NDE 


HSO Team Leader to authorise extension of introductory tenancy for a further 6 months


(ref: ITextension)





Breaches of Tenancy -


HSO to carry out additional visits/property inspections/contact where necessary.  All evidence must be well documented


(Ref: ITlog) 





The ASB procedure will be followed.  If no resolution is found the NSO will serve a Pre-NOPP letter.  In severe cases of ASB or persistent cases warnings will be dispensed with.   


[NSO complete evidence log (ref: ITlog) and ASB case management record





NOPP and/or NDE served by HSO Team Leader or Head of Housing & Property Services


(8 week period)


[A NDE must be served if serving a NOPP at this stage]





HSO TL discretion to review arrangements with tenant if circumstances change.  No need to refer back to panel unless need to proceed with Court action.





Panel to send letter of suspension outlining arrangement.  If breached, Panel to agree Court action for possession – no need to issue a further NOPP





Withdraw NOPP





Aim to hear Review within 30 days (tenant to be given at least 5 days notice)


No review requested – Review Panel to consider action in relation to NOPP 


To decide:


Uphold the decision to evict and authorise court action


Suspend the NOPP on agreed terms


  Withdraw the NOPP


Agree extension where review panel asked to consider








Request for Review by tenant must be made within 14 days of serving NOPP 





No problems identified





HSO Team Leader to agree recommendations within review form and tenant to be notified of intention (ref: preNDE or preNOPP)





Where the breach of tenancy escalates the case should be handed over to the Neighbourhood Support Officer (NSO)





9 month contact/visit by HSO


Complete IT visit review form 


(ref: ITvisit) – see Appendix 3





Introductory Tenancy Sign-up


Carried out by Housing Services Officer (HSO) 


[see IT Procedures S.4]





Rent Arrears – see separate process chart








