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1. Introduction

On 26th June 2021, the NPS and CRCs will unify to become our new Probation Service. All CRC contracts will end, including the current eTTG contracts. This guidance is issued in response to requests from a number of Probation staff for a greater level of specificity in relation to what will be delivered from day 1 of the new service and what the end state approach will be. 

Background
Release Planning delivers pre-release and post-release activity from probation practitioners; supports non-convicted people in prison and provides a bespoke approach to release planning for women released from prison.

Our approach to release planning is intended to address the issues identified in Her Majesty`s Inspectorate of Prisons/Probation (HMIP) reports on resettlement and Through the Gate services. The approach aims to retain and build on good practice. It also takes the lessons from the evaluation to enhance release planning services, ensure alignment with other key programmes, remove duplication and focus on supporting individuals to achieve outcomes in the communities where they are released, enabling transition from prison to community.

It incorporates HMPPS change programmes which have impacted on the environment in which eTTG teams operate, including;

· Offender Management in Custody (OMiC) has been implemented for Key Work and Case management with the introduction of Prison Offender Managers in prisons. 

· Reconfiguration project is implementing changes to the prison estate, so all male prisons will have one or more of the following functions: Reception, Trainer, Resettlement. 

· Programmes / Projects to improve outcomes in specific areas such as DWP work coaches based in prison, New Futures Network and Prisoner Bank Account programme, Prison Leavers project. 

· Prison’s Capacity, including new build of prisons 

· Prison’s Recovery, utilising the on-going work introduced by recovery through exceptional delivery models, through to business as usual 



Our approach means that people held in either resettlement or non-resettlement  prisons (trainer prisons following reconfiguration) will be able to access interventions[footnoteRef:1] delivered in the community to support achieving outcomes, with local information provided via a resettlement pack, including appointments arranged with local providers.  Community Probation Practitioners and Commissioned Rehabilitative Services (CRS) providers work to place the transition from prison to community at the heart of services. [1:  Commissioned Rehabilitative Services through the Dynamic Framework will be established in all areas except Greater Manchester and or women`s service in London. In Greater Manchester, services will be co-commissioned services with Greater Manchester Combined Authority. In London, co-commissioned women’s services with the Mayor`s Office for Police and Crime will be in place. ] 



COCCO

Community Probation Practioner



CRS
POM





2. The Resettlement Approach Overview

The Resettlement Approach builds on best practice developed by Through the Gate teams and aims to address some of the remaining challenges to effective immediate resettlement needs and pre release planning.  
In addition to the mandated pre-release activities by Community Probation Practioners (referred to by prisons / OMIC as COMs), there are 5 key features, with delivery based around a Fixed, Flexible and Free approach. 
1. Levelling up with OMIC 
2. Short Sentence Function
3. Digital Solutions
4. [bookmark: _Hlk77691930]Commissioned Rehabilitative Services
5. Resettlement Packs 


[image: ]


2.1 Resettlement Approach, Day 1 Services

	Digital System
	The “Refer and Monitor” tool will be available to access resettlement pathway support.
BCST1 & 2 continues to be completed (Pre-release planning at 12 weeks pre-release for high risk people in prison completed by Community Probation Practitioner / COM via OASys )

	Commissioned Rehabilitation Services (CRS)

	Providers of CRS will be based in the community where people in prison are released to. 
[bookmark: _Hlk78285059]Accommodation CRS providers will be based in prisons with a resettlement function, able to deliver services to those who will be released into the region where they provide a service and offer an in-reach service to those detained in prisons without a resettlement function or in prisons outside of their region.  CRS providers within a resettlement prison will not be meeting the needs of the whole prison population.  CRS providers can only work with individuals who are referred to them via the Refer and Monitor Tool. 
Personal Well-Being Providers will deliver an in-reach mentoring service to prepare people for release and to build a relationship with the mentor who will continue to support them post-release. This will be via visits or phone / video contact and will be available to eligible cases whatever type of prison they are in.  For work to commence before release, the referral must be made under the Social Inclusion Category, in the Refer and Monitor Tool.
Over time, as the reconfiguration project delivers its objective to ensure men are released from prisons close to home, the numbers released from non-resettlement prisons will decrease. 
The services are delivered by specialist providers mainly based in the community who will work with people to achieve outcomes supporting rehabilitation. Referrals can be made pre-release to enable delivery to start post release or at any stage during the licence period should circumstances change. 

	Resettlement Pack
	Resettlement packs will be given to individuals leaving prison in the months before their release. Specific resettlement packs will also be provided to individuals who are on remand in custody.
 
In the first instance we will be distributing the male immediate needs and male Unconvicted packs. 

There will be one national pack with appropriate variation for Wales. 

These packs have been developed with support from people with lived experience.

	OMiC
	Continues unchanged. POMs will continue to manage people in prison as now.

	Short Sentence Function
	Although there have been some early adopters in Wales and Yorkshire and The Humber region, the short sentence function in the majority of Probation Service Regions will be post day 1.  
The aim is to provide a responsive service to those serving a short prison sentence to continue to support existing services and fast track into new services based upon need. 
The function will provide the following: 
· A focused package of support and monitoring including strong engagement.
· A multi-agency approach in partnership with local services including those providing Commissioned Rehabilitation Services, to provide a total package which aims to reduce reoffending in community and break a cycle of multiple short sentences.




What is in reach and what is embedded?

An embedded service is based in the prison for one or more days. An in-reach service is based in the community with contact via visits to prisons, virtual communication such as video links or telephone and written communication via letter or e-mail. As each prison varies in terms of availability, methods of in-reach will vary depending upon the prison and what needs to be achieved. 

2.2 [bookmark: _GoBack]Resettlement Approach from June 26 2021
	What remains the same	

	· Colleagues allocated to Probation Service currently delivering eTTG services remain in the prison continuing the same work. 

· Probation Officers and Probation Service Officers will continue to manage people on probation licence 

· OMiC handover processes from Prison Offender Manager to Community Offender Manager continue unchanged
[bookmark: _Hlk63666756]
· Probation immediate resettlement needs and pre release planning staff will continue to complete BCST 2 plans with reviews 12 weeks pre-release apart from those assessed as high risk. 


	What’s changing

	
· Providers of Commissioned Rehabilitation Services (CRS) will start to deliver resettlement support based in the community where individuals are released to, this will be for all people in prison whether released from a resettlement or non-resettlement prison. However, CRS providers within a resettlement prison will not be meeting the needs of the whole prison population but working with those who will be released to that area. 

· Pre-release CRS will be available in relation to:

· Accommodation - providers will start to deliver services based within those prisons with a resettlement function to those who will be released to that area and via in-reach for those prisons releasing individuals without a resettlement function.  Referrals need to indicate if the person has 14 days or less to serve which will lead to an urgent response.

· A referral can be made at the start of a long sentence when there is a need for a tenancy to be closed down.  If no COM has been allocated, the referral can be made by a POM for this specific purpose.

· Mentoring – Social Inclusion (for men’s services one of the elements of Personal Well-Being) Providers will deliver an in-reach mentoring service to prepare people for release and to build a relationship with the mentor who will continue to support them post-release.  This will be via visits or phone/ video contact and will be available to eligible cases whatever type of prison they are in.
· Referrals to Commissioned Rehabilitation Services will be completed by Community Offender Managers (also known as Community Probation Practitioner). Colleagues based in the prison can also refer following consultation with the Community Offender Manager and in line with sentence planning.  Liaison with the COM is needed as the referral also needs to include the CRS which will be needed post-release.


· The Rate Card will be replaced by a new digital Refer and Monitor tool. (There will no longer be a requirement for a COM to raise an NSI)

· Everyone leaving prison, including those released direct from Court will receive a resettlement pack with local information to reduce the anxiety often experienced leading up to release, continuing a current eTTG practice in many prisons. 




3. Resettlement Activities Day 1
	What remains the same
	What`s changing

	All current services provided to non-convicted persons will remain the same.
Keyworkers maintain contact and a relationship with unconvicted people.
	Probation Regions will determine what services can be maintained based on available staff. 

	BCST 1. Prison staff will continue to complete. (completed with 72hrs)

BCST 2 immediate needs and pre-release planning will continue until the revised risk and needs assessment is introduced (completed with 5 working days of receiving a completed part 2)
	BCST 2 at 12 weeks pre-release will not be completed for individuals assessed as high risk. For these individual’s Community Probation Practitioner / COM will complete a pre-release OASys assessment removing duplication with existing processes

Wales are implementing changes on Day 1 – completing OASys on all people in prison and removing BCST. Further details will be provided by Probation Service in Wales

	Finance, Benefits and Debt. Services provided will continue to be delivered, including referrals to prison based services and specialist community-based services. 
(See annex A).

Probation Service to signpost to financial services and not provide financial advice
	Where staff previously delivering this service as part of the ETTG service supply chain but have been allocated to the Probation Service under role assignment, the RPD can decide that these staff can deliver the service. 

Ensure that everyone leaving prison has identification and a bank account and that those who cannot claim benefits on line get the opportunity from their day of release to access DWP telephone service. 

Prison based services such as DWP and prisoner bank account programme will continue

	Referrals to prison and community-based services will continue, however those services offered by the CRS will be procured via the new digital system.
	Referrals to community-based services will be made by the Community Probation Practitioner / COM using the `Refer and Monitor` digital system to CRS. Note: Probation immediate resettlement and pre release planning staff can make a CRS referral in consultation with the Community Probation Practitioner / COM and in line with Sentence Planning,

	Supporting Community Probation Practitioners / COM will continue, including liaison to determine progress in pre release planning activity and risk issues 
	Work closely with COM / Community Probation Practitioner to agree activities in sentence plan, including advising of progress/ issues. 
Resettlement support will also be provided by specialist organisations based in the community where individuals are released to. 
Prisons continue to provide core service such as:
· Education, 
· Health services which include mental health and substance misuse services, work
· Family and significant other services supporting maintaining family relationships.

	Safeguarding will continue in line with existing processes 
	No changes to current processes



Resettlement Activities, Day 1 - Basic Custody Tool, process
BCST 2  pre-release planning is completed during the last 12 weeks of custody for medium and low risk persons
BCST 2 completed within 5 working days of receiving a completed part 1 
Offer of immediate needs support provided to non-sentenced persons, but voluntary take up
Remains the same

BCST 1 completed in 72hrs
Remains the same





Liaison with COM to agree pre-release work
Pre-release activities 
Pre-release assessment completed for high risk releases and MAPPA process by COM








NB – not applicable for Wales
4. Resettlement Approach from June 26th 2021 
	Journey to end state model:

	Indicative timeframe
	Resettlement approach activity

	Day 1 onwards



Anticipated to be in place in all regions by Summer 2022


April 2022



April 2022



Summer 2022



	Regional Probation Directors will have a commissioning role for new Commissioned Rehabilitation Services and contract management of existing contracts

A short sentence function in all NPS regions will focus on those serving short prison sentences to improve outcomes including sustaining existing services and fast tracking into new services. 


Increased contact by Community Probation Practitioners / COM to lead on assessing and planning for release to support building a relationship and successful transition back into the community

OMiC pre-release processes enhanced moving to a handover process starting at 7 ½ months for all individuals serving a determinate sentence with an allocated Prison Offender Manager

A new digital tool to assess risk and needs removing the current Basic Custody Screening Tool process based on the principle of asking questions once at the right time. 





	
The end state model

	OMiC – levelled up service

	· Removes the distinction between NPS and CRC cases in practice.
· The hand over from Prison Offender Manager (POM) to Community Offender Manager (COM) for standard determinate prisoners will move to 7 ½ months pre-release. The POM will continue to support the COM / Community Probation Practitioner post-handover with 2 additional meetings taking place pre-release in addition to the hand over meeting. 
· As OMiC case management becomes embedded, POMs will be working with people in prison throughout their sentence to support progression including delivering one to one work. They will work with the Community Probation Practitioner / COM pre-release to support risk management activities and a good handover of information. They will complete sentence planning with an updated review prior to handover to capture progress in prison including any services accessed. 

	[bookmark: _Hlk77769683]Short Sentence Function

	Although there have been some early adopters, the short sentence function in the majority of Probation Service Regions will be post day 1.  
[bookmark: _Hlk77767622]The aim is to provide a responsive service to those serving a short prison sentence to continue to support existing services and fast track into new services based upon need. 
The function will provide the following: 
· A focused package of support and monitoring including strong engagement.
· A multi-agency approach in partnership with local services including those providing Commissioned Rehabilitation Services, to provide a total package which aims to reduce reoffending in community and break a cycle of multiple short sentences.


	Digital System
	A new digital risk and needs tool will eventually replace the current BCST processes. This aims to reduce duplication with other assessments and the number of times the same questions are asked of people in prison. 
Day 1 there will be no change to the current BCST process which continues. The only difference will be to pre-release activity for those assessed as high risk



	


5. An overview of Commissioned Rehabilitative Services from June 26 2021

	Resettlement and CRS

	· Accommodation and Mentoring Commissioned Rehabilitative Services will be available pre and post-release.  For pre-release activity the referral for mentoring must be made under the Social Inclusion category. 

· Employment Training and Education and other Personal Well-Being Commissioned Rehabilitative Services will be available post-release. They can be included within a pre-release referral for accommodation or social inclusion but the service to meet these neds will only be delivered once the person is back in the community. 

· Refer and Monitor, a new digital service, is in place for referrals to the Commissioned Rehabilitative Services and to record all activity undertaken. 



	What’s Changing
	What’s Not changing

	Commissioned Rehabilitative Services will be established in all areas except Greater Manchester (where co-commissioned services will have a later start date)
Contracts will be in place for delivery of the following specific services or cohorts:
· Accommodation (at a regional level, except Wales where it is at PCC level)
· Employment, Training and Education (at a regional level)
· Personal Wellbeing (at a PCC level). 
1. Social Inclusion
2. Lifestyle and Associates
3. Family & Significant others
4. Emotional Well-Being. 
· Women’s Services (at PCC level). 
· Services for Young Adults (in Wales only and at Wales PCC level). 
In Greater Manchester, services will be co-commissioned services with Greater Manchester Combined Authority. 
In London, co-commissioned women’s services with the Mayor’s Office for Policing and Crime will be in place
There are timescales in relation to the first appointment being offered and the completion of a Service User Action Plan which will be shared with the Probation Practitioner and will include planned activity and outcomes sought.

	Existing statutory and VCSE services will continue to deliver work related to finance, benefits and debt as well as dependency and recovery



For further details on CRS provision see CRS section on the Welcome Hub Commissioned Rehabilitative Services – Welcome Hub (hmppsintranet.org.uk)

6. How the Resettlement approach works in Prisons
In order to successfully achieve the new approach, prisons will need to work closely with probation immediate resettlement needs and pre release staff (previous ETTG staff) and probation practitioners in the community to ensure efficient and effective processes are in place to access people quickly, no matter which prisons they are located, including, geographical location (local area, out of area), in a resettlement prison or a non-resettlement prison
No change
Continue to refer to Probation Service pre release staff
OMiC key worker roles continue unchanged
No Change
Handover reports provided to COMs and Probation Service pre release staff 
Continuation of current OMiC processes
Fig 1 Overview of the resettlement approach 










The handover report from Prison Offender Manager and Probation Practitioner / Community Offender Manager for low and medium risk cases will be shared with immediate resettlement needs and pre release staff.
Some early adopter regions will move to a short-sentence function, creating a fast-tracked route to ensure this cohort have access to services in a timely manner. 
The aim is to provide a responsive service to those serving a short prison sentence to continue to support existing services and fast track into new services based upon need. 
The function will provide the following: 
· A focused package of support and monitoring including strong engagement.
· A multi-agency approach in partnership with local services including those providing Commissioned Rehabilitation Services, to provide a total package which aims to reduce reoffending in community and break a cycle of multiple short sentences.

All those leaving prison will receive a resettlement pack, so they have the information they need about their release planning options and what is expected of them on release.

The full resettlement approach is dependent upon an increase in Probation staff and will not be implemented until they are in place. Implementation will be aligned with recovery and the Exceptional Delivery Model which is currently in operation. As resources are in place, the following change will take place.
· The positive joint work with Community Probation Practitioner / COM will continue and be enhanced. Over time, as more Probation Service Community Probation Practitioners are recruited, the enhanced pre-release role of the probation service will be implemented. This provides one person leading on pre-release activity working with Prison Offender Managers (POM). 
· In the interim, Probation Service immediate resettlement needs and pre-release staff based in resettlement prisons will continue to assess resettlement need and formulate/deliver a pre release plan using BCST 2. In order to ensure risk and decisions are aligned, communication with COM / Community Probation Practitioner is crucial. With the implementation of the Case Management phase of OMiC, there is a clear communication process between prisons and community. 
· From 26th June 2021, Probation Service immediate resettlement needs and pre-release staff will remain in the prisons for a minimum of 3 months. Regional Probation Directors will assign locations to colleagues within sentence management. 
· Until Probation can recruit additional staff to align the pre release approach OMiC end state staffing levels, Probation Service immediate resettlement needs and pre-release staff in prisons will have a continuing role to play in ensuring that COMs / Community Probation Practitioner are kept informed of a person`s progress in prison. 
· The current processes for Probation Service including timings of allocations will continue. 
· Caseloads will remain the same until staff who moved into the Probation Service from CRCs have completed training to update skills to manage a combined caseload.  
· Probation Service staff will continue to complete preparation for the release of MAPPA cases.  The duplication in the system will be removed as Community Probation Practitioners / COMs become increasingly responsible for pre-release activities, working with people in prison whose sentence they will be responsible for managing post release. 
Probation Service staff and OMUs can access updated process maps in Equip which provide clarity over roles and responsibilities. Community probation practitioners will continue to lead on safeguarding and risk management

At present there is variation in what activity COMs complete pre-release and also the point at which they are allocated to a person in prison. Over time as Probation Service processes are unified, all people in prison will be allocated a Community Probation Practitioner within 2 days of sentence if 10 months or less to serve at sentence, or at the point of handover from Prison Offender Manager to Probation. COMs lead on risk management on licence and must be involved in decisions for accommodation, employment and other services provided in the community
Annex A, Roles and Responsibilities

	Pathway
	Day 1 Activity (to be completed)
	Completed by

	BCST 1
	Completed on all people within 72hrs from initial prison custody
	Prison staff

	BCST 2 Immediate resettlement needs identification


BCST 2 Pre-release planning

	Completed for everyone (including High Risk and Remand cases) for Immediate resettlement needs identification

Required to be completed 12 weeks prior to release for all Medium and Low Risk persons.
HR persons will not require a BCST 2 pre-release completed as this will form OASYs sentence planning
	Probation Service Immediate Resettlement Needs and Pre release Planning staff 







	Pre-release assessment and planning
	On all high risk people in prison
	Community Probation Practitioner (COM)

	Non-convicted cohort
	Continue to offer a BCST 2 immediate needs review. Note: this is a voluntary service and only completed if the person requires support.
	Probation Service Immediate Resettlement Needs and Pre release Planning staff

	Accommodation
	During BCST 2 immediate needs review;

· Identify and discuss housing needs
· Confirm housing status and need
· Refer to CRS Accommodation providers to give up or maintain tenancies at start of sentence when required.
Pre-release activity. 
· Contact Community Probation Practitioner (COM) to advise of need and in consultation make a referral using the Refer and Monitor book system (Probation Service prison pre-release staff  can make a referral using the Refer and Monitor system, only after consultation with a person Community Probation Practitioner (COM) and in alignment with sentence management.  Risk information will be required from Community Probation Practioners to complete the referral. 

Accommodation service will be available pre-release and post-release using the Commissioned Rehabilitative Service, Refer and Monitor digital system.

	Probation Service Immediate Resettlement Needs and Pre release Planning staff

	Finance, Benefits and Debt (See annex A for support matrix and sample letter templates)
	A delivery matrix is provided for information. 
The matrix provides examples of finance, benefits and debt issues identified during the immediate resettlement needs assessment stage (BCST 2) and the pre-release period. It also provides additional information, including sample letters to complete on behalf of a person to specific addressees:

Pre-release activity. 
Continue to deliver same service as pre unification. Regional Probation Directors are responsible for commissioning Finance, Benefits and Debt services. 
	Probation Service Immediate Resettlement Needs and Pre release Planning staff







Annex B, Finance, Benefits and Debt support informaiton 
[image: ]

Universal Credit Helpline (further information)
Telephone: 0800 328 5644
Textphone: 0800 328 1344
Relay UK (if you cannot hear or speak on the phone): 18001 then 0800 328 5644
Video relay service for British Sign Language (BSL) users - check you can use this service
Welsh language: 0800 328 1744
Monday to Friday, 8am to 6pm



[image: ]


Finance, Benefits & Debt, Sample Letters:







[bookmark: _MON_1682168031][bookmark: _MON_1682168049][bookmark: _MON_1682168065][bookmark: _MON_1682168091][bookmark: _MON_1682168108]							  				



Annex C, Day 1 Accountabilities information 
	Pathway
	Day 1 Activity (to be completed)

	ETE
	During BCST 2 immediate needs review;
· Identify and provide bespoke advice on employment (and education and employment related training) options available within the prisons and in the community, and offer advice on impact of benefits
· Refer to Prison education team
· Refer to DWP working in the prison
Pre-release activity - Contact COM / Community Probation Practitioner to advise of need and in consultation make a referral using the Refer and Monitor. Probation Service prison pre-release (Previous eTTG staff) can make a referral using the Refer and Monitor system, only after consultation with a Community Probation Practitioner (COM) and in alignment with sentence management plans.  ETE CRS can only commence following release, if the Referral does not also include Accommodation and / or Social Inclusion, the Referral should be made no earlier than 5 days prior to release.   

	Personal Wellbeing:
· Social Inclusion
· Lifestyle and Associates
· Family and Significant others
· Emotional Wellbeing
	During BCST 2 immediate needs review;
· Identify and record Personal Wellbeing needs
· Provide bespoke advice on PSH options and service in custody
· Notify prisons health care providers of the person`s needs.
Pre-release activity - Contact COM / Community Probation Practitioner to advise of need and in consultation make a referral using the Refer and Monitor system. Probation Service prison pre-release (Previous eTTG staff) can make a referral using the Find and book system, only after consultation with a Community Probation Practitioner / COM and in alignment with sentence management.  Lifestyle and Associates, Family and Significant Others and Emotional Wellbeing CRS can only commence following release, if the Referral does not also include Accommodation and / or Social Inclusion, the Referral should be made no earlier than 5 days prior to release.   

	Womens Services
	During BCST 2 immediate needs review.
· Identify holistic needs
· Notify required support serviced in prisons of the need.
Post-release and Pre-release activity - Contact COM to advise of need and in consultation make a referral using the Find and book system. Probation Service prison pre-release (Previous eTTG staff) can make a referral using the Find and book system, only after consultation with a Community Probation Practitioner / COM and in alignment with sentence management.  Most of the Women’s CRS can only commence following release, if the Referral does not also include Accommodation and / or Social Inclusion, the Referral should be made no earlier than 5 days prior to release.   

	Services for Young Adults
	During BCST 2 immediate needs review.
· Identify holistic needs
· Notify required support serviced in prisons of the need.

Post-release and Pre-release activity - Contact COM to advise of need and in consultation make a referral using the Find and book system. Probation Service prison pre-release (Previous eTTG staff) can make a referral using the Find and book system, only after consultation with a Community Probation Practitioner (COM) and in alignment with sentence management.  If the Referral does not also include Accommodation and / or Social Inclusion, the Referral should be made no earlier than 5 days prior to release.   













Transiton to Community


Accommodation


Employment training and Education


Personal Well being


Finance Benefit and Debt


Resettlement planning


Womens services






Probation Service Immediate Resettlement Needs and Pre Release staff


Same location
Same services except for those available via CRS
Finance Benefit Debt
Providing information to community probation practioners
Refer to CRS Unconvicted
Immediate resettlement needs


POMs


Accommodaiton
Employement Training Education
Personal Well being
Womens services


Prison officers


No change in caseload or current processes
Refer to CRS
Working with POMs and Probation Service pre release teams to be informed of progress in prison and improve post release sentence management


Commissioned Rehabilitation Services


COMs
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Finance Benefits Debt - Prison Day One Delivery Support Information

This Day 1, delivery matrix provides information for former ETTG staff who are transferring into Probation Services under 

Sentence Management and will be delivering Resettlement services (previously ETTG) from Day 1.



The matrix provides examples of finance, benefits and debt issues identified during the immediate resettlement needs 

assessment stage (BCST 2) and the pre-release period. It also provides additional information, including sample letters to 

complete on behalf of a person in prison to specific addressees:



Example letters:

1. Rent arrears

2. Debt Authority to Act (General debt)

3. Creditor Letter

4. Authority to Act (Court Fines)

5. Magistrates Lodging a fine

6. Magistrates Not Lodging a fine



Useful Contact Numbers

Universal Credit Helpline Tel: 0800 328 5644 

Personal Independent Payments Helpline Tel: 0800 121 4433



Useful email addresses (copy and paste)

1.   www.gov.uk/get-help-with-court-fees

2.   www.gov.uk/apply-council-tax-reduction

3.   www.gov.uk/legal-aid

4.   www.citizensadvice.org.uk/debt-and-money/debt-solutions/debt-relief-orders/

5.   www.gov.uk/student-finance

7.   www.stepchange.org/debt-info/dealing-with-debt-from-prison.aspx

8.   hub.unlock.org.uk/knowledgebase/housing-going-prison-preparing-release/

9.   https://england.shelter.org.uk/housing advice/eviction/eviction_if_you_are_sent_to_prison

10. www.gov.uk/options-for-paying-off-your-debts

11. https://www.nacro.org.uk/criminal-record-support-service/support-for-individuals/managing-money-and-debt/looking-after-

your-money/



NACRO, have an informative website which provides support and advice to individuals with a criminal record. The website has a 

specific section on Managing Money and Debt. The section called Money Matters has specific information on a number of 

organisations that can provide free debt advice, where people can get help from trained advisers, who won’t judge people or 

their situation.



https://www.nacro.org.uk/criminal-record-support-service/support-for-individuals/managing-money-and-debt/looking-after-your-

money/
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Finance, Benefits & Debt - Prison Day One Delivery Matrix

Arrival in Custody Pre-Release Planning Period Additional Information

Bank Accounts

As part of BCST 2 immediate needs 

interview:

Contact Prison Banking Lead to

check if service user has a bank account arrange for an application to be 

that will enable him/her to claim  made

benefits on release

Debts As part of the BCST 2 interview check  Ensure Release Plan makes the 

Rent Arrears for arrears, obtain an authority to   COM aware that ongoing help will Sample rent arrears letter at Annex A

contact accommodation provider to  be required from the Community

explain situation and ask if debt can be  FBD support contract holder

frozen. Explore possibility of small  An Authority to contact letter is also referred to as a "standard consent" letter

monthly payments

Debts As part of initial BCST2 check for  Ensure Release Plan gives the 

General Debt general debts, service users may need  COM as much detail as possible Sample debt authority to act at Annex B

time to address this and should be given  so that right level of help can

time to collect data.  be requested from the Community Sample creditor letter at Annex C

Contact creditor explain situation and  FBD support contract holder

ask for a freeze or write off to be 

considered

Debts Check for court fines as part of initial Ensure Release Plan makes the 

Court Fines BCST 2, and explain the lodging  COM aware of unpaid fines so  Sample authority to act Annex D

process if appropriate. In all cases get  they can encourage service

an authority from service users to  user to contact courts to deal  Sample letter to Magistrates Lodging Annex E 

allow courts to be notified of the situation with them Sample letter to Magistrates not Lodging Annex F

Information on court fines, lodging process can be found here: https://www.nationaldebtline.org/fact-sheet-library/magistrates-court-fines-ew/?

Arrival in Custody Pre-Release Planning Period Additional Information

Debt

Quantify the situation as far as possible as 

part of the release plan,

COM will engage appropriate level of support from Community FBD contract provider (CRS, Women Only) 

Each probation region will have its own approach. Discuss with COM to identify any commissioned FBD 

services 

Signposting to help 

services post release Make full report to COM

Probation Service immediate resettlement needs and pre-release staff (former ETTG) can develop a 

signposting register of local services. 

Refer to Instructions tab for links and useful telephone numbers to support services 

Proof of Identity Photographic proof of ID should Pictures can be taken from NDelius or the hot page of NOMIS 

be prepared for all leavers and 

issued to them on morning of 

release

Benefits Check at BCST2 if UC has been claimed Liaise with prison DWP support The housing element of UC can be claimed for 26 weeks remand or sentenced 

Universal Credit and has now stopped on help to claim UC on release

Hosing Element Liaise with prison DWP support Make COM aware via release 

plan

UC Helpline Tel: 0800 328 5644

Benefits Ensure release plan shows that

Personal  Check at BCST 2 what was being claimed service user was a PIP claimant PIP Helpline Tel: 0800 121 4433

Independence Advise service user it is suspended Advise COM help may be needed

Payments during time in prison to re-instate claim

Benefits

National Insurance Check and note as part of BCST 2 Refer to DWP Prison support

NACRO - provide a very informative website with a section on "Looking after your money". (copy and paste link)  https://www.nacro.org.uk/criminal-record-support-service/support-for-individuals/managing-money-and-

debt/looking-after-your-money/

Banking leads should be part of the Probation Service immediate resettlement needs and pre-release staff 

(former ETTG) role based in resettlement staff or someone from the Prisons Team. They will be aware of 

their partner Prisons bank and its operating plan requirements.



Support and advice can be provided by New Futures Network. Email: Surini.Ranawake@justice.gov.uk 
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Annex A Rent Arrears letter.docx








									HMP XXXXXXXXXXX

									Xxxxxxxxxxxxxxx

									Xxxxxxxxxxxxxxx

									Xxxxxxxxxxxxxxx

Housing Provider

Xxxxxxxxxxxxxxx

Xxxxxxxxxxxxxxx

Xxxxxxxxxxxxxxx

Xxxxxxxxxxxxxxx





Date





Dear Sir / Madam,



Mr xxxxxxxx xxxxxxxxx

Current Address: A1234BC, HMP xxxxxxxxxxxxxxx

Former Address: xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Debt: £………………..     Reference: ……………………..    Date: …………………………



Mr xxxxxxxxxxxxxxxx is currently in prison, you will see from the attached authority he has asked us to contact you about his arrears. The authority also shows the date he came into prison and if known his release date.



It is the responsibility of the National Probation Service to prepare prisoners for release and rehabilitation. Accommodation and rent arrears is a major issue in this work. Mr xxxxxxxxxxxxxxx has indicated to us he has arrears with you. I would be grateful if you could let us have the following information. 



1. What is the period of the debt and how much does it now amount to?

2. Would you be prepared to write this off or freeze it?

3. Are you able to accept small token monthly payments? If so would this stop further interest and charges and make you more willing to rehouse him on release?



As part of our approach to rehabilitation, I will be making a report of these arrears to his Community Probation Offender Manager ahead of his release and asking he be given further help to address these issues. 



Thank you for your help and assistance, I look forward to hearing from you. 



Yours faithfully
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Annex B Sample debt info and authority.doc
Debt Information Sheet

You have indicated to us that you had debts and bank costs. To help us to help you to deal with this situation, can you please complete this form. If you do not have all the information now then please keep the form and complete it in your own time, sign it and send it back with a Wing Application to The Resettlement team. We cannot act successfully unless you can give us the full information requested.


Please you ensure you complete both sides to the best of your ability, a privacy return envelope is also attached.

Our first action will be to write to the people you owe, and tell them you are in prison. We will be asking them to either cancel your debt, or at least to freeze it until you are released. 

By signing this form you are giving us your permission to act on your behalf in these matters.


Your Details:


Your Name ………………………………                         Date of Birth …………..


Prison Number …………………………..                         Wing ……………………


Home Address: …………………………..                        Date In Prison ………….

……………………………………………..                       Release Date …………….

……………………………………………...


………………………………………………


………………………………………………


Signed ………………………………………                        Date ………………….

Details of your debts


		Name of Creditor

		Est.


Debt

		Reference

		Address
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Annex C Sample creditor letter.doc
HMP xxxxxxxxxx

xxxxxxxxxxxxxxx


xxxxxxxxxxxxxxx


xxxxxxxxxxxxxxx


Creditor

Xxxxxxxxx


Xxxxxxxxx


Xxxxxxxxx


Xxxxxxxxx


Date

Dear Sir / Madam,


Name: xxxxxxxxx xxxxxxxxx

Current Address: A1234BC, HMP xxxxxxxxxxx

Former Address: ……………………………………………………………………….

Debt: £……………….. Ref: ……………….

Xxxxxxxxxx is in prison, he is currently being held at HMP xxxxxxxxx. He has asked us to contact you regarding his debts at the above address, a signed authority is enclosed

He has been in prison since xx/xx/xxxx and will be released on xx/xx/xxxx. He has no current sources of income, and after release he is likely to be living on benefits for some time.


Given this could you please consider writing this debt off, or if not then freezing it until he has been released. At that time I will be advising his Community based Probation Officer of his situation and asking he is given the appropriate help to contact you regarding this issue.  


Yours faithfully
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Annex D Sample fines info and authority to act.doc
Court Fines

You have told us that you have unpaid Court Fines. It is important to let the Magistrates know why these are not being paid. If they do not know they could consider further actions such as sending bailiffs to your home address, or even issuing an arrest warrant. There are options we can help you with. 


We can simply tell the Magistrates you are in prison, and that you will contact them about paying the fines when you are released. Or we can tell them you are in prison, and ask them if they will write the fines off in exchange for some extra days on your sentence. What we cannot guarantee is how many extra days they will give, or if they will be consecutive or concurrent. This is known as lodging the fines, it takes about 3 months, and you must still be in prison when the Magistrates meet to make their decision. It also depends on the type of fine – see over.

Please complete the details below, to tell us what you want us to do.

Your Details


Print Name: ……………………………………  Date of Birth: …………………….

Sign: ……………………………………………  Date: ………………………………

Prison Number: ……………………   Earliest Release Date: ………………………

Unit …………………………………   


Information Required

Amount of Fine: ……………
               Date of Fine: …………………………


Name of Magistrates: …………………………………………………………………

Your Address When the Fine was imposed: ………………………………………...

…………………………………………………………………………………………..

…………………………………………………………………………………………..

…………………………………………………………………………………………..

What Do You Want Us To Do (please tick)



Tell the Magistrates you will contact them on release.   

Ask for the fine to be written off and extra days added to your sentence.   

Only fines can be lodged. This does not apply to compensation, or confiscation. 

Types Of Court Fines

When you are in court and ordered to pay money, most people assume they have a court fine. There are in fact four different types of payment, and they cannot all be treated in the same way. They are listed below. 


We understand you may not know what type of fine you have been given, so we will write in every case to do what we can. 


Please remember if you do nothing the court may assume you are ignoring them and take further action. 

Court Fine


This is a straight forward fine issued by the court. While you are in prison they can be written off in exchange for extra days, this is known as lodging. We can give you more information on this if you require. The Magistrates will only do this for a sentenced prisoner and while there is no set rule, they usually require about three months to get it sorted out. 


If you do not want to do this we would simply ask for the fine to be frozen until you are released and can contact them to pay or make instalment arrangements. 


Compensation Payment

This is paid as a result of the court ordering you to compensate you victiom for damage done. This cannot be written off, but we can wriyte to tell them you are in prison and ask for actions and interest to be frozen until you are released. 

Victim Surcharge Payment

These are payments to a general funds to help victims of crime, and can be payable even if there was no direct victim of your crime. They cannot be written off, but we can ask the court to freeze interest and charges until you are released.


Proceeds Of Crime Act Payments

These payments are an assessment of how much you have profited from criminal activity. They have to be paid, they must be paid before release, and cannot be written off or frozen. We cannot help with these, and you should seek legal help. 
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Annex E Sample letter to Magistrates - not lodging.doc
HMP xxxxxxxxx









xxxxxxxxxxxxxxx

xxxxxxxxxxxxxxx

xxxxxxxxxxxxxxx


The Magistrates

xxxxxxxxxxxx

xxxxxxxxxxxx

xxxxxxxxxxxx

Date

Dear Sir/Madam,


Mr xxxxxxxxx xxxxxxxxx

Court Fines – Not Lodging

Current Address: A1234BC, HMP xxxxxxxxxx

Home address: xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Magistrates: xxxxxxxxxxx    Fine:  £……      Date: …………..

Mr xxxxxxxx is in prison, currently he is at HMP xxxxxxxx,. He has asked us to contact you with regards to his unpaid Magistrates fines. I apologise for not being able to provide specific reference numbers, nor do I know the type of fine / cost.

He has been in prison since xx/xx/xxxx, and is due for release on xx/xx/xxxx. He has no income to pay this fine at the moment. I would be grateful if you could advise the Magistrates why the fine is not being paid. He has not asked for the fines to be lodged, and he will contact them on release to arrange repayment by instalments. In the interim could you please consider suspending any ongoing actions and costs?

I will be making his community based Probation Offender Manager aware of the situation and asking for their help on release. 


Yours faithfully
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Annex F Sample letter to Magistrates - Lodging.doc
HMP xxxxxxxxx









xxxxxxxxxxxxxxx

xxxxxxxxxxxxxxx

xxxxxxxxxxxxxxx


The Magistrates

xxxxxxxxxxxx

xxxxxxxxxxxx

xxxxxxxxxxxx

Date

Dear Sir/Madam,


Mr xxxxxxxxx xxxxxxxxx

Court Fines – Application To Lodge

Current Address: A1234BC, HMP xxxxxxxxxx

Home address: xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Magistrates: xxxxxxxxxxx    Fine:  £……      Date: …………..

Mr xxxxxxxx is in prison, currently he is at HMP xxxxxxxx,. He has asked us to contact you with regards to his unpaid Magistrates fines. I apologise for not being able to provide specific reference numbers, nor do I know the type of fine / cost.

Mr xxxxxxxxxxxx has asked if lodging this fine can be considered?


He has been in prison since xx/xx/xxxx, and is due for release on xx/xx/xxxx. He has no income to pay this fine at the moment. I would be grateful if you could advise the Magistrates why the fine is not being paid. If the fine cannot be lodged, he will contact them on release to arrange repayment by instalments. In the interim could you please consider suspending any ongoing actions and costs?

I will be making his community based Probation Offender Manager aware of the situation and asking for their help on release. 


Yours faithfully
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FBD Supprt Matrix.xlsx
Instructions



				Finance Benefits Debt - Prison Day One Delivery Support Information																								Further advice



				This Day 1, delivery matrix provides information for former ETTG staff who are transferring into Probation Services under Sentence Management and will be delivering Resettlement services (previously ETTG) from Day 1.

The matrix provides examples of finance, benefits and debt issues identified during the immediate resettlement needs assessment stage (BCST 2) and the pre-release period. It also provides additional information, including sample letters to complete on behalf of a person in prison to specific addressees:

Example letters:
1. Rent arrears
2. Debt Authority to Act (General debt)
3. Creditor Letter
4. Authority to Act (Court Fines)
5. Magistrates Lodging a fine
6. Magistrates Not Lodging a fine

Useful Contact Numbers
Universal Credit Helpline Tel: 0800 328 5644 
Personal Independent Payments Helpline Tel: 0800 121 4433

Useful email addresses (copy and paste)
1.   www.gov.uk/get-help-with-court-fees
2.   www.gov.uk/apply-council-tax-reduction
3.   www.gov.uk/legal-aid
4.   www.citizensadvice.org.uk/debt-and-money/debt-solutions/debt-relief-orders/
5.   www.gov.uk/student-finance
7.   www.stepchange.org/debt-info/dealing-with-debt-from-prison.aspx
8.   hub.unlock.org.uk/knowledgebase/housing-going-prison-preparing-release/
9.   https://england.shelter.org.uk/housing advice/eviction/eviction_if_you_are_sent_to_prison
10. www.gov.uk/options-for-paying-off-your-debts
11. https://www.nacro.org.uk/criminal-record-support-service/support-for-individuals/managing-money-and-debt/looking-after-your-money/





																												Citizens Advice Bureau – Full debt and consumer advice service. Many bureau have specialist caseworkers to deal with any type of debt, repossessions and negotiations with creditors. 



																												Tel: 03444 111 444

																												Opening Times: Different for each bureau







																												Step Change Debt Charity – A full debt help service is available across the UK. Online support is also available via its debt remedy tool and vulnerable people (due to age, mental health or capacity) are able to get extra support via the free advocacy service. 



																												Tel: 0800 138 1111

																												Opening Times: Mon-Fri 8am to 8pm, Sat 8am to 4pm







																												National Debtline – provides free advice and resources to help people with their debts. Advice is available over the phone, online and via web chat.



																												Tel: 0808 808 4000

																												Opening Times: Mon – Fri 9am to 8pm, Sat 9:30am to 1pm







																												Who not to turn to

																												·       Debt help or loan consolidation companies that advertise on TV or in newspapers their job is to make money out of you

																												·       Payday loan companies

																												·       Loan sharks





















				NACRO, have an informative website which provides support and advice to individuals with a criminal record. The website has a specific section on Managing Money and Debt. The section called Money Matters has specific information on a number of organisations that can provide free debt advice, where people can get help from trained advisers, who won’t judge people or their situation.

https://www.nacro.org.uk/criminal-record-support-service/support-for-individuals/managing-money-and-debt/looking-after-your-money/





Guidance



				Finance, Benefits & Debt - Prison Day One Delivery Matrix

				NACRO - provide a very informative website with a section on "Looking after your money". (copy and paste link)  https://www.nacro.org.uk/criminal-record-support-service/support-for-individuals/managing-money-and-debt/looking-after-your-money/



						Arrival in Custody		Pre-Release Planning Period		Additional Information

				Bank Accounts		As part of BCST 2 immediate needs interview:		Contact Prison Banking Lead to		Banking leads should be part of the Probation Service immediate resettlement needs and pre-release staff (former ETTG) role based in resettlement staff or someone from the Prisons Team. They will be aware of their partner Prisons bank and its operating plan requirements.

Support and advice can be provided by New Futures Network. Email: Surini.Ranawake@justice.gov.uk 

						check if service user has a bank account		arrange for an application to be 

						that will enable him/her to claim 		made

						benefits on release

				Debts		As part of the BCST 2 interview check 		Ensure Release Plan makes the 

				Rent Arrears		for arrears, obtain an authority to  		COM aware that ongoing help will		Sample rent arrears letter at Annex A

						contact accommodation provider to 		be required from the Community

						explain situation and ask if debt can be 		FBD support contract holder

						frozen. Explore possibility of small 				An Authority to contact letter is also referred to as a "standard consent" letter

						monthly payments

				Debts		As part of initial BCST2 check for 		Ensure Release Plan gives the 

				General Debt		general debts, service users may need 		COM as much detail as possible		Sample debt authority to act at Annex B

						time to address this and should be given 		so that right level of help can

						time to collect data. 		be requested from the Community		Sample creditor letter at Annex C

						Contact creditor explain situation and 		FBD support contract holder

						ask for a freeze or write off to be 

						considered

				Debts		Check for court fines as part of initial		Ensure Release Plan makes the 

				Court Fines		BCST 2, and explain the lodging 		COM aware of unpaid fines so 		Sample authority to act Annex D

						process if appropriate. In all cases get 		they can encourage service

						an authority from service users to 		user to contact courts to deal 		Sample letter to Magistrates Lodging Annex E 

						allow courts to be notified of the situation		with them		Sample letter to Magistrates not Lodging Annex F

						Information on court fines, lodging process can be found here: https://www.nationaldebtline.org/fact-sheet-library/magistrates-court-fines-ew/?



						Arrival in Custody		Pre-Release Planning Period		Additional Information

				Debt				Quantify the situation as far as possible as part of the release plan,		COM will engage appropriate level of support from Community FBD contract provider (CRS, Women Only) Each probation region will have its own approach. Discuss with COM to identify any commissioned FBD services 

				Signposting to help 

				services post release				Make full report to COM		Probation Service immediate resettlement needs and pre-release staff (former ETTG) can develop a signposting register of local services. 

										Refer to Instructions tab for links and useful telephone numbers to support services 

				Proof of Identity				Photographic proof of ID should		Pictures can be taken from NDelius or the hot page of NOMIS 

								be prepared for all leavers and 

								issued to them on morning of 

								release

				Benefits		Check at BCST2 if UC has been claimed		Liaise with prison DWP support		The housing element of UC can be claimed for 26 weeks remand or sentenced 

				Universal Credit		and has now stopped		on help to claim UC on release

				Hosing Element		Liaise with prison DWP support		Make COM aware via release 

								plan		UC Helpline Tel: 0800 328 5644

				Benefits				Ensure release plan shows that

				Personal 		Check at BCST 2 what was being claimed		service user was a PIP claimant		PIP Helpline Tel: 0800 121 4433

				Independence		Advise service user it is suspended		Advise COM help may be needed

				Payments		during time in prison		to re-instate claim

				Benefits

				National Insurance		Check and note as part of BCST 2		Refer to DWP Prison support

				Numbers
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