	[image: image1.png]



	PROCEDURE NOTE
Decorating/Flooring Allowances
	Last Update: February 2005

Executive Process: Deliver 

Delivery Stream:  Property Management


[image: image2.png]




1.
Purpose

1.1
To ensure the Group is issuing decorating and flooring allowances in a reasonable and prudent manner.

2.
Scope

2.1
The Repairs and Maintenance process owner shall be responsible for implementation and review of the procedure.

2.2
The procedure will apply to all social housing properties owned or managed by the Group with the exception of Grove Village.

2.3
Neighbourhood Surveyors/Assistant Neighbourhood Surveyors, Project Officers /Managers and Customer Support Officers shall be responsible for ensuring decorating and flooring allowances are allocated in accordance with the procedure for monetary guidelines set (see Appendix 1).

3.
References

3.1
Empty Property Management 

Relet Standards 

Pre & Post Inspections 

Continuous Improvement Policy 

Reinvestment Programme

Neighbourhood Plans

4.
Risk

4.1
The risk is medium due to inappropriate or unnecessary expenditure if the procedure is not followed.

5.
Definitions

5.1
A decorating/flooring allowance is defined as a payment made by the Group in order to assist customers with their re-decoration costs, and for replacement floor coverings on specific projects.  Decoration allowances will be issued depending on the condition of voids properties at the time of re-let; condition of properties following remedial works which may have damaged internal decoration and also where major works or improvements have been carried out affecting the décor. 
6.
Process


Voids/Re-lets/Repairs

6.1
The Customer Support Officer and Neighbourhood Surveyor/Assistant Neighbourhood Surveyor shall agree, either at a joint inspection or separately, whether a decorating allowance is required or if the property needs redecoration to be organised by one of the Group’s contractors.

6.2
If redecoration works are required, the decorating allowance procedure ends at this point.  Reference should then be made to the re-let standards procedures.

6.3
If a decorating allowance is needed the value shall be determined by the Neighbourhood Surveyor/Assistant Neighbourhood Surveyor and Customer Support Officer and must comply with monetary guidelines (Appendix 1).

6.4
The decorating allowance can only be enhanced with prior written approval from the Neighbourhood Manager/Operating Unit Manager/Regional Regeneration Manager.

6.5
The Customer Support Officer shall inform the customer of the amount.

6.6
We will work with a range of local suppliers to provide accessible decorating vouchers to our customers.

6.7
If a decorating allowance is agreed the Neighbourhood Surveyor/Assistant Neighbourhood Surveyor shall raise a works order. Alternatively, where decoration vouchers are issued, he/she shall authorise for vouchers to the agreed amount to be issued to the Customer Support Officer or directly to the customer as appropriate.

6.8
At sign up of a new let the Customer Support Officer shall pass the works order/vouchers to the customer, together with a list of appropriate approved stores where decorating materials can be obtained, and explain what and how materials can be purchased.

6.9
In some instances at sign up, it may not be appropriate for the customer to be expected to undertake the decorating themselves, eg if they are vulnerable - disabled, infirm, etc.  In these circumstances the Customer Support Officer should propose that the Group undertake the work after sign up.

6.10
On receipt of the invoice from the approved contractor, the Neighbourhood Surveyor/ Assistant Neighbourhood Surveyor or Customer Support Officer shall carry out a post inspection of decorating works carried out.

6.11
The principle of decorating allowances may also be extended to areas other than re-lets ie, major works, extensive plastering, etc, where decorating allowances would normally be carried out as part of a repair.  

6.12
Where contracts are in place for major works involving replacement of floor coverings in bathrooms/kitchens, tenants will be able to choose a suitable floor covering from a supplier of their choice.  In order to do this, a monetary voucher will be issued for the tenant to redeem.  If tenants prefer (eg vulnerable, elderly, infirm,) the floor covering can be incorporated into the contract by the Project Officer issuing an Instruction to the Architect for supply and fit of suitable flooring.

6.13
All vouchers issued shall be in accordance with those listed in Appendix 1.  [End]

Appendix 1

Harvest Housing Group

Decoration Allowances

Decorating Vouchers for one-off rooms to be awarded in accordance with the following:

· Lounge


£80

· Dining Area


£40

· Separate Dining Room
£80

· Kitchen


£50

· Hall/Stairs/Landing

£175

· Double Bedroom

£55

· Single Bedroom

£45

· Bathroom


£45

· Separate WC

£30

A maximum decoration allowance based upon property types can be awarded for full void decoration / void enhancement :

· Bedsit/Studio/1 Bed Flat up to

£150

· 2 Bed Flat up to 
   


£200

· 2 Bed House up to 


£250

· 3 Bed House up to 


£350

· 4 Bed House up to



£400

· 5 Bed House up to



£450


Flooring Allowances (as improvement works carried out):

Bathrooms




£100

Kitchen




£100

WC





£50

These costs to be awarded at the discretion of the Neighbourhood Manager/Operating Unit Manager/Regional Regeneration Manager for re-lets and in consultation with the Group Programme Manager / Group Maintenance Manager where major improvement works have been carried out.

3

[image: image1.png][image: image2.png]