Resident Communication

Window Replacement .- sovereign housing

Procedure (appendix D3)

forming partnerships

From the 5 year window replacement programme the
Project Surveyor (PS) Responsible for the administration of
the contract shall prepare a list of properties for the

forthcoming FY.

At the l
start of
the FY < The PS shall write to residents to confirm their homes are on the window replacement programme
for the coming FY and provide details, via a ‘contact sheet’, of the contractor allocated the work
N/ v

The PS issues list of properties to the respective window
companies. This list may be issued quarterly during the

intended year of replacement

Upon receipt of the properties list the window
manufacturer’s Contract Administrator (CA) shall
prepare a programme of works, which will be
issued to the PS for comment and information. The
CA shall write to the residents, providing
notification of the start of works within a 3 month
period
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\
Minimum of 12 weeks prior to the AN
programmed start in each property N
\

II Note: In instances

: where residents refuse
| to allow access to the
I Window Manufactures
: Surveyors reference
| should be made to the
: difficult access
| procedure.
I

\4

| The CA shall write to the residents informing them
of the proposed survey date and to advise works
will commence within a 2 week slot during the 3
month period previously advised.
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| Note: The CA shall
: maintain a spreadsheet
| detailing each stage the
| residents are contacted,
: either in writing of via

| telephone, and this shall
: be forwarded to the PS
| of a weekly basis

[

Minimum of 2 weeks prior to the //
programmed start in each property //
/

A minimum of 2 weeks prior to the programme the CA shall write to the
resident/s providing notification of the actual start date of works, which shall

be subject to suitable weather conditions.

One week prior to the installation date the CA shall contact the resident/s by
telephone to further confirm the installation date or advise of any revision

and reasons therefore.




