Process for the screening and issuing of closes form and Notice o imprve

penalty notices

BS starts Mosaic

'Penalty Notice

Screening' form
from family group

Business support
(BS) completes daily
review of inbox

Referrer completes
online request form

Manager/SEWO BS reviews
triggers outcome payments reports Penalty notice
step and assigns to every 5 working paid? **
BS days

BS closes outcomes
step for notices paid
in timescales

BS informs referrer

of outcome by email

thwan

Council

Further help and
support

Authorised officer

notifies referrer

Legal action
(prosecution, ESO)

BS completes basic Authorised
details and assigns officer completes Decision
form to EIT inbox screening

BS closes outcomes BS assigns interview
step and triggers under caution step Interview under
interview under to EITinbox for caution conducted
caution action

** If new evidence emerges during the payment
period, an authorised officer may retract the penalty
notice. The officer will inform the referrer in writing of
the reasons for the withdrawal before finalising the
outcome step.
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