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STAGE ONE

Referral Process 

1. Introduction

In the normal course of events any dwelling in the Council’s ownership that becomes vacant will be inspected by NPHL and subsequently repaired and relet as quickly as possible. However, for a number of reasons there will be properties that NPHL should refer to the Council’s Housing Services Division for options appraisal, disposal or demolition.  This Procedural Guide provides a means of assisting staff with the processes involved. The guide is aimed at dealing with individual properties and small groups of properties; larger groups of properties should be dealt with under the Housing Options Appraisal process.

2. Initial Assessment

Once a property becomes vacant the NPHL Area Staff will undertake a Vacant Dwelling Inspection under normal Vacant Property Procedures. On completion any health and safety works should be arranged in the usual way (remember that there is a need to disconnect utilities, comply with Gas Regulations, and a legal duty of care will apply to visitors - and even burglars - during the time the property will remain empty).

Where NPHL Area Office staff feel that a small scale Options Appraisal Exercise may be required they should refer the case to NPHL Void Referral Officer to determine whether or not the property should be referred to the Housing Services Division for an Options Appraisal Exercise or under existing policies for disposal or demolition. The VRO will assess the case against the agreed referral criteria and ensure that all the required information is provided before passing the case Housing Services.

Properties can be identified into three basic categories for this purpose: 

a)
Miscellaneous Properties

These are classed mainly as all those older terraced properties acquired by the Council over the years. In addition there will be a number of ‘one off’ Council properties or small older blocks of flats that may have been managed by NPHL and are not part of the Council’s ‘mainstream’ housing estates. All such properties are included on the “Acquired List” and should be referred to Housing Services for an appraisal / decision as to their future purpose if repair costs exceed specified limits.  

In general terms the Council’s policy is to try and dispose of all such properties to local partners, and if this is neither feasible or required then the policy is to sell the property on the open market under ‘sealed bids’ arrangements. There may, however, be exceptions, the most common example likely to be where a property is required for clearance as part of an area regeneration proposal. The possible use of properties to meet the needs of homeless applicants will be explored as a routine part of the options appraisal process.

b)
High Rise Blocks / Sheltered Housing Blocks/Dwellings Associated with Shops, etc.

Where a property that is causing concern forms an integral part of a larger block, any referral must be for a whole scheme and not just individual dwelling units. The assessment will be undertaken as a special project out with the normal timescales for Individual / Small Nos. of void Properties. The general criteria to be used for a referral should take account of the following:

· A block where there is little or no demand for the properties and where letting vacant properties is evidently becoming a serious problem. 

· The property is in an area identified for specific stock options appraisal and instructions not to re-let vacant properties has been received from Housing Services.

· There are major structural or substantial investment issues to be taken into account relating to the long-term sustainability block. Care must be taken to differentiate between specific structural problems affecting the dwellings being considered and issues inferred as a result of wider surveys and reviews.

c)
General Housing Stock

This is where NPHL needs to make an assessment for individual property referrals. If the property is already approved in an area for clearance or disposal then the property should be immediately entered onto the ‘C Voids’ List and Housing Services notified by e-mail of the details. Housing Services will ensure that NPHL are kept fully up to date with regard to decisions to clear properties, including where such action is a result of regeneration schemes being promoted through the Central Salford Area Based Regeneration teams.

For other properties the general criteria to be used should take account of the following:

· Where the re-let costs of a property is in excess of 50% of the asset value of the property.


· Property is located in an area of little or no demand and where letting vacant properties is evidently becoming a serious problem. At this point there would expected to be a number of properties vacant in the area and the referral would identify the overall area and property addresses to be covered by the appraisal.

· The property is already in an area identified for a specific stock options appraisal and instructions not to re-let vacant properties has been received from Housing Services. 

· In some circumstances the level of re-let costs that will trigger a review may be varied, for example where major decent homes investment is planned in the near future or where relevant works are proposed under a regeneration scheme. In all such cases Housing Services will advise NPHL of the revised trigger levels in writing in advance.

Within one week the Housing Services will make a preliminary assessment and advise the NPHL whether or not the case is to be accepted for appraisal and to confirm that the property (ies) should be entered onto the B List. If rejected, the reason will be given why and an instruction given on the course of action to take, e.g. repair and re-let. All such instructions will be in writing and signed by the appropriate officer. 

Once accepted for option appraisal the Housing Services will allocate the property, or group of properties, to a specific lead officer and issue a unique ‘Project Number’. 

3. Information To Be Supplied By NPHL

When NPHL refers to Housing Services a property or group of properties for Option Appraisal a ‘Form 1’ should be completed and submitted by e-mail.  The property should be entered onto the ‘B Voids List following advice that the property has been accepted for Stock options appraisal.

Where a property is in a block or area (i.e. a ‘Project’) that has already been approved for B or C List status then it should be entered into the system accordingly and NPHL notify Housing Services by e-mail of the property reference number, address, and void date to enable the project monitoring information to be updated.   

It is important that Form 1’s are fully completed and ‘signed off’ by the Group Housing Manager or an authorised Deputy prior to referral to the Housing Services.  Particular attention must be had to including the following:

· Property Type information

· Construction Type

· Approx. Year of Construction

· Total project information – all properties involved, RTBs, etc.

· Void dates

· Reasons for vacancy (ies) and letting/housing demand information

· Details of any known Asbestos issues

· Last Gas Supply Check / Service

· Security boarding and access details

· Local facilities

· Major works required to bring property to a letable standard

· Approximate total cost to bring property to both letable and decent homes standards.

· Details and cost of any major works or improvements over the previous 5 years. 

· Any other relevant site works that may be involved

· Group Manager’s recommendation as the future of the property (ies)

· Details of any representations made by local Residents Group and any other interested parties. 

Obviously the more information that is provided the quicker the appraisal will be, as failure to supply all that is needed will simply result in a request back to the Group Manager for the details. 

STAGE TWO

Stock Option Appraisal Process

The Housing Services Division will accept full responsibility for the appraisal process, although the responsibility for ongoing management of the property (ies) involved remains with NPHL at all times, including regular pro-active inspections and the posting of notices on properties providing relevant contact details in case of difficulties.

Obviously any repair expenditure should be kept to a minimum during the option appraisal period, but must never comprise health and safety standards.  

Options to be considered may include:

1. Do nothing in the short term and retain as secured and vacant.

2. NPHL to repair/refurbish and relet.

3. Transfer to a RSL (Trickle transfer) or other organisation.

4. Sell on the open market (normally by a sealed bids process).

5. Demolish.

The time taken for Option Appraisal process will vary depending on the project details and complexity of issues involved. However, the overall ‘decision making’ process in relation to Miscellaneous Properties and General Housing Stock should take no longer than 4-8 weeks from acceptance of the referral from NPHL and result in the production of a draft report containing clear recommendations for consideration by the Lead Member for Housing Services. 

In cases where this timescale cannot be complied with the Housing Services will advise NPHL of the delay and the reasons for it as well as providing an estimate of the likely timescale for concluding the Appraisal.  

In coming to a conclusion and recommendation the Housing Services will then undertake the following tasks:

Phase 1 (Initial Actions):

a) Ensure that local Elected Members and the local Management Board are informed that the referral has been accepted for appraisal and invite their comments.

b) Undertake a financial appraisal of the available options. This to include the assessment of income flow on the various options. NPHL Finance staff to be consulted on the figures provided and assessed.

c) Consider historic expenditure. NPHL will be asked to supply any historic costs of refurbishment and repair on the property (ies).  

d) Consider the cost of refurbishment and repair works to repair and relet.

e) Consider the impact and costs associated with private sector land and property ownership that may be associated with the project.

f) Assess the likely sustainability of the property (ies) and their surrounding area.

Phase 2 (Data Collection and Commissioning):

a) Obtain site/location plans.

b) Obtain valuation details from Urban Vision. 

c) Obtain a demolition and cleared site handover cost from NPHL.

d) Obtain an annual maintenance charge for the cleared site from NPHL.

e) If necessary, and in conjunction with NPHL Technical staff, organise any structural or land surveys needed. 

Phase 3 (Consultation):

a) Arrange for appropriate local consultation with residents affected.

b) Organise any appropriate public meetings that are required.

c) Consult with any local Tenant’s and Residents’ Groups.

d) Consult with Ward Councillors and keep them advised of progress and issues.

Phase 4 (Option Appraisal):

a) Consider the impact of the options available in terms of Neighbourhood Planning and Regeneration Strategies.

b) Consider any other relevant Strategies and/or Policy implications. 

c) Co-ordinate any access and surveys with the Central Voids Team key holding service.

d) Consult with Local Partners and other parties on their potential involvement and developing suggested scheme proposals.

Phase 5 (Decision):

a) Provide a draft of the LM Report to NPHL / Urban Vision / Finance Officer / Legal Officer/ Local Regeneration team, as appropriate, for comments prior to submission to the Lead Member for Housing Services. This should include a financial evaluation and estimate of timescales.

b) Produce a report for Lead Member consideration detailing the options considered, any representations received and a clear preferred recommendation.

c) Promptly advise Residents and all other interested parties of the Council’s decision as soon as a decision has been reached. NPHL to be provided with a copy of the full Record of Decision.

STAGE THREE

Delivery Process

The Housing Services Division and Housing Market Renewal Team will co-ordinate delivery of all projects to their conclusion, utilising NPHL, other Directorates and outside agencies as appropriate. 

In terms of the potential Options identified above, the procedure should be as follows:

(Option 1)   Do nothing in the short term and retain as secured and vacant.

Housing Services to notify NPHL Group Housing Manager of the decision and instruct them to maintain a basic property management service regarding the vacant property (ies) until further notice, and maintain and provide a quarterly update on all expenditure incurred. 

A ‘basic property management service’ is to deal with any emergency repairs that arise, security issues, vandalism, rubbish removal, graffiti removal, unacceptable garden growth or condition, and an annual Gas Safety Check where appropriate. 

The Housing Services Division provides a clear explanation for the selection of this option.

All cases where this option is selected will be the subject of detailed reviews at least once a quarter. 

(Option 2)   NPHL to repair / refurbish and re-let.

Housing Services to notify NPHL Group Housing Manager of the decision and instruct them to immediately organise the repair/refurbishment of the property (ies) for re-let purposes.  Funding for the work to come from the NPHL Vacant Property Repairs budget unless advised otherwise. Such properties should effectively be treated as Category A voids and dealt with accordingly.

(Option 3)   Transfer to a RSL or other organisation.

Housing Services to notify NPHL Group Housing Manager of the decision and instruct them to maintain a basic property management service regarding the vacant property (ies) until further notice, and maintain and provide a quarterly update on all expenditure incurred. 

Housing Services will then co-ordinate the development of the new project with the Local Partners or other organisation, and also any disposal arrangements via Urban Vision to the purchaser. Each case will be assessed on an individual basis and it may be appropriate to establish a trickle transfer mechanism with Key Local Partners. If this is the case this will be a longer-term solution and would take longer than the 8 weeks timescale mentioned earlier. 

Housing Services to keep Ward Councillors and local residents updated on developments at regular intervals, either by letter, newsletters or public meetings. 

Housing Services to notify all parties involved immediately that Urban Vision advises that the disposal has been completed. All properties referred to Urban Vision in this way will be subject to monitoring and regular review until their sale is completed.

Should it be necessary to address any privately owned empty properties as part of such a disposal then Housing Services will liaise with the Housing Market Support Team and Urban Vision to secure the acquisition those properties either by agreement or compulsorily, if necessary.  Any rehousing matters will be referred to NPHL for action in the first instance.

(Option 4)   Sell on the open market (normally by a sealed bids process).

Housing Services to notify NPHL Group Manager of the decision and instruct them to maintain a basic property management service regarding the vacant property (ies) until further notice, and maintain and provide a quarterly update on all expenditure incurred.

Housing Services to notify Urban Vision of the decision to sell and for advertising to begin immediately. 

Housing Services to notify all parties involved immediately that Urban Vision advises that the disposal has been completed.

(Option 5)   Demolition.

Housing Services to notify NPHL Group Housing Manager and Projects Manager of the decision and instruct them to maintain a basic property management service regarding the vacant property (ies) until they are demolished, and maintain and provide a quarterly update on all expenditure incurred.

NPHL, in close liaison with the Group Housing Manager, will at this point take responsibility for all works and activity for the site. Also, NPHL will co-ordinate and arrange consultation visits, rehousing arrangements, Home Loss and compensation payments, site security and award of the demolition contract.

Any matters relating to owner occupation or privately owned land and / or buildings will be dealt with in the first instance by the Housing Services who will refer cases to the Housing Market Support Team and/or Local Regeneration Team as appropriate. Urban Vision will be requested to undertake negotiations and completion of all acquisitions in close consultation with the Housing Services. Support may be requested from NPHL to assist with any rehousing requirements of owner-occupiers or private tenants involved in the project.  

NPHL is responsible for tendering and organising the demolition of the properties as quickly as possible after vacation. The site should be finished to the agreed ‘Handover Specification’ standard, as defined in the report to the Lead Member for Housing Services, provided to the demolition contractor. If grassed and seeded then it should be handed over to the Environmental Services Division for including in the Vacant Sites Management portfolio under the agreed standard maintenance specification contract.

Once this has been completed the NPHL will notify Housing Services of the date of handover and site maintenance contract details, Housing Services will liaise with the Neighbourhood Management Team as appropriate. NPHL will then record, monitor, regularly inspect the site, enforce this contract and deal with all subsequent enquiries until such time as the land is sold for development purposes.    

The management and development potential of such cleared sites to be jointly reviewed by Housing Services, NPHL, Urban Vision and HMR where appropriate on a quarterly basis.



























































































NPHL / H.S. Urban Vision hold regular progress and monitoring meetings until property ready for disposal. NPHL give formal notification when ready to complete.

















NPHL take responsibility for the relocation of remaining residents, and ending of any contractual








NPHL Organises works programme and budget provision until land / property disposal date.





H.S. Instructs Urban Vision With instructions to: acquire any privately owned land or properties and then dispose of site / property














H.S. Instructs NPHL to: 


1 Undertake pre-disposal management function.


2 Arrange rehousing of any remaining residents





H.S. Instructs NPHL to:


1 Undertake pre-disposal/demolition management function


2 Arrange rehousing of any remaining residents
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On acquired List





Initial Review to be commissioned by NPHL Voids Referral Officer





Standard Vacancy NPHL To Relet Remains on Voids A List


END





Stock Options Appraisal Process


Individual / Small Nos. Void Properties





Start


Property becomes Vacant. NPHL Enters to Void A list and makes initial assessment on reletting





Already in Area Cleared for Disposal. Enter Class C and advise H.S..


















































LEAD MEMBER DECISION to Repair and Relet. NPHL advised by H.S. toTo repair and relet.


END





On handover H.S. advises NPHL that service agreement now ends. H.S. advises all parties to update records


END





H.S. advise NPHL / Management Agency that service agreement now ends and to check all records are updated.


END





H.S. advises NPHL that service agreement now ends. H.S. Organises and monitors post clearance site management, maintenance and disposal.





NPHL arranges DEMOLITION and site to be grassed; knee rails erected and ongoing maintenance contract and notifies H.S. on completion.





NPHL Organises works programme and budget provision until land / property all cleared.
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H.S. Instructs Urban Vision with instructions to acquire any privately owned land or property





LAND / PROPERTY SOLD


Urban Vision. Advises H.S. of completion date.





DEMOLITION





H.S. advises all effected parties and residents of decision





H.S. to advise NPHL group Manager of Decision. NPHL to manage on basic maintenance.


3-MONTH REVIEW








Lead Member Decision.


Do nothing.





LEAD MEMBER DECISION TO Dispose or Demolish. H.S. advises NPHL to take property out of debit and enter on ‘Voids C List’





LEAD MEMBER DECISION REPORT





FROM PAGE 2





Stock Options Appraisal Process


Individual / Small Nos. Void Properties
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SEE PAGE 3





LEAD MEMBER DECISION to Repair and Relet. NPHL advised by H.S. to repair and relet.


END





LEAD MEMBER DECISION REPORT





Lead Member Decision.


Do nothing.





H.S. obtains any remaining assessment info and provides report recommendation to Lead Member for final Decision





H.S. undertakes consultation exercise with:


Effected tenants/owners


Neighbourhood residents Ward Councillors








LEAD MEMBER DECISION to Repair Relet. NPHL advised by H.S.. to repair and relet


END





Lead Member Decision.


Do nothing.





FROM PAGE 1
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Stock Options Appraisal Process


Individual / Small Nos. Void Properties





H.S. to advise NPHL group Manager of Decision. NPHL to manage on basic maintenance.


3-MONTH REVIEW








LEAD MEMBER DECISION that preferred option is to Dispose or Demolish





LM advised of project details and provided with recommended course of action for local consultation – Relet, Disposal or Demolition or do nothing
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LEAD MEMBER PROPOSALS REPORT
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Property to be retained for reletting – repair and relet.


END





Property to be referred for full Stock Options Appraisal





NPHL completes Form 1 and submits to Housing Services by email





Financial info requested from Finance Division





Valuation, Surveying and Demolition info requested from Urban Vision.





SDiv carry out appropriate Resident Consultation Exercise





Local Ward Councillor advised appraisal is to begin and asked for comments.





SEE PAGE 2





H.S. Completes Stock Options Appraisal and, in consultation with NPHL Group Manager, either decides to repair and relet or produces Lead member report with recommendations





Housing Services. Reviews and adds to Form 1 info.





LEAD MEMBER


PROPOSALS REPORT





Appraisal Decision is to retain in Council 


Ownership. NPHL advised by H.S. to repair and relet.


END





Do Nothing. H.S. to advise NPHL group Manager of Decision. NPHL to manage on basic maintenance.


3-MONTH REVIEW








On Information reviewed by NPHL:








Form 1 information obtained and assessed internally by NPHL on:


Local Housing Demand / Sustainability factors


Relet Repairs Required


Cost of relet repairs


Asbestos Report and Requirements


Neighbourhood Property Issues


Neighbourhood Planning Policy
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