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Notes for filling in the Housing Benefit and
Council Tax Benefit claim form

Please read these notes before you fill in the claim form.
Then keep the notes in case you need to read them again in the future.

About this form

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

Second Adult Rebate

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.

Filling in the form

If you are filling in this form by hand, use black ink. Do not use pencil. If you make a mistake, just
cross it out and put the right answer next to it. Do not use correction fluid or tape.

Answer ‘Yes’ or ‘NoO’ questions by putting a tick in the relevant box. If you are picking an answer from
a list of answers, put a tick in the relevant box. Do not put a cross in any boxes.

If someone else fills in the form for you, there is a special space for them to sign.

If you need help

If you need any help, our phone number is 020 8891 7724. If you have problems hearing, our
minicom number is 020 8831 6210.

You can come to see us at the Civic Centre, 44 York Street, Twickenham TW1 3BZ.
We are open from 9am to 5.15pm from Monday to Thursday and 9am to 5pm on Friday.
You can email us at revben@richmond.gov.uk

There is more information about benefits and other Council services on the website at
www.richmond.gov.uk

You can get independent help and advice from the Citizens’ Advice Bureau. The address and phone
number of your nearest bureau is in The Phone Book.



Evidence

We need to see evidence of some of the things you tell us about. There is a checklist at the end of the
form to help you. If you are not sure if we need to see evidence of something, get in touch with us.
We will tell you what we need to see. We cannot pay you benefit until we have seen the evidence we
have asked for.

What to do next

When you have filled in the form, sign it and send it to us, with the evidence we need to see. Or you
can bring the form and evidence to us. Do not send valuable items such as benefit order books, bank
books or passports in the post. Bring them to our reception and we will get the information we need
and give them back to you.

If you cannot get the evidence we need straight away, do not worry. Send the form to us, but let us

know that you will be sending some evidence later. If you do not send the form to us straight away,
you might lose money. If you cannot get the evidence within 2 or 3 weeks, let us know. We may be
able to help you.

You must tell us about any changes

If your circumstances change after you have filled in this form, you must tell us straight away so that
we can look at your benefit again. If you don’t tell us about a change within one month you may lose
money you are entitled to or you may get too much benefit.

You must tell us if:
any of your children leave school or leave home;
anyone moves into or out of your home (including lodgers and subtenants);
your income or the income of anyone living with you, including benefits, changes;
your capital, savings or investments change;

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 else you have told us about changes.

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 circumstance that affects your benefit.
We may take court action against you and if we pay you too much benefit, you will probably have to
pay it back.

We have a special team that investigates benefit fraud. If you have any information about false
benefit claims please ring them on 020 8891 7839



How we will use your information

We will use the information you give in this form to process your claim for Housing Benefit and
Council Tax Benefit. Please read the Council’s Personal Information Policy.

Personal Information Policy

The Council respects your privacy rights and is committed to ensuring that it protects your details,
the information about your dealings with the Council and other information about you available to
the Council (“your information”).

The Council will use your information to:

deal with your requests and administer its Departmental functions
meet its statutory obligations

prevent and detect fraud

conduct surveys and research

contact you with information about activities and events involving the Council or with offers

which it thinks may be of interest to you

The Council may share your information (but only the minimum amount of information necessary
to do the above and only where it is lawful to do so) with other Departments within the Council
(including the elected members), central government Departments, law enforcement agencies,
statutory and judicial bodies, community services providers and contractors that process data on
its behallf.

The Council may also obtain information about you from third parties if this is necessary to meet
its statutory obligations.

The Council may also use and disclose information that does not identify individuals for research
and strategic development purposes.

You have a right to see your information (subject to certain exceptions and the payment of a fee).

If you have any requests concerning your information or any queries with regard to the Council’s
processing please contact the Finance Department on 020 8831 6233.



Please contact us if you need a copy of these notes or the
claim form in braille, large print, on audio tape or in another
language.

Translation Advice

If you have difficulty understanding this booklet please visit Revenues and Benefits at the address below
where we can arrange a telephone interpreting service.

Albanian

Nese keni veshtersi per te kuptuar kete botim, ju lutemi ejani ne recepcionin ne
adresen e shenuar me poshte ku ne mund te organizojme perkthime nepermjet
telefonit.

Arabic
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Bengali
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Farsi
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