
PROCESS FOLLOWING 36 WEEK VISIT OF INTRODUCTORY TENANCY

APPENDIX 3





HSO to update Orchard & inform CSA (Sally) to update spreadsheet as appropriate





Decision not to give extension and to convert





TL to authorise extension/ possession





HSO to complete outcome of review (ref: ITReview decision (extend) or (poss))





Where extension approved HSO to make visits as appropriate and at 3 month point – decision to convert or serve NOPP





Review held (ref: ITReview)





HSO to send out acknowledgement letter (ref: ITreview ack (extend) or ITreview ack (poss))





TL/HSO to arrange with Senior Administrator date for the review





Review requested


Must be made within 14 days of NDE or NOPP





Complete notification of outcome (ref: ITextension or ITpossession)





14 day period elapsed – no appeal against decision





Complete Notice (ref: NDE or NOPP)


Must be completed at least 8 weeks before tenancy due to end





HSO to complete PreNDE or PreNOPP letter





Attach evidence log with Visit Review Form  (ref ITlog)





Weekly report to be run off alongside Tenancy Changes to notify Rents of any tenancies converting





Once inputted, indicate as completed on Review form and pass for scanning





Customer Service Assistant (Sally) to input onto Orchard following date of conversion (as indicated on Review form).  Fields to update include:


Property Tenure Type


Tenancy Tenure Type 


Right to buy option





This cannot be done prior to the actual conversion date.





Visit Review Form to be passed to Customer Services Assistant (Sally) to  update spreadsheet





HSO to complete Conversion Letter


(ref ITconversion – use F11 key for inserting text)





This can be done following 36 wk visit - tick as completed on Visit Review Form








Recommend Tenancy to be extended /seek possession (tick as appropriate on Visit Review Form and send to Team Leader





Tenancy conducted satisfactorily (tick as appropriate on Visit Review Form)





HSO to complete Visit Review Form (ref ITvisit)








