












Housing Standards Support Officer HSSO
Housing Standards Officer HSO
Senior Housing  Standards Officer SHSO

Housing Standards Manager HSM

Check online application form submitted and check all supporting documents HSSO 40
Check stage 1 payment received HSSO 15
Check upload of all application docs including FPP to Idox HSSO 30
Validate application and send validation notification to applicant HSSO 20
Upload validation etc onto Idox record HSSO 15
Check planning and other Idox records relating to property HSSO 30
Review and make enquires re FPP declarations SHSO 45
Licence application reviewed by SHSO SHSO 30
Allocate case to Housing Standards Officer SHSO 10
Update Idox record HSSO 10
HSO review licence file and supporting documents (plans etc) HSO 40
HSO to undertake assessment of occupancy numbers etc HSO 60
Coordinate inspection date/time with landlord and tenants  HSSO 40
Update Idox record HSSO 15
Travel time (including return) HSO 40

Inspection (common parts and external) HSO 60
Prepare inspection schedule for conditions HSO 60

Schedules etc reviewed by SHSO SHSO 20
Update Idox record HSO 15
Consult with local fire authority HSO 30
Issue Notice of intent to grant or refuse licence & issue draft licence wth conditions HSO 30

Check Part 2 payment received HSSO 15
Update Idox record HSSO 10
Consider landlords representations HSO 30
Finalise licence and conditions HSO 45
Licence reviewed by SHSO SHSO 30
Licence submitted to and signed by HSM HSM 10
Update Idox record HSSO 15

Issue licence HSSO 30
Undertake HHSRS assessment (common parts only) HSO 60
Prepare HHSRS schedule (common parts only) HSO 60
Update HMO Idox record & risk assessed programme inspection HSSO 30
Include HMO licence on the public register HSSO 30
Arrange for licence conditions check inspection HSSO 40
Travel time (including return) HSO 40
Undertake inspection to check compliance with licence conditions HSO 20
Resolve oustanding matters with licensee HSO 20
Update Idox record HSSO 15
Arrange for programmed licensing inspection year 2 or year 3 HSSO 40
Travel time (including return) HSO 40
Undertake periodic inspection year 2 or year 3 HSO 20
Resolve any matters identified with licensee HSO 20
Update Idox record HSSO 15

Base Rate



Housing Standards Support Officer HSSO
Housing Standards Officer HSO
Senior Housing  Standards Officer SHSO

Housing Standards Manager HSM

Check online application form submitted and check all supporting documents HSSO 30
Check stage 1 payment received HSSO 15
Check upload of all application docs including FPP to Idox HSSO 20
Validate application and send validation notification to applicant HSSO 20
Upload validation etc onto Idox record HSSO 15
Check planning and other Idox records relating to property HSSO 15
Review and make enquires re FPP declarations SHSO 45
Licence application reviewed by SHSO SHSO 30
Allocate case to Housing Standards Officer SHSO 10
Update Idox record HSSO 10
HSO review licence file and supporting documents (plans etc) HSO 30
HSO to undertake assessment of occupancy numbers etc HSO 30

Coordinate inspection date/time with landlord and tenants  HSSO 40
Update Idox record HSSO 15
Travel time (including return) HSO 40
Inspection (common parts and external) HSO 40
Prepare inspection schedule for conditions HSO 40

Schedules etc reviewed by SHSO SHSO 16
Update Idox record HSO 15
Consult with local fire authority HSO 20
Issue Notice of intent to grant or refuse licence & issue draft licence wth conditions HSO 30

Check stage 2 payment received HSSO 15
Update Idox record HSSO 10
Consider landlords representations HSO 30
Finalise licence and conditions HSO 45
Licence reviewed by SHSO SHSO 30
Licence submitted to and signed by HSM HSM 10
Update Idox record HSSO 15

Issue licence HSSO 30
Undertake HHSRS assessment (common parts only) HSO 40
Prepare HHSRS schedule (common parts only) HSO 40
Update HMO Idox record & risk assessed programme inspection HSSO 30
Include HMO licence on the public register HSSO 30
Arrange for licence conditions check inspection HSSO 40
Travel time (including return) HSO 40
Undertake inspection to check compliance with licence conditions HSO 20
Resolve oustanding matters with licensee HSO 20
Update Idox record HSSO 15
Arrange for programmed licensing inspection year 2 or year 3 HSSO 40
Travel time (including return) HSO 40
Undertake periodic inspection year 2 or year 3 HSO 20
Resolve any matters identified with licensee HSO 20
Update Idox record HSSO 15

Base Rate


