
Need for an emergency decant is 
identified 

Surveyor and Insurance LO arrange loss 
adjuster visit to property to carry out an 

inspection / complete report and 
determine cost of works needed

(Surveyor and Insurance LO to refer to 

DBC Insurance Process Map)

Tenancy Management Officer 
liaises with tenant to determine 

whether they can stay with 
friends / family or whether they 

need hotel accommodation
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Hotel Accommodation

Where will  tenant be 
staying during decant 

period?

Does request come in 
during normal office 

hours?

Yes

No
Emergency out of hours 

procedure

TMO completes a Panel Report 
form and attaches a copy of the 

Surveyors Technical Report.  This 
is checked by their Lead Officer 

before being sent to the Tenancy 
Management & Enforcement 

Team Leader.

Surveyor completes technical 
report form and forwards to 
tenancy@dacorum.gov.uk 

Tenancy Management 
Officer asks the Coordinator 
to book a hotel for an initial 
three-night stay.  Meals are 

not included as standard. 

(NB: If that booking expires on a 
weekend (or national holiday)  those 

additional nights are also covered) 

Friends/Family

Tenancy Management 
Officer arranges for the 

decant assistance payment 
in line with policy

Where will  tenants be 
staying during decant 

period?

Friends / 
Family

Tenancy Management Officer 
manages the move referring to 

Decant- Arranging a Move 
Guidance Document

Temporary Decant 
Allocation

Temporary Accommodation 
team and Empty Homes team 
remain in regular contact until 

an appropriate property is 
sourced to avoid a prolonged 

hotel stay.
TMO refer to Emergency 

Decant ‘Key Contacts’ 
Guidance for reference as 

needed

Property identified and 
offer accepted?

No Yes

Tenant moves out. Tenancy 
Management Officer manage 

the move referring to 
Decant- Arranging a Move 

Guidance Document

Tenancy Management Officer 
liaises regularly with the 

surveyor to gather updates 

Works finished. Tenant moves 
back in.  Tenancy Management 

Officer manages move 
referring to 

Decant- Arranging a Move 
Guidance Document

Procedure Ends

Tenancy Management Officer 
liaises regularly with the 

surveyor to gather updates and 
feedback to tenants and 

update systems accordingly 

Procedure Ends

Tenancy Management Officer 
to set up temporary decant 

licence using Decant Licence 
Agreement

Works Complete. Tenancy 
Management Officer manages 
the move referring to Decant- 
Arranging a Move Guidance 

Document

Breach of Tenancy – Serving a 
Notice of Seeking

Possession (NoSP) Procedure

What decision was made?
Permanent

 transfer
Allocation Approval and 

Offer Procedure

Temporary Decant

The Tenancy Management  Officer notifies 
Surveyor (or vice versa) and insurance 

department (surveyors@dacorum.gov.uk 
and insurance@dacorum.gov.uk). TMO 

sets up a Teams Chat involving all relevant 
officers/ teams to ensure updates are in 
‘real time’ and include Lead Officer for 

oversight

PeopleProperty
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