
EXTRA CARE  9 STEP LETTINGS PROCESS FLOW CHART 
This flow chart should be viewed as a guide to the overall process.  The process does from time to time vary. 
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Step 3 to 9 Note:  alongside this process the Reltting Team will arrange a pre void inspection, followed by a post void inspection and 
organise and carry out any remedial work, including an electricity test, to the property when void.  In most cases the property should be 
ready to let any time from 3 weeks after allocation panel meeting (step 7).   
 
The Association aims to let property within a maximum of 15 days from when the property becomes void (subject to void work).  
 
AT ALLOCATIONS PANEL MEETINGS, NEXT PATHWAYS FLAT VACANCY AND ANY EARLY ALERT OF PENDING VACANCY 
TO BE DISCUSSED TOO. 

One Months notice received or 
expected. 

Whatever the source then Scheme 
Manager should be notified 

immediately

Scheme Manager ensures Re-lettings 
Co-ordinator and Supported Housing 

Advisor know and arranges and 
Allocations Panel meeting for approx 

21 days time. 

Relttings Co-ordinator places Advert for 
vacancy paper with closing date 

NOTE:  Vacancy may be taken out of this 
process if a tenant has been recently 

identified as a priority care and need client  

Advert goes in paper between 7 & 
10 working days later.  Closing date 
for bids 4 days later.   

H@K (or Homes 4 Wiltshire) lets 
Scheme Manager have details of 
all bids with initial priority rating 
identified within 2 working days 

Scheme Manager & Councils Care 
Manager carry out joint assessment for 
Support and Care (to be developed into a 
single assessment) within 5 working days 

Full Scheme Managers report delivered 
to Allocations Panel Meeting.  1st, 2nd (etc) 
offer selection agreed.   

Re-letting Co-
ordinator Registers 
successful client

Scheme Manager writes letters to unsuccessful 
applicants who were visited to assess. 

Supported Housing Advisor organises 
offer letter and sets tenancy up on IBS & 
Scheme Manager arranges key release 
when property ready 


