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About this form

The Housing Benefit/Local Housing Allowance and Council Tax Benefit claim form has been specially designed to be easy to
fill in. It may seem rather long, but we have to ask a lot of questions to make sure that everyone who claims gets the correct
amount of benefit.

You may not have to fill in all parts of the form, but you must fill in any part that is relevant to you. Every part starts with a
question to help you decide if you need to fill in that part.

Filling in the form
Please fill in the form in black ink. If you make a mistake, just cross it out and put the right answer next to it.

Please answer all the questions. Make sure that you tick all the relevant boxes. If you do not answer all the questions, it will
take us longer to work out your benefit. Do not use correction fluids or tape.

If you need help filling in this form, please contact us at the address on the enclosed notes. The notes include phone numbers
and office opening hours. Please get in contact with us so we can help you.

Proof

We need to see proof of the things you tell us about. There is a checklist at the end of the form to help you. We will tell you
what we need to see. We cannot pay you benefit until we have seen the proof we have asked for. We must see original
documents — we cannot accept photocopies.

If you do not have all the proof we need, return the form immediately and send the documents within 1 month. However, we
cannot process your claim until you have provided all the original information to support your claim. We will keep the
information you give us confidential.

If you are claiming Housing Benefit/Local Housing Allowance we will need to see your tenancy agreement , together with your
rent book or rent receipts. If you are making a contribution towards a student loan, student grant or student maintenance, we
will need to see proof of this as we can disregard (ignore) these amounts from your income (up to a maximum limit).
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Other useful information about Housing Benefit/Local Housing Allowance and Council Tax Benefit

Changes you must tell us about

Tell us straight away if:

any of your children leave school or leave home;

anyone moves into or out of your home (including boarders and subtenants);
your income or the income of anyone living with you, including benefits, changes;
your capital or savings change by more than £200;

you or anyone living with you becomes a student, goes on a Youth Training Scheme, goes into hospital or a nursing
home, goes into prison, or gets, changes or leaves a job;

your rent changes;

you move;

you or your partner are going to be away from home for more than a month;

you receive any decision from the Home Office; or

anything you have told us about changes.

You must tell us about these changes in writing — a phone call is not enough. You must tell us about these changes as
soon as possible. If you don't tell us about these changes within 1 month you may lose money you are entitled to or you
may get too much benefit.

You must make sure that you tell us about these changes. Don’t rely on someone else to pass the message on. It is an offence
not to tell us about any change of circumstances that may affect your benefit. We may take court action against you and if
we pay you too much benefit, you may have to pay it back.

Local Housing Allowance

Tenants renting from a private landlord and making a new claim for Housing Benefit or who move home on or after 7th April
2008, will get Local Housing Allowance. Your benefit will be calculated using Local Housing Allowance rates. The rates are
set each month for different size properties by The Rent Service and the rate you are entitled to is based on the number of
people who live with you and their ages. Local Housing Allowance is the maximum amount that you can receive, and this will
reduce depending on your income, savings and circumstances.

Discretionary Housing Payments

You can apply for a discretionary housing payment if you are:
® already getting Housing and/or Council Tax benefit or Local Housing Allowance;
® and there is a shortfall between your benefit and your rent/ council tax charge;
® and you are having difficulty paying the shortfall.

You will need to ask for an application form, and each case will be looked at and considered individually. The amount each
authority can pay in this matter is limited to a yearly cash total. Once the yearly total is reached, we will not consider any more
applications for that year.

Complaints procedure

If you are unhappy with the way you have been dealt with by the benefits section, please contact the council to obtain details
of their complaints procedure.

Appeals

If you want to know more about your award of benefit or if you think it is wrong, you should get in touch with us within one
month of the date of the award letter or we may not be able to consider any disagreement.

You can either:
@ ask for an explanation;
@® ask us to look again at the decision; or
® appeal against the decision — this can only be in writing. If you appeal against the decision, an independent tribunal run
by the Tribunals Service will hear your appeal.
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PLEASE COMPLETE THIS FORM IN BLACK INK

For office use only

Benefit number Date issued

Council Tax Assessed by Date
number

Property number Checked by Date
Rent reference Date received

A claim form for Housing Benefit/Local Housing Allowance and Council Tax Benefit

Which of the following do you need help to pay?

Rent Council Tax
Private Rent D Council Tax D
Housing Association Rent D Second Adult Rebate D If you are applying for second Adult Rebate

only complete parts 1, 3 and 18.
Salisbury District Council, D
Swindon Borough Council
or West Wiltshire District
Council Rent

Second Adult Rebate is Council Tax Benefit for people who may not have a partner
but who share their home with someone who:

@ is 18 or over; and
@ is on a low income; and
@ does not pay them rent.
If you are claiming Second Adult Rebate, only fill in Part 1, Part 3 and Part 18 of this form

Part 1

YOU MUST ANSWER ALL QUESTIONS IN PART 1

If you have a partner, you must answer all the questions about them.
By partner, we mean someone of the opposite/same sex, who you are married/civil partners to, or live with as if you were
married/civil partners.

Do you have a partner who normally lives with you? No D Yes D

You Your partner
Title Mr D Mrs D Miss D Ms D Mr D Mrs D Miss D Ms D
Surname ‘ ‘ ‘ ‘

Other names ‘ ‘ ‘ ‘

Address
Postcode Postcode
Date you ‘ / / ‘ ‘ / / ‘
moved in
Date of birth \ / / \ \ / / \
National Insurance Letters Numbers Letter Letters  Numbers Letter

number L L)L L

You can find this on payslips or letters from Social Security or the Tax Office. We cannot decide your claim if we do not have your National Insurance number.
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