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Rent Arrears Policy

1.  Regular Action
The Housing Manager will produce an arrears report every Monday which shows both current and former tenant arrears and will review arrears records every Monday and Wednesday.  All new cases of arrears will be identified in addition to existing cases.  At any stage of the procedures when contact is made with the tenant, the Housing Manager will ensure that:

a) the arrears quoted are agreed as outstanding;

b) possible benefits for which the tenant may be eligible have been/are applied for;

c) an agreement for the repayment of the arrears in addition to current rent is made.

Where a tenant is unable to pay off the arrears in one payment, an agreement will be sought for instalments in addition to their normal rent.  This agreement will be stated in their weekly Rent Letter
Payments will be monitored closely on a daily basis, and failure to adhere to any agreement will result in progress to the next stage of the arrears procedure.

1.1  Week 1 (or amounts up to and including one weeks rent)
Charges are made weekly in advance, and are due on the Monday of each week.  If payment is not made on the due date, the Housing Officer will, on the same day, write and deliver to the tenant on behalf of the Housing Manager using a standard REMINDER letter (A1).  Efforts will be made to contact the tenant to remind him/her that monies are due and to discuss repayment.

The basis of the request for payment is to:

a) ensure that the tenant is aware of being in arrears;

b) encourage the tenant to clear the debt straight away; 

c) propose that if it is not practicable for the tenant to clear the debt straight away, s/he should contact the Housing Officer/Manager to reach an agreement to repay the arrears in addition to current rent by means of regular instalments.

d) Give details of the next step of action that will be taken if no contact is made.

e) Remind the tenant of her/his tenancy obligations

Whenever an arrangement is made to repay outstanding arrears this will be set out in a written rent repayment plan, signed by the resident and Housing Manager or Officer.  A copy of the plan will be given to the resident.  
1.2  Week 2 (or two weeks arrears)
If no contact, payment or agreement has been made by the close of business on Monday, the Housing Officer will write to the tenant on behalf of the Housing Manager with a FINAL REMINDER letter (A2), notifying him/her that the Mendip YMCA will serve a Section 8 NSP the following Monday if no payment has been received and no agreement to repay the arrears is reached within the next 7 days.
The letter will state the amount outstanding and include suggested days and times when the Housing Manager can be contacted.

All agreements will be monitored in accordance with the terms arranged and immediate action taken on any default (in part or in full).

1.3  Week 3 (or over two weeks arrears)
On the Monday of the third week and where the above procedures have failed to produce any or sufficient response from the tenant, the Housing Manager will serve the tenant with a Section 8 Notice Seeking Possession (NSP).  A covering letter (NSP1) and information leaflet (NSP2) will be included. 
The Notice will be signed and delivered by hand by the Housing Manager who is authorised to sign the NSP.  The Housing Manager will attempt to see the tenant at the time the Notice is delivered.  In his/her absence the notice can be signed and delivered by the Housing Officer.  The Housing Manager shall immediately inform the National Housing Advisor of the action taken.
The date, time and manner of service of the Notice will be recorded on a copy notice and kept on file. (NSP3)
2.  Notice Period
During the Notice period the Housing Manager will make every effort to secure a reduction in the amount of the arrears and/or to make an agreement with the tenant by visiting the resident.
3.  Expiry of Notice
On the expiration of the Notice one of the following courses of action will be taken:

a) If the arrears have been cleared the tenant will be informed that the Notice has expired and that no further action will be taken so long as rent payments continue to be made in accordance with the tenancy agreement.
b) If the arrears are reducing and the agreement is being maintained, the tenant will be informed that no further action will the taken unless the agreement is broken.  The tenant will also be informed that the Notice will remain valid until the arrears are cleared.

c) If arrears continue with no reduction, then legal proceedings to obtain a Possession Order and Money Judgment will be commenced immediately. (Consider letter NSP4) 
Use of Notice Requiring Possession (NRP)

Where a resident has persistently delayed paying rent on an Assured Shorthold Tenancy (AST) the Housing Manager should consider the serving of a NRP and recover possession and discuss this with the National Housing Advisor.

Monthly Payers

For residents who pay monthly, rent is to be paid in advance.  If this is not possible then by the middle of the month i.e paying fortnightly in advance and fortnightly in arrears.
4.  Good Practice Guidelines
· When visiting a tenant/licensee and not in always leave a card/letter requesting contact. Details of the visit should be recorded on the Tenancy File.
· The use of “special letters” should be used when the standard types are not appropriate.

· Direct contact rather than letters is preferred.
· It should be ensured that standard letters are delivered to the property on either the Tuesday or Friday the arrears case was actioned.

· It should be recognised that action should be prompt to minimise the level of the arrears.Familiarity by/with a tenant/licensee is no reason for a less rigorous application of the above procedure.
5.    Collection of Leavers Arrears
Where a resident leaves with arrears every effort is made to come to an agreement with them to repay the debt.  However, if the leaver is not willing to pay, MYMCA can look to recover the losses within the legal system.  Before any action is taken a meeting would take place between Project Manager and the Operations Manager.  If in agreement the process through the County Court can proceed.

This procedure can be found in the Supported Housing Operations Manual, Section 6 (Finance) under Activity 5.
Adopted by Mendip Board of Management on:

Date:  …………………  Signed:  ……………………………........

                                       For and behalf of Mendip YMCA Board of Management
Appendix 1

[Name]
[Address]
[Date]
Dear 

RENT ACCOUNT

As at today’s date the amount outstanding on your rent account was [£].  This may be an oversight on your part and I would be grateful if you could make arrangements to clear the amount by 3.30pm on Friday. 

I would take this opportunity to remind you that rent is payable one week in advance and is due on the Monday of each week.  The YMCA operates a rigid procedure when dealing with non-payment of rent and a copy of this procedure can be obtained by request.

Should you not be in a position to clear this amount in full, please do not hesitate to contact me. 

Yours sincerely

Housing Manager

Appendix 2

[Name]

[Address]

[Date]

Dear 

RENT ARREARS OF [£] AS AT [date]
I am concerned to note that despite my recent letter dated [date] I have received no contact from you and you have failed to make the required payment.
It is now necessary for me to warn you that unless the arrears are included in your next payment due on Monday, I shall have no alternative but to serve you with a Notice Seeking Possession. 

You should be aware that to prevent this course of action being taken, your payment should be received at the YMCA Reception no later than 4.00pm on Monday.
The Notice Seeking Possession is the first legal step the YMCA takes before any action is initiated in the County Court to recover possession of your flat by eviction and to obtain a money judgment against you. 

I would advise you that the YMCA is committed to assisting young people in these circumstances and has a dedicated staff team willing to offer advice in preventing this matter reaching the attention of the County Court. I would strongly recommend that you to give this matter your urgent attention and contact a member of housing management staff within the next 2 days to discuss the matter and, if necessary agree an arrears repayment plan.
Housing staff are available to meet with you on [times].

Yours sincerely

Housing Manager


