
   

 

  

     

 

  

 

 

  

 
      



 

     

     

    

   

     

   

 
      



     

           
     

    

          
          

  
         
         

    

 
      



     

             
          

   

             
       

        

          

            
    

           
    

            
          

           
 

 
      



    

           
    

          
   

          
            
             

         
       

   
        
      
        
        

         
           

           
    

           
           
  

           
           

  

           
          

              
     

             
              
             

          
           
            

 
      



             
       

            
        

            
          

           
            
             

          
          

        

            
          
             

     

             
             

          
             

 

           
           

          
            
   

          
            

           
           

           
      

           
          

           
           

          
            

           
           
          

         

 
      



         
         

          
             
          

          
            
          

            
           

           
               

  

            
           

           

              
           
         

         
            
          

  

   
 

 
 

 
 

 
 

            
            
           

           

 
      



         
     

           
           
          

        

           
          
       

           
         

          
        

            
         

          
            

         
 

           
           
            

           
           

         
         

            
            
          

          
           

           
             

            
     

            
         

            

 
      



          
           

 

             
           

            
    

             
           
               
             

          

             
           

           
 

             
       

            
           

            
  

           
    

            
           

           
            

          
             

 

             
             

             
             

            
            

 
      



           
            

          
            
            

           

             
          

          
              

           

          
          

       
           

            
           
            

          
          

           
            

           
         

              
            

            
 

          
    

              
              

            
             

          
 

             
            
            
          

             
            
              

 
      



            
           

      

               
            

            
            

           
           

        
         
           

      

             
            
      
          

              
           

         
       

              
           

             
    

               
            

             
          

 

          
        

             
            

             
          

               
         

             

 
      



             
              

        
      

          
         

             
           

  

            
             

          
         

           
         

              
       

            
        

 
      

 

  



   

         

 

            
  

 

 

        

 
      



     

   
     

    

   
     

  

 
      



   

         

 
    

 
  

  
 

    
  

  
 
 

 

  

           
    

 

 
       

  



Council & Bailiff Code of Conduct and Practice 
 
The Bailiffs are subject to a code of conduct and there are clear guidelines 
regarding our expectations and the principles of collection. Collection should 
be in a manner which is humane and fair but firm. The Authority recognises 
that; 

 Some debts are uncollectible 
 Some debtors need to be protected and shouldn’t cause 

excessive hardship to those willing, but unable to pay 
 We must ensure our systems – wherever possible and is 

reasonable – distinguishes between ‘Cant Pay’ and ‘Wont Pay’ 
debtors. 

 That some debtors will not be able to afford to repay their debts 
 

Wherever possible we will attempt to make voluntary arrangements with 
debtors  before issuing to bailiffs. We may withdraw bailiff action if we 
discover; 

 There is an outstanding benefit claim which would cover the whole 
debt period 

 There is doubt about the liability 
 There is proof that the debt was partly or fully paid 
 There are other arguable grounds which the debtor disputes 

 
In these cases the account will be withdrawn and not re-issued until the 
matter is  resolved. If we are aware of the following circumstances, we will 
carefully consider either not issuing to bailiffs or withdrawing bailiff action 
when we do become aware; 

 Debtor or their immediate family has a long term illness (this will 
depend on the family dynamics i.e. whether the ill person normally 
resides with the debtor or is dependant on them either financially 
or in a caring capacity) 

 A recent bereavement – again dependant on the above factors; 
we could agree to suppress action for an agreed period 

 The debtor is a single parent, pensioner or unemployed and it is 
unreasonable or excessive and will cause extreme hardship – this 
will be dependant on the facts of the case 

 The debtor has communication difficulties i.e. language, literacy, 
disability that prevents them from dealing with their financial 
matters 

 The debtor suffers from a mental disorder 
 

Payments made direct to the Authority will not be refused however we must 
as soon as we are aware update the bailiff website with the amount paid and 
amended balance. Reports are run for this purpose – see section 7. We wont 
make direct arrangements with the debtor but advise them to contact the 
bailiff. However, if an exceptional circumstance arises and it’s unreasonable 
for us not to make an arrangement, then we shall notify the bailiff directly. We 
must advise the debtor if there are bailiff costs and they need to be paid.  
 



The Recovery Team Manager and Teams will ensure there is rapid 
communication and support between themselves and the bailiff. The bailiffs 
must ensure they have adequate phone lines available to customers and the 
cost to the debtor doesn’t exceed the cost of a local call. 
 
All bailiffs are registered under the Data Protection Act 1984 and are correctly 
certified as bailiffs by the County Court and must carry appropriate 
photographic identification including a copy of their bailiff certificate and 
written proof they have been instructed to work on behalf of the Authority – 
this must be shown to any person they’re asking to allow them access to their 
property. 
 
The name of the bailiff attending a premises, the firms’ address and telephone 
number and the bailiff office hours, should all be made clear on 
documentation left with the debtor or at the premises.  
 
Receipts must be provided for payments and the debtor advised to retain 
them. Any arrangement made by the bailiff must be recorded in writing and a 
copy provided to the debtor. 
 
Unless it is known prior to levying distress that the debtor is on benefits, the 
bailiff shall establish this first before actually levying at the property and notify 
the Authority accordingly. 
 
Before levying distress the bailiff will also enquire if the debtor is employed 
and if  willing for an attachment of earnings to be applied, in which case, the 
bailiff will notify the Authority but does have authority to put an attachment of 
earnings in place and the bailiff’s will then monitor this. 
 
The bailiff shall at all times be smartly dressed, have a professional attitude, 
act as to minimise embarrassment to the debtor and their family, act without 
intimidation and offer to speak to the debtor in private.  
 



  
 
 
 
 
 
  
 
 
 

 

 PO Box 505 
 Haywards Heath 
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Rossendales Limited 
Wavell House 
Holcombe Road 
Helmshore 
Rossendale  
BB4 4NB  
 
 
DATE: 
 
Dear Sirs, 
 
Instructions To Act 
 
You are hereby authorised to action Liability Orders for outstanding debts in respect of Council Tax and 
National Non Domestic Rates owed to Mid Sussex District Council through the execution of Distress and 
associated collection procedures. 
 
Yours faithfully 
 
 
 
 
Tim Delany 
Head of CenSus Revenues and Benefits 
 






