
FORMER TENANT DEBT POLICY AND PROCEDURE 
 
 

1. INTRODUCTION 

 
The policy explains the responsibilities of English Rural Housing Association (“the 
Association”) where the rent accounts of former tenants are in arrears or where money is owed 
by the former tenant for other charges. Tenants’ rent is the main source of income to meet the 
costs of providing services to tenants and carrying out improvements to tenants’ homes. 
 
Former tenant debt includes but may not be limited to; 
 

• Arrears of rent and / or service charges. 

• Legal costs charged following court action to recover arrears 

• Recharges made to tenants to make good or repair unauthorised alterations to the 
property 

• Recharges made to tenants to make good or repair damage to the property 
 

2. AIMS 

 
2.1 To implement the Association’s Income and Arrears Policy and Procedure and 
Recharge Policy and Procedure to prevent former tenant debt.  
 
2.2 To give clear information to tenants when they terminate their tenancy concerning final 
rent payments, arrears and other debts and explain the consequences of non-payment. 
 

2.3 To recover in the event of the tenant’s death outstanding debts only if there are funds 
in their estate. 
 

2.4 To recover former tenant debt in a fair and reasonable way, ensuring that the principles 
of customer care are implemented throughout the debt recovery process. 
 

2.5 To ensure there are adequate payment methods available to the tenant for repayment 
of debt. 
 

2.6 To ensure that tenants receive fair and equal treatment regardless of disability, gender, 
age, race, ethnic or national origin, religious belief or sexual orientation in line with the 
Association’s Equality and Diversity Policy. 
 

2.7 To identify circumstances which affect the tenant’s ability to pay, or their ability to 
understand the implications of non-payment. 
 

2.8 To ensure that the Association’s Data Protection Policy is followed during the collection 
process. 
 

2.9 To outline support available to tenants to help maximise their income including 
signposting to advice agencies to receive benefit entitlement and debt management advice. 
 

2.10 To write off debts which are uneconomical to recover in line with the Association’s 
delegated authorities. 
 



2.11 To trace former tenants including using the services of Tracing Agents and appointed 
Debt Management companies or to pursue payment of the debt through court action. 
 

2.12 To give accurate information to reference requests by other housing providers without 
compromising the tenants right to confidentiality or breaching the Data Protection Policy. 
 

3. PROCEDURE 

 
3.1 When the tenant contacts the Association to discuss giving notice on the tenancy, the 
following will be sent out on the same working day; 
 

• Termination of tenancy form 

• Former tenant debt information sheet 

• A letter including the balance on the rent account at the end of the tenancy and 
requesting payment of outstanding debts 

 
3.2 The Regional Housing Manager (RHM) will liaise with and, if practicable, make a home 
visit to the tenant (or tenant's next of kin) within 7 days of receiving the termination of tenancy 
form in order to to; 
 

• Carry out a pre-void inspection of the property 

• Ensure that all forwarding contact information is accurate, the termination of tenancy 
form is completed and final tenancy date agreed 

• Discuss and clarify any damage or alteration to the property which will require repair, 
and which will be the tenant’s liability to make good and bear the cost of 

• Confirm the final rent figure 

• Discuss with the tenant the payment of outstanding debts, ways to pay and the 
recharge procedure 

 
3.3 If a payment agreement has been made, two copies of the agreement will be sent to the 
tenant/s with direct debit form where appropriate, or a method of payment agreed. 
 
3.4 If the tenants leave the property without settling the debt or do not adhere to a payment 
arrangement, the Former Tenant Arrears First Letter will be sent to their forwarding address 
on the day notified. 
 
3.5 If there is no response within 14 days, the Former Tenant Arrears Second Letter will be 
sent to their forwarding address. 
 
3.6 If there is no response within 14 days, or if mail is returned and the Association is not 
confident about the validity of the forwarding address, a tracing agent will be used to establish 
the former tenants’ new address prior to instructing further action. If the Association is 
confident of the forwarding address, the debt will be passed to a collection agency. 
 
3.7 If the debt collection agency is unsuccessful in securing payment the Association may 
decide to proceed with court action and obtaining an attachment of earnings if in employment, 
a charging order if there is a bank account or property ownership, or warrant of execution if 
there are assets to seize. 
 
 
 
 
 
 
 



Annex 1 
 
Former Tenant Debt Information Sheet 
 
If you are giving notice to terminate your tenancy on one of English Housing Association’s 
properties you will be required to pay off any debt that you owe at the time. The debt may 
have resulted from the following: 
 

• Arrears on your rent and / or service charges. 

• Legal costs charged following court action to recover arrears 

• Recharges made to you to make good or repair unauthorised alterations to the 
property 

• Recharges made to you to make good or repair other damage to the property 

• Arrears accrued following the death of a tenant 
 
The Association will make every effort to work with tenants to clear the debt in a fair and 
reasonable way by making a payment arrangement with you if such an Agreement is 
appropriate in the circumstances. The Association will assist tenants to ensure that they 
receive benefit and money advice, housing support and other guidance if appropriate. 
 
Legal Action is taken as a last resort in line with the Association’s Rent Policy and 
Procedure. It is important for tenants to make contact with the Association if they are 
experiencing financial difficulties or have a change in their circumstances which affects 
their ability to pay the rent or other charges. 
 
Failure to make an arrangement to pay off the debt will result in the Association taking 
legal action against you; this may include instructing a Debt Collection Agency to recover 
the debt on our behalf. This can affect your credit rating and prevent you from obtaining a 
loan, credit card, a mobile phone contract, catalogues, or finance from other companies 
in the future. 
 
Legal action can result in one of a number of different actions being taken including 
 

• If you do not leave a forwarding address we will use a tracing company to establish 
your new address. 

• If you are working we can ask the court to instruct your employer to repay the money 
directly from your salary through an Attachment of Earnings. 

• If you have bought a property we can ask for a Charging Order which will prevent you 
from selling your home without paying the debt owed to the Association first. 

• Instructing Bailiffs to seize goods that you own to the value of the debt. 
 
Having debt against your tenancy may also prevent you from being accepted when you 
apply for housing with a local authority or another housing association or private landlord. 

 
 
 
 
 
 


