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ARREARS POLICY & PROCEDURE
· The Finance Director will identify from the arrears list, where a tenant is falling into arrears, and discuss with the Housing Manager on a fortnightly basis.

· The Housing Manager will endeavour to ascertain the cause of the arrears.

· If Housing Benefit direct benefits cease, the Housing Manager/Finance Officer will contact the relevant Housing Benefit department to determine the cause. The Housing Manager/Housing Assistant will ensure that the tenant has been notified that their housing benefit has ceased and, where appropriate, give the necessary advice to facilitate its reinstatement.

· A short list of tenants whose arrears are giving cause for cause will be presented to each Tenancy Sub Committee meeting for discussion and action, taking into consideration delays in housing benefit payments.

· The short list referenced by code to preserve anonymity, will be presented to each Management Committee Meeting for information.

· Action will be taken if a tenant is seen to be a maximum of 4 weeks in rent arrears, or if one housing benefit payment is missed.

· An initial letter will be sent by the Housing Manager/Finance Officer, drawing their attention to the amount outstanding.

· The tenant will be advised to pay the full outstanding arrears within a designated amount of time, or come up with a repayment plan.
· File copies of all arrears letters and record of tenants response will be kept.

· Failure to respond within 2 weeks will result in a follow up phone call or letter being sent within 5 working days from the Housing Manager/Finance Director requesting an urgent meeting to discuss the cause of arrears. The Housing Manager will take into account any change of circumstances and act accordingly.

· The Housing Manager will keep the Finance Director informed at all stages. Should the tenant be in financial difficulties, they will be asked to sign an agreement to pay off arrears at an affordable weekly rate.

· Legal proceedings can be taken when tenant is 8 weeks in arrears.
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