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Arrears Process Flowchart – Secure Tenancies 

 

The standard minimum procedural steps relating to the secure tenancy arrears process are outlined below.  

 

Section 1: Initial Arrears to Court Entry 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1
st

 Written Reminder (Ls1) 
 (3

rd
 Week of Arrears) 

2
nd

 Written Reminder (Ls2) 
(4

th
 Week of Arrears) 

Pre-Notice Contact 
(5

th
 Week of Arrears) 

NSP Service (with Ls3) 
(6

th
 Week of Arrears) 

Pre-Court Contact 
(Weeks 1 & 2 after NSP Service) 

 

Court Warning Letter (Ls5) 
(Includes scheduled visit notification) 

 

Court Entry Notification (Ls6)  
(Card / Letter) 

 

Scheduled Visit 
(As per notification in Ls5) 

Court Entry 

Hand deliver card as above or hand deliver letter if 

visit not carried out previously. 

Take Ls6 card and post by hand if no one in at time 

of visit. 

Only submit if a visit has been carried out within 

last 2 weeks or direct contact within last week. 

Pre-Hearing Contact Send Ls6B if no contact gained. 

Court Form Service (Ls6A) 
(2 weeks before hearing date) 

 

Generated by ARBA, responses dealt with by 

Contact Centre. 

Generated by ARBA, responses dealt with by 

Contact Centre. 

Conducted by Housing Income Team – scheduled 

visit carried out only if no means to verify contact. 

Hand delivered. 

Includes notification of a scheduled visit to take 

place the following week. 

Hand delivered. 

Section 2 

 

Section 3 

 

Section 4 

 

Section 5 

 

Section 6 

 

Section 7 

 

Scheduled visit carried out if no contact. 

Withdrawn Adjourned 

Generally 

Adjourned to 

Next Date 

Adjourned on 

Terms 

Suspended 

Possession 

Outright 

Possession 

Officer Responsibility 

Champion Responsibility 

Key: 

Court Hearing 

 

Debt should be greater than or equal to minimum 

court costs which could be applied to the account. 
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Section 2: Case Withdrawn (with Order for Costs) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Section 3: Case Adjourned Generally 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Case Withdrawn with Costs 

Further Rent Arrears Accrue Costs Repayment Default 

Recommence Standard Arrears 

Recovery Process 

Attempt Contact 

Court Costs Default Letter 

Refer to Legal 

Adjourned Generally 

Payment Terms Set No Payment Terms Set 

Default Occurs 

Attempt Contact 

Further Arrears Accrue 

Refer to Legal 

(Re-instate Case) 

Refer to Legal 

(Re-instate Case) 

Attempt Contact 
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Section 4: Case Adjourned to Next Available Date 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Section 5: Case Adjourned on Terms 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Adjourned to Next Date 

Payment Terms Set No Payment Terms Set 

Default Occurs 

Attempt Contact 

Further Arrears Accrue 

Refer to Legal 

(Notify of Default) 

Refer to Legal 

(Notify of Default) 

Attempt Contact 

Adjourned on Terms 

 

Default Occurs 

AOT Default (Ls7) 
(Includes Scheduled Visit Notification) 

Scheduled Visit 
(As per notification in Ls7) 

 

Attempt Contact 

Court Re-entry Notification (Ls8)  
(Card / Letter) 

 

Court Entry 

Pre-Hearing Contact 

Court Form Service (Ls6A) 
(2 weeks before hearing date) 

 

Court Hearing 
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Section 6: Suspended Possession Order Granted 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Suspended Possession Order 

 

Default Occurs 

SPO Default (Ls7B) 
(Includes Scheduled Visit Notification) 

Scheduled Visit 
(As per notification in Ls7B) 

 

Attempt Contact 

Eviction Notification (Ls10)  
(Card / Letter) 

 

Eviction Warrant Request 

Default Occurs 

 

Eviction Date Notification (Ls11) 

Eviction Warrant Suspended 

Suspended Warrant Default (Ls12) 
(Includes Scheduled Visit Notification) 

Scheduled Visit 
(As per notification in Ls12) 

 

Attempt Contact 

Eviction Notification (Ls10)  
(Card / Letter) 

 

Eviction Warrant Request 

Eviction Date Notification (Ls11) 
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Section 7: Outright Possession Order Granted 

 

 

 

 

 

  

 

 

 

 

Outright Possession 

 

Arrears Not Cleared Arrears Cleared 

Possession Order Reminder (Ls13) 

Further Arrears Accrue 

Possession Date Notification (Ls9) 

Tenant Returns Keys Keys Not Returned 

Take Formal Possession Eviction Notification (Ls10)  
(Card / Letter) 

 

Eviction Warrant Request 

Eviction Date Notification (Ls11) 

Eviction Warrant Suspended 

Default Occurs 

 

Suspended Warrant Default (Ls12) 
(Includes Scheduled Visit Notification) 

Scheduled Visit 
(As per notification in Ls12) 

 

Attempt Contact 

Eviction Notification (Ls10)  
(Card / Letter) 

 

Eviction Warrant Request 

Eviction Date Notification (Ls11) 

Arrears After Clearance (Ls14) 
(Includes scheduled visit notification) 

Scheduled Visit 
(As per notification in Ls14) 


