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6.00-6.19

A6 Deciding and paying benefit

About this chapter
6.00	 This chapter contains guidance about

•	 an award of Housing Benefit (HB) and/or Council Tax Benefit (CTB). This is known as a 
decision, see Decisions below

•	 what is meant by benefit weeks, see Benefit weeks later in this chapter

•	 the rules governing the start and end of entitlement

•	 the method and timing of payments, including

-	 payments made on account when a decision cannot be made on a claim within 14 days, 
see Payment on account later in this chapter

-	 the first HB payment being made payable to the landlord but sent to the claimant to 
help avoid the claimant disappearing with a payment for several weeks rent

-	 paying HB to third parties such as an agent or appointee

•	 how to deal with increases and decreases in entitlement following a review, see Changes 
to entitlement following a revision or appeal later in this chapter

•	 withholding HB/CTB

•	 suspending HB/CTB

•	 offsetting HB/CTB

•	 changes of circumstances that affect entitlement to HB/CTB and the claimant’s responsibility 
for notifying changes of circumstances, see Changes of circumstances later in this chapter

6.01-6.19
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6.20-6.21

Decisions

Time limits

6.20	 When a Local Authority (LA) decides a claim they must

•	 decide the claim and notify the claimant of that decision within 14 days of receiving all the 
necessary information, or as soon as reasonably practicable thereafter

HB Reg 89 & (SPC) 70; CTB Reg 75, 76 & (SPC) 61, 60

•	 give priority to claims from certain people starting work, see C5, Extended payments later 
in this manual

HB Reg 89 & (SPC) 70

•	 notify third parties about decisions affecting them

•	 include in each notification specific information about the decision
HB Reg 89; CTB Reg 75

6.21	 Authorities

•	 are not bound by the time limits if there are reasonable grounds for delay

•	 may stop action on a claim without making a decision if
CTB Reg 75 & (SPC) 60

-	 the claim is made in an unacceptable form and the claimant fails to resubmit their 
application within four weeks of being asked to do so

HB Reg 89

-	 the claimant does not provide supporting information within four weeks of being asked 
to do so

HB Reg 76 & (SPC) 70

-	 the claim is withdrawn, or
HB Reg 76

-	 the claim is made more than 13 weeks before the end of the current benefit award
CTB Reg 66 

www.dwp.gov.uk/docs/hbgm-c5-extended-payments.pdf
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6.22-6.26

Notifying persons affected by a decision

6.22	 You must notify in writing all persons affected by a decision. Persons affected are
HB Reg 2, 90 & (SPC) 2, 71; CTB Reg 2 & (SPC) 2

•	 the claimant

•	 the LA

•	 the landlord if the decision is on direct payments, except when the payment is made to an 
agent acting for the landlord. The person affected is then the agent

•	 a person the LA decides an overpayment of HB is recoverable from, whose rights, duties 
and obligations are affected by a decision on revision or appeal

Decisions affecting third parties

6.23	 Some decisions directly involve other people beside the claimant and they should be notified 
as well.

6.24	 For CTB it is unlikely there will be any decisions that affect third parties, such as landlords who 
have been overpaid HB. Do not regard as persons affected

•	 people taken into account when assessing a claimant’s entitlement but not directly involved 
in the claim, such as non-dependants or second adults

•	 members of the claimant’s family whose income or capital is automatically aggregated with 
the claimants

Time limits for notifying a person affected

6.25	 A notification of

•	 the decision on a claim must be issued immediately

•	 anything else, must be issued within 14 days of making the decision

	 You are not bound by these time limits if there are reasonable grounds for delay.
HB Reg 77

What a decision notice must include

6.26	 There is a minimum amount of information which authorities must make available about each 
of their decisions. 	

HB Reg 2, 77 & (SPC) 2, 71; CTB Reg 76 & (SPC) 61
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6.27-6.32

6.27	 All decision notices must include

•	 enough detail to enable the person affected to check the factual basis of the decision, 
particularly about the information originally supplied on the claim form

•	 the right of any person affected to request a statement of reasons, and how and when to 
do this, see Statement of reasons later in this chapter

•	 an explanation of dispute and appeal rights

6.28	 The amount of detail in a notification may be varied according to the type of decision. Details 
of the actual calculation of benefit may be helpful to the claimant but do not have to be given 
unless LA’s wish to provide them. If a written statement is requested, see Statement of reasons 
later in this chapter. 

6.29	 Decision notices on claims must include full details of applicable amounts, earnings and other 
income, and Council Tax (CT) liability. If no CTB is awarded because

•	 income is too high for example, full details must still be given

•	 the claimant’s capital exceeds the upper capital limit, information of the capital assessment 
is enough detail

Normal weekly amount

6.30	 You should note the reference to ‘normal weekly amount’ in the relevant schedule (matters 
to be included in a decision notice) is intended to provide flexibility for exceptional variations 
in the amount of entitlement because of the calculation rules.

HB Sch 9 Para 8 & (SPC) Sch 8 Para 8; CTB Sch 6 Para 9

6.31	 You should not interpret the phrase as meaning that all the information you must give to a 
claimant should be in one statement. But note paragraphs 2 to 5 of

•	 HB Sch 9

•	 HB(SPC) Sch 8

•	 CTB Sch 8

•	 CTB(SPC) Sch 7

6.32	 You must not give a landlord any information other than that relating to direct payment 
decisions made under Regulations 95 or 96. Notify separately to the claimant any decision made 
under any other regulation. However, if you decide that a recoverable overpayment should 
be recovered from a landlord who was paid the benefit direct, the landlord should receive a 
decision notice as set out in HB/CTB Overpayment Guide.	

HB Sch 9 Part VII Para 15 & (SPC) Sch 8 Para 15; CTB Sch 6 Part IV Para 11
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6.33-6.37

6.33	 The separate items of information set out in Schedule 9 are largely self-explanatory. Claims 
notices should list all the personal allowances and premiums included in the applicable amount. 
Show the weekly net earnings figure as the total amount before disregards are applied. Similarly, 
all that is strictly needed for other income is the total amount. If, however, you wish to give 
claimants more information to enable them to check accuracy, other income details could be 
listed, for example occupational pensions, retirement pensions, income from capital and so 
on.

HB Sch 9 Para 10 & (SPC) Sch 8 Para 10; CTB Sch 6 Para 6

6.34	 If normal weekly applicable amounts, non-dependant deductions and income have been varied 
for a rent-free week, you can choose what amounts to show on the notice. For information 
about rent free weeks, see A5 Rent free periods earlier in this manual.

Claimant receives Pension Credit (savings credit) only

P6.35	 For claimants in receipt of Pension Credit (savings credit) only, additional information must be 
shown on the HB/CTB decision notice

HB(SPC) Reg 25

•	 the applicable amount and the basis of calculation

• 	 the amount of the Pension Credit (savings credit) and any child tax credit or child benefit 
taken into account

•	 the amount of the person’s income and capital as notified to the LA by the Secretary of 
State and taken into account for the purposes of the HB assessment

• 	 any modification of the claimant’s income or capital made in accordance with HB regulation 
27 (calculation of claimant’s income in Pension Credit (savings credit) only cases)

• 	 the amount of the claimant’s capital if paragraph (7) of HB regulation 27 applies in his 
case

Direct payment notifications

6.36	 Direct payments start notifications must

•	 be sent to the claimant and the landlord

•	 include a statement informing the landlord of their responsibility to notify you of

-	 any change of circumstances which the landlord could reasonably be expected to know 
might affect the claimant’s entitlement to HB, or the amount of HB payable, and

-	 the kind of change of circumstances they must notify. A landlord should only be expected 
to report a change they could reasonably have known about, such as a change in their 
tenant’s address

•	 not include any information other than that relating to the direct payment decision made 
under regulation 95 or 96

6.37	 The amount of detail in the notice will depend on the type of decision involved.

www.dwp.gov.uk/docs/hbgm-a5-calculating-benefit.pdf
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6.38-6.69

Notification of revised or superseded decision 

6.38	 Unlike claims notices, notices of revised or superseded decisions made following written 
representations need only deal with the specific points revised or superseded. For example, a 
notice following a change in income need only record the assessment of the new income and 
the new weekly entitlement. Revisions or supersessions resulting in changes in CT liability need 
cover only the income assessment. But see HB/CTB Overpayments Guide if the revised decision 
results in an overpayment. 

CTB Sch 6 Para 8

6.39-6.49

Finality of decisions

6.50	 A decision made by a DM, a tribunal or a Commissioner is final unless it is

•	 revised, see C6 Reconsideration process later in this manual 

•	 superseded, see C6 Supersession later in this manual

•	 appealed, see C7 Appeals later in this manual

•	 set aside (decisions of tribunals or Commissioners only), see C7 Setting aside later in this 
manual

6.51-6.59

Statement of reasons
6.60	 A person affected can ask for a statement of reasons. This is a written statement setting 

out the reasons for the LA’s decision. The right to a statement of reasons covers all types of 
decisions.

HB Reg 90; CTB Reg 67

6.61	 A request for a statement of reasons

•	 may be made at any time

•	 must be in writing

•	 must be signed by the person affected 

6.62	 The written statement of reasons must

•	 be sent to the claimant within 14 days, or as soon as possible after that
HB Reg 90 & (SPC) 71

•	 include the reason for the decision or any matter raised by the claimant

6.63-6.69

www.dwp.gov.uk/docs/hbgm-c6-reconsidering-revising-superseding.pdf
www.dwp.gov.uk/docs/hbgm-c6-reconsidering-revising-superseding.pdf
www.dwp.gov.uk/docs/hbgm-c7-appeals.pdf
www.dwp.gov.uk/docs/hbgm-c7-appeals.pdf
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Benefit weeks
6.70	 For the purpose of CTB, a benefit week starts on Monday morning and ends on Sunday 

evening.

6.71-6.79

Start of entitlement 

Housing Benefit claims

6.80	 The start of entitlement is linked to the date when a claim is made, or is treated as made, 
see A2 Effective date of claim earlier in this part. In many cases, for example Income Support 
(IS), income-based Jobseeker’s Allowance (JSA(IB)), income-related Employment and Support 
Allowance (ESA(IR)) or Pension Credit (guarantee credit) cases, this is not the same date as the 
day when the HB claim is received. So it is important you establish and record the date when 
a claim is treated as made before assessing and awarding HB.

HB Reg 76 & (SPC) 57

6.81	 Entitlement to HB starts
HB Reg 76 & (SPC) 57

•	 with the benefit week immediately following the date when the claim is made or treated 
as made. This means that whatever day of the week the claim is made, even on a Monday, 
entitlement normally starts on the following Monday. It may be helpful, when explaining this 
to claimants, to point out that this delay will be compensated for at the end of entitlement 
in most cases, or

•	 from the same week as their claim if the claimant starts a tenancy, or becomes liable for 
the first time to make payments for their home, in the same benefit week as their claim is 
made or treated as made. This enables HB awards to

-	 match a period of occupancy
HB Reg 76 & (SPC) 57

-	 ensure that tenants are able to make their first rent payment promptly 

•	 for claims from people in hostels, accommodation provided by LAs under their statutory 
duties to the homeless or in short-term leased accommodation, from the first day the 
claimant first occupies such accommodation and is liable to pay rent on a daily basis, even 
if the claim is not made in that first week but the claim must be made in respect of that 
first week

6.82-6.89

6.70-6.89

www.dwp.gov.uk/docs/hbgm-a2-claims.pdf
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Reviews

6.90	 Entitlement to HB continues so long as all the conditions are met. To check that all the 
conditions continue to be met, reviews are carried out periodically, see Security Manual, Reviews 
module.

6.91-6.99

Council Tax Benefit claims

6.100	 A person who has claimed CTB, or for whom a claim is made or is treated as being made, may 
become entitled to benefit from the 

CTB Reg 64 & (SPC) 48

•	 benefit week following the date on which the claim is made, or

•	 beginning of the benefit week in which their financial or personal circumstances change, 
if they are already liable to pay CT

Claimant becomes liable to pay CT for first time

6.101	 A person becomes liable to pay CT when they
CTB Reg 64 & (SPC) 48

•	 buy or rent a property for the first time, or	

•	 finish a full-time course of education and no longer live in a house solely occupied by 
students

6.102	 A person may become entitled to CTB on the day they become liable for CT, provided that the 
claim is made, or is treated as having been made, before or during the benefit week during 
which the liability starts. 

6.103	 If the claim is made after the end of the benefit week in which liability starts, entitlement to 
CTB begins on the first day of the benefit week following the benefit week in which the claim 
is made or is treated as having been made.

CTB Reg 64 & (SPC) 48

Example

Miss X becomes liable to pay CT from Tuesday 2 May 2000. 

She claims CTB on Thursday 4 May, and her entitlement begins on Tuesday 2 May 
2000. 

If she claims on Wednesday 10 May, her entitlement to CTB begins on Monday 15 May 
2000.

6.90-6.103
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Claimant is already liable to pay CT

6.104	 When a claimant who is already liable to pay CT claims CTB because of a change in their 
personal or financial circumstances, entitlement to benefit begins at the start of the benefit 
week following the day on which the 

•	 claim is made or is treated as having been made, or 

•	 change in circumstances occurs
CTB Reg 67 & (SPC) 50

	 Example

Mr Y is made redundant on Monday 8 May 2000, and his income decreases. He claims 
CTB on Tuesday 9 May and his entitlement to benefit begins on Monday 15 May. 

6.105-6.119

Paying HB/CTB

Method of payment for HB

6.120	 You have the discretion to decide how to pay HB, but you must take into account the reasonable 
needs and convenience of the claimant. You should not make payments by a method which 
places unreasonable demands on the claimant, for example do not

•	 insist on payment by credit transfer when the claimant does not have a bank or giro account. 
However, HB claimants who do not have a bank account should, whenever possible, be 
encouraged to open one

•	 expect claimants to pick up payments from an office which is difficult to reach by public 
transport

HB Reg 91 & (SPC) 72

Cheque Act 1992

6.121	 The Cheque Act 1992 covers cheques which are crossed and bear the words ‘account payee’ 
or ‘a/c payee’ with or without the word ‘only’. Cheques crossed like this are not transferable 
and a claimant without a bank or building society account will have difficulty cashing them. If 
these cheques are transferred to a third person, such as a landlord, that person may find the 
bank will not accept the cheque.

6.104-6.121
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6.122	 Regulation 91 requires LAs to consider the reasonable needs and convenience of the claimant 
when making payments of benefit. In deciding this the claimant’s individual circumstances 
must be considered. You cannot insist on making payment by crossed cheque in every case, 
but should explain the risk attached to sending uncrossed cheques or cheques without the 
words ‘account payee’ or ‘a/c payee’ by post. However, you should not send crossed cheques 
to claimants without a bank account unless you have made local arrangements to allow them 
to cash that cheque without incurring a charge.

Rent-free weeks

6.123	 HB is not payable for rent-free weeks. You must adjust the weekly entitlement to reflect the 
rent collection pattern, see A5 Rent free periods earlier in this part.

Rent paid in advance

6.124	 There will be cases when the claimant has already met the liability for all or part of the period for 
which HB is granted because the rent is or has been paid in advance. When this has happened, 
you must offer the claimant a payment of HB to cover entitlement for the relevant period, 
unless the claimant agrees that the ‘overpayment’ of rent should be credited to their account 
for a future period.

6.125-6.129

Method of payment for CTB

By credit to CT account

6.130	 CTB is normally paid by means of a credit to the claimant’s CT account. This has the effect of 
reducing the amount of CT they have to pay. 

By direct payment to the claimant

6.131	 There are a number of circumstances when CTB may be paid to the claimant or their appointee. 
The LA must pay CTB direct if it is owed to a claimant who is no longer liable for the tax, for 
example if they have moved to a new address. 

6.132	 LAs must pay within 14 days or as soon as possible, if this is not practicable. Round any amount 
paid in cash to the nearest penny.

By credit to next year’s CT bill

6.133	 If, at the end of the financial year, the LA owes CTB to the claimant, it must be paid to them 
if they request it, but if they do not it may be credited to next year’s bill.

6.134-6.139

6.122-6.139

www.dwp.gov.uk/docs/hbgm-a5-calculating-benefit.pdf
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Frequency of payment

6.140	 You must consider the reasonable needs of the claimant when deciding the frequency of 
payments.

HB Reg 91, 92 & (SPC) 72, 73 

6.141	 If weekly entitlement to HB is

•	 less than £1, it may be paid six monthly

•	 more than £2, the claimant can ask for payments to be made fortnightly. You must pay 
every two weeks if

-	 the request is reasonable, and

-	 two weekly payments are not at variance with the frequency of rental liability
Reg 92 & (SPC) 73

Rebate cases

6.142	 In rebate cases, payment is normally made by waiving payment of all or part of the rent from 
the first benefit day in the entitlement period. So the frequency of ‘payment’ will reflect how 
the rent is collected, for example weekly, two weekly or monthly.

Allowance cases

6.143	 Rent allowance should be paid in arrears and usually at intervals of two weeks, four 
weeks, one month, or with the claimant’s consent more than one month. You may pay rent 
allowance weekly but only if

HB Reg 92 & (SPC) 73

•	 you consider that an overpayment is likely to result if not paid weekly. For example, when 
a claimant goes on and off benefit for short periods of time, or

HB Reg 92 & (SPC) 73

•	 the claimant is liable to pay rent weekly and you consider it is in their interest that HB is 
paid weekly. You are not expected to make special enquiries to decide whether this applies 
but if, for example, the Social Services Department advises that the claimant has serious 
difficulties in budgeting, weekly payments may be the best way to help the claimant avoid 
building up arrears

6.144	 LAs may pay rent allowance to a student once a term, see C5 Student claims later in this 
manual.

6.145-6.149

6.140-6.149

www.dwp.gov.uk/docs/hbgm-c5-extended-payments.pdf
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Paying HB in arrears

6.150	 Private sector tenants who claim on or after 7 October 1996

•	 must be paid HB in arrears, and 

•	 if HB is paid direct to a landlord, the HB must be sent four weekly in arrears

Claimants not affected

6.151	 Paying HB in arrears does not apply

1	 to claimants

a	 who claimed, or are treated as having claimed, HB before 7 October 1996, or

b	 whose claim for standard HB is immediately after a claim for HB linked to an IS claim

2	 provided that

a	 benefit is currently payable under pre-October 1996 rules (wholly or partly in advance), 
and

b	 they have not moved permanently to another private tenancy, or

c	 had a break in their entitlement

6.152	 Do not pay HB in arrears when an existing claimant, who is still being paid directly, becomes 
the tenant of privately rented accommodation only because ownership of the accommodation 
has transferred from the public to the private sector. But if the claimant later has a break in 
entitlement, paying HB in arrears will apply.

Claimants affected

6.153	 Paying HB in arrears applies to existing claimants

•	 in privately rented accommodation, including Housing Association accommodation, who 
make an initial claim to benefit, or who reclaim after a break in entitlement

•	 who move permanently into private rented accommodation on or after 7 October 1996

•	 who change address on or after 7 October 1996 within a multiple-occupancy property, 
whether the rental liability has changed or not

Exceptions for affected cases

6.154	 There are two exceptions for paying HB in arrears

•	 some claimants in the private rented sector who claim benefit because of a partner’s death, 
see Claim for HB because of partner’s death below

•	 claimants in the private rented sector who are receiving an ‘extended payment’ of HB, see 
C5 Extended payments later in this manual

6.150-6.154

www.dwp.gov.uk/docs/hbgm-c5-extended-payments.pdf
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Claim for HB because of partner’s death

6.155	 Persons who claim benefit because of a partner’s death will not be paid HB in arrears if

•	 the partner was receiving HB up to the date of death, and

•	 HB was paid under pre-October 1996 rules, and

•	 the new HB claim was made, or treated as made, within four weeks of the death of their 
partner

6.156	 HB for the bereaved partner will be paid in arrears when

•	 there is a break in entitlement, or

•	 the claimant changes address permanently

First payment of HB

6.157	 You must make the first payment of HB within 14 days of receiving the claim unless it is not 
reasonably practicable, when payment should be made as soon as possible. If the claim has not 
been decided within 14 days of receiving the claim, you must consider a payment on account, 
see Payment on account below.

Reg 88

Payment on account

6.158	 If you cannot decide a claim within 14 days of receiving the claim, you must consider making 
a payment on account. It is not the claimant’s responsibility to ask for a payment on account 
and you must not wait for them to ask.

6.159	 A payment on account

•	 must be made if the claim cannot be decided and this is not because the claimant has failed 
to provide, without good cause, evidence reasonably needed and requested 

•	 must not be made if

-	 you do not consider that a payment on account is appropriate because the claim will 
probably be decided and paid within the 14 days. If the claim is not decided within 14 
days you must reconsider your decision immediately, or

-	 it is clear from the information already available there will be no entitlement to benefit, 
or

-	 you cannot decided the claim within 14 days because the claimant has failed, without 
good cause, to provide evidence or information which you reasonably need and have 
requested

6.155-6.159
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Payment on account is appropriate

6.160	 If you decide a payment on account is appropriate, make a payment

•	 based on whatever information is available on for example level of rent, number of  
non-dependants, and

HB Reg 93 & (SPC) 74

•	 which seems reasonable given what is known of the claimant’s circumstances

6.161	 A claimant cannot be held responsible for delays in receiving

•	 confirmation of IS, JSA(IB), ESA(IR) or Pension Credit (guarantee credit) entitlement from 
the local DWP office

•	 confirmation of conditions of entry or stay in Great Britain from the Home Office

•	 decisions from the rent officer

Example

HB is claimed from 11 November 1996. Rent is payable four weekly. The claimant provides 
all the requested information by 18 November, but necessary information from a third 
party is delayed until 27 November. The claim is decided on that date.

-	 the claim cannot be decided because all information is not to hand by the 14th day 
(24 November). Since the delay is not caused by the claimant, a payment on account 
must be made by 24 November

-	 the payment on account should be in arrears for the period 11 to 24 November 
inclusive

	 The claim is decided on 27 November. HB is payable four weekly in arrears

-	 the decision must be notified to the claimant immediately, or as soon as reasonably 
practicable. You do not have to wait until benefit is put into payment

-	 the first decided payment will be for the period 11 November to  
1 December 1996, taking into account the sum paid as a payment on account. The 
next payment will cover the period  
2 to 29 December 1996

6.162	 A written decision notice must always accompany a payment on account making it clear to the 
claimant that once a full decision of the claim has been made

•	 any overpaid benefit will be recovered, and

•	 if they are entitled to rent allowance, future payments will be reduced or increased, as 
appropriate, to take account of any overpayment or underpayment

HB Reg 93 & (SPC) 74

6.160-6.162
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First payment payable to landlord and sent to the 
claimant

6.163	 You have the discretion to make the first payment of any new or review HB claim payable to 
the landlord or their representative but sent to the claimant. This is to avoid the possibility of 
a claimant misusing a first payment covering several weeks’ entitlement.

Reg 96 & (SPC) 77

6.164	 You may consider making the first payment payable to the landlord if in your opinion

•	 the claimant has not already fully met their rental liability, less ineligible charges, for the 
period covered by the benefit payment, and

•	 it would be in the interests of the efficient administration of the HB scheme because of an 
LA’s duty to safeguard the public purse by reducing opportunities for fraud or abuse

6.165	 Your opinion about whether the claimant has fully met their rental liability will be based on 
information held by you at the time of dealing with the claim. You are not required to make 
special enquiries for example, to establish from the landlord or specifically of the claimant 
whether the rental liability for the period in question has been discharged.

Is making the first payment payable to the landlord appropriate?

6.166	 If you consider the conditions in First payment payable to landlord and sent to the claimant 
earlier in this chapter are satisfied, then making the first payment payable to the landlord

•	 may be appropriate if

-	 the amount due is £100 or more, or

-	 you have reason to think the claimant might default, perhaps because a previous landlord 
has reported non payment, or

-	 there is a rent debt but the case is not appropriate for longer term direct payment 
arrangements. If direct payments are appropriate, do not make the first payment 
payable to the landlord, see D1 Liaison with local DWP offices, Direct payments later in 
this manual

•	 will not be appropriate if

-	 there is evidence the claimant has paid some or all of the rent for the period in 
question

-	 either the HB due or the rent debt is small

Also you should not pay the landlord more than the outstanding  
eligible rent.

6.163-6.166

www.dwp.gov.uk/docs/hbgm-d1-liaison-with-local-dwp-offices.pdf


HB/CTB Guidance Manual

April 2009	 Amdt 18

A6 - Deciding and paying benefit

Landlord’s rights

6.167	 If you decide the first payment of HB should be made payable to the landlord (though sent to 
the claimant), it means the landlord

•	 becomes a person affected by that decision and should be notified accordingly

•	 has the right to dispute or appeal the decision, and may do if, for example, they are querying 
the amount of the payment made because it is less than the amount of HB due. In such a 
case their rights extend only to seeking a larger part of that first payment. They cannot 
query the calculation of the amount due

6.168-6.179

Payment of HB to third parties

6.180	 Payment of HB should normally be made only to the person entitled to it. But payment may 
be made to third parties when

•	 the claimant is unable to act for themselves and they have an appointee, see C3 Appointees 
later in this manual	

Reg 94 & (SPC) 92

•	 the claimant has an agent who collects their benefit for them, see Agents below

•	 the claimant has died and there is outstanding benefit, see Payment of benefit after death 
of claimant later in this chapter

•	 you decide payments direct to the landlord are appropriate, see Payment direct to landlord 
later in this chapter

Agents

6.181	 You may pay HB to an agent at the written request of the claimant. An agent is a person aged 
over 18 who is nominated by the claimant to collect the rent allowance when the claimant

HB Reg 94 & (SPC) 92

•	 can complete a claim for HB and notify changes of circumstances, but

•	 cannot collect the money themselves

	 A claimant may nominate an agent if, for example, they are away from home or disabled.

6.167-6.181

www.dwp.gov.uk/docs/hbgm-c3-appointees.pdf
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Change of address

6.424	 If the change of address is

•	 to another LA’s area, you may end the benefit award 

•	 within the LA’s area it may be treated as a change of circumstances as long as you are 
satisfied you have enough evidence to support the change, if so supersede the decision, 
see C6 Reconsidering, revising and superseding decisions later in this manual

Starting work

6.425	 Unless it is clear from the outset that a move into work will extinguish entitlement to any HB/
CTB, make full use of your powers in Regulation 29 of the HB General Regulations to estimate 
future earnings to make sure, as far as possible, the continuity of payment until you are able 
to establish the actual earnings.

HB Reg 29 

6.426	 If starting work extinguishes entitlement to HB/CTB, treat it as a change of circumstances and 
supersede the award of HB on the grounds there has been a relevant change of circumstances 
since that decision was made, see C6 Reconsidering, revising and superseding decisions later 
in this manual.

6.427-6.439

Council Tax Benefit

6.440	 Entitlement to CTB ends on the day the claimant is no longer liable to pay CT for a dwelling, 
eg the day they

Reg 67 & (SPC) 50

•	 move away from an address

•	 die, or

•	 sell the house to a resident son or daughter

6.441	 If a claimant’s personal or financial circumstances change so that they no longer meet the 
conditions for entitlement to CTB, entitlement to benefit stops at the end of the benefit week 
in which the change of circumstances occurred.

Example

Mrs Z starts a new job on Tuesday 2 May 2000, and her income increases in that week. 
As she no longer meets the conditions for entitlement to CTB, her entitlement stops at 
the end of that benefit week.

Benefit is therefore payable up to and including Sunday 7 May 2000.

6.442-6.999

6.424-6.999
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Loss of Benefit Provisions – benefit classification

A B C

Benefits that are not Benefits that are ‘disqualifying’ Benefits that are both 
‘disqualifying’ or ‘sanctionable’ but not ‘sanctionable’ ‘disqualifying’ and ‘sanctionable’

These are benefits that are A conviction for a benefit offence A conviction for a benefit offence 
disregarded for Two Strikes against these benefits could against these benefits could result 

purposes. result in a Two Strikes sanction in a Two Strikes sanction being 
being applied to those benefits pplied. These benefits can also be a
in Column C.  However, these subject to a Two Strikes sanction 

benefits will not have a sanction as a result of offences against any  
applied to them. benefits in Columns B & C.

Maternity Allowance Retirement Pension Income Support 
Jobseeker’s Allowance 2

Statutory Maternity Pay Graduated Retirement Pension
Standard Housing/Council Tax 

Statutory Sick Pay Disability Living Allowance Benefit

Working Families Tax Credit Attendance Allowance Incapacity Benefit 2

Disabled Person’s Tax Credit Child Benefit Invalid Care Allowance 2 
War Pensions 2

Guardian’s Allowance

Widows Pension/Bereavement Social Fund Payments 
Allowance 2

Widowed Mothers/Parents Christmas Bonus
Allowance 2

Industrial Injuries (inc. Old Cases) 
Industrial Injuries Disablement Constant Attendance Allowance1

Pension 2

Industrial Injuries Exceptionally 
Industrial Death Benefit 2 

Severe Disablement Allowance1

 

War Pensions Exceptionally ll other Industrial Injuries Scheme A
Severe Disablement Allowance1 Benefits not covered in the table 2

War Pensions Constant 
Pensions Credit 3

Attendance Allowance1

War Pensions Mobility 
Supplement1

Bereavement Payment1 
Passported Housing Benefit/

Council Tax Benefit

Notes: 
1 These benefits are not specified in the 2001 Social Security Fraud Act.  However, the Social Security (Loss  
 of Benefit) Regulations 2001 make these benefits non-sanctionable. 

2 These benefits will be withdrawn for the duration of the sanction but the offender will be able to claim  
 either IS at a reduced rate or JSA on grounds of hardship. 

3 Pensions Credit will be both disqualifying and sanctionable when it is introduced.
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Notification of loss of payability
Website: 						     If you get in touch with 		 (Insert ref number) 	
						      us, tell us this  
						      reference number 
						      Our Address			   (Insert address)
Joe Bloggs
1 Any Street
Anywhere
Anyplace
AN1 23AB
						      Our phone number		  (Insert tel number)
						      My extension number		  (Insert ext number)
						      If you have a 			   (Insert textphone 
						      textphone	  		  number)	
						      Date				    (Insert date)	

Dear (type claimant’s name here)

Decision concerning Loss of Benefit provision

I am writing to inform you that your Housing Benefit and/or Council Tax Benefit will be subject to a 
sanction for the period       (date) to       (date). Therefore payment will be reduced/withdrawn for that 
period. 

This is because you/your partner have been convicted of two benefit offences, the second offence 
commencing within three years of the previous conviction.

You/your partner were convicted on        (date of 1st conviction) and       (date of second conviction).

We wrote to you/your partner on       (date), following your conviction for a benefit offence  
on        (date of 1st conviction) advising you/your partner that further offences would result in the 
sanction of your/your partner’s benefit under the provisions of the Social Security Fraud Act 2001.

For the duration of this sanction you must continue to meet all the usual conditions in order for your 
benefit entitlement to continue.

If you are still entitled to Housing Benefit and/or Council Tax Benefit at the end of the sanction period 
you will need to complete a review form before benefit can be reinstated.

If you think this decision will cause you hardship or your circumstances change, please tell us at once.

If you require additional information about this decision, please contact us within one month of the 
date of this letter.
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What happens after the decision is looked at again?

If the decision can be changed we will send you a new decision. If we cannot change the decision we 
will tell you why. You will still have the right to appeal against the decision.

Yours sincerely 
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Notification of reconsideration request

To: Two Strikes Central Team				    From: 	 (Benefit Details)
								        (Address)

Claimant’s name						      Partner’s name
NINO								        NINO
D.O.B.								        D.O.B.
Address								        Address (if different)

Please could you reconsider the Two Strikes sanction on ———————(claimant’s name) benefit for 
the following reason/s:

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

All relevant documentary evidence should be attached. Please advise whether the sanction is still 
applicable. 

Name:

Tel No:

Date:
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Notification of reconsideration outcome
To: (Benefit Details/ Address)					     From: (Name)

Two Strikes Central Team

Claimant’s name			             			   *Partner’s name
NINO								        NINO
D.O.B.								        D.O.B.
Address								        Address (if different)

The Two Strikes Central team has reconsidered the Two Strikes sanction on  
……………………… (claimant’s name). The reconsideration outcome is that:

* a) It is no longer applicable because: 

…………………………………………………………………………………………

…………………………………………………………………………………………

…………………………………………………………………………………….……

…………………………………………………………………………………………

Therefore, follow usual procedures for reinstating benefit and pay any arrears  
that are due.	

* b) It is still applicable because: 

…………………………………………………………………………………………

…………………………………………………………………………………………

…………………………………………………………………………………….……

…………………………………………………………………………………………

*Delete as appropriate

Signature
Name

Date
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Notification of arrears due to conviction having been quashed

To: (Benefit Details/Address)				    From: 	 (Name) 
								        Two Strikes Central Team

Claimant’s name						      Partner’s name
NINO								        NINO
D.O.B.								        D.O.B.
Address								        Address (if different)

A Two Strikes sanction was applied to ……………….(claimant’s name) benefit, from    /   /   to    /   /   , as 
a result of two convictions for benefit offences.  …………………(claimant’s name) appealed against their 
conviction on  /   /    (date) and has been successful in having the conviction quashed.

As a result of this decision a Two Strikes sanction is not applicable. Therefore,  
…………………………..(claimant’s name) is due arrears of benefit for the period    /    /      
to     /    /     . 

Please pay arrears of benefit as shown below: 

Week 1  £			   Week 5  £		  Week 9   £		  Week 13  £
Week 2  £			   Week 6  £		  Week 10 £
Week 3  £			   Week 7  £		  Week 11 £
Week 4  £			   Week 8  £		  Week 12 £
Total of weeks 1 - 13 = £

Signature

Name

Date

Cut here 

To: Two Strikes Central Team					     From: (Benefit Details/Address)

Claimant’s name							       Partner’s name
NINO									         NINO
D.O.B.									         D.O.B.
Address									         Address (if different)

I confirm that arrears of benefit have been paid to the above named claimant.

Total arrears paid £—.—			  Period from      /     /     to     /   /    
Signature
Name
Date
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Letter to claimant: conviction quashed - arrears payable

Website: 						     If you get in touch with 		 (Insert ref number)  
						      us, tell us this  
						      reference number	
						      Our Address			   (Insert address)

Joe Bloggs
1 Any Street
Anywhere
Anyplace
AN1 23AB
						      Our phone number		  (Insert tel number)	
						      My extension number		  (Insert ext number)
						      If you have a 			   (Insert textphone 	
						      textphone			   number)	
						      Date				    (Insert date)	

Dear (type claimant’s name here)

Sanction arrears notification

I am writing to inform you that following your recent successful appeal against a conviction for a 
benefit offence, you are entitled to arrears of Housing Benefit and/ or Council Tax Benefit for the 
period from    /    /     to     /     /      . This is because the sanction which was imposed from     /    /     
(date) to     /     /      . (date) is no longer applicable.

Please find enclosed a girocheque for £               , the total amount of arrears due.

If you want to know more about this payment please contact us at the address above and we will 
provide you with an explanation. 

Yours sincerely

(handwrite your signature here)

(type your name here)
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Letter to claimant – sanction is upheld
Website: 					    If you get in touch with us, 	 (Insert ref number) 		
					     tell us this reference number	
					     Our Address			   (Insert address)
Joe Bloggs
1 Any Street
Anywhere
Anyplace
AN1 23AB					   
					     Our phone number		  (Insert tel number)
					     My extension number		  (Insert ext number)
					     If you have a 			   (Insert textphone 		
					     textphone			   number)			 
					     Date				    (Insert date)	

Dear (type claimant’s name here)

Outcome of reconsideration request

We have looked again at our determination to apply a sanction to your benefit as a result of your 
convictions for benefit offences. I am writing to advise you that the original determination is correct.

This is because:

*You were convicted of benefit offences on      /     /         and      /     /

*Your partner was convicted of benefit offences on      /     /         and      /     /

and you/your partner’s conviction for a benefit offence on….    (date) links to a previous offence for 
which you/they were convicted on      /     /         (date of previous conviction).

* Delete as appropriate

For the duration of this sanction you must continue to meet all the usual conditions in order for your 
benefit entitlement to continue.

Yours sincerely

(handwrite your signature here)

(type your name here)
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Letter to claimant – reconsideration request upheld
Website: 						     If you get in touch with us, 	 (Insert ref number)  
						      tell us this  
						      reference number
						      Our Address			   (Insert address)

Joe Bloggs
1 Any Street
Anywhere
Anyplace
AN1 23AB
						      Our phone number		  (Insert tel number)
						      My extension number		  (Insert ext number)
						      If you have a 			   (Insert textphone 	
						      textphone			   number)
						      Date				    (Insert date)

Dear (type claimant’s name here)

Your request to reconsider your Two Strikes sanction

Following your request for us to look again at your current sanction for benefit fraud. I am pleased to 
tell you that your payment of Housing Benefit/Council Tax Benefit has been reinstated.

A sanction was not appropriate because

a)	 You were not convicted of benefit fraud.

b)	 Your partner was not convicted of benefit fraud.

c)	 Your recent conviction for a benefit offence commencing on …/.. /…. (date) does not link to 	
	 previous conviction for a benefit offence within a three year period.

d)	 Your partners recent conviction for a benefit offence commencing on …/../…. (date) does 
not 		  link to previous conviction for a benefit offence within a three year period.

Therefore, payment of your Housing Benefit/Council Tax Benefit will be reinstated and any arrears 
will be paid to you as soon as possible. 

Yours sincerely 

(handwrite your signature here)

(type your name here)
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