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This staff guide explains the ethos of the Sanctuary Scheme in Norfolk and details the procedure.  There is a process map that is easy to refer to but it is essential that you use the detailed procedure guidance notes while you familiarise yourself with it.  All the forms you need are included in this guide for reference but you will have separate copies to use.

If you are, at any time, unsure of the correct procedure or decision please speak to a senior officer.
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Policy Statement
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The Sanctuary Project is designed to give people who are the victims of domestic violence or other hate crimes the option to remain in their homes or to feel safer in the homes that they move to.  This is done through a combination of physical security works to the home and support for the victim.

The aims are:

· to reduce the number of repeat incidents of violence

· to reduce the sense of isolation through support

· to reduce the fear of violence and abuse

· to reduce the need for temporary accommodation

· to reduce the need to make a homelessness application to the local authority 

The 7 district housing authorities and their partners in Norfolk have designed a Sanctuary Project together to make it easier for people and organisations in Norfolk who will know that the same policies and procedures are in place across the county.  In each local authority district there are 3 partners who work together: the district council, Norfolk Constabulary and a specialist support agency.

The district councils are:

Breckland District Council

Broadland District Council

Great Yarmouth Borough Council

Kings Lynn and West Norfolk Borough Council

North Norfolk District Council

Norwich City Council

South Norfolk District Council

The specialist support agencies are:

The Haven

Leeway NWA

Olive Tree Project

Victim Support

Sanctuary Scheme as an option

The partners in Norfolk are offering this project as an option for people who have been victims of domestic violence and hate crime in recognition of the detrimental effect that having to move numerous times can have on a family.  They understand the need to feel safe as well as settled.

The councils will not force anyone to have Sanctuary work done and will always explore all housing options with households who approach them.  If, after having Sanctuary work completed to their home, the household does not feel safe and wishes to move, the councils will not judge them or force them to remain where they are.  They will look at all housing options and find a solution that is mutually acceptable.  They will not conclude that a household is ‘not in priority need’, ‘not homeless’ or ‘intentionally homeless’ under the Housing Act 1996 (amended by the Homelessness Act 2002) based on whether the household does not want to use the Sanctuary Scheme or has changed their mind about using it.

Full agreement and co-operation

All the partners in each district will agree that the Sanctuary Scheme is appropriate for the victim and their property before it goes ahead.  It will proceed only with the agreement of the victim.

Support is essential to the success of the scheme.  For this reason the victim must agree to co-operate with and receive support from the specialist support agency and also the Domestic Violence Unit.

The budgets

Each local housing authority holds its own budget for the scheme and has its own arrangements with works contractors in its area.  The cost may, therefore, vary according to district.  The partners do not yet know how many cases of sanctuary works there will be in each district so it is difficult to set budgets.  There is a limited amount of money for the scheme in each district so there may be times when sanctuary works cannot go ahead.

The scheme is not means tested and the cost will not be reclaimed from the victim.

Violence other than Domestic Violence (Hate Crime)

In cases where the potential Sanctuary customer has suffered violence other than domestic violence the principles and eligibility remain the same, but there are some changes to contacts and procedures to ensure that Sanctuary is the most appropriate and proportionate way to address the problem. Violence other than domestic violence may take a wide variety of form and severity, and accurately identifying the circumstances and the correct solution will often be challenging. 

Except where stated below, the procedure remains the same as for victims of domestic violence:

· Prior to consideration for the Sanctuary Scheme, the organisation initially dealing with the customer should explore alternative remedies and/or target-hardening measures including legal remedies before proceeding with Sanctuary assessment.

· If the customer is a tenant of a RSL a case conference between the assessing agencies and the landlord should be called if Sanctuary is to be considered. This meeting should explore alternative remedies and actions and to discuss the suitability of the scheme given the particular circumstances.

· The specialist support agency/assessment agency for victims of violence other than domestic violence will be Victim Support. Contact details are on the leaflets and contact list.

What does the Sanctuary Scheme consist of? 
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Every ‘Sanctuary Scheme’ is tailored to accommodate the needs and circumstances of the individuals involved.  The security recommendations generally fall into three categories:

(iii) ‘Full Sanctuary’ – this is where a door to a main room, generally the master bedroom, is replaced with a solid core door and reversed to open outwards.  Two mortice bolts are fitted to the inside of the door, one at the top and one at the bottom, along with three large steel hinges, hinge bolts and a 180 degree door viewer.  This provides a safe room or ‘Sanctuary’ for victims to call for and await the arrival of police.  Fire safety equipment is also provided.

(iii) ‘Sanctuary Plus’ – this would normally have all of the above elements plus additional security features, i.e. grilles, extra ‘Sanctuary’ doors to the front and rear of the property, ‘London’ and ‘Birmingham’ bars, and window locks.

(iii) ‘Sanctuary Minimum’ – this does not include a safe room, but could include a number of the other security options described in (ii), i.e. changing window locks and door locks, etc.

In all cases a mobile phone will be provided that will remain on charge.  A landline may also be used in the home to connect to the local community alarm service.  Window locks and front and back door locks are also provided.

Victims are also provided with fire safety equipment, which includes intumescent fireseals rebated into the Sanctuary doors, smoke detectors, break glass hammers, emergency lights, fire blankets.  

Central to the Sanctuary project is support provided by the domestic violence unit, voluntary organisations and the local authority.

The specification for the project is at the back of this document.

Who is eligible for the project?
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Under Section 177 of the Housing Act 1996, as amended by the Homelessness Act 2002, a Local Authority has the responsibility to assess whether it is reasonable for a person to continue to occupy accommodation.

The Act states that it is not reasonable for a person to continue to occupy accommodation if it is probable that this will lead to domestic violence, or other violence against them, or against:

a) a person who normally resides with them as a member of their family, or

b) any person who might reasonably be expected to reside with them

Therefore, the local authority, instead of assisting a move to somewhere else, can assist in making it reasonable for them to stay in their existing home.

The Norfolk Sanctuary Scheme is not limited to Council or Housing Association tenants and includes any person who is threatened with homelessness due to domestic violence, hate crime or other violence.

A full assessment is carried out to ensure that the scheme is viable, safe and sustainable.  Some victims may be precluded from the scheme as a result of the assessment process. In this event the partners will agree a suitable alternative arrangement with the victim, ensuring support and safety.
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Initial Assessment  carried out in person or by telephone. Is this  client suitable for Sanctuary Full Assessment?  If c arried out in  person  Permission Statement  signed by client. If not in person  verbal consent gained to contact Police.   Explore alternative options  –   refer to agencies as  necessary   

No  

No  

Scheme explained fully to client  –   Are they happy to proceed?  

Yes  

Yes  

Explore alternative options  –   refer to agencies as  necessary  

Review client’s wishes at  regular intervals. Is scheme  now desired?  

Yes  

Full Assessment  carried out.   If initial assessment carried out by  phone  Permission Statement  si gned by client .  

Completed  Full Assessment  (including  Permission Statement)   faxed to other 2 assessment agencies  accompanied by any  information gained from existing specialist support agencies    

3 Assessment agencies consider assessment information  –   follow up with phone c all to client if additional info required.   Email Assessment Response Form  emailed  (or faxed)  to other  2 assessment agencies Are client and property suitable for  scheme to progress?   

Explore alternative options  –   refer to agencies as necessary    

Yes  

No  

Does LHA approve works in principle?    No   Explore alternative options  –   refer to agencies as necessary   LHA writes to client  with  Decline Letter  

Yes  

LHA informs partner assessment agencies of agreement in principle.  LHA writes to client with  Accept Lette r  and  D isclaimer.  LHA contacts  CPO. CPO liaises with Fire Service & Support agency to carry out  property inspection. Inspection carried out and CPO produces works  specification. CPO faxes spec to LHA and contractor.    

LHA authorises works and confirms wit h contractor (must have  received signed  D isclaimer  from client)  

Support agency provides support  to client throughout process.  Support to be reviewed on scheme  completion, or if scheme fails at  any stage  

LHA is responsible for keeping  record of all docume nts and  recording client details  on  LHA  Monitoring Form  and for reporting  Quarterly to steering group using  LHA Quarterly Monitoring Form  

Assess need to remove victim to emergency temporary  accommodation and action if necessary   If client has existing  spe cialist support  contact agencies for  details re: suitability.   Phone call followed  by fax  Multi - Agency  Information  Sharing Form  

LHA contacts landlord  for permission to carry  out works. Is consent  given?  

Yes  

No  

LHA contacts client 3, 6 and 12  months after completion o f works to  monitor success and sustainability.  

Works carried out. Completion reported to LHA. LHA  confirm completion to other 2 agencies  

Client referred to Assessing Agency  –  Police, LHA or Support  

Client referred to  specialist support  agency  –  SSA arranges  to meet client  


The Process

The following headings relate to a box on the process map and documents are highlighted in bold.

IF AT ANY POINT DURING THIS PROCEDURE THE CASE APPEARS TO BE PARTICULARLY COMPLEX OR DIFFICULT TO REACH A DECISION ABOUT THEN A CASE CONFERENCE CAN BE CALLED BY ANY OF THE ASSESSING AGENCIES WITH THE OTHER TWO ASSESSING AGENCIES TO DISCUSS THE CASE IN PERSON.

· Client referred to Assessing Agency

A referral can be made by another agency or it can be a self -referral.  Basic leaflets advertise the scheme with contact numbers.  The customer can choose which of the 3 partner assessing agencies to approach initially. NB – if victim of DV is male in area covered by Leeway, or in all cases of violence other than domestic violence, the support agency carrying out the assessment procedure (if chosen by the client) will be Victim Support. 

· Initial Assessment carried out in person or by telephone.

The assessing agency who receives the referral completes the Initial Assessment Form immediately over the phone or in person.  This is a quick assessment that shows whether it is viable to continue with the full assessment.  If it is not viable then the partners should explain clearly why not and explore other support options.  The Initial Assessment form clearly states when the scheme cannot go ahead.

If it is viable, then the assessing agency explains to the customer the scheme fully and gains agreement to proceed.  Then explain to the customer that they must agree to receiving support from and to co-operating fully with the specialist support agency and the DVU.  If the initial assessment is completed in person the customer signs the Permission Statement.  This consents to information sharing as well as receiving support. If not, it must be completed at the full assessment. If the permission statement is not completed at initial assessment, get the customer’s verbal consent to you contacting the Police as step 5 of the form, and make a note that you have done this.

The assessing partner agency arranges a time to complete the full assessment with the customer, in person if Sanctuary works have not already been discounted.  This should be immediately if they are already present or within 24 hours if they are not.

An email must then be sent to the appropriate DVU to establish whether the perpetrator is known to the Police and, if so, whether they pose too high a risk for the victim to remain in the property. An answer to this email will not be available immediately, so if there are no other reasons to exclude Sanctuary carry on with the procedure until if and when a response is received – make it clear to the customer that you are awaiting this information and it could change the outcome of the initial assessment. The Police should respond to this email within 1 working day.

· Assess need to remove victim to emergency temporary accommodation

If temporary accommodation is needed whilst the assessment and the subsequent work is being completed the local authority and the support agency should agree with the victim whether a refuge or other temporary accommodation is the best place.  This should be arranged immediately after the initial assessment if it is needed.

· If the client has existing specialist support, contact agencies for details re. suitability

If making an appointment for the assessment find out if there are any support providers currently involved with the customer.  With the permission of the customer, contact them by phone to ask them their experience/involvement, their opinion of suitability for the scheme.  Email or fax the Multi-agency information sharing form and request a return before the full assessment.  You may also need to fax the Permission Statement.

If you already have the customer with you, contact the support agency after the assessment and ask for a return within 24 hours.

· Full assessment carried out.  If initial assessment carried out by phone, agreement signed by client consenting to involvement of DVU and support agency. NB – if victim is male and in the area covered by Leeway, or the victim is suffering from violence other than domestic violence the support agency will be Victim Support

The assessing agency completes the full assessment form with the customer.  It is important to gain full and honest answers.  The form is divided into 3 sections and should take 30-40 minutes to complete.  There is a section designed by the police, specifically looking at risk of harm and another section designed by the supporting agencies to assess suitability and willingness for support.  The third section is designed by the housing authorities and concentrates on the viability of remaining in the home, considering affordability and ownership.

The financial section may seem laborious but it is important to ensure that there is a good chance of the customer being able to afford to continue to live there.  If any financial worries are picked up by the housing authority they can refer the customer for money advice.

You are not required to make any judgements, you should just complete it factually.

· Completed full assessment (including consent form) faxed to other 2 assessment agencies, accompanied by information gained from any other support agencies. This should be followed by a phone call or email to confirm receipt.

Fax the full assessment form to the 2 other partner agencies for your district.  See the Contact List.  Follow up with a phone call to ensure receipt.  It is essential the assessment is made within 24 hours so you must ensure the other agencies receive the form.

Use your section of the full assessment form to decide whether the sanctuary scheme is viable for the customer from your own agency’s point of view.  Talk to your senior if in doubt. Complete the decision section.

· 3 assessment agencies consider assessment information – follow up phone call to client if additional information required.  

If you receive an assessment form you must complete it and send your Email Assessment Response Form to the local housing authority referring officer (see Contact List) within 24 hours. If you are made aware the referring officer is not available send it to the designated officer. Confirm receipt with a telephone call.  (This is to allow for flexibility, and to ensure assessments are dealt with at times of sickness or leave or electronic malfunction)

If you are the local housing authority officer you must ensure that you gain the approval in principal, of the property owner to install a sanctuary scheme.  If you don’t, the scheme cannot go ahead.

· The LHA collates the 3 responses.  Does the LHA approve the works in principle?

If approved, the LHA informs the support agency who arranges an appointment with the customer to begin the support.  The LHA sends the acceptance letter with the disclaimer form to the customer.  This must be signed and returned before the work goes ahead.

If approval for the scheme is not given the LHA sends the decline letter, explaining the reasons and ensures that support and alternative arrangements are put in place. 

· LHA informs partner assessment agencies of agreement in principle.  LHA contacts CPO.  CPO liaises with fire officer and support agency to carry out the property inspection within 48 hours.  Inspection carried out and CPO produces works specification.  CPO faxes spec to LHA and contractor.

If there is any reason the inspection cannot be carried out within 48 hours the LHA must be informed.  The contractor is the agreed contractor for the district.

· LHA authorises works and confirms with contractor.

The LHA has the final authorisation once the works are specified as they are responsible for the budget.  They give the contractor the go ahead and gain a completion date.  

· Works carried out.  Completion reported to LHA.  LHA confirms completion to other 2 agencies.

The support agency must make sure the customer moves back in, if they are not already in the property.

· The LHA completes the LHA Monitoring Form and files the paperwork safely. The LHA completes the LHA Quarterly Monitoring Form and emails to the Steering Group representative on a quarterly basis.

· The LHA contacts client 3, 6 and 12 months after completion of works to monitor success and sustainability.

It is important to programme in the contacting of the client and recording the response.  This could be through the support agency, if they are still receiving support.  The support agency should inform the LHA when they have ceased their support involvement.

This process will be revised every 3 months initially.  If you have any comments or suggestions on where it can be improved please let the main contact in your organisation know and they will pass them on.

Norfolk Sanctuary Scheme
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Initial Assessment

The agency that receives the initial referral for the Sanctuary Scheme  (Police, Local Housing Authority or Specialist Support Agency) must complete this assessment.  The customer can only be put forward for the full assessment if the outcome of this form shows that the scheme would be viable.

This form must be completed before moving on to the next stage in order to assess if it is appropriate to put the customer forward for the Sanctuary Scheme.

Before completing the form explain the Sanctuary Scheme fully to the customer and provide them with the leaflet guide.  The permission statement must also be signed by the customer and the reasons this is needed must be explained.  If the customer will not sign the permission statement they cannot be considered for the scheme.

	Completed By
	Agency
	Date

	
	
	

	Customer Name/s
	DOB
	Gender
	Safe contact number

	
	
	
	


	1. The sanctuary scheme is an option and will be outlined in full, along with other alternatives, and discussed with you before you are required t make a decision.  Are you happy to explore this option?
	YES/NO


	2. As part of the scheme the police and/or advocacy worker will support you through any prosecutions that may be brought.  They will help you to stay safe e.g. provide fone4safety, alarms, and injunctions.  Are you happy to receive this support?
	YES/NO


	3. As part of the support package you will receive help from one of the agencies who are part of the scheme.  This includes help to maintain and stay safe in your home and the local area.  Are you happy to receive this support?
	YES/NO


	4. Does the perpetrator still live in property?
	YES/NO

	4a. Does the perpetrator own the property in their sole name?
	YES/NO

	4b. Are you prepared to take steps to exclude them from the property if they live in the property but do not own it in their sole name?
	YES/NO


	5. Who is the perpetrator? (Full Name and any alias)



	An email must be sent to the police at this point to confirm if there is any immediate reason not to continue with a Sanctuary assessment. This information may not be available immediately.

5a. Continue with assessment, based on police guidance?
	YES/NO


If the answer to Q 1, 2, 3, 4b or 5a is NO, or the answer to question 4a is YES, Sanctuary cannot be offered and alternative arrangements should be sought.

(contd. overleaf)

	6. What is your relationship to the perpetrator. ?

ie. married /co-hab/parent/child  etc
	


	7. Do you have children living with you. ?
	YES/NO

	7a. If yes how many?
	

	7a. If yes, is the perpetrator their parent or carer?
	YES/NO


	8a.Where is the property ?

(provide full address, inc postcode)



	8b.  Who owns the property?

(give as much information as possible)



	8c. Do you share the property with anyone?  If yes, who are they and what is their relationship to you?


	YES / NO


	9.  How long have you lived there?
	


	Accepted for full assessment?
	YES/NO


	Reason for non acceptance?  Please include details of alternative arrangements.
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Signed (worker)…………………………………………………Date………………………
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Permission statement

The Sanctuary Scheme members will need to liaise with other agencies/individuals on your behalf to share information regarding your case.

You can be assured that any liaison with other agencies/individuals by the Sanctuary Scheme members will be your interest and confidentiality will be upheld at all times (except in serious concern for individual welfare when statutory agencies will be involved, such as child protection).

Declaration.

I understand the above and agree to Sanctuary Scheme members liaising on my or my family’s behalf.

Name …………………………………………………

Signed ……………………………………………….

Date ………………………………………………….
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Norfolk Sanctuary Scheme

Multi-Agency Information Sharing Form (by fax)

The Norfolk Sanctuary Scheme provides additional safety and security measures in the homes of people experiencing domestic violence, to allow them to remain living there and feel safe to do so. This brief questionnaire is designed to highlight any issues which would either prevent this arrangement taking place, or prevent it being sustainable once in place.
FAO…………………………………………………………      Fax …………..………………………

From…………………………………………    Organisation………………………………………..

Fax………………………………………   Tel……………………………………

	Client Name………………………………………………………………………………….



	Address………………………………………………………………………………………………………



	How long has this client been receiving support from your organisation?



	What type of support are you providing to this client? (please circle all that apply)

Financial (general)     Benefits   Mental Health    Life Skills   Parenting    Drugs     Alcohol  Emotional      

Befriending    Advocacy   Immigration   Legal   Victim Support  Housing   Disability  Child  Protection       

Other……………………………………………………………………………………………………
Please detail level of support………………………………………………………………………..

………………………………………………………………………………………………………….

	Has the client consistently engaged with your service? (please detail any particular issues)



	To the best of your knowledge, are there any factors which would or should prevent the client residing at the above property (with dependents) as sole owner or tenant? (please detail)



	How long will support from your organisation be available to this client?




Many thanks for your help in providing this important information. Please complete the information at the top of the form and return it by fax as soon as possible to:
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Norfolk Sanctuary Scheme

Disclaimer

The Norfolk Sanctuary Scheme aims to make it possible for victims of domestic violence to remain in their own homes and feel safe to do so.

Although additional safety and security features will be installed in your home to help you, you should be aware that we cannot be held responsible if the perpetrator gets into your home. Please sign the declaration below to show you understand this.

I,                                                    understand that the installation of safety and security measures in my home under the Norfolk Sanctuary Scheme does not guarantee absolute safety and any member of the Norfolk Sanctuary Assessment Partnership cannot be held responsible if the perpetrator(s) gets into the property and/or threatens or harms me and/or my family in any way.

Signed…………………………………………………………

Dated………………………………………………………….               
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Norfolk Sanctuary Scheme

Full Assessment
This form must be completed before a sanctuary scheme is agreed.  

Before completing this form, the client must already have been provided with a leaflet explaining the scheme and the Initial Assessment should have been successfully completed together with a Permission Statement signed by the applicant.

There are 3 sections to this form:

Housing and financial assessment

Police Risk assessment

Support needs assessment

Complete all 3 sections as fully as possible.  You will only assess the section of the form that is relevant to your organisation.  You must leave the box at the end of the other 2 sections blank – do not attempt to assess or make an outcome judgement for those.

It should take 30 – 40  minutes to complete.  Many of the answers require only YES/NO responses and some whole sections are not relevant to everyone.

	      Completed By
	         Agency
	             Date

	
	
	


	        Client Name
	   Client Date of Birth
	Client Safe Tel Contact No

	
	
	


HOUSING ASSESSMENT

	1) Excluding the Perpetrator


	Does the perpetrator still live in the property?
	YES/ NO

	Is the perpetrator the sole owner/tenant of the property?
	YES/ NO

	Is the perpetrator a joint owner/tenant of the property?
	YES/ NO

	Are steps being taken to remove the perpetrator?
	YES/ NO

	If still resident, when is the perpetrator likely to be removed?
	

	Is there an ex-parte injunction in place?
	YES/ NO

	Is there any other order, for example, occupation order, in place.
	YES/ NO

	Is there a power of arrest attached to an order?
	YES/ NO

	Is the perpetrator allowed to visit under an access arrangement?
	YES/ NO


	2) Owner – Occupation.


Note: This means that either the client and/or the perpetrator solely or jointly own the property.

	Is there a mortgage on the property?
	YES/ NO

	Are there mortgage arrears on the property?
	YES/ NO

	If there are mortgage arrears – what is the amount?
	£

	Is there a court order for possession due?
	YES/ NO

	Is there a suspended court order for possession?
	YES/ NO

	What is the date of the order?
	      /      /

	Is there a warrant of possession due?
	YES/ NO

	What is the date of the warrant?
	      /      /

	Are steps been taken to prevent any repossession (complete 6 below)
	YES/ NO


	3) Public Sector Tenancy


Note: This means that either the client and/or the perpetrator solely or jointly rent the property from a housing association or a local council.

	Is this a temporary letting provided through a homelessness application?
	YES/NO

	Is there a rent arrear on the property?
	YES/ NO

	Is the client jointly or severally liable for the rent arrear?
	YES/ NO

	What is the amount of the arrear?
	£

	Is there a court order for possession due?
	YES/ NO

	Is there a suspended court order for possession?
	YES/ NO

	What is the date of the order?
	      /      /

	Is there a warrant of possession due?
	YES/ NO

	What is the date of the warrant?
	      /      /

	Are steps been taken to prevent any repossession?(complete 6 below)
	YES/ NO

	

	4) Private Sector Tenancy


Note: This means that either the client and/or the perpetrator solely or jointly rent the property from a private landlord for residential purposes only and have exclusive possession.

	Is the tenancy leasehold, protected or assured (not AST)?
	YES/ NO

	If so, has a notice to quit or notice seeking possession been served?
	YES/ NO

	Is the tenancy an assured shorthold tenancy (AST)?
	YES/ NO

	If the tenancy is AST – is it for a fixed term?
	YES/ NO

	If the tenancy is a fixed term AST – how long will the term last?
	

	If the tenancy is AST – has the landlord given written consent? @
	YES/ NO

	Has a notice requiring possession been served?
	YES/ NO

	Is there a rent/service charge arrear on the property?
	YES/ NO

	Is the client jointly or severally liable for the rent arrear?
	YES/ NO

	What is the amount of the arrear?
	£

	Is there a court order for possession due?
	YES/ NO

	Is there a suspended court order for possession?
	YES/ NO

	What is the date of the order?
	      /      /

	Is there a warrant of possession due?
	YES/ NO

	What is the date of the warrant?
	      /      /

	Are steps been taken to prevent any repossession (complete 6 below)
	YES/ NO


@ Sanctuary cannot be actioned on an assured shorthold tenancy without it.

	5) Other Occupation


	Is the perpetrator a tied tenant or service occupier? #
	YES/ NO

	Is the client a tied tenant or service occupier?  #
	YES/ NO

	Is the occupation a licence, for example, guesthouse, lodging, B&B?
	YES/ NO

	Is there a notice to terminate in place?
	YES/ NO

	Are there arrears of rent/service charge?
	YES/ NO

	What is the amount of the arrear?
	£

	Does the client live with relatives (other than the perpetrator)?
	YES/ NO

	Are the relatives from the perpetrator’s own family?  @
	YES/ NO

	Has the owner provided written consent?                    @
	YES/ NO


# For example, agricultural letting, caretaker, publican or forces accommodation – if the perpetrator is the tenant/occupier sanctuary is impossible. 

@ If the relatives are from the perpetrator’s family or owner refuses consent, sanctuary is impossible.

To be completed by the Local Housing Authority only: 

	6) Housing Advisor Assessment of Likelihood of Repossession within 6 months


	RISK:       HIGH/    MEDIUM/    LOW

	Reasons for assessment.


Financial Assessment

Point out that the scheme is not means tested.  It is necessary to complete this section to find out whether the client can afford to remain in the property and to signpost to money advice where relevant.

	BOX 1) Capital
	

	Does the customer have capital
	YES /NO

	Approximate net value of home, if owner occupation 
	£                

	Value of any other savings/investments
	£                


	BOX 2) Income
	Amount

	Net Earnings
	£                wk./mth

	Working Families Tax Credit
	£                wk./mth

	Child Tax Credit
	£                wk./mth

	Retirement Pension 
	£                wk./mth

	Pension Guarantee Credit
	£                wk./mth

	Pension Savings Credit
	£                wk./mth

	Occupational/ Works Pension
	£                wk./mth

	Income Support
	£                wk./mth

	Job Seeker’s Allowance (income or contributions based)
	£                wk./mth

	Child Benefit
	£                wk./mth

	Incapacity Benefit
	£                wk./mth

	Maintenance/Child Support Received
	£                wk./mth

	Disability Living/Working Allowance
	£                wk./mth

	Invalid Care Allowance
	£                wk./mth

	Any other income, for example, from investments
	£                wk./mth

	TOTAL BOX 2 :
	£                wk./mth


	BOX 3) Housing and Fuel Costs
	Amount

	Gross Rent:
	£                wk./mth

	                   Less Housing Benefit:
	£                wk./mth

	                                                       Net Rent:
	£                wk./mth

	Mortgage:
	£                wk./mth

	                 Less any payment from Benefit Agency
	£                wk./mth

	                                                        Shortfall (-) or Surplus (+)
	£                wk./mth

	Second Mortgage:
	£                wk./mth

	Secured Loan (secured on the capital of the home)
	£                wk./mth

	Endowment Policy or Other Capital Savings Plan (e.g. ISA)
	£                wk./mth

	Ground Rent/Service Charge (Leasehold Flat)
	£                wk./mth

	                 Less payment from Benefit Agency
	£                wk./mth

	                                                           Shortfall (-) or Surplus (+)
	£                wk./mth

	Council Tax
	£                wk./mth

	Buildings/Contents Insurance.
	£                wk./mth

	Gas 
	£                wk./mth

	Electricity
	£                wk./mth

	Other Fuel (Coal or Oil)
	£                wk./mth

	Water
	£                wk./mth

	T.V. Licence
	£                wk./mth

	Fines imposed by criminal court – Magistrates (not civil orders)
	£                wk./mth

	Child Support Payments made by Client
	£                wk./mth

	TOTAL BOX 3
	£                wk./mth


	BOX 4) Household Outgoings
	Amount

	Telephone
	£                wk./mth

	Prescriptions
	£                wk./mth

	Child Minding
	£                wk./mth

	School Meals/Meals at Work
	£                wk./mth

	Car Travelling Expenses:  Petrol
	£                wk./mth

	  (esp if rural location)       Car Tax
	£                wk./mth

	                                          Insurance
	£               mth/qtr/yr.

	                                          Repair costs last year
	£                  year

	Public Transport
	£                wk./mth

	Housekeeping
	£                wk./mth

	Clothing
	£                wk./mth

	Baby costs (e.g. nappies)
	£                wk./mth

	Other: (specify)
	£                wk./mth

	TOTAL BOX 4:
	£                wk./mth


	BOX 5) Payment of Priority Arrears (not credit/catalogue)
	Amount

	Rent Arrears  (arrangement or court order)
	£                wk./mth

	Mortgage Arrears  (arrangement or court order)
	£                wk./mth

	Second Mortgage or Secured Loan (arrangement or court order)
	£                wk./mth

	Council Tax
	£                wk./mth

	Gas (unless included in periodic bill in Box 2 above)
	£                wk./mth

	Electricity (unless included in periodic bill in Box 2 above)
	£                wk./mth

	Water (unless included in periodic bill in Box 2 above)
	£                wk./mth

	Magistrates Court Fines Arrears (unless already included)
	£                wk./mth

	Child Support/Maintenance Arrears
	£                wk./mth

	TOTAL BOX 5:
	£                wk./mth


	BOX 6) Non-Priority Debt Payments
	Amount

	Credit Cards
	£                wk./mth

	Store Cards
	£                wk./mth

	Catalogues
	£                wk./mth

	Hire Purchase
	£                wk./mth

	Personal Loans/Overdraft Payments
	£                wk./mth

	TOTAL BOX 6:
	£                wk./mth


	Financial Assessment
	Amount

	Total – Box 1
	

	Total – Box 2 
	

	Total -  Box 2   less   Box 3, Box 4 and Box 5
	

	Total -  Box 2   less   Box 3, Box 4, Box 5 and Box 6
	


To be completed by the Local Housing Authority only: 

	Housing & Financial Risk Assessment

	High
	Medium
	Low

	Repossession likely

within 3 months
	Repossession likely

within 9 months.
	Repossession not likely 

at all

	Housing Advisor Explanation for Assessment.




POLICE RISK ASSESSMENT 

	Risks to Identify
	Questions 

	S


	Separation or child contact dispute
	Is the victim separated from or planning to separate from the suspect?

Is there any conflict with the suspect over child contact?

YES / NO

If Yes, Details:



	P
	Pregnancy/recent birth
	Is the victim pregnant or has the victim recently given birth?

Has the suspect ever been violent while the victim was pregnant?

YES / NO

If Yes, Details:



	E
	Escalation and severity of violence
	Is the abuse becoming worse or more frequent? 

What injuries has the suspect caused to the victim now and in the past?

Has the suspect ever used a weapon?

Has the suspect ever tried to choke, smother or strangle the victim? 

YES / NO

If Yes, Details:



	C
	Child abuse 
	Has the suspect ever hurt or threatened to hurt one of the children?

YES / NO

If Yes, Details:



	I
	Isolation/barriers to help-seeking
	Does the victim face particular barriers to help seeking (eg, limited support from family/friends, part of a close-knit community or isolation due to sexuality or lifestyle)?

Does the victim have any disability, including physical or mental ill health (eg, depression and/or suicidal feelings)?

Does the victim have any problems with drugs/alcohol misuse?

Does the victim live in a physically isolated community (eg, rural area)? 

Is the victim in a forced marriage? 

Are friends and family of the suspect part of the abuse?

YES / NO

If Yes, Details:



	A
	Attempts/threats of suicide/ homicide
	Has the suspect ever threatened or attempted to kill themselves?

Has the suspect ever threatened or attempted to kill someone else?

Note: A suspect who is suicidal should also be considered as potentially homicidal.

YES / NO

If Yes, Details



	L
	Legal obligations
	The police have legal obligations under the Human Rights Act 1998 and other legislation to protect child and adult victims of domestic violence. 

No question to answer

	C
	Controlling behaviour, jealousy, stalking and harassment
	Has the suspect behaved in a jealous, possessive or controlling way (eg, preventing the victim doing things such as leaving the house or seeing friends and family, stalking-type behaviour)? 

YES / NO

If Yes, Details:



	A
	Afraid of the suspect
	How afraid is the victim of the suspect (eg, what is their perception of the harm that the suspect might cause)?

Note: Victims often underestimate the danger they face but rarely overestimate it. 

This requires a fuller answer:



	S
	Sexual assault
	Has the suspect said or done things of a sexual nature which make the victim feel bad or hurt them?

Has the suspect ever forced the victim to have sex?

YES / NO

If Yes, Details:



	E
	Effective evidence gathering
	Police officers should gather all available evidence to ensure that a domestic violence case and risk identification do not rely on the evidence of the victim alone.

No question to answer

	S
	Substance misuse, mental ill health of the suspect
	Does the suspect have any problems with substance misuse?

Does the suspect have any particular mental health problems?

YES / NO

If Yes, Details:




To be completed by Norfolk Constabulary only:

Does the extent of the risk to the victim mean that the Sanctuary Scheme is not viable?  If it is not, discuss and agree alternative measures.

SUPPORT ASSESSMENT 

Children’s details

	Name (Including Surname)
	DOB
	Age

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	1. Has the family had any recent contact with Social Services? If yes, record details below


	YES / NO

	a) Reason for involvement (distinguish between vulnerable adult work and child protection)?



	b) Name of Social Worker and contact details




	2. Do you have a current or previous drug or alcohol dependency? If yes, record details of dependency and what support (if any) is being received.
	YES/NO

	


	3.Do you have any mental health issues.  If so, what support is in place to help you?
	YES/NO

	


	4. Is there any history of self-harm? If yes, record details.
	YES / NO

	


	5. Please give brief details of the circumstances of the domestic abuse to enable us to ensure appropriate support can be provided.

	


Signed (worker)…………………………………………………Date………………………

To be completed by Specialist Supporting Agency only:

Does this information indicate that you cannot provide adequate support and/or the Sanctuary Scheme is not viable?  If it is not, discuss and agree alternative measures.

                                     Email Assessment Response Form

[image: image13.emf] 


	Agency       



	Name of Assessor



	Date



	Name of Client



	Address Of Client



	Date Full Assessment Received



	Sanctuary Installation Approved? (delete)                 YES/NO                                



	If No, Give Reasons:



	Additional Comments:




CONTACTS 

	LOCAL COUNCILS

Breckland District Council

Housing Advice and Homelessness Service

Elizabeth House, Walpole Loke, Dereham

Norfolk NR19 1EE

Tel: 01362 656870

Email: housing. advice@ breckland. gov. uk

Broadland District Council

Housing Services

Thorpe Lodge, 1 Yarmouth Road

Thorpe St Andrew, Norwich, Norfolk NR7 0DU

Tel: 01603 431133

Email: housing. advice@ broadland. gov. uk

Great Yarmouth Borough Council

Advice and Homelessness Service

Greyfriars House, Greyfriars Way

Great Yarmouth, Norfolk NR30 2QE

Tel: 01493 846476 / 846398

Email: tcc@great-yarmouth.gov. uk

Kings Lynn & West Norfolk Borough Council

Homelessness Service

Kings Court, Chapel Street, Kings Lynn

Norfolk PE30 1EX

Tel: 01553 616675

Email:

homelessness-services@ west- norfolk. gov. uk

North Norfolk District Council

Housing Advice Team

Holt Road, Cromer, Norfolk NR27 9EN

Tel: 08000 855889 (freephone)

Email: housing. options@ north- norfolk. gov. uk

Norwich City Council

Homelessness Prevention Team

City Hall, Norwich, Norfolk NR2 1NH

Tel: 01603 212856

Email: housingneeds@norwich.gov. uk

South Norfolk District Council

Housing & Advice Service

South Norfolk House, Swan Lane

Long Stratton, Norfolk NR15 2XE

Tel: 01508 533633

Email: housingadvice@s-norfolk.gov.uk


	POLICE DOMESTIC VIOLENCE UNITS

Norwich

(for Norwich and Broadland Council areas)

01603 276676

Thetford

(for Breckland Council area)

01842 222581

Great Yarmouth

(for Great Yarmouth Council area)

01493 333060

King’s Lynn

(for West Norfolk Council area)

01553 665035

North Walsham

(for North Norfolk Council area)

01692 401018

SPECIALIST SUPPORT AGENCIES

Leeway Women’s Aid

(for Norwich, Broadland, Great Yarmouth and

North Norfolk Council areas)

01603 623745

Olive Tree Project

(for Breckland and West Norfolk Council

areas)

01760 720224

Haven Refuge

(for South Norfolk Council area)

01379 642300




Acceptance letter
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Dear

Installation of Sanctuary

I write to advise you that an application to install Sanctuary in your home has been considered by the Norfolk Sanctuary Assessment Partnership, and it has been agreed that these works will go ahead subject to a satisfactory survey of your property.

The Crime Prevention Officer and Fire Safety Officer will be contacting your Specialist Support Worker very soon to arrange to carry out a survey of your property and decide with you what security measures need to be fitted.

Whilst we are doing everything that we can to protect your safety, you should be aware that this cannot be guaranteed and you may also wish to consider applying for an injunction. We cannot be held responsible if anyone does get into your home and harms or threatens you.

Please read, sign and return the enclosed disclaimer to me at the address on this letter. No works can go ahead before a completed disclaimer is received. 

If you have any queries please contact me, your Specialist Support Worker, or the person who first discussed this scheme with you.
Yours sincerely

  
Housing Advisory Officer

Decline letter

[image: image15.emf] 


Dear

Installation of Sanctuary

I write to advise you that an application to install Sanctuary in your home has been considered by the Sanctuary Assessment Partnership, but unfortunately it has been decided that it would not be suitable for your home.

The reasons for this decision are as follows:

The Police Domestic Violence Unit and your Specialist Support Worker can advise you about other options available to you, and I would strongly suggest you contact one or both of these agencies to discuss other possible solutions.  I would also strongly suggest you contact us to discuss your housing options, and we will work with you to try to find a suitable solution.

If you have any queries please contact me, your Specialist Support Worker, or the person who first discussed this scheme with you.
Yours sincerely

  
Housing Advisory Officer

[image: image16.emf] 

Norfolk Sanctuary Scheme

LHA Monitoring Form – to be kept on file

            Officer……………………………………..      Date…………………………………………

	Client Name                                                   Date of Birth              Gender             Ethnic Origin

………………………………………………      ……………………        ………….           …………………………..

	Address (of property considered for Sanctuary) 

………………………………………………………………………………………………………………………………

Tel……………………………..........   Tenure     Homeowner   Tenant    Other……………………………………

                                                          (circle)

	Support Agencies (with contact). No. 1 should be Sanctuary Specialist Support Worker
1…………………………………………………………………………………………………………….

2…………………………………………………………………………………………………………….
3…………………………………………………………………………………………………………….


	No. of children…………………………….

	Date of Initial Assessment……………………….    Outcome      YES/NO   (delete as applicable)



	Date of Full Assessment………………………….    Outcome      YES/NO  (delete as applicable)



	If No, give reasons (circle as appropriate):

Initial Assessment Rejection:  

Housing situation/tenure unsuitable    Risk too high   Refusal to engage

Other………………………………………………………………………………………………………………….. 

Full Assessment Rejection:

Housing situation/tenure unsuitable    Risk too high   Refusal to engage   Landlord refused permission

Other……………………………………………………………………………………………………………………                       




To be completed if Sanctuary approved:

	Date of Survey………………………………….


	Work Agreed             YES/NO

Reason if No………………………………………………

 

	[image: image17.emf] 


Work Spec Attached (tick)       
Date Work Completed…………………………

Cost    £……………………….
	3 month visit date………………………………………..

6 month visit date………………………………………..

12 month visit date………………………………………

	Comments


[image: image18.emf] 

THE NORFOLK SANCTUARY PROJECT

Specification

1.  General introduction  - What is a ‘Sanctuary’?

The ‘Sanctuary Project’ is a victim centred initiative, which aims to make it possible for victims of domestic violence and hate crime to remain in their homes and feel safe.

The main feature of the project is the creation of a ‘Sanctuary Room’, which consists of having an internal door replaced with a solid core door, reversing it to open outwards, so that the door jamb acts as an additional barrier.  Three large steel hinges, hinge bolts and a memo door viewer are fitted to this door.  This provides a safe room or ‘Sanctuary’ for victims to call for and await the arrival of police.

Additional security can be provided, i.e. locks on windows and doors, grilles, gates, fire hammers, fire blankets and emergency lighting.

Every ‘Sanctuary Project’ is tailored to accommodate the needs and circumstances of the individuals involved.  The security recommendations generally fall into three categories:

· ‘Sanctuary Minimum’ – this does not include a safe room, but does include a number of other general security works.

· ‘Sanctuary’ – this is where a door to a main room, generally the master bedroom, is replaced with a solid core door, reversed to open outwards and the frame reinforced.  Window locks, front and back door locks and fire safety equipment are also provided.

· ‘Sanctuary Plus’ – this would normally have all of the above elements plus additional security features, 

Victims are provided with fire safety equipment, smoke detectors, break glass hammers and fire blankets.

2.  Referral Process

1. Customer referred to one of 3 referral agencies:

· Norfolk Police, or

· a Norfolk local housing authority (LHA), or 

· a specialist domestic violence agency (Leeway, Olive Tree or Haven)
2.  Referral agency co-ordinates assessment of suitability of the customer and property (including location) for project.  This includes gaining permission of the property owner.

3.  The local housing authority arranges for the police crime reduction (CRO) officer to visit and assess the property, with the advice and guidance of the fire service.

4.  The CPO send the works specification to the LHA and the contractor.

5.  The LHA agrees the work with the property owner and gives the contractor permission to commence the work.

7.  The contractor contacts the specialist support agency to agree a time to carry out the work.

8.  When the work is completed the contractor informs the specialist support agency and the LHA.

2. Fire Safety

Fire safety is paramount.  Consideration should always be given to Fire Brigade access and where possible, Sanctuary rooms located at the front of properties to facilitate rescue.

The 44mm solid core Sanctuary doors must be ½ hour fire rated (minimum).

Intumescent fire seals are rebated into all internal Sanctuary doors and in the event of a fire, expand (intumesce) to many times their original volume to seal the gap around the door.  This provides a safe and effective barrier against the passage of fire and smoke.  Fire blankets are issued to use at the foot of the door.

Front door letterboxes will be sealed up and wall mounted letter boxes fitted externally.

Rechargeable, battery operated emergency lights can also be fitted directly outside Sanctuary rooms, in case of a mains failure.  There are maintenance implications with this however 

Fire safety packs containing fire safety literature, fire extinguishers, fire hammers and fire blankets are provided.  Clients are helped to devise an emergency escape plan, including bedtime key routine, especially where additional security has been added to front and back doors.

In cases where there are direct threats of arson, hard wired smoke alarms and domestic sprinkler systems could also be supplied. There are maintenance implications with this however 

Fire Safety Officers will be consulted for advice and to ascertain that they have the correct entry equipment to access secure solid core doors, fixed and collapsible grilles.

3. Timescale for the work

The ‘Sanctuary Project’ is not seen as an immediate response, but a long-term solution to improving the client’s quality of life.  Nevertheless, the work should be treated as urgent and be completed within seven days of the referral being made. 

4. Qualifications of trades

Trades people must carry photographic identification, be part of a Norfolk Constabulary approved contractor and be crime prevention trained by Norfolk constabulary 

5. Working Environment

There is a potential threat to trades people working in these situations. The contractor should prepare and present a risk assessment for dealing with this potential. And should in any event plan to send two operatives to each job. 
6. Frequency and Work content

This is a new project and the quantities given in the summary are rough estimates of the works that will be generated under these schemes. No guarantee can be given of the work quantity.  

Work may be carried out in all residential property types.

7. Contract term

Because this is a new project and is annually funded, the initial term of the contract is one year. The contract specification will be reviewed after one year and amendments may be made in the light of the experience gained. Consideration will be given to extending the contract to a successful contractor at the end of the year. 

8. Area covered by contract:

The work will be procured by each Local Authority 

9. Model specifications 

	1.  Sanctuary Minimum 

	Item 


	Description 

	1.1
	Attendance

	1.2
	Change front and rear door locks to BS 3621  5 lever locks 

Or in PVCu multi point locking system with three or more hook bolts, plus cylinder lock to BS3261.  

	1.3
	Fit up to 10 window locks 

	1.4
	Fit door viewers in front and rear doors

	1.5
	Securely blank off front door letterbox and supply and fit externally mounted lockable letter box

	2.  Sanctuary 

	2.1
	All of 1 above plus 

	2.2
	Replace ‘safe room’ door with solid core fire door to BS 476 Pt 22  reversed to open outwards. 

Door to be hung with 3 No Steel hinges and hinge bolts

Fit two mortice bolts.

	2.3
	Fit 2 no mortice bolts to the inside of the door 

	2.4
	Door to be fitted with intumescent seals and door viewer 

	2.5
	Assume door linings or frame can accommodate the door reversal without major work, but allow for moving, reinforcing  or providing new door stops if necessary  to provide min 25mm rebate. 

	2.6
	Provide and fit fire safety pack comprising:

1 no. optical battery smoke detector smoke detector. 

1 no. fire blanket min 1sm x 1sm  

1 no. break glass hammer 

1 no. fire extinguisher 2kg powder 

	3. Sanctuary Plus

	3.1
	All of the above plus 

	3.2
	Replacement front and rear door. Doors to be to PAS 24 standards PAS 23  

	3.3
	Birmingham and /or London bars as required to inside of doorframe/lining in safe room 



	4. Extra Over Items

The following items are examples of works that may be requested as extra works. These should be charged at material cost plus labour. With the exception of CCTV they will only be used in conjunction with other works and installed whilst on site. Other similar items may be specified .

This list is not exclusive. 

	1. 
	Mortice bolts 

	2.
	Change lock 

	3. 
	Reinforce glass panel 

	4. 
	Fire proof letter box

	5. 
	CCTV

	6. 
	Change lock cylinder 

	7. 
	Key operated door chain

	8.
	Window grills 

	9.
	Fire escape ladder 

	10.
	Key operated bolt 

	11.
	Additional smoke detectors 

	12
	Opaque window film 





















































Ethnic Origin - The purpose of this question is to ensure discrimination does not prevent people accessing the service. Customer does not have to answer this question, but it will help us ensure the scheme is accessible to everyone if they do. (Tick one box only)





1:White British 	�


2:White Irish  	�


3:Other White - Portuguese�	Polish �  Lithuanian � Other EU state � Other �





4:Mixed: White and Black Caribbean  	�      12:Black or Black British: Caribbean  	�


5:Mixed: White and Black African  	�      13:Black or Black British: African  		�


6:Mixed: White and Asian		�      14:Black or Black British: Other Black  	�


7: Mixed: Other Mixed  			�      15:Chinese or Other: Chinese  		�


					          16:Chinese or Other: Other		�         


8:Asian or Asian British: Indian  		�        


9:Asian or Asian British: Pakistani  	�       Question refused     �


10: Asian or Asian British: Bangladeshi  	�


11:Asian or Asian British: Other Asian  	�











�





�





�





�





�





�





�





�





�





�





�





�





�





�





�
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Client referred to Assessing Agency – Police, LHA or Support







Client referred to specialist support agency – SSA arranges to meet client







LHA contacts client 3, 6 and 12 months after completion of works to monitor success and sustainability.







Works carried out. Completion reported to LHA. LHA confirm completion to other 2 agencies







Initial Assessment carried out in person or by telephone. Is this client suitable for Sanctuary Full Assessment? If carried out in person Permission Statement signed by client. If not in person verbal consent gained to contact Police.







Explore alternative options – refer to agencies as necessary 







No







No







Scheme explained fully to client – Are they happy to proceed?







Yes







Yes







Explore alternative options – refer to agencies as necessary







Review client’s wishes at regular intervals. Is scheme now desired?







Yes







Full Assessment carried out.  If initial assessment carried out by phone Permission Statement signed by client.







Completed Full Assessment (including Permission Statement) faxed to other 2 assessment agencies accompanied by any information gained from existing specialist support agencies 







3 Assessment agencies consider assessment information – follow up with phone call to client if additional info required.  Email Assessment Response Form emailed (or faxed) to other 2 assessment agencies Are client and property suitable for scheme to progress? 







Explore alternative options – refer to agencies as necessary











Yes







No







Does LHA approve works in principle? 







No







Explore alternative options – refer to agencies as necessary



LHA writes to client with Decline Letter







Yes







LHA informs partner assessment agencies of agreement in principle. LHA writes to client with Accept Letter and Disclaimer. LHA contacts CPO. CPO liaises with Fire Service & Support agency to carry out property inspection. Inspection carried out and CPO produces works specification. CPO faxes spec to LHA and contractor.  







LHA authorises works and confirms with contractor (must have received signed Disclaimer from client)







Support agency provides support to client throughout process. Support to be reviewed on scheme completion, or if scheme fails at any stage







LHA is responsible for keeping record of all documents and recording client details on LHA Monitoring Form and for reporting Quarterly to steering group using LHA Quarterly Monitoring Form







Assess need to remove victim to emergency temporary accommodation and action if necessary







If client has existing specialist support contact agencies for details re: suitability.



Phone call followed by fax Multi-Agency Information Sharing Form







LHA contacts landlord for permission to carry out works. Is consent given?







Yes







No












