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Abbeyfield The Dales Limited - Policy & Procedure / Good Practice Guidelines  
Policy Ref: M003P  
Effective Date: January 2026 
Next Review Date: January 2028 
 

Void Management 
 

1. Background 
This policy aims to inform staff, volunteers and other stakeholders of the approach Abbeyfield The 
Dales (ATD) is committed to in relation to void management and reporting. 

A ‘void’ is defined as a lettable property unit that is empty and no rent or charges are liable to be 
paid by anyone. 

 

2. Objectives 
ATD is committed to providing services that enhance the quality of life for older people and 
developing services that will meet the needs of future generations. This commitment is based on 
the Mission and Values of ATD. ATD will also comply with all relevant and current legislation. 

All stakeholders are assured that ATD has robust policies, procedures and practices in place to 
ensure void loss is kept to a minimum. The key objective is to ensure units are re-let in line with 
established standards, target 8 weeks turnaround. Specific aims include ensuring that: 

• Voids are identified and inspected promptly and effectively. 

• Actions required to bring a unit to a lettable standard are taken promptly with due regard 
for both quality and cost. 

• Monitoring and reporting in relation to void performance is accurate, timely and effective. 

• Positive relationships are maintained with potential referral agencies. 

• All staff and volunteers involved in voids management have clearly defined responsibilities 
supported by suitable learning and development. 

 

3. Scope 
This policy applies to all staff/volunteers working in or with properties managed by ATD. All 
relevant staff and volunteers will have void management responsibilities identified in their Job 
Descriptions/ Role Outlines and be provided with the learning & development to carry out those 
responsibilities effectively. 

 

4. Policy 
ATD aims to provide residents with a home that is comfortable, safe, and facilitates a fulfilling life 
that nourishes their physical, mental emotional and spiritual needs. 

Voids have a significant negative impact – individuals who may benefit from ATD services are 
missing out and ATD loses valuable income when a unit is void. 

4.1. Void Notification 
It is important that relevant staff and volunteers identify potential voids at the earliest 
opportunity. Voids may arise because: 

• An agreement exists between ATD and the resident to end the occupancy. 

• The resident is serving a valid notice to end their occupancy. 

• The resident abandoning their home unit or ATD evicting a resident. 

• The death of a resident. 
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• A resident moving to another property to allow for major refurbishment or alterations 
to take place. 

4.2. Void Inspection 
Although it is expected that residents leave units in a clean condition, free from damage and 
rubbish, a thorough void inspection will always take place to ensure the unit is in, or can 
quickly be brought back to, a lettable standard. 

Where notice is given, ATD will carry out the initial inspection before the resident vacates 
their home so that any damage, repairs or cleaning can be programmed to take place 
immediately the unit is void. 

Where no notice is given, the initial void inspection will take place as soon as possible. If the 
previous occupant has died, it will not be appropriate to inspect until it has been discussed 
with family. 

ATD staff and volunteers will be trained in void inspections using a standard Void Inspection 
Checklist alongside a Void inspection MOT (which details the lettable standard). 

Completed Void Inspection Checklists and related documents will be retained. If a unit fails 
inspection, works will be carried out to bring it to standard and the void inspection repeated 
once works are complete. 

4.3. Void Preparation & Works 
Systematic void inspections will identify the actions required to bring units to a lettable 
standard. Actions required will fall into three categories: 

• Quick: Actions by local staff/volunteers e.g. cleaning or rubbish removal. Target is to be 
lettable within 7 calendar days of inspection. 

• Minor: Minor works passed to contractors e.g. minor redecoration. Target is to be 
lettable within 11 calendar days of inspection. 

• Major: Major works passed to contractors e.g. window replacement. Target is to be 
lettable within 27 calendar days of inspection. 

Where works need to be passed to an external contractor, an order will be passed to the 
Director of Operations (DOO) for approval. 

ATD retains the right to recharge the outgoing resident for rubbish removal or repairs that 
are deemed to be their responsibility. The decision to do so, however, can only be taken by 
the Director of Operations or Chief Executive (CE). 

4.4. Void and Discount Monitoring and Reporting 
Voids are reported to the CE in three categories: 

4.4.1. Lettable Voids: 
Available for letting or will be available for letting within 28 days of becoming 
vacant. Lettable voids are identified as Quick, Minor or Major (see above). They are 
reported in management accounts and statutory accounts. 

4.4.2. Managed Voids 
Will not be available for letting within 28 days of becoming vacant, usually where 
major refurbishment is required or where a new development is completed but not 
ready for occupation. 
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4.4.3. Development Voids 
Where major refurbishment has taken place or a new property completed but, for 
management reasons, rooms are kept empty. Development Voids and the 
associated monetary loss are reported in management accounts. 

4.4.4. Reporting 
Void reports will be prepared by the location manager or Operations Manager and 
passed to the CE weekly and will include: 

• Details of where a unit is void including date it became void, and whether the flat 
is under offer to be re-let. 

• The date when a new tenancy will commence for a void flat, where a move in 
date has been agreed. 

• Details of when notice has been given by a resident to leave, including the date 
the unit will become void. 

• Details of void works to be done and expected date of completion. 

• Date and details of allocations meetings booked to discuss voids.  

4.4.5. Discount Reporting 
Void reporting will also incorporate discount reporting which enables monitoring of 
those situations where a room is let to someone at a rate less than that of a standard 
room charge. The income lost is classed as a discount which can only be authorised 
by the CE and will be reported to the Board. 

4.5. Relationships with Referral Agencies 
The maintenance of positive relationships with local agencies and the community and the 
marketing of ATD services should be a constant activity, even if there are no voids, so waiting 
lists can be developed and voids filled promptly when they arise. 

In addition to marketing developed and delivered centrally, location staff and volunteers 
have a significant role to play in marketing including developing relationships with referral 
agencies, nurturing them through regular contact and provision of information relating to 
ATD services. 

To ensure local networking remains a priority and all voids are actively being managed; the 
location manager will identify the steps being taken to fill voids in their monthly report. This 
will be followed up at either site visits or at their supervision. The location manager will 
identify any support or resources needed to enable them to let the void properties more 
effectively. 

 

5. Finance, Value for Money & Social Value 
N/A 

 

6. Supported Appendices 
N/A 

 

7. Linked Policies 
N/A 

 

8. Legislation/Regulation 
N/A 
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9. Review 
Every 2 years, subject to any regulatory or legislative updates. 

 

10. Procedure/Guidance 
N/A 


