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House Clearance or Auction

No

Valuation of property

Contact House
Clearance company

Contact House Estate
Agent

House items storage

House hunting facilities

Find out more about the area

Check land availability

Research environmental issues

Organise transit for move

Require mortgage advice

Require conveyancy

Enquire about redevelopment in the
area

The
individual

GO
TO F

GO
TO F

  

Require planning permission

Planning Information

Applying for planning

Progress of planning
application

Ask about planning policy

Ask about changing the
use of a property

Ask about working from
home policy

Ask about building
regulations

Ask about building
certificates

Ask about listed buildings

All Other

Apply for planning
permission

Apply for building control

All Other

Make an appointment for a
site visit

Check status of planning
application

All Other

All Other Planning All Other

Cupid 372 - Asking
about planning
policy and
information

Cupid 381 - Asking
for planning advice
on changing the use
of a premises

Cupid 382 - Asking
for planning advice
on working from
home

Cupid 387 - Asking
for advice on
building regulations

Cupid 389 -
Enquiring about a
Building Certificate

Cupid 392 - Asking
for information on a
listed building

Cupid 373 - Asking
for planning
application forms

Cupid 388 -
Requesting a
building control
application form

Cupid 377 - Making
an appointment for a
planning application
site visit

Cupid 374 - Asking
for information
about or checking
the status of
planning
applications

Contact property services
dept - civic centre or

planning dept

Contact property services
dept - civic centre or

planning dept

Contact property services
dept - civic centre or

planning dept

Contact property services
dept - civic centre or

planning dept

Enquire about street names and
numbers

Access a directory

Contact storage company

Contact House Estate
Agent

Contact the local
authority

Contact the HM Land
Registry

Contact the Environment
Agency

Contact the removal
company

Contact the FSA

Contact a conveyaner

Contact plan and trans -
building control

Do you need
information about
moving house?

Demolition

Information about
alternative housing

Home loss payments

Tenants responsibilities

Demolition disturbance
allowance

All Other

All redevelopment

All Improvement Works

Redevelopment

Improvement works

Cupid 228 - Asking
about alternative
housing for Council
tenants in relation
to property
demolition

Cupid 231 - Asking
about home loss
payments in relation
to property
demolition

Cupid 230 - Asking
about tenants
arrangements or
responsibility in
relation to property
demolition

Cupid 229 - Asking
about the property
demolition
disturbance
allowance for
Council tenants

Contact the housing dept

Contact the housing dept

Contact the housing dept

F

Yes

Go to Before
the move

part 2
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Obtain additional
information on the
quality of schools

Do you wish your child to
attend a school with own

admissions authority

Yes

No

Contact
school
directly

GO
TO F

Do you need to know
about child care or
school facilities?

School Visit the
schools

Contact the department for
education and employment

parents centre

Complete transfer form
and apply to school;
include proof of new

address

Await
confirmation of

acceptance from
school

These could include: -
1. Voluntary Aid Schools
2. Religious Schools
3. Ex grant maintained
schools

GO
TO F

Childcare

Childcare for school
children

Childminding

After School

Before School

During Holidays

All times

Cupid 144 - Finding
out about after
school child care
arrangements

Cupid 143 - Finding
out about before
school child care
arrangements

Cupid 146 - Finding
out about school
holiday schemes

Cupid 145 - Finding
out about
childminding

GO
TO F

Obtain information about
schools in the area

Nursery Schools

Secondary Schools

Primary Schools

Special Needs Schools

Cupid 132 -
Requesting
Information about
Special Educational
Needs

Cupid 127 - Asking
for information
about Primary
School places

Cupid 128 - Asking
for information
about Secondary
School places

Cupid 126 - Asking
for information
about Nursery
places

Contact the department for
education and employment

parents centreNo

Yes

Do you have
children?

Go to Before
the Move

part 3

From Before
the Move

part 1
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Contact
Housing

dept

Do you need
to be re housed

outside the area?

Yes

No

Do you wish to
 apply for home
swap or homes

mobility?

Home swap

Homes mobility

Complete habitual
residents test

Complete habitual
residents test

Complete Homes swap
scheme

Complete Home swap
exchange form

Are you currently
homeless or an
asylum seeker?

Homeless

Asylum seeker

Contact
Housing

dept

Contact
asylum

seekers unit

Make an application

Make an application

Do you wish to make
an application for
home ownership?

Are you a council
tenant?Yes

Yes

No Cannot apply
No

Complete the necessary
RTB (Right to buy forms)

Make an applicationContact
Housing

Dept

Go to Before
Death part 4

Do you need
to be re housed in

the area?

Contact
local

community
officer

No

Reasons include: -
1. Health reasons
2. Direct exchange
3. Family support needed
4. Community support needed
5. Harrassment

Investigation is
completed by Local
community housing

office

Council Housing

Housing Association

Cupid 250 -
Registering an
application for
council housing

Cupid 260 -
Requesting
nomination to a
housing association

Council Housing

Other Housing

Citizen will
remain on list
until a property

is available

Upon Arrival

After Arrival

Cupid 263 -
Applying for asylum
support with
housing upon
arrival

Cupid 268 -
Applying for asylum
support with
housing after
arrival

Right to buy

Right to Rent

Home buy

Shared Ownership

Cash Incentives

Other

Information

Apply
Cupid 281 -
Applying to buy a
council property

Information on discounts

Information on service
charge

Information on lease

Information on Valuations
Cupid 285 -
Disputing a
valuation on a right
to buy property

Cupid 284 -
Querying a lease
for a right to buy
property

Cupid 282 -
Querying a service
charge for a right to
buy property

Cupid 283 -
Querying the right
to buy discount

Information

Apply

Contact
Housing Dept

to request
info

Contact
Housing

Dept

Complete the necessary
RTR (Right to rent

forms)

From Before
the Move

part 2

  

Go to
F

Go to F

Go to
F

Go to F

Go to F

Go to
F

Go to
F

Go to
F

Go to
F

Go to
F

Cupid 250 -
Registering an
application for
council housing
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Do you need to make
any home

improvements?

Yes

No

Do you need internal
or external works?

Do you need gas
works?

Do you need security
improvements?

Do you need kitchen,
bathroom, hygiene,
ramped access, or

stairlift?

Yes

Yes

Yes

Yes

No

No

No

Contact
Housing

deptExternal

Complete a request for
estimate of rechargeable

work form

Assessment
carried out and
date provided

Is it a council or
private property?

Council

Private

Contact
social

services

A referral form has to be
completed Assessment

carried out

  

Problems with the following?
1. Landlord Harassment
2. Buildings in disrepair

3. Immigration inspections
4. Accreditation Scheme

5. Pest Infestation and Refuse problem

No

Yes
Contact the local

authority for
advice

From Before
the Move part

3

Do you wish to apply for any of the
following grants

renovation, disability, home repair?

No

Yes

All forms have to be
completed Assessment

carried out

Are you in rent
arrears?

No

Contact
Housing dept

for advice

Rennovation Grant

Disability Grant

Home Repair Grant

Information on means
testing

Information about
rennovation grants

Apply for rennovation grant

Apply for community care
grant

Apply for disability facility
grant

Cupid 226 - Asking
about means testing
for housing
renovation grants
for private
properties

Cupid 396 - Asking
about renovation
grants

Cupid 223 -
Applying for a
housing renovation
grant for a private
property

Cupid 93 - Applying
for a community
care grant

Cupid 224 -
Applying for a
disability facility
grant for a private
property

Cupid 225 -
Applying for a home
repair assistance
grant for a private
property

Apply for home repair
grant

Arrears with Housing
Rent

Arrears with Garage Rent

Cupid 243 -
Disputing current
housing rent
arrears

Cupid 299 -
Disputing current
garage rent arrears

Yes

Home modernisation

Housing Repair

Cupid 227 - Asking
about a home
modernisation
scheme for Council
Properties

Cupid 212 -
Requesting a
housing repair to a
council property

Extra Work

Other internal work

Cupid 216 - Asking
for extra work to a
housing repair for a
council property

Internal

Contact
Housing

dept

Complete a request for
estimate of rechargeable

work form

Assessment
carried out and
date provided

Gas Appliance Repair

Other Gas Works

Cupid 213 -
Requesting a Gas
Appliance to be
repaired in a
council property

Contact
Housing

dept

Complete a request for
estimate of rechargeable

work form

Assessment
carried out and
date provided

Contact
Housing

dept

Complete a request for
estimate of rechargeable

work form

Assessment
carried out and
date provided

Information on means
testing

Information about
rennovation grants

Apply for rennovation grant

Cupid 226 - Asking
about means testing
for housing
renovation grants
for private
properties

Cupid 396 - Asking
about renovation
grants

Cupid 223 -
Applying for a
housing renovation
grant for a private
property

Go to F

Go to F

Go to F

Go to F

Go to F

Go to
F

Go to
F

Go to
F

Go to
F

Go to
F

Go to
F

Go to
F

Go to
F

Go to
F

Go to
F

Go to
F
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The
individual

Do you own or rent
the property you are

leaving?

Own

Rent
Do you housing
related or other

benefits?

Other

Housing

Are all members of
household vacating?

No

Yes

Notify
council tax
dept of new

address

The following information is required
1. Tenancy end date
2. Forwarding address
3. Landlords Name and address
4. Letting Agents name and address (let
furnished or unfurnished)

A new account for
the property will be

opened

Notify council
tax dept of the

members
vacating

The following information is required
1. Is vacating person returning at all
2. Is vacating person on council tax
bill
3. Forwarding address of vacating
person

A new account for
the property will be

opened and any
necessary

recalculation

Notify
council tax
dept of the
members
vacating

The following information is needed
1. Have you rented before YES
2. Do tenants have one tenancy
agreement, if not cannot end a/c as
landlord still responsible
3. Need name, address, start date of
tenants

A new account for
the property will be

opened and any
necessary

recalculation

Inform in writing,
signature is required

Benefits agency
will process

application form

  

G

Rent

GO
TO G

Cancel Benefit at old
address

Apply for benefit at new
address

Cancel Council Tax
Benefit

Cancel School Meals

Cancel Housing Benefit

Apply for Council Tax
benefit

Apply for free school
meals

Apply for housing benefit

Cupid 192 -
Advising of a
change of
circumstance for
Council Tax Benefit

Cupid 142 -
Reporting a change
of circumstances
relating to free
school meals

Cupid 182 - Making
a new claim for
Council Tax benefit

Cupid 141 - Making
an application for
free school meals

Cancel Other Benefits

Apply for Other Benefits

Complete application
form and return with
original documents

Benefits agency
will process

application form

GO
TO G

Cupid 168 - Setting
up a new Council
Tax account

GO
TO G

Cupid 158 -
Advising of a
change in
circumstances for
housing benefit

Cupid 150 - Making
a new claim for
housing benefit

Contact
Benefits

Department

Do you housing
related or other

benefits?

Other

Housing

Inform in writing,
signature is required

Benefits agency
will process

application form

GO
TO G

Cancel Other Benefits

Apply for Other Benefits

Contact
Benefits

Department

Notify
council tax
dept of new

address

The following information is required
1. Tenancy end date
2. Forwarding address
3. Landlords Name and address
4. Letting Agents name and address (let
furnished or unfurnished)

A new account for
the property will be

opened

Notify council
tax dept of the

members
vacating

The following information is required
1. Is vacating person returning at all
2. Is vacating person on council tax
bill
3. Forwarding address of vacating
person

A new account for
the property will be

opened and any
necessary

recalculation

Own GO
TO G

Property is being sold

Only some members
vacating property

The property is being
rented

Go to After
Move part 2

Cancel council tax at old
address

Set up council tax at new
address

Cupid 169 -
Closing an existing
Council Tax
account

Cupid 168 - Setting
up a new Council
Tax account

Cancel council tax at old
address

Set up council tax at new
address

Cupid 169 -
Closing an existing
Council Tax
account

Cancel Benefit at old
address

Apply for benefit at new
address

Cancel Council Tax
Benefit

Cancel School Meals

Cancel Housing Benefit

Apply for Council Tax
benefit

Apply for free school
meals

Apply for housing benefit

Cupid 192 -
Advising of a
change of
circumstance for
Council Tax Benefit

Cupid 142 -
Reporting a change
of circumstances
relating to free
school meals

Cupid 182 - Making
a new claim for
Council Tax benefit

Cupid 141 - Making
an application for
free school meals

Complete application
form and return with
original documents

Benefits agency
will process

application form

GO
TO G

Cupid 158 -
Advising of a
change in
circumstances for
housing benefit

Cupid 150 - Making
a new claim for
housing benefit
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Do you receive any
social services or
housing services?

Housing services

Contact social
services and inform

then of the new
address

Does any
equipment need

to be
returned?

Yes

Arrange
appointment for
equipment to be

picked up

Referral form needs
to be complete

Assessment process
is then completed by
the social services

who will contact citizen
when complete

Are you in residential
care

Yes Contact social
services

No

Complete change of
circumstances form

Assessment process
is then completed by
the social services

who will contact citizen
when complete

Contact
housing

dept

Cancel SCAN
Does any

equipment need
to be

picked up?

Yes

No

Arrange
appointment for
equipment to be

picked up

Arrange time
to drop off
equipment

Do you require
SCAN equipment at

new address?

Yes

No

Contact
housing

dept

Are you moving to a
council run property?

Yes

No SCAN equipment
is not necessary

Inform the team of
new address and
arrange transfer

Do you have an
allotment?

Yes

No

Contact allotment
office and
terminate

agreement

End tenancy
agreement

Confirm there are no
outstanding payments

or credits

Contact allotment office for
information pack and

application form

Contact town hall
for an application

form

Complete application
form and return to

allotment office
Placed on
waiting list

Contact the
allotment site

Complete and sign
Allotment tenancy

agreement when one is
available

Citizen will
be invoiced
for rental

Go to After
Move part 3

Contact
Social

Services

Cupid 55 - Asking
for a
discontinuation or
break in the
incontinence
laundry service
(Holidays, respite,
change of address,
change in
circumstances,
hospitalisation,
death)

Incontinence Services

All Other Services

Over 65

Disabled

Blind/Partially Blind

Deaf/Hard of Hearing

Learning Difficulties

Other

Cupid 3 - Applying
for extra help or a
change in help from
Social Services for
people aged over
65

Cupid 303 -
Applying for extra
help or a change in
help from Social
Services for adults
who have a
physical disability

Cupid 31 - Applying
for extra help or a
change in help from
Social Services for
an adult who is
blind or partially
sighted

Cupid 47 - Applying
for extra help or a
change in help from
Social Services for
an adult who is deaf
or hard of hearing

Cupid 356 -
Applying for extra
help or a change in
help from Social
Services for carers
of adults with
learning difficulties

Cancel social services at
old address

Reapply for social
services at new address

Social Services

Contact
Social

Services

Incontinence Services

All Other Services

Over 65

Disabled

Blind/Partially Blind

Deaf/Hard of Hearing

Learning Difficulties

Other

Cupid 1 - Applying
for help from Social
Services for people
aged over 65

Cupid 29 - Applying
for help from Social
Services for an
adult who is blind
or partially sighted

Cupid 45 - Applying
for help from Social
Services for an
adult who is deaf or
hard of hearing

Contact
Social

Services

Contact
Social

Services

Cancel allotment

Apply for an allotment

From After
Move part 1

  

Go to
G

Go to
G

Go to
G

Go to
G

Go to
G

Go to
G

Go to
G

Go to
G

Renew Allotment
Contact allotment

office every 3
years to renew

Go to
G

Cupid 55 - Asking
for a
discontinuation or
break in the
incontinence
laundry service
(Holidays, respite,
change of address,
change in
circumstances,
hospitalisation,
death)
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Do you need to apply
for a parking permit?

No Contact
parking
services

Complete permit form
and return with proof of

address and photo
Permit is processed

and paid for

Contact students award
dept and notify of new

address
Do you receive an
education award?

No

  

Do you need non
domestic refuse

collection?

No

Contact refuse dept and
arrange collection of

waste that is not
automatically provided for

domestic use

From After
Move part 2

Apply for a blue badge

Apply for residents parking

Apply for a disabled
parking bay

Apply for other parking

Cupid 70 - Applying
for a disabled
person's parking
bay

Cupid 522 -
Renewing a blue
badge for an
individual

Cupid 435 -
Applying for a
residents parking
permit

Education Maintenance
Award

Student Award
Cupid 147 -
Applying for a
student award

Cupid 140 -
Applying for an
educational
maintenance award

Go to After
Move part 4

Assisted Rubbish
Collection

Collection of large items

Cupid 482 - Asking
for information on
special domestic
collections for large
items

Cupid 480 - Finding
out about assisted
domestic collection
for people who
have a disability or
who are frail

Go to
G

Go to
G

Go to
G

Go to
G

Go to
G

Go to
G

Other

Contact
library and

close
account

Contact Local health
authority who will
inform you who to

contact

Contact new
library

Complete application
form and return with

proof of ID

Do you need to apply
for a new dentist or

GP?

Dentist

GP

Contact Local health
authority who will
inform you who to

contact

A list of GPs in area will
be provided

A list of Dentists in area
will be provided

Contact GP
directly

Contact Dentist
directly

If accepted to GP medical records are
obtained from old GP and processed
by contracts dept and sent to new GP

If accepted to Dentist medical records
are obtained from old dentist and

processed by contracts dept and sent
to new dentist

Do you need to find a
new library?

Go to
G

Go to
G

No
Go to

G
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Information on all
institutions of new

address

Contact DVLA  and notify of new address, if
have paper licence need to return it

Contact electoral roll and notify of new
address

Contact Dentist  and notify of new address

Contact passport office  and notify of new
address

Contact inland revenue and notify of new
address

Contact water rates revenue and notify of
new address and provide

1. Final reading at old address
2. Reading at new address

Contact utility companies revenue and notify
of new address and provide

1. Final reading at old address
2. Reading at new address

Contact telecom company revenue and notify
of new address and arrange connection at

new address

Contact clubs memberships and notify of
new address

Contact gyms/health clubs and notify of new
address

Contact mail order and notify of new
address

Contact blood service and notify of new
address

Contact subscriptions and notify of new
address

Contact TV licence and notify of new
address

Contact bank and notify of new address

Contact credit card and notify of new
address

Contact insurance companies and notify of
new address

Contact loyalty card and notify of new
address

Contact alumni associations and notify of
new address

Contact book associations and notify of new
address

Contact charities and notify of new address

Contact optician and notify of new address

From After
Move part 3

Go to
G
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