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1. INTRODUCTION 

1.1 Void properties are an inevitable part of the provision and 
management of rented accommodation, as tenancies will end for one 
reason or another.  

1.2 A property is classed as void when there is no current tenancy. The 
void period is the time between one tenancy ending and a new 
tenancy commencing. Whilst a property is void, no rental income is 
being received for it. 

1.3 Loss of rental income can have an impact on the level and quality of 
service delivery which the Group can achieve. It is essential, 
therefore, that an effective and efficient system is in place to manage 
void properties and limit as far as possible the length of time they 
remain void, thus minimising the amount of rental income lost 
through voids. 

1.4 Effective void management is also essential to assist PHG to meet 
applicants’ housing needs, in line with the objectives of the 
Allocations Policy, in as efficient a manner as possible. 

1.5 This Policy sets out the Group’s approach to void management, 
including stock which is classed as low demand.  

1.6 A detailed procedure for each subsidiary accompanies this policy, 
clearly setting out the steps to be followed at each stage in the void 
management process, and by whom.  

 

2. SCOPE OF THE POLICY 

2.1 This policy applies to all general needs, sheltered housing and 
supported housing property let by PHG.   

 

3. RESPONSIBILITY 

3.1 It is the responsibility of the PHG Executive Board to approve this 
policy. 

3.2 The Operational Director for each PHG subsidiary is responsible for 
ensuring that this policy is followed effectively within their subsidiary. 

3.3 All staff members have a responsibility to follow the policy and 
procedures at all times. 

 

4. POLICY 
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4.1 Aims & Objectives 

4.1.1 The main objective of the PHG Voids Policy is to operate an 
effective void management process which will:  

 minimise void periods; 

 consequently, minimise the level of void rental loss; 

 assist in meeting housing need as quickly as possible. 

4.1.2 It is also an objective of the Policy to minimise void repair 
costs, rechargeable repairs costs, and former tenant arrears, 
through clear and effective communication with tenants and a 
process of early inspection. 

4.1.3 End of tenancy - A void can happen for a number of reasons: 

 Formal termination - where a tenant gives formal written 
notice; 

 Death of tenant – where a tenant dies and there is no 
successor to the tenancy; 

 Transfer – where a tenant moves to another Association 
owned property; 

 Abandonment – where a tenant has abandoned a 
property without notice; 

 Eviction – where the Association has completed court 
action and obtained authority to evict a tenant. 

4.1.4 Formal termination - A tenant is required to give four weeks 
written notice of their intention to leave the property. This will 
be to move into another property outside of PHG, including 
mutual exchange.   

4.1.5 The Association will then inform the tenant of the end of 
tenancy date and remind them of their end of tenancy 
responsibilities, including: 

 the property to be left in a clean and tidy condition; 

 the property to be cleared of all effects; 

 any fixtures or fittings installed without permission to be 
removed and any 

 damage caused put right; 

 all keys to be returned on or before the end of tenancy 
date; 
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 rent is due up to and including end of tenancy date, 
regardless of whether 

 the tenant moves out prior to this date; 

 forwarding address to be provided. 

4.1.6 The end of tenancy responsibilities are specified in the 
Tenancy Agreement. In addition, they will be detailed in the 
Tenants’ Handbook and in an information leaflet dealing 
specifically with this topic.  

4.1.7 The process for formal terminations is detailed in the PHG 
Void Management Procedure.   

4.1.8 Death of tenant – when a tenant dies and there is no one 
who qualifies to succeed to the tenancy, then the tenancy is 
terminated. The Association will advise the tenant’s next of 
kin, or representative dealing with their affairs, of the end of 
tenancy responsibilities and procedures.  

4.1.9 With regards the condition in which the property is handed 
back to PHG, the requirements are the same as those already 
highlighted in the case of a formal termination. 

4.1.10 Whilst the tenancy is terminated on the date of death, the 
Group cannot re-let the property until the keys are returned. 
Therefore, it will recover costs for loss of rental income and an 
occupancy charge will be made for this two week period. This 
charge will be recovered from the former tenant’s estate, 
where funds are available, and will be equivalent to the full 
rental charge due for two weeks.  

4.1.11 The Association recognises that this is a difficult and sensitive 
time for tenants’ families and some flexibility may be required. 
Extra time may be granted for the property to be cleared and 
keys returned.  

4.1.12 Where the next of kin or representative request additional 
time to clear the property, the circumstances will be given full 
consideration. However, additional time will normally only be 
granted where they provide confirmation that the tenant’s 
estate can cover the additional occupancy charge which, 
again, will be the equivalent of the full rental charge due for 
the agreed period. 

4.1.13 The Association acknowledges that there will be occasions 
where there are no funds in a former tenant’s estate, and 
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therefore the rental loss incurred at this end of tenancy period 
may not be recovered.  

4.1.14 Where there is no next of kin or representative identified, then 
the estate vests in the Crown. The Queen’s and Lords 
Treasurer’s Remembrancer must be notified and the 
appropriate procedures followed. 

4.1.15 Transfer – the end of tenancy responsibilities for a tenant 
transferring to another Association property are the same as 
those in the case of a formal termination. A date of tenancy 
will have been given for the new property and all 
responsibilities relating to the current property must be carried 
out by this date. 

4.1.16 Refer to the PHG Transfer Policy and Procedure for more 
information.   

4.1.17 Abandonment – Abandonment will arise where there has 
been some trigger to consider whether the tenant has left the 
property without intention to return.  No explicit surrender of 
the property and termination of the tenancy will have been 
made.   

4.1.18 PHG will do everything that can be reasonably expected of 
them to establish whether a property has been abandoned or 
not.  In doing so PHG will consider: 

 Whether possessions have been left in the property 

 Whether mail has been collected or built up 

 What neighbours say 

 Whether food and/or rubbish has been left in the property 

 Information via Housing Benefits and Income Support 

4.1.19 This investigation will be evidenced through photographs and 
an inventory taken.  All attempts to contact tenant will also be 
evidenced to demonstrate reasonableness.   

4.1.20 Legal action will be taken to recover the property once 
reasonableness has been evidenced.  

4.1.21 The PHG Abandonment Policy and Procedures provides 
more information. 

4.1.22 Eviction – PHG will use legal actions to evict the tenant 
where there has been breach of tenancy and it is deemed 
necessary to recover the property.   
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4.1.23 The type and use of legal action will vary depending on the 
type of breach of tenancy.  These are discussed in the PHG 
Void Procedures.  

4.1.24 The end of tenancy responsibilities for a tenant being evicted 
are the same as those in the case of a formal termination.  A 
date of tenancy will have been given for the new property and 
all responsibilities relating to the current property must be 
carried out by this date. 

4.1.25 Refer to the PHG Eviction Policy and Procedures for more 
information.   

4.1.26 New Properties - New properties can also be classed as void 
if they are handed over to the Group and are ready to let, but 
are not let to tenants immediately.  

4.1.27 The void period is the time between the handover date and 
the new tenancy start date.  

4.1.28 Pre-termination inspections - in the case of a formal 
termination or transfer, a pre-termination inspection (PTI) will 
be carried out at a date and time agreed with the tenant. 
Carrying out PTIs is considered beneficial for the following 
reasons: 

 It can help minimise void periods and void loss; 

 The condition of the property can be agreed with the 
tenant, thus helping to avoid any dispute at a later date 
after they have moved out; 

 Any issues regarding the condition of the property can be 
discussed at first hand with the tenant and they have the 
opportunity to resolve them prior to termination, thus 
helping to minimise repair costs and avoid rechargeable 
repairs. 

4.1.29 Where a tenant has died, the Association will aim to carry out 
a PTI prior to the property being cleared and keys returned. It 
is preferable for the next of kin or representative to be present 
during an inspection, however where they are unable to or 
prefer not to be present, they will be requested to sign a 
Mandate giving the Association permission to carry out the 
inspection in their absence.  
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4.1.30 Inspection and repairs Inspections will be carried out by 
PHG Property Services on all void or terminated properties in 
line with procedures  

4.1.31 Properties will only be re-let if they meet the subsidiaries 
minimum lettable standard. 

4.1.32 During an inspection it will be determined whether there are 
any repairs required due to accidental or wilful damage, 
neglect or vandalism, by a tenant or tenant’s visitor. Such 
repairs will be completed by the Association but recharged to 
the tenant.  The Rechargeable Repairs Procedure provides 
detail on this.   

4.1.33 At the inspection stage, it can also be confirmed whether 
there have been any improvements carried out by the tenant 
that qualify them for ‘Right to Compensation for Improvement’. 

4.1.34 Gas and electrical checks are carried out after the property is 
vacated and keys returned. The new tenant will be given the 
safety certificates before moving into the property.  

4.1.35 The accompanying Voids Procedures detail the specific 
stages, timescales, and lines of responsibility in the inspection 
and repairs process, including those for longer term voids. 

4.1.36 Allocations To meet the aims and objectives of this policy, 
void properties must be let in as short a timescale as possible. 
There can often be factors outside the Association’s control, 
which adversely affect the effectiveness of the allocations 
process, for example, areas or properties which are low 
demand.  

4.1.37 It is important, therefore, that the Association exercises 
control and minimises allocations timescales where it can, for 
example through pre-allocations and pre-termination 
viewings, to counterbalance such situations. 

4.1.38 Pre-allocations - Properties will be let in accordance with the 
Allocations Procedure for each subsidiary. When notification 
has been received of a void or potential void, the process of 
identifying a new tenant for the property will begin 
immediately. To aid the allocation process and avoid any 
unnecessary delay the Association will: 

 Ensure housing lists are up-to-date; 

 Ensure transfer requests are processed and up-to-date; 
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 Put in place nomination arrangements and homelessness 
protocols with local authorities and ensure they operate 
effectively; 

 Develop good working relationships with other agencies, 
such as social work departments, where special referrals 
arrangements are required. 

4.1.39 Pre-termination viewings - in the case of a formal 
termination or transfer, the tenant must allow a prospective 
new tenant to view the property prior to them vacating it. The 
current tenant and a member of PHG staff would normally 
always be present at such viewings, which would be arranged 
for a time convenient to both the tenant and prospective 
tenant.  

4.1.40 The Association will monitor reasons given for any refusals of 
offers of tenancy to establish any patterns and inform future 
practice. Where a property is refused specifically due to the 
standard of decoration, a further inspection will be carried out 
and, if required, the property will undergo redecoration to try 
and prevent any further refusals and an unnecessary 
extension to the void period. 

4.1.41 The entry date set for the new tenancy will be set for as soon 
as possible after the termination date of the previous tenancy, 
but will depend on whether pre-termination viewings have 
been possible. 

4.1.42 The accompanying Voids Procedures detail the specific 
stages, timescales, and lines of responsibility in the 
allocations process. 

4.1.43 Tenant Inspectors – PHG have introduced Tenant 
Inspectors to look at a number of service areas throughout the 
organisation.  Void Inspections are carried out throughout the 
year with a quarterly report sent to Board of Management and 
placed on the PHG website.   

4.1.44 Void Inspections assess the property against the PHG 
Lettable Standard to ensure that we meet the standards we 
state the property will be in when let.   

4.1.45 Difficult to let/low demand properties - Individual 
properties, types of property, whole developments, or 
geographical areas can be difficult to let for a variety of 
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reasons, such as the physical condition or layout of a 
property, or wider environmental or social factors. 

4.1.46 PHG will consider various options and address the issue of 
low demand or difficult to let properties. Examples of trying to 
combat the problem, for example: 

 enhancement of minimum lettable standard, for example 
full redecoration or provision of carpeting; 

 local initiatives and partnership working; 

 individual and local advertising; 

 broader initiatives and advertising. 

4.1.47 The Association will continue to monitor low demand 
properties or areas, and the effectiveness of any strategies in 
place. It will also aim to establish any patterns which could 
inform future development and provision.  Examples of this 
can be found in the PHG local lettings policy, where specific 
estates and areas have been given their own letting 
requirements to improve the area.   

4.1.48 Health and safety - All inspections of void or terminated 
properties and accompanied viewings, pre and post 
termination, will be carried out in accordance with good 
practice and health and safety guidelines. 

4.2 Abbreviations 

4.2.1 PHG – Progress Housing Group 

4.2.2 NPHA – New Progress Housing Association 

4.2.3 NFH – New Fylde Housing  

4.2.4 PCHA – Progress Care Housing Association 

4.2.5 PTI – Pre Termination Inspection 

4.3 Definitions 

4.3.1 Void Property - A property is classed as void when there is no 
current tenancy. The void period is the time between one 
tenancy ending and a new tenancy commencing. Whilst a 
property is void, no rental income is being received for it. 

4.4 References 

 The Housing Corporation’s Regulatory Code and Guidance (3.2);  

 Defective Premises Act 1972; 
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 Health and Safety at Work Act 1974; 

 Environmental Protection Act 1990; 

 Disability Discrimination Act 1995.  

4.5 Data Protection 

4.5.1 When handling tenancy terminations and applications staff will 
come into contact with personal information.  The handling 
and use of the data will be carried out under the PHG Data 
Protection Policy and therefore will comply with the Data 
Protection Act 1998.   

 

5. IMPLEMENTATION 

5.1 Training 

5.1.1 General awareness training of this policy is required for all 
PHG staff. 

5.1.2 Housing Management staff will be required to have a detailed 
understanding of this policy and related procedures.   

5.2 Procedure references 

5.2.1 NPHA & NFH Void Procedure 

5.2.2 PCHA Void Procedure 

5.2.3 PHG Succession Procedure  

5.2.4 PHG Transfer Procedure 

5.2.5 PHG Abandonment Procedure  

5.2.6 PHG Eviction Procedure 

5.2.7 PHG Tenancy Termination Procedure 

5.2.8 PHG Repairs Recharges Procedure 

5.2.9 Clare House Move On Procedure 

5.2.10 Foundations / The Bridge Move On and Post Procedure 

5.3 Linked documents 

5.3.1 PHG Succession Policy  

5.3.2 PHG Transfer Policy 

5.3.3 PHG Abandonment Policy 

5.3.4 PHG Eviction Policy 
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5.3.5 PHG Lettable Standard 

 

6. CONSULTATION 

6.1 The relevant staff have been consulted directly in the production of 
this policy.  Further internal consultation has been made available via 
PHG’s intranet.   

6.2 This policy has been to The Forum prior to Board approval.   

 

7. REVIEW 

7.1 This Policy will be reviewed every three years unless a change in 
regulation or legislation necessitates a sooner review.  

 

8. EQUALITY IMPACT ASSESSMENT 

8.1 An Equality Impact Assessment has been carried out and it has been 
assessed that this policy will have a neutral impact on the nine 
protected characteristics. 

 


