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Introduction
Effective debt management is crucial to the success of any organisation. In the
current economic climate, it is essential that this authority has clear policies and
procedures to manage the recovery of debt. If the Council is to achieve its aim of
effective income management, then it must seek to recover all debts due, and
sustain collection rates.
The policy has therefore been designed to address these aims.

Scope – Policy Aim
The key aims of this policy are as follows:
 To consider fully the debtor’s circumstances in the light of their ability to pay and
so endeavour to distinguish from the outset between the debtor who won’t pay
and the debtor who genuinely can’t pay.
 To work with the client to clear the debt as soon as possible. To ensure a
professional, consistent and timely approach to recovery action.
 To cost effectively pursue all debts owed to the Council, seeking to maintain and
improve on the levels of income collected by the authority.
 To promote a co-ordinated approach towards sharing debtor information and
managing multiple debts owed to the Council. To actively work with approved
advice agencies to seek resolution where clients are failing to meet multiple debt
liabilities.
 To only write debt off in accordance with the Council’s write-off procedures.
 To treat individuals consistently and fairly regardless of age, gender, ethnicity,
disability and sexual orientation and to ensure that individuals’ rights under Data
Protection and Human Rights legislation are protected.
 To ensure organisational effectiveness through good management, optimising
external income and listening to local people.
This policy will be available to all internal and external stakeholders and will be on the
Council’s website www.breckland.gov.uk.
The main sections involved in debt recovery are Finance and Revenue Services. The
debts involved are primarily:
• Council Tax
• National Non Domestic Rates (NNDR)
• Overpaid Housing Benefit
• Discretionary Housing Payments
• Enforcement Fees
• Sundry Debts
Revenue Services maintain their own debt management and recovery policy within
the Anglia Revenues Partnership (ARP) and therefore this policy covers only sundry
debts.

Legislation or Executive Summary
The council has a legal duty to ensure cost effective billing, collection and recovery of
all sums due to the Council.
Local Taxation
Please refer to the ARP debt management and recovery policy.
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Housing Benefits
Please refer to the ARP debt management and recovery policy.
Discretionary Housing Payments
Please refer to the ARP debt management and recovery policy.
Enforcement Fees
Please refer to the ARP debt management and recovery policy.
Sundry Debt
Sundry Debt arrears are collected within a well-established framework. On certain
debts, interest may be charged for late payment. The debtor will be made aware of
any additional costs in advance so that they have the opportunity to avoid this
wherever possible. Customers will also be made aware of legal fees and costs that
will be incurred for non-payment. Bailiff services may be utilised (via the ARP
Enforcement service) as part of the established framework. Where possible and
appropriate a charge against property may be made to safeguard collection of a debt
in the future. In addition where it is cost effective the debt may be referred for legal
action either internally or externally.
7Policy

Consultation and Consideration

The Finance service, Commercial Property service and Anglia Revenues Partnership
(ARP) are consulted with prior to any changes to this policy.
8Policy

Statement

Full names, contact address and a phone number will be established wherever
possible prior to service provision or invoicing/billing.
• All Council bills and invoices will be raised as soon as reasonably practicable and
will include clear and relevant information as to:
− What the bill is for;
− When payment is due;
− How to pay;
− How to contact us if there is a query in relation to the bill or in relation to making
payment.
• All letters and reminders will:
− Explain what has been agreed and the consequences of non-payment;
− Include appropriate contact details.
• Debtors will be encouraged to make prompt contact if they disagree with a bill or
have difficulty in making payment on time. Contact can be made by:
− Telephone
− Letter
− Email
− Fax
− In person at the Council Offices or customer service centres.
• Problems and bill discrepancies raised will be resolved as quickly as possible to
prevent unnecessary delays in payment and incorrect accounting entries.

Consultation – Unison
Consideration – Equalities, Carbon Management, Health & Safety Legal and Financial
8 Please use ‘numbering’ for all bullet point sections.
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• Debtors seeking help due to exceptional financial difficulties will:
− Be given the opportunity to have their ability to pay assessed by the relevant
collection officers;
− Be invited to use the money and debt advice services available from the
Citizens Advice Bureau (CAB);
− Be asked if they have other debts owing to the Council that they also wish to be
considered;
− Be given access to the Council’s interpreter service if required.
•

Payment Arrangements will always endeavour to collect on going liability by due
dates, and make arrangements for arrears, as this will aid the debtor by reducing
costs which may otherwise be incurred every year.

• Debtors given time to pay should be advised to contact the Council immediately if
they experience a change of circumstances affecting their ability to pay.
•

No minimum value is set for whether a debt will be pursued for collection, but the
cost effectiveness of collection will be considered before instigating any action

Implementation
This policy will be made available to all staff dealing with income collection and
recovery. This will be reinforced with training and management supervision of all staff
involved in collecting debt.

Management Control and Organisation
The Executive Director Commercialisation (S151) has control over this policy and the
Revenues & Benefits Manager (ARP) has control over their policy.

Monitoring
This policy will be managed and reviewed every three years and, from time to time,
updates and re-issues will be circulated. However, the policy will be reviewed sooner
if a weakness in the policy is highlighted, in the case of new risks, and/or changes in
legislation.
Each department will be responsible for ensuring that this policy is adhered to and
effective.
9Related





Policies and Strategies

ARP Debt management and recovery policy
ARP Discretionary Housing Payment Policy and Overpayment Policy
Write Off Procedures

10Appendices

None

Please ensure that all Policies and Strategies are current and have been approved do not make
reference to any which are not, this will be the author’s responsibility. Include year of approval.
10 Appendices are to be attached at the end and only if relevant.
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