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Initial tenancy visit form, VC11
	
	All n All new tenants to be initially visited within 20 working days of Tenancy sign up


	Name/s of New Tenant/s
	

	
	

	Address
	

	Postcode
	
	Telephone No
	

	Mobile No
	
	e-mail
	

	Date Tenancy Commenced
	

	Tenancy Type (tick as appropriate)
	Secure
	(
	Non Secure
	(
	Introductory
	(

	Rent account balance on date of visits (attach printout)


	Date of planned visit
	
	Date of actual visit (if different)
	

	Visit completed in 20 days?
	Yes
	(
	No
	(

	If not why not
	


	Have Hackney Homes Gas Section visited you to check the boiler?
	Yes
	(
	No
	(

	It is essential that the gas re-commission is undertaken for safety reasons.  If it has not been completed make urgent arrangements for it to be done as soon as possible.

	UH Job Ticket Number 
	
	Date completed
	

	If not completed, date and time agreed for completion.
	


	Checklist
	Yes / No/ N/A
	Details of any follow up action required

	Has the tenant physically moved into the property?
	
	

	Has the tenant provided you with ID in line with the Tenancy and Household Proof of ID list?
	
	

	Has the tenant advised you of any special needs that were not identified at sign up?
	
	

	Have any decoration packs been delivered?
	
	

	Have refuse disposal and recycling facilities been discussed with the tenant?
	
	

	Are the tenants using the 
Re-cycling bins?
	
	

	Have you discussed the pet’s policy with the tenant?
	
	

	Does the tenant own any pets?
	
	

	Has the tenant applied for permission to have or keep the current pets?
	
	


	Rent payments
	Yes / No/ N/A
	Details of any follow up action required

	Are there rent arrears on the account? If yes, state what the action plan is to clear the arrears.
	
	

	Has the tenant received a rent payment card?
	
	

	Has the tenant applied for Housing Benefit?
	
	

	Has it been paid?
	
	

	If the tenant has not applied for Housing Benefit why not?
	
	

	Has the tenant been encouraged to make an application for Housing Benefit? (where appropriate)
	
	

	Does the tenant understand the role of the Income Officer?
	
	


	Compliance with Fire Risk Assessments
	Yes / No/ N/A
	Details of any follow up action required

	Has the tenant had metal gates erected across front entrance doors?
	
	

	Has the tenant left combustible items behind these metal gates?
	
	

	Has the tenant placed door mats and/or potted plants in communal areas?
	
	

	Has the tenant left combustible items in communal areas?
	
	


	Anti Social Behaviour
	Yes/No

N/A
	Details of any follow up action required



	Have you discussed what constitutes an ASB with the tenant?
	
	

	Does the tenant know what constitutes an ASB?
	
	


	Outstanding repairs


	Yes / No/ N/A
	Repairs Centre

	Have repairs been completed?
	
	

	If not, has an appointment been booked for them?  If yes, when?
	
	

	Has the tenant received a signed copy of the void letting standard form (VC9)?
	
	

	Does the tenant have the repairs contact centre details?
	
	


	Tenant enquiries
	Yes / No/ N/A
	Details of any follow up action required

	Any further questions from the tenant regarding their new home?
	
	

	Any further questions from the tenant regarding their estate and facilities?
	
	

	Have you discussed the alterations and improvement procedure with the tenant?
	
	


	Visiting officer’s name
	

	Visiting officer’s signature
	
	Date
	

	Tenant’s name
	

	Tenant’s signature
	
	Date
	

	Managers Name & Post
	
	
	

	Managers Signature
	
	Date
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