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Appendix 9a STEP Procedure

Sustaining Tenancies & Eviction Prevention Toolkit: Procedure
Purpose: 
To support the aim of the Homelessness Reduction Act 2017 preventing homelessness by maintaining current accommodation

To ensure that the Young Person is given a fair number of chances to modify their behaviour to prevent evictions from occurring.

To make sure the Young Person is clear on what elements of their behaviour is not acceptable and give support on how to prevent a reoccurrence and modify behaviour to be explained in the accompanying leaflet.

To provide Pathway 2 Providers evidence of action taken if a sideways move occurs

To assist the Young Person to understand the impact of their behaviour and obligations under their occupancy agreement.

To provide an evidence base for evoking court action.
Scope:

For the North Yorkshire Young Persons Pathway 2 to be used in conjunction with Practitioner Handbook, Appendix 9 Sustaining Tenancies & Eviction Prevention Policy.
To be used in conjunction with your organisations Tenancy Termination Policy (Includes Abandonment).
This is not intended for non-payment of rents as your rent arrears policy will cover this. If you do not have one STEP can be used as an alternative.
Procedure

Instances where procedure can be evoked

On moving into Pathway 2 Accommodation the STEP Leaflet will be explained to the Young Person; they will sign to back to indicate they have understood and copied to their file.

The following are examples of conduct which can result in the implementation of this procedure:

· Threatening or violent behaviour

· Harassment of residents, staff or visitors which breaches your organisations Diversity and Equality Policy 

· Use of illegal substances within the property

· Damage to the property or furnishings

· Disruptive behaviour in the property

· Breaching house rules laid out in the Young Person Guide and Occupancy Agreement

· Lack of commitment to the service

For Rent arrears follow your organisations arrears policy. If you do not have one this procedure can be used.
Copies correspondence to the Young Persons file and recorded on the STEP Log.

The Procedure follows the four steps outlined in the STEP Policy:

Step 1 – Identify Trigger

Step 2 – Discuss

Step 3 – Act

Step 4 – Review

Standard Forms and Letters

9b STEP Leaflet

9c STEP Discussion Checklist

9d STEP Letter Template
9e STEP Acceptable Behaviour Agreement
9f STEP Log
1. Identify Trigger
If anything is identified in the assessment or upon moving in that indicates that the young person is at risk of breaching, history of arrears or abandoning use a Discussion Checklist to begin prevention work to reduce the risks.
2. Discussion
When a Young Person breaches house rules or their occupancy agreement, staff will speak to the Young Person involved about their conduct using the Discussion Checklist and how they can address it in support sessions and with other agencies. They should discuss the consequences of their actions and at ways to address the situation.
The worker involved will record the conversation on Organisations Management Information System. 
If the Young Persons’ actions have resulted in an incident then an Incident Report must be completed. The Project Manager should be made aware of the Young Persons conduct and the incident report. 
The Young Person should be made aware that the issue will be discussed by the team and as a consequence of their actions they may receive a warning letter.
In the case of major incident the young person can be escalated through the STEP procedure decided by the manager and in consultation with the Hub Coordinator and Pathway Manager.
3. Act

All incidents and breaches of occupancy agreement will be discussed in the Organisations Team meeting and at the Practitioners Meetings, if the situation has not been resolved, or it is felt to be a recurring issue, staff may decide to issue the resident with a sanction or warning.
Use the STEP Letter Template to:

· state the level/type of action 

· state the reasons for it being issued  and include which sections of the occupancy agreement and/or House Rules have been breached

· state the corrective action agreed
3.1 Sanction/Rewards Bands 
Initially a response may take the form of sanction proportionate the breach, for example if the breach is concerned with not managing visitors then a temporary ban or reduction on the time visitors are permitted could be applied.
Conversely improved behaviours can be rewarded with, for example with visitor limits being lifted or amended or additional benefits considered - see example embedded:  
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3.2 Warnings – First, Second & Third
On a first time breach start at the lowest level increasing each time a breach occurs where there is a current warning in place

If a warning has been removed a new breach will start at the lowest level. 
The Homelessness Prevention Worker should be contacted to address issues with the young person that could lead to their potential loss of accommodation. 

3.3 Acceptable Behaviour Agreement

The Acceptable Behaviour Agreement is a voluntary agreement signed by the Young Person, the Support Provider/other agency involved and the Police to prevent anti-social behaviour continuing or escalating. Contact your local Community Safety Partnership Team/Police to proceed with issuing an ABA using either the template provided or your local Community Safety Partnership template.
Anti-social behaviour defined in the Anti-Social Behaviour, Crime and Policing Act 2014 as behaviour causing harassment, alarm or distress to a member or members of the public and for housing related antisocial behaviour can include:

· intimidation of neighbours and others through threats or actual violence

· harassment, including racial harassment

· verbal abuse

· homophobic behaviour

· abusive behaviour aimed at causing distress or fear to certain people, for example, elderly or disabled people

· noise

· dumping rubbish

· vandalism, property damage and graffiti.
Note that behaviour which initially may appear to be anti-social if targeted against some intrinsic part of the victim’s identity (their race, religion, sexual orientation, disability or transgender identity) can be a Hate Crime and should be reported to the police. For more information go to: http://www.report-it.org.uk/home
3.4 Potential Loss of Accommodation Notice

In the ‘reason’ box log every warning received since moving in and support provided to address this reason for the warning and highlight the seriousness of not complying with expectations. 
3.5 Conditional Notice

If the Potential Loss of Accommodation Notice does not resolve the issue, or there is a serious breach of the Occupancy Agreement or House Rules a Conditional Notice will be issued by the Senior Worker or Manager. Their Support Worker will discuss the Conditional Notice with them as soon as possible explaining the consequences of the notice. 

If the Conditions of the Notice are not adhered to the final step is to issue a notice to terminate the occupancy agreement.
3.6 Notice to Terminate Occupancy Agreement

Under this notice if a further breach occurs a Notice to terminate the occupancy agreement will be issued. 

4. Reviews

The review will take place a within 28 days of the warning being issued with the Young Person present if possible. The Support Worker will:

· Discuss the issue in question

· Consider the progress made by the Young Person to stop it reoccurring.

· Consider any other current warning’s

· Make a decision as to whether the warning should be maintained, amended, removed or escalated. 

4.1 Appeals

When implementing STEP the Young Person has a right to appeal. The appeal should be made within 5 days of the issue date in writing to the Accommodation Manager. 
The Young Person must be given advice on advocates to support this process. 
On receipt of the appeal request, the Accommodation Manager will arrange to meet in 3 working days to hear the appeal. The Young Person can have an advocate present at the meeting. The Scheme Manager will give a further appointment if the Young Person misses an appointment for good reason.

The Accommodation Manager will inform the Young Person of their decision within 2 working days after the appeal hearing. 
The Warning will remain in place during the course of the appeal. 
5. Eviction and Abandonment
Notify your Lead Provider Manager of evictions and abandonments including what support was given to move on and the outcomes: 
· planned – support was achieved to move before the Notice Expired
· unplanned - the Notice expired was carried out.
See your organisations policies and procedures on Tenancy Termination and Abandonment.
Reviewed: February 2018
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		SILVER



		GOLD





		BRONZE



· At move in no guests for 2 weeks

· Attend appointments on time 

· Be respectful to staff and other residents 

· Be a good neighbour

· Keep flat clean & tidy

· Adhere to House Rules 

· Attend at least on activity session a week

· Pay weekly electricity and rent charges



		

· SEE BRONZE

· Up to date with rent, or if in arrears I have continually reduced them for 4 weeks

· Attend all support sessions with Support Worker weekly

· Attend House Meetings

· Support plan up to date

· Keep all appointments with external agencies

		

· See Bronze

· See Silver

· No arrears or Payment Plan set up and adhered to at staff discretion

· Attending college/ education/ training programme and/or employment/ constructive use of time e.g. volunteering

· Clear of any warnings for minimum of 28 days

· Working through move on pack



		Benefits



· One visitor per flat allowed between 9am-5pm Mon-Fri.

· Condition that all visitors sign in and any new visitors need to present photo ID before allowed to visit.

		Benefits



· Visitors between 9am-9pm Mon-Sun 2 nights a week.



		Benefits



· Visitors between 9am-10pm Mon- Sun

· One overnight guest per week

· Resettlement plan completed as/when eligible








