


MONEY MATTERS
— How to pay your rent and what happens if you can’t.

HOW TO PAY
At our cash offices

We have two cash offices where you can pay by cash,
cheque, or postal order. These are:

. Larkfield Regional Office
1-3 Martin Square
Larkfield
Aylesford
Kent ME20 6QL

. Tonbridge Regional Office
Enterprise House 2
Avebury Avenue
Tonbridge
Kent TNO 1TL

The opening hours of our cash offices are:

Monday — Thursday 8.45am — 4.30pm
Friday 8.45am — 4.00pm

Cheques and postal orders should be crossed and made
payable to Russet Homes Ltd.

At a PayPoint

Some grocers and newsagents are able to take payment via
PayPoint. There are over 7,500 outlets in the UK, so you can
pay even when you’re away from home. You will see a
yellow and purple PayPoint logo displayed in a store where
you can do this. This is an easy way to pay your rent when
you collect groceries, fill up with petrol or collect your
newspapers.



The stores usually take cash only, so do not be surprised if
they will not accept cheques.

At a post office

You can pay at any post office in the country. Cheques
should be made payable to ‘Post Office Ltd".

Through the post

Payments can be sent by post addressed to either of our
cash offices.

You don’'t need your swipe card if you pay by post; just write
your name and address on the back of your cheque.

Please don’t send cash or post it through any of the letter
boxes in our offices. We can’t accept responsibility for
money sent to us in this way.

Over the telephone

This allows you to use your bank debit card over the phone
to pay your rent. This service is not available for credit cards.

By direct debit

Direct debit is a simple, cheap and easy way of paying your
rent, normally by monthly instalments. Once the direct debit
has been set up, you will be sent a list of the payments that
will be collected automatically out of your bank account
during the year. If your rent changes, these payments can be
altered without you having to fill in more forms.

Direct debit means:

. no worries about remembering to pay at the right time;
. no need to write out cheques or have the risk of
carrying cash;



. no queuing at our cash offices or post offices.

If you would like to pay this way, please contact the Finance
Department at our central office. Their address and phone
number is:

Basted House

Harrison Road

Borough Green

Sevenoaks, Kent TN15 8PB

Telephone 01732 780999

You don’t need to fill in a form — we can take your bank
details over the phone, so please have them handy when
you call.

WHEN DO YOU PAY?

You must always pay your rent in advance. You can choose
to pay weekly, fortnightly or monthly. You must never let
your rent account go more than one week in arrears.

RENT STATEMENTS

Every three months we will send you a full statement of all
your rent payments. This will also tell you when the next
‘non—collection’ week is.

DON’T FORGET YOUR SWIPE CARD!

If you pay your rent at our cash offices, the Borough
Council’s cash offices, a PayPoint or a post office, you will
need to take your swipe card with you as this holds your
name and address. You will be get a receipt which you
should keep and check against the rent statement we send
you every three months.



WHAT HAPPENS IF | CAN’T PAY MY RENT?
Working with you and others

If you’re having difficulties paying your rent, we want to help
you sort them out. We’ll write to you, visit you and, bringing in
other agencies, arrange practical help such as debt counselling
and advice on benefits. You can help by keeping in contact
with us — answering our letters and letting us know what is
happening.

If you are finding it difficult to pay your rent, especially if
there are special circumstances, we can nearly always
find a solution so long as you are willing to accept help
from us and others.

What we expect

Your conditions of tenancy says you must pay the rent and
service charges for your home every Monday for the week to
come (except that there are two non-collection weeks for all
tenants who are up to date with their payments).

If you are in rent arrears we will:

e tell you how much you owe and how much extra you
should give us to pay it off;

* try to agree a payment plan with you;

e offer you help or explain how and where to get it;

* tell you what is likely to happen if you don’t pay your
arrears.

We may consider taking legal action — but only if we
cannot reach agreement on how to pay off your arrears,
or if you break an agreement to pay them.



What about housing benefit?

Before we decide how much rent you owe, we will take into
account any housing benefit that is due. Housing benefit is
normally paid to us four weeks in arrears. In other words if
we think we are going to get your housing benefit soon, we
will wait until it arrives before asking you to pay your arrears.

However, problems with housing benefit can be a major
cause of rent arrears for the following reasons:

. When you apply for housing benefit the Borough
Council asks for information to support your application.
If you don’t supply all the information, your application
may be delayed or even cancelled.

. You must let Tonbridge & Malling Borough Council (or
Maidstone Borough Council if you live in Barming) know
if there is a change in your circumstances. If you don’t,
they may suspend or even cancel your housing benefit.
In extreme cases you may be committing a criminal
offence by withholding information.

. If you get housing benefit, the Council may ask you to
renew your application from time to time. If you don’t
do this when they ask, your housing benefit payments
may stop.

. Housing benefit isn’'t usually backdated.

You will find further information about housing benefit in this
leaflet. However, you are responsible for claiming it and
getting it right — we cannot take responsibility for housing
benefit on your behalf. If you are having problems though,
particularly if there are special circumstances or needs,
please let us know and we will do our best to help.

If something goes wrong with your claim for housing
benefit, you are responsible for any rent arrears that
arise.



What does court action mean?

If your rent arrears keep growing and we cannot agree a
way to reduce them, we might have to consider court
action. In most cases this means we may be applying to
court for an order to end your tenancy (called a
‘Possession Order’) and a judgement by the court for
repayment of the arrears (called a ‘Money Judgment’).

If the case does go to court, we will also usually ask the
court for our costs, which will be about £180. This is
normally added to your rent account.

The case is heard in the County Court and depending where
you live, this will be in Tunbridge Wells, Maidstone, Chatham
or Dartford. If an Order is given you will have a County
Court Judgment (often called a CCJ) against you. This can
stop you getting credit and things like loans or store cards.

The purpose of court action is not to repossess your
home but to get the arrears paid. But if you do not
reduce the arrears, you are at risk of losing your home.

Where can | get advice?

If you are worried about debt or about going to court, please
speak to us about it. We recommend you get independent
help as well. We can refer you to the Citizens Advice
Bureau or the Tonbridge Debt Advice Centre if you have
problems with money or debt or you can contact them
yourself (addresses are at the back of the booklet). They
will work with you to make sure your money goes where it
matters. Their service is free and completely confidential.

For free independent legal advice you should also consult
your local Citizens Advice Bureau. You can speak to a
solicitor instead, but they may charge you for their services.
There is a list of useful contact telephone numbers and
addresses at the end of this booklet.



How will I know if legal action is going to be taken?

We will write to you to say that the arrears are at such a
level that we are considering taking legal action. We will
normally visit you and ask you to agree to regular payments
that you can afford so that you reduce the arrears until they
are cleared. If you keep to this agreement, no further action
will be taken.

If the arrears go up, we will serve you with a Notice of
Proceedings for Possession. Normally this will be
delivered by your Area Housing Officer so we can explain
what it is, why it is being served and what you have to do to
stop the matter going to court. If a Notice is served but the
arrears are going down, we wouldn’t take any further action.

After serving the Notice we must wait at least two weeks

before referring the matter to court. If the arrears go down
in this time, we will not refer it to court. However, the Notice
stays valid so we can use it later if your arrears go up again.

We use three types of Notice for rent arrears. Your Area
Housing Officer can explain to you what type has been
served and why.

In most cases, the Notice will refer to Ground 10 or Ground
11 of the Housing Act 1996. We use this when you haven’t
paid your rent and are therefore breaking your tenancy
agreement. These grounds are called discretionary
because if the case goes to court, it is up to the court to
decide whether or not a Possession Order is given and on
what terms.

The second type of Notice will refer to Ground 8 of the
Housing Act 1996 and is only used in very serious cases
where we have previously referred the matter to our Board
of Management. This ground is mandatory because if the
case goes to court and the rent account is more than eight
weeks in arrears, the court must give us a Possession Order.



The third type of Notice is only used if you live in temporary
accommodation and have an Assured Shorthold Tenancy.
In this case we may use a Section 21 Notice. We can use
this to get a mandatory Possession Order where a tenancy is
non-secure and has run for at least 6 months.

Because court processes are complicated, we will always tell
you what we are doing and why, and what you need to pay
to stop it.

No matter what type of Notice we use, you can stop
the case going to court if you keep to an agreement to
regularly reduce the arrears.

What happens if | get a court hearing date?

If you haven’t already done so, the best advice is to contact
us straight away. It may well be possible to adjourn (ask
the court to postpone) or even withdraw the case if a
satisfactory solution can be reached. Remember you could
be at risk of losing your home.

Try to attend court on the day of the hearing (you don’t
have to but it may harm your case if you don’t attend). If
you can’t attend, write to the court and tell them what you
can pay. We normally attend Possession Order hearings.

For Ground 10 and 11 hearings, the court may decide to
grant a Possession Order; or they may adjourn the case; or
they may dismiss it.

Where a Possession Order is granted, it may be outright,
which means after (usually) 28 days your tenancy ends. Or
the Order may be suspended, which means that if you pay
the amount the court has agreed, your tenancy will continue.
In the case of Ground 8 and Section 21 hearings, the court
will give an outright Possession Order.



What does it mean if my tenancy is ended?

An outright Possession Order means that your assured
tenancy is legally ended and is replaced by a non-secure
tenancy. You will lose rights such as your Right to Buy (if
you have it), your Right to Exchange and your Right to
Improve your home. This also applies if you have a
suspended Possession Order and you do not keep to the
terms the court agreed.

If you have a suspended Order and you keep to the terms
the court agreed, we will take no further action.

If you clear the arrears in full, the Possession Order is
discharged and you will revert to the same rights you had
before the Order was obtained.

Even if the Order is outright, we do not want you to lose
your home and we will agree with you what you need to do
next.

What happens if 1 do not keep to the terms of a
suspended Possession Order?

If you get behind with the payments on the terms of a
suspended Possession Order, it doesn’t mean you will lose
your home, but we will ask you to reduce the rent arrears to
bring them in line with the agreement. Your Area Housing
Officer will explain this to you. However, if the arrears are
high or an outright Order has been granted, we will ask you
to clear the arrears in full including the court costs. If you
cannot do so, we will then refer you to our Arrears and
Tenancy Compliance Panel.

What is the Arrears and Tenancy Compliance Panel?
The Arrears and Tenancy Compliance Panel is a

sub-committee of our Board who meet once a month to
discuss cases where tenants haven’t been making payments



as agreed with the court or where the court gave an outright
Order.

If your case is referred to the Panel we will write to you to
tell you what we are doing. We will include a copy of the
report that will be presented to the Panel and tell you when
and where the Panel will meet. We would like you to go to
the meeting if you can. You can bring along a friend, relative,
support worker or carer if you wish and we can provide
transport to get you to the meeting if you need it.

If you can’t attend the meeting, then we give you the
opportunity to tell the Panel in writing what your
circumstances are and how you intend to clear your debt. A
form for this is enclosed with our letter about the Panel.

As the Panel will be making a decision that could lead to you
losing your home, it is very important that they know about
your situation and if possible meet you in person.

After the Panel meeting we will write to tell you the Panel’s
decision and what you should do. If you keep to what the
Panel is asking then no further action will be taken, but if you
don’t then we can ask the court for a warrant for your
eviction.

Special rules apply after the Panel has considered your case,
even if you then clear your rent arrears. If you get into
serious arrears again then we could use the Ground 8
procedure, which means that the court would have to give
us an outright Order.

Enforcing the Possession Order

If you do not do what the Panel asks to clear or reduce the
arrears, we will apply to court to enforce the Possession
Order. This means we could repossess your home.

If you haven’t already done so, you should also get legal



advice. You can get this from the Citizens Advice

Bureau or a solicitor. You can also ask the County Court
office about court procedures, though they will not be able to
give advice on your particular circumstances.

After we ask the court to enforce the Possession Order, the
court will write to tell you the date and time of the eviction.
This is called an eviction warrant.

We will keep in touch with you and we will also tell you the
eviction date and time. You can apply to court for the
eviction warrant to be suspended, but you must have good
reasons and make an offer of payment.

However, if we have been granted an Order under Ground 8
or Section 21 for assured shorthold tenancies, the court has
only limited powers to stop eviction warrants going ahead.

Normally if you apply to have the eviction warrant
suspended, there will be a short court hearing which you can
attend. We will attend as well. The court will want to know
details of your circumstances and the payments you can
make.

Even when you get details of the eviction, it is still not too
late to avoid losing your home. The simplest and easiest
way is to clear the debt. Even if you can’t pay all of it let us
know — we can be flexible, but by this stage we will need a
substantial lump sum payment rather than promises of
future payment. Payments must be in cash or by a debit
card. We cannot accept credit card payments or personal
cheques less than 10 days before an eviction date as it may
take that long for the payment to be cleared.

In all cases we can stop the eviction if we receive
satisfactory payment. However, we have to pass on the cost
of applying for the eviction warrant which is currently £90.



What happens if I am evicted?

On average fewer than 16 tenancies a year end in
eviction for rent arrears. This is less than a quarter of one
per cent of our total number of homes.

We see eviction as a last resort — we will keep working
for a solution that helps you meet your tenancy
conditions and stay in your home.

Although in this guide we can’t include details on rehousing
for the few cases that do end in eviction, we do suggest that
you get housing advice. Contact one of our housing advisors
or get independent advice from Tonbridge & Malling Borough
Council or your local Citizens Advice Bureau.

As a general guide:

*  Our Allocations Policy does not normally allow previous
tenants whom we have evicted by us to rejoin our
Housing List for rehousing by us.

. Eviction may make it difficult for you to get
accommodation as a homeless person with Tonbridge &
Malling Borough Council or other landlords.

. We will continue to collect the money you owe us even if
you are no longer a tenant.

We believe that eviction for rent arrears can be
prevented.

CAN YOU GET BENEFITS?

There may be benefits you can claim if you are:
. on a low income;

. sick;

. disabled;

. a carer;

. a single parent; or

. retired.



To find out more, contact your local Citizens Advice Bureau
or one of the agencies below who will be able to give you
advice.

How to apply for housing benefit

Housing benefit is available to people on low incomes to help
meet the cost of rented housing. How much you will get will
depend on your income and savings, what the rent is, and
your personal circumstances. Local councils deal with
housing benefit. In this area it is Tonbridge & Malling Borough
Council or Maidstone Borough Council depending on where
you live.

This section is only a general guide to the information you
must supply to support your claim for housing benefit.
Everyone’s circumstances are different and so too may be
the information you are asked for. In all cases you should
check with the Borough Council that you have given them
everything they need to deal with your application.

If you need advice, please ask — we are here to help and
the Borough Council’s benefits staff will also be happy to give
advice on any aspect of your application.

Who should apply for housing benefit?

As a rough guide, you should apply if you are on a low
income or qualify for other benefits (or both) or you have
difficulties in paying your rent.

If you move, even if you received housing benefit at your old
address, you need to complete another application form to
receive it at the new address.

How to apply

Don’t delay making a claim. If you have just moved, you



need to complete an application form and return it to the
Council as soon as we confirm the start of your tenancy.

The safest way to apply is to hand in the form at your nearest
council office (addresses are at the back of this leaflet) and
ask for a receipt. If you post it, the Council cannot
guarantee its arrival, so your application may be delayed.

If you are claiming income-based job seeker’s allowance or
income support, you should find a housing benefit form in
your income support claim pack. However, you must still
complete the Council’s own housing benefit application
as well and send it to the Council in the normal way.

Documents you need to supply to support your
application

Making the application is just the start. To support your
application and to allow the Council to work out what you
are entitled to, you must also provide documents from the
list below as soon as possible:

1 Information on your identity (at least two items are
required from the list below):

. recent bank statement (within the last four
weeks);

. benefit payments book;

. birth certificate (full or short);

. certificate of employment in HM forces;

. certificate of employment in the Merchant Navy;

. current credit card;

. divorce/annulment court papers;

. driving licence;

. Home Office standard acknowledgement letter

(SAL1 or SAL2);
. identity card issued by an EC/EEA member state;



letter from a solicitor/social worker/probation
officer/Inland Revenue;

life assurance/insurance policy;

marriage certificate;

medical card;

current valid passport;

UK residence permit;

utility bill (gas/water/electricity etc) paid in your
name for the last quarter;

wage slips from a current employer.

2 Your National Insurance number.

You need to provide one document that contains your
National Insurance number. Some of the examples
below may also be used as evidence for other purposes
such as proof of identity:

National Insurance card;

Benefit Agency payment book;

a letter from the Inland Revenue showing your NI
number;

a payment slip from an employer showing your NI
number;

employment forms P45 and P60.

3 Information needed about your household

If you have any children under 18 in your

household, you will need to show:

=  Your child benefit book or assessment
notification form for a prescribed benefit
(please ask Tonbridge & Malling Borough
Council for details of ‘prescribed benefits’).

If you have anyone living with you over 18 years

of age, you will need to show the following:

= evidence of their savings, such as a



building society passbooks or savings
certificates;

if working, their wage slips (for the last 2
months if paid monthly or the last 5 weeks if
paid weekly); or employee certificate; or
letter from their employer giving the number
of hours worked and their gross income for
the year to date; or if they recently started,
a letter from their employer stating their
hours and gross income for the period they
have been working;

if not working, evidence of their income from
benefit, such as their benefits payments book
or a Benefits Agency award notice.

4 Evidence of your income

. If you are on income support, you only need to
provide evidence of this, not the amount you
actually receive.

. If you are on other benefits, you need to provide
at least one item from the list below:

= a Benefits Agency payments book for each
benefit you are receiving;
=  a Benefits Agency award notice for each
benefit you are receiving;
=  bank statements which clearly show benefit
payments paid into your account.
. If you work for someone else, you need to provide

all the items from the list below:

=

wage slips (for the last 2 months if paid
monthly or the last 5 weeks if paid weekly);
or an employee certificate; or a letter from
your employer giving the number of hours
worked and your gross income for the year
to date; or, if you recently started work,

a letter from your employer stating your



hours and gross income for the period you
have been working;

= your last full bank statement (if you have a
bank account) covering at least two months.

If you work for yourself, you need to provide at

least one item from the list below:

= trading accounts (if you have been trading
for a complete year);

= self-employment form (available from the
Borough Council).

If your children have a parent not living at home,

you need to provide at least one item from the list
below:

= award notice of child support;

= a court order requiring maintenance
payments with evidence of the payments
made;

= letter from an absent parent about
maintenance payments.

5. Evidence of your savings and capital

If you are on income support, you do not need to
provide evidence of your savings.

Otherwise, if you have any savings or investments

or anything of a high value (for example if you

own a house), you must give details. You will

need:

= full bank statements for any bank or building
society accounts for at least the last two
months;

= original certificates held for any income or

premium bonds, unit trusts, stock market
shares (including ‘free’ issues) etc;



= details of any other valuable assets,such as
money held abroad, property ownership
etc.

6 The rent you pay
You need to show the Council proof of the rent and
support charges that you pay and how these are
worked out. The quarterly rent statement you get
from us shows this information. If you cannot supply
the statement or the tenancy agreement, please ask us
for a statement of your rent account.

Some of the information may not be easy to find straight
away especially after the upheaval of moving. But housing
benefit is not normally backdated so get your application
form in as quickly as possible and then add the supporting
documents as soon afterwards as you can — remember
there’s a time limit. If you have difficulty providing the
information, let us or the Council know straight away.

Please only provide originals of documents —
photocopies or faxed documents are not acceptable.

Finally, it’s important to stress:

. housing benefit cannot normally be backdated;

. the full rent charge will be due if you are not entitled to
housing benefit, regardless of the reasons;

. even if you make an application for housing benefit, the
application is likely to be cancelled if you don’t provide
the information to support the claim within 28 days of
applying;

. get a receipt for any documents you hand in.



WHERE TO GET HELP

Russet Homes
Head Office
Basted House
Harrison Road
Borough Green
Sevenoaks
Kent TN15 8PB

Tonbridge & Malling Borough Council
Gibson Building

Gibson Drive

Kings Hill

West Malling

Kent ME19 4LZ

Maidstone Borough Council
London House

5/11 London Road
Maidstone

Kent ME16 8HR

01732 780999

01732 844522

01622 602000

Local council offices dealing with housing benefit

Tonbridge & Malling Borough Council

The Castle
Castle Street
Tonbridge
Kent TN9 1BH

Martin Square
Larkfield
Aylesford

Kent ME 20 6QL

01732 876378

01732 876376



Citizens Advice — Tonbridge
Tonbridge CAB

Castle Lodge

Castle Street

Tonbridge

Kent TN9 1BH

Citizens Advice — Maidstone
Maidstone CAB

2 Bower Terrace

Tonbridge Road

Maidstone

Kent ME16 8RY

Maidstone County Court (for applications
for Addington, Aylesford, Barming, Birling,
Ditton, East Malling, East Peckham, Eccles,
Larkfield, Leybourne, Offham, Ryarsh,
Trottiscliffe, Wateringbury, West Malling, and
West Peckham)

Barker Road

Maidstone

Kent ME16 8EC

Medway County Court (for applications for
Burham and Wouldham)

Anchorage House

47—67 High Street

Chatham

Kent ME4 4DW

Tunbridge Wells County Court (for
applications for Borough Green, Ightham,
Hadlow, Hildenborough, Otford, Platt, Plaxtol,
Shipbourne, Tonbridge and Wrotham)
Merevale House

42/46 London road

Tunbridge Wells

Kent TN1 1DP

01732 350099

01622 752420

01622 202000

01634 402881

01892 515515



Dartford County Court (for applications for
Stansted)

Home Gardens

Dartford

Kent DAl 1DX

Tonbridge Debt Advice Centre
The Baptist Church

Darenth Avenue

Tonbridge

TN10 3HZ

01322 223396

01732 368259









