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1. 
Introduction
This document contains guidance on how to complete the PREVENT1 monitoring return.  The data specification, including acceptable question responses, for PREVENT1 is available at:
http://scotland.gov.uk/Topics/Statistics/15257/1529/prevent1
Sample data and the XSD Schema for MIS developers is also available at this location. 

This guidance is intended to help caseworkers record the decisions they are making in a consistent way.
This document is intended to be a working document and will be updated periodically as required.  The revisions log below provides the record of the nature and timing of these updates.

2. Revisions Log

	23 August 2013
Version 1


	First Version of Guidance

	17 October 2013

Version 2
	Incorrect references to the Scottish Welfare Fund changed to PREVENT1 for questions 1 and 2.


3. The Two Stages to the PREVENT1 Return
There are two stages of recording for PREVENT1.  These are:

· Stage 1: Activity Stage.

· This covers questions 1 to 23:

· Stage 2: Outcome Stage

· This covers questions 1 to 23 plus 24 to 26.

Cases should be submitted in batches four times a year.  Each batch should include cases for which one or more of the above stages has been completed.

A new case should be recorded if the household does not currently have an open PREVENT1 case.  An open PREVENT1 case is defined as any case where only questions 1 to 23 have been completed – i.e. it is at the activity stage.  

Additional prevention activities can be added to an open case.

Once a case has been closed (i.e. questions 24 to 26 have been completed), no further prevention activities can be added.  A new PREVENT1 case must then be opened for the household.
Guidance on specific questions
This section gives guidance on individual questions.
4. Local Authority Code

The 3 digit Local Authority code, as used by the Scottish Government. This will be the same for all PREVENT1 cases sent by a local authority.

5. Unique Approach Reference

This is the council’s own unique identifying reference for the PREVENT1 application.

This must be unique for each case within the local authority. The exact format is up to each local authority to decide for themselves, though it must not be more than 14 characters in length. 

Local authorities will need to ensure that your local offices do not use duplicate numbers – if the same number is used at more than one office then only one of the cases will be recorded in the Scottish Government database. 

Care must be taken when manually entering a reference number. Problems have occurred because of mistyped references, for example, zeros being entered as the letter ‘O’s. These have led to additional cases being recorded and to associated applications not being found. 
6. Date of Approach
This is the date when the approach was made to the Council.
7. Approach Reference of most recent of any associated prevention approaches
If any member of the household has previously approached the Council for assistance AND this previous case has an outcome (i.e. it has been closed and questions 24 to 26 have also been completed, the unique approach reference of the most recent previous approach should be recorded in this field.

Please note: If National Insurance numbers are provided to the Scottish Government for the main applicant and partner (see question 9), we can calculate this field automatically.

8. As a result of this housing options/ prevention approach to the local authority, has a homelessness application been made?

If the household has made a homelessness application, and the date of application is on or after the date of approach, 1 (yes) should be entered into this field.  Otherwise, the response should be 0 (no).

Please note: If National Insurance numbers are provided to the Scottish Government for the main applicant and partner (see question 9), we can calculate this field automatically.  National Insurance numbers should also be provided where possible in the HL1 return to allow automatic linkages to be made
9. The application reference of the HL1 application.

This question is used to record the HL1 application reference if a homelessness application is made following the household’s approach to the Council.

This question should be completed if the answer to question 5 is 1 (yes), or if the outcome of all prevention activity is a homelessness application.

The HL1 application recorded in this question must have commenced on or after the date of the approach given in question 3.
Please note: If National Insurance numbers are provided to the Scottish Government for the main applicant and partner (see question 9), we can calculate this field automatically.  National Insurance numbers should also be provided where possible in the HL1 return to allow automatic linkages to be made

Details to be recorded for each person in the household
10. Date of birth
11. Gender

12. National Insurance Number (NINO)
13. Relationship to main applicant
14. What is the person’s ethnicity?
The formats for each of these variables have been given overleaf. It is likely that local authority IT systems will use user-friendly drop down menus and date pickers to help input the data.
Details for every person included in the application should be recorded.

Example

· Michael was born on 5 April 1980.

· Jill was born on 29 June 1981 and is Michael’s cohabiting partner.
· They have one son born on 6 September 2011.  As the son is not yet 16, he has no national insurance number.

· Jill is expecting at the moment.  The due date for their child is 8 April 2014 and she doesn’t know the gender of the child.

· All household members are White Scottish

	Date of Birth
	Gender
	NI Number
	Relationship to Main Applicant
	Ethnicity

	1980-04-05
	1 (Male)
	AB123456C
	0 (Main applicant)
	1 (White Scottish)

	1981-06-29
	2 (Female)
	CD123456E
	2 (Cohabiting partner)
	1 (White Scottish)

	2011-09-06
	1 (Male)
	
	4 (Son or daughter (including adopted))
	1 (White Scottish)

	2014-04-08
	
	
	4 (Son or daughter (including adopted))
	1 (White Scottish)


Notes

· National Insurance Numbers are required only if the person has reached 16 years of age.

· If the National Insurance number is not known, then NK may be entered.  However, linkages with the HL1 dataset will not be possible if no NINO is provided.
· The gender field can be left blank for unborn children.
Question Reponses for the People Section

The question 8 (gender) responses are 1 (Male) and 2 (Female).
The question 10 (relationship to the main applicant) are responses are:

	Main Applicant
	0

	Husband or wife
	1

	Cohabiting partner
	2

	Legally recognised civil partner
	3

	Son or daughter (including adopted)
	4

	Step son or step daughter
	5

	Foster child
	6

	Son-in-law or daughter-in-law
	7

	Parent (including adopted)
	8

	Step parent
	9

	Foster parent
	10

	Parent-in-law
	11

	Brother or sister (including adopted)
	12

	Half brother or sister
	13

	Foster brother or sister
	14

	Step brother or sister
	15

	Brother-in-law or sister-in-law
	16

	Grand parent
	17

	Grand child
	18

	Other relative
	19

	Unrelated
	20


· Each household must have one person selected as the main applicant.

The ethnicity responses are as follows:
	Guidance
	Label
	Code

	White
	White Scottish
	1

	
	Other British
	2

	
	Irish
	3

	
	Gypsy / Traveller
	17

	
	Polish
	18

	
	Other white ethnic group
	4

	Mixed or multiple
	Mixed or multiple ethnic group
	13

	Pakistani
	Pakistani, Pakistani Scottish or Pakistani British
	9

	Indian
	Indian, Indian Scottish or Indian British
	8

	Bangladeshi
	Bangladeshi, Bangladeshi Scottish or Bangladeshi British
	10

	Asian
	Chinese, Chinese Scottish or Chinese British
	11

	
	Other Asian, Asian Scottish or Asian British
	12

	African
	African, African Scottish or African British
	5

	
	Other African
	19

	Caribbean
	Caribbean, Caribbean Scottish or Caribbean British
	6

	Black
	Black, Black Scottish or Black British
	20

	
	Other Caribbean or Black
	7

	Arab
	Arab, Arab Scottish or Arab British
	21

	Other
	Other ethnic group
	14

	Not Known
	Not Known
	15

	Refused
	Refused
	16


15. Is the household eligible for assistance?

This question asks whether the household is eligible for assistance.  This question is voluntary so as not to place undue burden on local authorities.
Responses are defined as follows:

	They are British citizens or nationals of one of the EEA countries, pre EU expansion in 2004, or Switzerland
	1

	They are nationals of one of the A8 countries (which joined the EU in 2004) or other countries to have joined the EU since
	2

	They are not nationals of one of the above countries, but are lawfully present in the UK (e.g. because they have been granted refugee status or leave to remain) and meet the criteria for eligibility
	3

	Not eligible for assistance
	4


16. Property type of current or last settled address
This is the tenure type of the main applicant’s current or last settled address.  The definition of settled accommodation is as follows:
A dwellings in which the applicant was resident for a continuous period of at least 6 months
Property types are defined as follows:
	Own property - LA tenancy
	1

	Own property - RSL tenancy
	2

	Own property - private rented tenancy
	3

	Own property - tenancy secured through employment / tied house
	4

	Own property - owning / buying
	5

	Parental / family home / relatives
	6

	Friends / partners
	7

	Armed services accommodation
	8

	Prison
	9

	Hospital
	10

	Children's residential accommodation (looked after by the local authority)
	11

	Supported accommodation
	12

	Hostel (unsupported)
	13

	Bed & Breakfast
	14

	Caravan / mobile home
	15

	Long-term roofless
	16

	Long-term "sofa-surfing"
	17

	Other
	18

	Not known / refused
	19

	Own property - Shared ownership / Shared equity / LCHO
	20

	Lodger
	21

	Shared Property – Private Rented Sector
	22

	Shared Property – Local authority
	23

	Shared Property - RSL
	24

	
	

	("Own property" includes property owned / rented with a partner or friends, irrespective of whether they are part of the household applying, but not when staying in a property at a partner's or friend's invitation)
	


17. Postcode of current or last settled address

This is the full postcode of the main applicant’s current address.  

If the postcode is not known, other valid responses are NK (Not Known), NFA (No Fixed Abode) and NOTUK (Not UK).
18. Primary Reason for Approach

This question asks for a single reason why the household has approached the Council. This should be the reason, as agreed with the applicant themselves.  Available responses are:
	Reasons accommodation is no longer available
	

	Termination of tenancy / mortgage due to rent arrears / default on payments
	1

	Other action by landlord resulting in the termination of the tenancy
	2

	Applicant terminated secure accommodation
	3

	Loss of service / tied accommodation
	4

	Discharge from prison / hospital / care / other institution
	5

	Emergency (fire, flood, storm, closing order from Environmental Health etc.)
	6

	Forced division and sale of matrimonial home
	7

	Other reason for loss of accommodation
	8

	Reasons for having to leave accommodation / household
	 

	Dispute within household: violent or abusive
	9

	Dispute within household / relationship breakdown: non-violent
	10

	Fleeing non-domestic violence
	11

	Harassment
	12

	Overcrowding
	13

	Asked to leave
	14

	Other reason for leaving accommodation / household
	15

	Reason property may no longer be suitable/ available in the future
	

	General housing options advice
	16

	Benefit issues (excluding Welfare Reform)
	17

	Welfare Reform – Benefit Cap
	18

	Welfare Reform – Under-occupancy penalty
	19

	Welfare Reform - Other
	20

	Property condition - disrepair
	21

	Property condition – lacking amenities
	22

	Property condition – fire/flood
	23

	Accommodation unsuitable - Overcrowded
	24

	Accommodation unsuitable – Mobility/ Adaptation Issues
	25

	Accommodation unsuitable – Location
	26

	Household experiencing anti-social behaviour / neighbour problems
	27

	Household experiencing hate crime
	28

	Household member needing care
	29

	Personal issues – affordability / financial difficulties
	30

	Risk of losing accommodation  - eviction/ repossession
	31

	Risk of losing accommodation  - eviction from UK Borders Agency (or successor organisation) accommodation
	32

	Risk of losing accommodation  - tied/ service tenancy
	33

	Risk of losing accommodation  - asked to leave - parents
	34

	Risk of losing accommodation  - asked to leave – other family
	35

	Risk of losing accommodation  - asked to leave – friends
	36

	Landlord issue - Harassment from private sector landlord
	37

	Landlord issue - Illegal eviction – private sector landlord
	38

	Other
	39


Reponses 1 to 15 are identical to the HL1 return for homeless applicants.

19. Further detail if other is selected in question 15.
If the options given in question 15 do not adequately reflect the primary reason for approach, the Council may choose to enter a short summary in this field (maximum 200 characters).

20. Household Vulnerabilities
If the household has any of the vulnerabilities, these should be recorded under this question.  Please select all vulnerabilities that apply as this question can have multiple responses.
	Financial difficulties / debt / unemployment
	1

	Physical health reasons
	2

	Mental health reasons
	3

	Unmet need for support from housing / social work / health services
	4

	Lack of support from friends / family
	5

	Difficulties managing on own
	6

	Drug / alcohol dependency
	7

	Criminal / anti-social behaviour - victim
	8

	Not to do with applicant household (e.g. landlord selling property, fire, circumstances of other persons sharing previous property, harassment by others, etc.)
	9

	Refused
	10

	Criminal / anti-social behaviour - perpetrator
	11


Recording Prevention Activity
The PREVENT1 return allows for multiple prevention activity to be recorded for each approach.  For each prevention activity carried out, the following information should be provided.

· Q18 - Prevention Activity
· Q19 - Further details of prevention activity if other is selected in Q18.

· Q20 -The prevention activity type

· Q21 - Prevention Activity date (optional)

· Q22 - The organisation carrying out the prevention activity

· Q23 - Further details of the organisation if other is selected in Q22.

There is no limit to the number of prevention activities which can be added to a case, although each case must have at least one prevention activity recorded.  However once a case has been closed (i.e. has reached the outcome stage), a new case must be started.

More details on each of these questions is given below.
21. Prevention Activity


The Prevention Activity carried out should be selected from the following list.

	Mediation
	 

	Mediation using external or internal trained mediators
	1

	Conciliation/ outreach work including home visits for family/ friend threatened exclusions.
	2

	 
	 

	Financial
	 

	Provision of independent financial advice.
	3

	Money Advice
	4

	Debt Counselling/ Debt Advice
	5

	 
	 

	Welfare Benefits
	 

	Resolving problems with existing benefit claim.
	6

	Direct financial assistance – Discretionary Housing Payment
	7

	Direct financial assistance – Scottish Welfare Fund
	8

	Direct financial assistance – other type of payment
	9

	Income Maximisation - helping household to claim benefits which they weren’t previously claiming
	10

	 
	 

	Renting
	 

	Resolving rent or service charge arrears 
	11

	Negotiation of rent levels with landlord or landlord’s agent
	12

	Negotiation about repairs with landlord or landlord’s agent
	13

	Referral to Private Rented Housing Panel
	14

	Access to Rent Deposit Guarantee Scheme (Private Rented Sector only)
	15

	Liaising with landlords
	16

	Negotiation or legal advocacy to ensure that household can remain in accommodation.
	17

	Providing other assistance that will enable the household to remain in their current accommodation
	18

	 
	 

	Owning/Buying
	 

	Mortgage arrears interventions or mortgage rescue
	19

	Referral Mortgage to Rent 
	20

	Low Cost Home Ownership or Shared Ownership Advice
	21

	 
	 

	Health, Employment, Adaptations and Support Services
	 

	Provision of tenancy and/or  social care support
	22

	Referral to health services
	23

	Referral to Social Work service
	24

	Referral to employment service
	25

	Securing the provision of aids and adaptations to the property
	26

	Sanctuary scheme or similar measures for domestic abuse.
	27

	 
	 

	Homelessness
	 

	Client informed of rights under homelessness legislation
	28

	 
	 

	Miscellaneous
	 

	General housing advice, information and assistance
	29

	Tenancy rights advice
	30

	Assistance in securing appropriate alternative accommodation
	31

	Assistance in securing a move to a smaller property
	32

	Use of Local Allocation Policies (Management Transfer, Separating Partners etc)
	33

	Mutual Exchange application made
	34

	Other.  (Please specify in notes below)
	35


22. Further detail about other prevention activities

If option 35 (other) is chosen in question 17, question 18 can be used to provide further information if desired, although this is not compulsory.  

23. Prevention Activity Type

There are three prevention activity types and these are:

	Type I – Active Information, Sign-posting and Explanation
	1

	Type II – Casework
	2

	Type III – Advocacy, Representation and Mediation at Tribunal or Court Action Level
	3


These types record the intensity of the prevention activity and are defined as follows.

Type I – active information, sign-posting and explanation

This work refers to activities such as providing information either orally or in writing, sign-posting or referring the user to other available resources or services, and, the explanation of technical terms or clarifying an official document, such as a tenancy agreement or a possession order. We make a distinction between the passive provision of information through the availability of leaflets, for example, in public places, libraries and so on, and active provision of information through providing assistance to the individual seeking assistance. These standards are aimed at ‘active’ providers.

Type II – Casework

This includes:

· a diagnostic interview where the problem and all relevant issues are identified and

· making a judgement as to whether the individual has a case that can be pursued

· once it has been established that the individual has a case that can be pursued, activities may include:

· setting out an individual’s options or courses of action

· encouraging the user to take action on their own behalf

· providing practical aid with letters or forms

· negotiating with third parties on the user’s behalf

· introducing the enquirer by referral to another source of help and

· support to users in making their own case
Type III – advocacy, representation and mediation at tribunal or court action level

This work includes a range of further actions arising from the casework undertaken above. This may have been undertaken by the adviser preparing the tertiary work or may have come to the adviser by referral from another organisation or adviser.

The principal activities may include:

· advocacy and representation – where the adviser may prepare a case for the user and represent or speak on their behalf at a tribunal or court. 

· mediation – where the adviser may act on behalf of the user by seeking to mediate between the user and a third party.

Type III work includes some activities that can only be undertaken by lawyers.
These types are taken from the Scottish National Standards for Information and Advice Providers. A Quality Assurance Framework 2009
http://www.scotland.gov.uk/Resource/Doc/327077/0105501.pdf
(See pages 6 & 7)

24. Prevention Activity Date (Optional)
This is the date the prevention activity commenced.  Please note this field is optional.

25. Organisation Carrying Out Prevention Activity

The organisation carrying out the prevention activity should be selected from the following list.

	Local Authority - Housing Department
	1

	Local Authority - Social Work
	2

	Local Authority – Revenues and Benefits
	3

	Money Advice Service
	4

	Advocacy Service
	5

	Housing Association
	6

	Employability Service e.g. Job Centre Plus
	7

	Legal Service Centre
	8

	Citizens Advice Bureau
	9

	Third Sector Housing Aid Centre
	10

	Mediation Service
	11

	Women’s Aid
	12

	Other voluntary Agency
	13

	Primary Care Health Service
	14

	Specialist Health Services
	15

	Resilience support e.g. befriending
	16

	Other (please specify)
	17


26. Prevention Activity Carried Out by another Organisation

If other is selected in question 22, further information about the organisation can be provided using this question (up to a maximum of 200 characters).

An Example.

A person approaches their local authority housing department for help on debt advice.  This Council signposts the person to their local Citizen’s Advice Bureau, who undertake case work with the person one week later.  This includes helping them to establish a repayment plan with their various creditors.

This would be recorded as follows:

	Q18 – Prevention Activity
	Q19 –

Other Prevention Activity
	Q20 -Prevention Activity Type
	Q21 – Prevention Activity Date
	Q22 – Organisation carrying out Prevention Activity
	Q23 - Prevention Activity Carried Out by another Organisation

	5 (Debt Counselling/ Debt Advice)
	
	1 (Type I – Active Information, Sign-posting and Explanation)
	4 April 2014
	1 (Local Authority - Housing Department)
	

	5 (Debt Counselling/ Debt Advice)
	
	2 (Type II – Casework)
	11 April 2014
	9 (Citizens Advice Bureau)
	


The Outcome Stage
27. Outcome
This is the final stage of the PREVENT1 return and is used to monitor the accommodation the household is in following the prevention activities.  The responses available are:
	Remained in current accommodation
	98

	 
	 

	Moved to alternative accommodation
	 

	LA tenancy
	1

	RSL (Housing Association) tenancy
	15

	Private rented - assured tenancy
	5

	Private rented - short assured tenancy
	16

	Hostel - local authority
	6

	Hostel - RSL
	7

	Hostel - other
	8

	Women's refuge
	17

	Moved-in with friends/ relatives
	11

	Residential care / nursing home 
	18

	Supported accommodation or Support Housing
	22

	Tenancy with voluntary organisation other than above
	12

	Sheltered Accommodation 
	23

	Home Ownership - Low Cost Home Ownership
	19

	Home Ownership - Shared Ownership
	20

	Home Ownership - Bought own home via other means
	21

	Shared Property - LA
	24

	Shared Property – RSL (Housing Association)
	25

	Shared Property  - Private Rented Sector
	26

	Lodger
	27

	Prison
	28

	Hospital
	29

	
	

	Made homelessness application to local authority
	99

	 
	 

	Other (known)
	13

	Not known
	14

	Lost contact with applicant
	30


Please note:

· If the household makes a homelessness application, the HL1 application reference number must be given in question 6.

· If supported accommodation is provided, the response to question 25 should be 1.

28. Was the outcome provided with any sort of support?
Was the outcome referred to in question 25 with some sort of support.  Valid responses are  0 (No ), 1(Yes) and 2 (Not Known).
29. Date of Outcome given in question 24.
This is the date that the outcome was recorded in question 24.
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