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EXECUTIVE SUMMARY

	STATEMENT OF PURPOSE

	This PSO defines the policy on Prisoners’ Personal Financial Transactions, whilst in prison.  It supersedes the relevant chapters of SO1C Prisoners’ Property and Cash, Circular Instruction 4/93 Reductions in Council Tax for Prisoners, PSI 08/2003 Private Cash, PSI 42/2005 Prisoners’ Personal Financial Transactions.  Part Two paragraph 2.27 supercedes SO4 Paragraph 51.                 

This PSO applies to all prisoners and sets out required actions and best practice relating to prisoners wishing to carry out financial transactions.

This PSO should be read in conjunction with, PSO 4460 Prisoners Pay, PSO 7500 Finance, PSO 4000 Incentives and Earned Privileges, PSO 2300 Resettlement and PSO 1301 Death in Custody. 

References to Governors should be taken to include Directors of Contracted Prisons



	DESIRED OUTCOME

	To provide staff and prisoners with a clear understanding of the transactions permitted to both sentenced and unconvicted prisoners.



	MANDATORY ACTIONS

	This PSO contains 18 mandatory actions and 6 prohibitions



	RESOURCE IMPLICATIONS

	There are no resource implications arising from this PSO



	IMPLEMENTATION DATE:
	5 February 2007

	(signed)

Michael Spurr

Deputy Director General
	


Further advice or information on this PSO or the systems contained within it can be sought from:

Nina Revell, Offender Policy & Rights Unit, 1st Floor Fry Building, NW Quarter, 2 Marsham Street, London, SW1P 4DF Tel: 020 7035 1544

Paul Norman, Offender Policy & Rights Unit, 1st Floor Fry Building, NW Quarter, 2 Marsham Street, London, SW1P 4DF Tel: 020 7035 1539  

CONTENTS

Prisoners’ Personal Financial Affairs

The Definition of Personal Financial Affairs

PART ONE

MANDATORY ACTIONS AND PROHIBITIONS

1.1
Private Cash

1.2
Credit Cards and other Charge Cards

1.3
Cheque books, Debit Cards

1.4
Telephone and Internet Banking

1.5
Money sent in from or out to Family and Friends

1.6
Buying Shares

1.7
Business

1.8
Loans

1.9
Hire Purchase

1.10 Gambling, sweepstakes and other games of chance played for potential


financial gain


1.11
Prisoners who are released on Temporary License

PART TWO

GUIDANCE

2.1
Private Cash

2.2
Settling Financial Affairs

2.3
Local Council – Housing Benefit and Council Tax

2.4
Mortgages

2.5
Private Landlord Rent

2.6
Council Rent

2.7
Department of Work and Pensions benefits

2.8
Child Benefit

2.9
Child Support Agency

2.10
Public Pensions

2.11
Private Pensions

2.12
Making Contributions to Pension Plans and other suitable Savings plans

2.13
National Insurance Contributions

2.14
Bank Accounts

2.15
ISAs and other savings accounts

2.16
Savings outside the Prison, PIES system – or equivalent

2.17
Premium Bonds

2.18
Insurance

2.19
Inheritance

2.20
Money sent in from or out to abroad

2.21
Bankruptcy

2.22
Bailiffs

2.23
Land

2.24
Death in Custody

2.25
Will and Testament

2.26
Higher Paid Wages Schemes

2.27
Payment for Artwork or Written material

2.28
Prisoners who are released on Temporary License

Annex A Local Council – Housing Benefit and Council Tax

Letter requesting Council Tax exemption/discount/benefit

Annex B Mortgages

Letter to building society or bank requesting interest only payment until sentence or release

Annex C Council Rent

Letter to the landlord

Annex D Department of Work and Pensions

Claim for income support housing costs from the Jobcentre Plus/social security office

Annex E Child Support Agency

Annex F Public Pensions

Letter to HM Paymaster General

Annex G Private Pensions

Letter to pension provider to make arrangements until sentence or release




Prisoners’ Personal Financial Affairs

This PSO defines the policy on Prisoners’ Personal Financial Transactions, whilst in prison. It supersedes the relevant chapters of SO1C Prisoners’ Property and Cash, Circular Instruction 4/93 Reductions in Council Tax for Prisoners, PSI 2003/08 Private Cash, PSI 2005/42 Prisoners’ Personal Financial Transactions. Part Two paragraph 2.27 supersedes SO4 paragraph 51.

This PSO should be read in conjunction with, PSO 4460 Prisoners Pay, PSO 7500 Finance, PSO 4000 Incentives, PSO 2300 Resettlement and PSO 1301 Death in Custody

The Definition of Personal Financial Affairs

Prisoners’ Personal Financial Affairs include those transactions necessary in order for prisoners to maintain their affairs in appropriate order, so that on discharge they may resume a regular lifestyle.

When an application is received from a prisoner wishing to carry out a personal financial transaction, staff must ensure that the transaction is solely to maintain his or her personal affairs whilst in prison or is a transaction, which will assist him or her to resume a regular lifestyle on discharge.

Listed below are some examples of transactions not permitted to convicted prisoners, the list is not exhaustive:

· any transaction to run a business

· any stock or share transaction

· entering into any loan or credit agreements

· gambling or the making of payments for other games of chance

· Prisoners must not enter competitions which will enable them to profit either monetarily or by any other significant inappropriate prize

PART ONE

MANDATORY ACTIONS AND PROHIBITIONS

1.1
Private Cash

Prisoners must not be allowed to retain cash whilst in prison.

Prisoners’ private cash is defined as money, in the form of cash, cheques or postal orders that is in the prisoner’s possession at reception or is subsequently received from outside sources.  As prisoners cannot have money in possession, the prison must maintain a record of all private cash transactions for each prisoner while they are in custody.

Any cash belonging to a prisoner must be removed and the amount recorded as soon as possible after arrival. The prisoner must sign the record, even when the cash entry is a nil balance.  

Cash received after Reception must be dealt with according to Prison Rule 43 and Young Offender Rule 48 and the prisoner kept informed. Details must be recorded in the Supplementary Property Book, the Cash Book and the records of a prisoner’s property.

Establishments must record on a prisoner’s file that s/he has been advised that there is no interest payable on monies held within the prison, on his or her behalf.

The maximum amount that can be spent at any one time is limited to ten times the private cash limit, according to the prisoner’s incentive level: Part Two, Guidance, Chapter 2.1. The prisoner must have accrued sufficient funds within the spend account.  

Large purchases are permitted at the discretion of the Governor.

The consideration of these applications must take into account:

        the wider issues of security and control within the establishment

       the impact of the purchase if the prisoner is transferred to another prison 

        the need to demonstrate consistency with other like decisions

Once the spend account balance reaches this limit, or is higher, the transfer of private cash to the spend account must be stopped. However, Earnings will continue to be credited to a prisoners’ spend account.

The weekly private cash allowance is directly linked to the levels of the national framework for incentives and earned privileges.  The allowances are detailed in Part Two, Guidance, paragraph 1.
The weekly incentive level of transfer of private cash must not be increased to speed up the accrual of funds, neither can a purchase be made with a combination of funds from the spend account and a lump sum from the private cash account. 

All spending of private cash must come within the cash limits barring the exceptions listed below, for which full details can be found in Part Two, paragraph 1 

 

Resettlement Estate Prisons as defined in PSO 2300, Chapter 7
Prisoners in mother and baby units 

Overseas phone calls 

Legal proceedings.    

Business activities.   
Items for unconvicted prisoners under Prison Rule 43 (1)
1.2
Credit Cards and other Charge Cards

Prisoners are not permitted to use credit cards or enter into any form of credit agreement whilst in prison. A prisoner is permitted to make payments to reduce an outstanding balance or any other debt re-payment. Existing and replacement cards must be stored in Valuable Property and the prisoner must sign the property record accordingly.

1.3
Cheque books, Debit Cards

Prisoners’ access to personal cheque books and all bank cards must be controlled; these items must be held in Valuable Property. Access must only be allowed through appropriate application. The Governor must be satisfied that there are no security implications to the prisoner issuing a personal cheque. Existing and replacement cards must be stored in Valuable Property and the prisoner must sign the property record accordingly.

1.4
Telephone and Internet Banking

At the beginning of their sentence, a prisoner should make arrangements with their financial services provider, to enable them to use postal facilities to continue basic banking functions. Telephone and Internet banking are not permitted whilst in prison.

1.5
Money sent in from or out to Family and Friends

Before monies are issued from a prisoner’s account to be sent out the Governor must be assured that there is no security implication.

Prisoners are permitted to send cheques out in appropriate circumstances. The Governor has discretion to prevent a cheque being sent out if s/he believes the payment to be against the interests of security and good order or discipline. It is recommended that monies sent in by post should be by cheque or postal order, to safeguard the sender and the recipient. Cheques or postal orders must be made payable to: HM Prison Service. Any monies received must be accompanied by the sender’s name, address and the name and prisoner number of the recipient. Monies not accompanied by all this information must be dealt with in accordance with the rules on anonymous gifts set out in PSO 7500 Finance.

1.6
Buying Shares

Convicted prisoners are not permitted to make an application to buy any stocks or shares, whilst in prison. An application to sell stocks or shares must be at the discretion of the Governor.

For example:

A sale of shares when the proceeds will be utilised to repay debts, would be permitted.

Prisoners who request transactions for this purpose, should be encouraged to make regular contributions to a suitable savings plan.

1.7
Business

Convicted prisoners must not conduct business transactions. For the purposes of this PSO, a business transaction is one which is liable to take place more than once, or on a regular basis. Individual financial transactions must be assessed and authorised at the discretion of the Governor. Reasonable time should be allowed for the winding up of a business, or making provision for it to be run by others. An un-convicted prisoner may continue to correspond without restriction, including correspondence relating to running a business but no special facilities need be provided. If an un-convicted prisoner wishes to make a substantial cash or property transaction, the governor may choose to consult the police. The Governor must consider consulting with the Police Liaison Officer if a convicted prisoner wishes to conduct any transaction of significant value involving money or property, whilst in prison.

1.8
Loans

Prisoners are not permitted to apply for loans or credit facilities whilst in prison. A prisoner’s family for whom s/he may wish to supply aid should apply for the appropriate benefits or a loan themselves. A prisoner’s wages are insufficient to meet most loan repayments. Prisoners may send money out to family at the Governor’s discretion; provided they have sufficient funds.

1.9
Hire Purchase

As with other loans and credit facilities, mail order catalogues offering credit facilities must not be used by prisoners themselves. A single instalment or one-off payment may be issued on behalf of the prisoner to purchase a large item, at the discretion of the governor.

1.10
Gambling, sweepstakes and other games of chance played for potential financial gain 

Prisoners are not permitted to take part in any of the above, or similar, activities.

Typical examples being: Lottery, Pools, Betting

1.11
Prisoners who are released on Temporary License

The Governor must specify, and publish, a limit for the total amount of cash that prisoners are allowed to take with them when released on temporary licence. 

This can be made up of private cash and money from their spend account.  The restrictions placed on prisoners in paragraphs 1.2 – 1.4 and paragraphs 1.6 – 1.10 above also apply to prisoners released on temporary license. 
PART TWO

GUIDANCE

2.1
Private Cash

It is best practice that establishments ascertain at Reception or Induction whether a prisoner has access to an external bank account. This information should be passed to the Resettlement (or equivalent) and Finance teams as appropriate within individual establishments.

If a prisoner already possesses an external banking account and during the course of his or her sentence, acquires cash exceeding £500, they should be advised that it is in their interest to transfer the excess to the external account. If the prisoner does not already have such an account, s/he should be advised that it is in their best interests to make arrangements to open one.

Prisoners are allowed to spend from their earnings. The Spends Account may be supplemented from their Private Cash Account. Supplementation is limited weekly to the amounts in the table below. 

	 
	UNCONVICTED
	CONVICTED

	BASIC
	£20.00
	£3.50

	STANDARD
	£43.00
	£14.00

	ENHANCED
	£46.00
	£23.00


The cash allowance for a prisoner usually only changes in three circumstances:

        a change in IEP level in response to a prisoner’s performance or behaviour;

        as a result of an adjudication where there has been an award of loss of privileges (under Prison Rule 8, Young Offender Rule 6) of loss of privileges.  This is subject to a time limit of 42 days (21 days for a young offender).;

        when a prisoner’s status changes from unconvicted to convicted.

Unconvicted prisoners are included in the scheme to control spending levels within the establishment.  

The controls provide an incentive for unconvicted prisoners to behave in a way that will maintain their privileges at a certain level.  Restricting their spending also reduces their vulnerability to bullying. The limits for unconvicted prisoners are deliberately set at a higher level than for convicted prisoners, as they are not obliged to take part in paid activities.

Resettlement Estate Prisons as defined in PSO 2300, Chapter 7, with the agreement of the Area Manager, can publish their own arrangements for controlling prisoners’ spending.

 

Prisoners in mother and baby units governors have discretion to permit prisoners to spend enough private cash outside of the private cash limits to ensure that a prisoners babies needs are met.   The limits set out above apply to the mother for items not associated with the baby.  Governors also have the discretion to allow pregnancy related items to be purchased from outside the private cash allowance.  

 

Overseas phone calls are exempt from the private cash limits for:

· commonwealth citizens and foreign nationals; 

· those with close family ties outside the United Kingdom; and 

· prisoners ordinarily resident outside the United Kingdom. 

Legal proceedings.   Where prisoners are party to legal proceedings they will normally be expected to meet any additional costs incurred from within their private cash or earnings. Governors have the discretion to allow these costs to be met from outside the private cash allowance. 

Business activities.   Where an unconvicted prisoner is allowed to engage in business activities, the cost of these activities may be met from outside the private cash allowance.

 

Items for unconvicted prisoners under Prison Rule 43(1).   This allows unconvicted prisoners to have books, newspapers, writing materials and other means of occupation supplied at their own expense either through the Prison Shop or approved mail order arrangements.  Prisoners will ordinarily be expected to meet the additional costs from within their private cash or earnings.  Governors have the discretion for these costs to be met from outside the private cash allowance where exceptional circumstances apply. 

2.2
Settling Financial Affairs

All prisoners may sell, transfer and dispose of personal property, shares, transfer personal funds, sign cheques, make and sign a will and other documents. 

Convicted prisoners may carry out approved transactions provided the establishment’s published Private Cash spending limit is not exceeded in a 12-month period.

Remand prisoners are permitted to make transactions necessary to maintain their affairs; including those to manage a business.

See also Paragraphs 2.23, Land and 2.25 Will and Testament

2.3
Local Council – Housing Benefit and Council Tax

Prisoners will need to notify their Local Council Office. This will be the office from which any benefits were paid. Local Councils may have different Change of Address or Change of Circumstance, notification forms. Many of these are available via the internet. Staff may access these forms, which should be completed by the prisoner and then sent by post to the council offices.

Please see Annex A for a sample form,

2.4
Mortgages

Prisoners should notify their lender that they are in prison. A prisoner is permitted to make appropriate arrangements, however the exact terms of any agreement will depend on length of sentence and the lender’s policies – some lenders may halt interest payments on mortgages, for example.

Please see Annex B for a sample letter

2.5
Private Landlord Rent

Prisoners should notify their landlord and make arrangements to ensure that their possessions are safeguarded whilst in prison. In the instance of a longer sentence they may wish to arrange storage for belongings and to terminate their rental agreement.

2.6
Council Rent

Prisoners need to notify their Local Authority that they are in prison.

Please see Annex C for a sample letter.

2.7
Department of Work and Pensions benefits

Benefit entitlement is controlled by DWP, who should automatically stop benefits to convicted prisoners from information supplied through their link to HMPS systems. However, it is the responsibility of the prisoner to notify DWP of any changes to their circumstances. Generally, convicted prisoners are ineligible for Social Security benefits. 

Further information on claiming income support for housing costs for unconvicted prisoners can be found at Annex D. 

2.8
Child Benefit

Child Benefit is administered by the HMRC.  Child Benefit is paid to the person who is responsible for a child, usually the person the child is living with, such as a parent, guardian or carer. Child Benefit can also be paid to someone who is regularly paying towards the child’s upkeep an amount at least equal to the amount of Child Benefit payable for the child.  Child Benefit can be paid to a mother whilst she is in custody if her child is with her in prison. If the child returns to the community, Child Benefit will also be payable to the mother so long as she is paying the benefit to the person looking after her child. But it will not be paid to the mother if her child is being looked after by a local authority, or if the person looking after the child makes a claim Child Benefit for the child.

2.9
Child Support Agency

Although Jobcentre Plus will notify the CSA, it is in a prisoners’ interest to notify them directly, by letter, of changes in circumstances that may affect contributions. There are multiple offices around the United Kingdom and prisoners will need to notify the office which has been dealing with their case. Addresses are listed in Annex E.

2.10
Public Pensions

Unconvicted prisoners and those on remand should notify HM Paymaster General of their possible imprisonment.  A sample letter is included at Annex F.      

Prisoners are allowed to sign documents relating to payment of a public service pension granted before their conviction. If necessary, they must be allowed to have the documents certified as genuine.

An exception to the above applies if a prisoner has been sentenced to a minimum, aggregate term of ten years for treason or offences under the Official Secrets Act.  In this instance, a report detailing conviction, sentence, type and amount of pension should be forwarded to HM Paymaster General.

2.11
Private Pensions

Prisoners will need to notify their Pension Provider to verify their entitlements under their own particular policy. 

A sample letter is included at Annex G.

2.12
Making Contributions to Pension Plans and other suitable Savings plans

A Prisoner wishing to make contributions to a pension plan should be permitted to do so. The prisoner will need to make their own arrangements for choosing a suitable provider. 

Prison Staff are not qualified and should not give advice or make recommendations to prisoners on financial matters.

2.13
National Insurance Contributions

In some circumstances a prisoner may be eligible to be credited with earnings towards their State Pension. For example if the conviction is subsequently quashed. National Insurance Contributions are controlled by HM Revenue and Customs, the prisoner will need to contact them by writing to the appropriate office. These can be found in the local telephone directory.

2.14
Bank Accounts

It is the responsibility of the prisoner to notify their bank or building society of a change in circumstance. It is also in a prisoner’s best interest to do this and make arrangements with regard to Standing Orders and Direct Debits.

2.15
ISAs and other savings accounts

Serving Prisoners are permitted to open suitable savings accounts which can be maintained via postal transactions. Access to these accounts must be controlled as with other banking procedures

2.16
Savings outside the Prison, PIES system – or equivalent

If the Savings option within PIES is utilised, prisoners should be made aware that no interest is payable on sums held by HMPS and that it is in prisoners’ best interests that large amounts of money should be held in external bank accounts.

2.17
Premium Bonds

At the Governor’s discretion a prisoner may send money from their Private Cash, for the prisoner or a family member / friend to purchase bonds on their behalf, provided the establishment’s published Private Cash spend limit is not exceeded in a 12-month period. 

2.18
Insurance

Prisoners should ensure that any insurance policies fulfil their requirements whilst they are in prison. This may include checking that the terms of any policy are effective whilst in prison and that the policy remains suitable for their needs.

Other insurances which may be affected or require alternative arrangements to be made might include

	Building Insurance
	Home Contents Insurance
	Pet Insurance

	Critical Illness Cover
	Life Insurance
	Home Emergency Insurance

	Health Insurance
	Car Insurance
	Breakdown Cover


This list is not exhaustive.

2.19
Inheritance

If a prisoner receives a large inheritance, it is advisable to recommend that the monies are held in a suitable personal bank account outside the prison.

In some instances it may be advisable to consult the police liaison officer; this is at the discretion of the Governor.

2.20
Money sent in from or out to abroad

A prisoner may send money abroad in the same circumstances as other monies being sent out to family and friends. The prisoner is responsible for any charges incurred in currency exchange.

2.21
Bankruptcy

Prisons need to report a list of any cash and property, of which the prison is aware, held by any prisoner against whom there is an outstanding Receiving Order or Adjudication of Bankruptcy (Court Order). 

2.22
Bailiffs

A bailiff may enter a prison at the discretion of the Governor.

A request to the Governor should be verified to ensure validity of the company’s claim on any assets held by the prisoner. Deductions may be made from a prisoner’s private cash where the appropriate court authority exists, but no deductions may be taken from a prisoner’s earnings.

2.23
Land

The Police Liaison Officer should be consulted if an un-convicted prisoner wishes to dispose of land or buildings.

2.24
Death in Custody

Guidelines regarding a death in custody are set out in PSO 1301 Death in Custody these should be followed in relation to a prisoners’ financial effects.

2.25
Will and Testament

A prisoner is permitted access to write such a document and have it witnessed. 

Intestacy: Where a person dies leaving no last Will and Testament Prisoners should be encouraged to nominate a person as next of kin, to ensure that their effects are distributed as they would wish. Without this information, monies and the proceeds from effects will go to the HM Treasury Consolidated Fund.

2.26
Higher Paid Wages Schemes

Where an establishment operates wages schemes which pay prisoners true market wages: it should be noted that these may be subject to deductions for Tax and National Insurance Contributions. 

Prisoners are eligible for pay rates above the minimum in accordance with the Incentives and Earned Privileges scheme.

2.27
Payment for Artwork or Written material

Prisoners are encouraged to keep in touch with their families and the outside world through regular letter writing. However, they are precluded from enclosing with their correspondence any material for publication or broadcast for which they will be paid. 

They are entitled to receive payment for pieces of artwork, or work of literary merit only if channelled through appropriate, approved charitable organisations. 

Any items used in the production of artwork or written material should not be paid for out of public funds. The production of such items should only be carried out in the prisoner’s own time and not interfere with any sentence plan objectives. Money prizes or income received should be credited to the prisoners private cash account and not to the spend account. 

Other prizes may be kept at Governors discretion, placed in a prisoner’s stored property, or disposed of in any way that the Governor approves.

Prisoners are also prohibited from publishing material about their own crime or past offences, or those of others, except where it consists of serious representations about their conviction or serious comment about crime, the criminal justice process or the penal system. The guidelines set out in the revised PSO 4400 Prisoner Communications which will be issued shortly refer.

Prisoners who wish to enter public competitions to exhibit artwork or work of literary merit, for which a fee is required, may do so with approval from the Governor. These items may be sold or published for profit through any charitable organisation (e.g. Koestler Trust). 

2.28
Prisoners who are released on Temporary License

A prisoner can request to take out money already accrued in their spend account. On return, up to this amount, can be paid back into the spend account.  If the monies are paid into private cash, the spend account balance can only be restored from private cash at the normal weekly allowance.

Prisoners may take private cash with them provided that it does not exceed their weekly private cash allowance and they have the sum requested in their private cash account.  This sum counts towards the amount of private cash transferred to the spend account in that week.  If the visit takes place at the end of the week, the cash adjustment can be made to the following weeks allowance.

The Governor has the discretion to over-ride the private cash limits to cover individual or exceptional circumstances.

Annex A Local Council – Housing Benefit and Council Tax

Letter requesting Council Tax exemption/discount/benefit

Council Tax (Exempt Dwellings) Order 1992, Article 3, Class D; Local Government Finance Act 1992, Schedule 1: Council Tax Benefit (General) Regulations 1992; Council Tax Benefit (Amendment) Regulations 1995

Date:_____________________________________________________________

To: Council Tax Office________________________________________________

Address:___________________________________________________________

__________________________________________________________________

__________________________________________________________________

Dear Sir/Madam

Council Tax Liability: change of circumstances

Full name:_________________________________________________________

Prison number:_____________________________________________________

Prison address:_____________________________________________________

_________________________________________________________________

_________________________________________________________________

Home address:_____________________________________________________

_________________________________________________________________

__________________________________________________________________

I normally live at the address shown above. I am currently in prison and would be grateful if you could let me know how this affects my liability for council tax.

I was received into custody on:___________________________________________

My expected release date is:___________________*/I am currently on remand.*

* My home will be empty while I am in prison.

* I share my home with the following adults:

* If I am still liable to pay council tax for the period of my custody I would like to claim council tax benefit. Please arrange for a council tax benefit form to be sent to me.

* I have paid council tax in advance for my home address and if my liability has not changed I would like to claim a refund.










Delete as applicable

Thank you for your attention.

Yours faithfully

(signature)

Annex B Mortgages

Letter to building society or bank requesting interest only payment until sentence or release

Date:_______________________

To (Building Society or bank name):________________________________________

Address:_____________________________________________________________

____________________________________________________________________

____________________________________________________________________

Dear Sir/Madam

Full name:____________________________________________________________

Prison number:________________________________________________________

Prison address:________________________________________________________

____________________________________________________________________

____________________________________________________________________

Home address:________________________________________________________

____________________________________________________________________

____________________________________________________________________

I am writing to inform you that I am currently in prison on remand and my case is due to be heard on:__________________________________(date of court hearing if known)

In the meantime, I am unable to meet the repayments on my mortgage (number)

I have applied to the Jobcentre Plus/social security office* for income support to cover the interest element of my repayments. Please notify the Jobcentre Plus/social security office at:_______________________________________________________office of the amount of mortgage interest due on this account, quoting my name, home address and mortgage number.

If my claim is met, it will cover nothing for the first eight weeks, 50% of the mortgage interest for the next 18 weeks and 100% of the mortgage interest thereafter.

I intend to resume full payments on my mortgage as soon as possible after release. I would be very grateful therefore if you could give consideration to rescheduling my mortgage in accordance with the income support mortgage interest payment schedule outlined above.

I shall contact you again as soon as I know the result of my court hearing. If in the meantime there are any further problems, please write to me at the prison address above as soon as possible.

Thank you for your attention.




*delete as applicable

Yours faithfully

(signature)

Annex C Council Rent

Letter to the landlord

Date:_______________

To (Landlord’s name):_________________________________________________

Address:___________________________________________________________

__________________________________________________________________

___________________________________________________________________

Dear Sir/Madam

Full name:___________________________________________________________

Prison number:_______________________________________________________

Prison address:_______________________________________________________

___________________________________________________________________

___________________________________________________________________

Home address:_______________________________________________________

___________________________________________________________________

___________________________________________________________________

I am writing to inform you that I am currently in prison on remand*/serving a sentence from which I expect to be released on* ___________________________ My tenancy is therefore temporarily unoccupied, but I am planning to resume occupation on my release.

The keys are held by:

Name:______________________________________________________________

Address:____________________________________________________________

___________________________________________________________________

___________________________________________________________________

who has agreed to look after the property until my release.

I have applied for housing benefit to cover the rent during my absence and have asked that payment be made directly to you. Please let me know if there are any problems.

Thank you for your attention. 



*delete as applicable

Yours faithfully

(signature)

Annex D Department of Work and Pensions 

Claim for income support housing costs from the Jobcentre Plus/social security office

Entitlement: Unconvicted prisoners

Income Support (General) Regulations: Schedule 7, paragraph 8; Reg 17(e) and Schedule 3

Date:_______________

To: Manager, Jobcentre Plus/social security office*

Address:________________________________________________________

_______________________________________________________________

Dear Sir/Madam

Full name:_______________________________________________________

Prison number:___________________________________________________

Prison address:___________________________________________________

_______________________________________________________________

Home address:___________________________________________________

_______________________________________________________________

I am the owner-occupier of the above address. I was received into custody on remand on (date)___________________________________________________________

And I wish to apply for income support for the following costs:


Mortgage interest

£__________weekly/fortnightly/monthly*


Ground rent


£__________weekly/fortnightly/monthly*


Service charges

£__________weekly/fortnightly/monthly*


Repayments on repair loans
£__________weekly/fortnightly/monthly*

* I am an existing claimant and last signed for benefit on:___________________

Please make arrangements for my entitlement to be paid direct to my building society of bank, whose name and address are given below:

Bank/building society name:___________________________________________

Address:__________________________________________________________

_________________________________________________________________


I will notify you as soon as the outcome of my trial is known. I understand that if I am convicted I will no longer be eligible for help in meeting the above housing costs.

Thank you for your attention. 



*delete as applicable

Yours faithfully(signature)

__________________________________________________________________________

For Jobcentre Plus/social security office use

Please complete and return this slip as soon as possible.

Name:




Prison number:

*Your claim has been approved and 50% of your mortgage interest payments will be paid from:

Your claim for ground rent /service charges/repair loan agreements* will be met from:

Your claim has been received but will not (or part of it will not) be met for the following reasons:








*delete as applicable

Signed:



Date:

Annex E Child Support Agency

CHILD SUPPORT AGENCY ADDRESSES

Dudley

Post Handling Department, 2 Weston Road, Crewe, CW98 1BB

Hastings

Ashdown House, Sedlescombe Road North, St Leonards on Sea, TN37 7NL

Falkirk

Callender Business Park, Callender Road, Falkirk, FK1 1XT

Plymouth

Clearbrook House, Towerfield Drive, Bickleigh Down Business Park, Plymouth, PL6 7TN

Birkenhead

Post Handling Department (for Birkenhead), 2 Weston Road, Crewe, CW98 1BB

Belfast

Great Northern Tower, Great Victoria Street, Belfast, BT2 7AD

Annex F Public Pensions

Letter to HM Paymaster General

Date:_________________

To HM Paymaster General 

Sutherland House

Russell Way

Crawley

West Sussex

RH10 1UH

Dear Sir/Madam

Full name:___________________________________________________________

Prison number:_______________________________________________________

Prison address:_______________________________________________________

___________________________________________________________________

___________________________________________________________________

Home address:_______________________________________________________

___________________________________________________________________

___________________________________________________________________

I am writing to inform you that I am currently in prison/*on remand and my case is due to be heard on:____________________________(date of court hearing if known)

I shall contact you again as soon as I know the result of my court hearing/I am released. If in the meantime there are any further problems, please write to me at the prison address above as soon as possible.

Thank you for your attention.




*delete as applicable

Yours faithfully

(signature)

Annex G Private Pensions

Letter to pension provider to make arrangements until sentence or release

Date:_____________

To (Pension provider’s name):________________________________________

Address:_________________________________________________________

________________________________________________________________

________________________________________________________________

Dear Sir/Madam

Full name:________________________________________________________

Prison number:____________________________________________________

Prison address:____________________________________________________

________________________________________________________________

________________________________________________________________

Home address:____________________________________________________

________________________________________________________________

________________________________________________________________

I am writing to inform you that I am currently in prison on remand and my case is due to be heard on:__________________________________(date of court hearing if known)

*In the meantime, I am unable to meet the payments on my pension (number)

*I would be grateful if you could advise me whether it is possible to reschedule my payments which I intend to resume on my release.

*I would be grateful if you could advise me if my situation affects payments being made to me.

I shall contact you again as soon as I know the result of my court hearing. If in the meantime there are any further problems, please write to me at the prison address above as soon as possible.

Thank you for your attention.




*delete as applicable

Yours faithfully

(signature)
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