
CONWY COUNTY BOROUGH
COUNCIL

COED PELLA, CONWAY ROAD, COLWYN BAY, LL29 7AZ
Notes for filling in the Housing Benefit, Council Tax Reduction and where applicable,
Free School Meals and Pupil Development Grant/School Uniform Grant claim 
form
About this form
This 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. If you wish to claim Free School Meals and/or Pupil Develop-
ment Grant/Secondary School Uniform Grant ONLY then please contact my office on the number above and a single form will be
sent to you. 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.

If you are of working age and claim Universal Credit from the Department for Work & Pensions you will need to claim your Housing
Costs as part of your Universal Credit claim. There are some exceptions to this rule, please contact the Benefit Customer Service on
01492 576491 for more details.

You cannot claim Housing Benefit from the Local Authority and Universal Credit Housing Costs from the Department for Work & Pensions.

Council Tax Reduction is designed to help people on a low income to pay their Council Tax Charge. Anyone who pays Council Tax
of any age can claim and be entitled, if their income is below a certain level. If you are unsure about whether you would qualify
then please contact the Benefit Customer Service on 01492 576491 for advice or go to Conwy County Borough CouncilÕs website
www.conwy.gov.uk.

 

Please note, if your capital, savings and investments are £16,000 or more then you may not qualify for Housing Benefit/Council Tax Reduction.
THIS DOES NOT APPLY IF YOU ARE IN RECEIPT OF PENSION CREDIT - GUARANTEED CREDIT.

Free School Meals
Free School Meals will only be provided for pupils attending Conwy County Borough Council schools whose parents/guardians receive one of the fol-
lowing: Income Support, Job Seekers Allowance (Income-Based), Employment Support Allowance (Income-Related), Universal Credit, the Guaranteed 
part of Pension Credit, Child Tax Credit provided they are not entitled to Working Tax Credit and their income is below a level set by the Government, 
Working Tax Credit Ôrun onÕ (the payment someone may receive for a further four weeks after they stop qualifying for Working Tax Credit Universal 
Credit) or Support under Part VI of the Immigration and Asylum Act 1999. Pupils who receive Income Support or Job Seekers Allowance (Income-based)
or Employment Support Allowance (Income Related) in their own right are also eligible.
Please note we only write to you if you qualify or no longer qualify for free school meals.

School Essentials Grant/School Uniform Grant
The qualifying income for School Essentials Grant/School Uniform Grant is the same as above for Free School Meals, for children in re-
ception to year 11.
Please note we only write to you if you qualify or no longer qualify for Pupil Development Grant/School Uniform Grant.

If you have any questions about your claim, please phone 
the Benefit Office for advice.

Benefits Customer Service: 01492 576491    BT Text Relay: 18001 01492 576491
Or by email on benefits@conwy.gov.uk

and by post to: Revenue & Benefits Assessment Service, CCBC, PO Box 1, Conwy, LL30 9GN
Your call may be recorded for training and monitoring purposes

If you need a copy of this form in Welsh, Braille or large print please contact this office.
We also have access to an interpreting service called ÒThe Big WordÓ which is a 24 hour 

telephone interpreting service.
Mae’r ffurflen hon ar gael yn Gymraeg hefyd.



Evidence
We need to see evidence of some of the things you tell us about. There is a checklist on page 25 of this 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.

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 ÔYesÕ or ÔNoÕ 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 you answer a question with a cross we will
have to send the form back, and this will delay the claim.
If someone else fills in the form for you, there is a special space for them to sign.

If you need help filling in the form
If you need any help, our phone number is on the bottom of this page.
We are open between 8.45am and 5.15pm from Monday to Thursday and between 8.45 am and 4.45pm on
Fridays. We will either give you help over the phone or you can make an appointment by telephoning 01492 
576491.

What to do next
When you have filled in the form, sign it and send it to us, at Revenues and Benefits Assessment Service, CCBC, 
PO BOX 1, Conwy, LL30 9GN with the evidence we need to see, or you can bring the form and evidence to us at 
the main office at Coed Pella, Conway Road, Colwyn Bay  

opening hours Monday to Thursday 9.00am to 5.00pm Friday 9.00am to 4.45pm

If you do not send the form to us straightaway, you might lose money. If you cannot get the evidence we need at
the moment, please send the form back to us now and send the evidence later. If you are having difficulty getting
the evidence then please let us know as we may be able to help you.

Discretionary Housing Payment
Claimants who require further financial assistance with housing costs, who are in receipt of Housing
Benefit or Universal Credit Housing Costs can apply for a Discretionary Housing Payment (DHP) by
completing a Discretionary Housing Payment application form available on-line. 

If you have any questions about your claim, please phone
the Benefit Office for advice.

Benefits Customer Service: 01492 576491
BT Text Relay: 18001 01492 576491

Or by email on benefits@conwy.gov.uk
and by post to: Revenue & Benefits Assessment Service, CCBC, PO Box 1, Conwy, LL30 9GN



When we usually pay benefit from
If you move into a new home and claim Housing/Council Tax Reduction in the same week, your
claim will normally start from the day you moved in. If you make a claim for benefit in a different
week to when you moved in your benefit will normally start from the Monday after we receive your
claim form. If this is a repeat claim and you get your form to us within 1 calendar month from when
your last claim ended, we will pay your benefit from the day after the last claim ended. If the form
arrives more than 1 calendar month after your last claim ended, we will usually only be able to pay
your benefit from the Monday after we got your form.

Changes you must tell us about
Tell us straightaway if:
¥any of your children start, leave or change 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 into hospital or a nursing home, goes into 
prison, or changes or leaves a job;

¥your rent changes;

¥you move home;

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

¥you receive any decision about staying in the UK from the Home Office; or

¥anything you have already told us about changes.

You must tell us about these changes in writing — a phone call may not be enough.

If you donÕt tell us about these changes 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. DonÕt 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.

Notify any changes
by post to: Revenue & Benefits Assessment Service, CCBC, PO Box 1, Conwy 
LL30 9GN

Or by email on benefits@conwy.gov.uk



How we collect and use information
We will use the information you give in this form, and in any supporting evidence you send us, to
process your claim for Housing Benefit, Council Tax Reduction, Free School Meals and Pubil De-
velopment Grant/School Uniform Grant.

We may pass the information to other departments within Conwy County Borough Council, 
agencies or organisations such as the Department for Work and Pensions and the HM Revenue &
Customs, as allowed by law.

We may check information you have provided, or information about you that someone else has pro-
vided, with other information we hold. We may also get information about you from certain third
parties, or give them information to:

¥make sure the information is accurate;

¥ prevent or detect crime;

¥ protect public funds; and

¥ make sure you are receiving all the benefit you are entitled to.

These third parties include government departments, local authorities and private-sector companies
such as banks and organisations that may lend you money.

We will not give information about you to anyone else, or use information about you for other pur-
poses, unless the law allows us to.

We, Conwy County Borough Council, are the data controller and are responsible for managing the infor-
mation we hold and recognise that this information is important to you.  We take our responsibilities seri-
ously and will use personal information fairly, correctly and safely in line with the legal requirements set
out by current Data Protection legislation.  To view Revenue and Benefits full Privacy Notice then please
visit our website www.conwy.gov.uk/rbas/privacy
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Do you have a partner who
normally lives with you?
By partner we mean someone  
you are married to or live with 
as if you were married.

Surname

Other names

Title (Mr, Mrs, Ms and so on)

Address
Do not tell us your partner’s
address if it is the same as yours.

Date 

Date moved into this address 

of birth

National Insurance number
You can find this on payslips or
letters from the Department for
Works and Pensions or H M
Revenue and Customs. We 
cannot decide your claim if
we do not have your
National Insurance number.

Your daytime phone number

If you have a partner, you must answer all the questions about
them, as well as yourself.

Part 1 About you and your partner

You Your partner

/ / / /

/ / / /

Postcode Postcode

Letters Numbers Letter Letters Numbers Letter

Any other last names you have
used

No

Yes

If you do not have a National
Insurance number, or cannot find
it, tick this box.

If your partner does not have a
National Insurance number, or
cannot find it, tick this box.

For official use only

Date issued Reason

Your title (Mr, Mrs, Miss, Ms):

Your full name:

Address (including flat / room number):

Postcode:

A claim form for Housing Benefit, Council Tax Reduction and where
applicable Free School Meals and Pupil Development Grant/School 
Uniform Grant

HHB/CTBA 
Nov  23

Email address

Land line

Mobile

Land line

Mobile

Date received stamp

Preferred method of contact
By selecting e-mail as preferred method of contact any requests for information may be
sent to the email address provided, and could be used for future contact with you. If any
details change, you must inform our office promptly.

Landline Mobile Email



Are you or your partner
still claiming Housing Benefit
or Council Tax Reduction
from that Council?

Have you or your partner 
returned to or arrived in England, 
Northern Ireland, Scotland, 
Wales, the Republic of Ireland, 
the Channel Islands or the Isle of 
Man in the last two years?

If you have moved home,
tell us your last address.
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'

Are you or your partner entitled
to Carer's Allowance but not 
receiving payment due to receipt
of other benefits?
Do you or your partner pay
towards the cost of supporting 
a son or daughter in higher 
education?
Please send proof of this payment 
(for example a copy of their 
student grant certificate or 
award letter).

If ‘Yes’, do you study full time 
or part time?.

Do you use your home 
for business?

How many years does 
the course last?
Which year are 
you/your partner in?

What date does this year’s
course start and end?
Do you or your partner
receive a grant?

'

Are you or your partner entitled
to Carer's Allowance but not 
receiving payment due to receipt
of other benefits?
Do you or your partner pay
towards the cost of supporting 
a son or daughter in higher 
education?
Please send proof of this payment 
(for example a copy of their 
student grant certificate or 
award letter).

If ‘Yes’, do you study full time 
or part time?.

Start End Start End

Are you or your partner
living away from home at
the moment?
For example, in hospital,
residential/nursing home,
prison, staying with friends/
relatives etc.

Tell us why you or your partner are not living at home.
No
Yes

When did you/your partner 
last live at home? 

When do you/your partner 
expect to go back home? 

/ / / /

Postcode

Tell us the address of where you / your partner are living at the moment.

If your home has been sublet, tell us who lives there now.

No
Yes

No
Yes

No
Yes

No
Yes

Do you or your partner
receive a loan?

No
Yes

No
Yes

We must see evidence of your Student Status and income.  Read the checklist at Part 18 to see what you 
can use as evidence. 

Page 3



Page 4

Part 1 About you and your partner – continued

Part 2 About children
You may be able to get more benefits if there are children in your household and they are:
under 16;
aged 16 and up to the 1st of September following their 16th Birthday;
aged 16 and over but under 20 and either:
• in education taking a course of full time, not higher than GCE (A-level), advanced GNVQ or

equivalent and they started before reaching the age of 19
• on approved training that is not provided through a contract of employment and it started before
 reaching the age of 19 

Are there any children in your
household?

Go to Part 3.

If there are more than three children, use a separate sheet of paper 
to tell usall the information we ask for on this page.

First child
Surname

Other names

/ /Date of birth

What is the child’s sex?

The child’s relationship to you

Usual address if different
from yours

Child Benefit number

Second child

/ /

Third child

/ /

If you are sending a separate sheet of paper, tick this box.

No

Yes

The child’s relationship to
your partner

Please tick if you or your
partner are:
•in legal custody

•severely mentally impaired

•registered blind

•long-term sick or disabled

We will  contact  you if we need any more information.

Do you or your partner have
a main home somewhere else?
If your main home is
somewhere else in the UK or 
abroad, tick ‘Yes’, even if you
do not pay rent for it.

Do you pay rent
on this property?

No

Yes What is the address?

No

Yes How much?

No

Yes What is the address?

Postcode

You Your partner
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Does the child get Disability 
Living Allowance or Personal 
Independence Payment?

If you pay for child care then 
part of this cost can be deducted 
from your income figure used to 
calculate your Housing Benefit 
and/or Council Tax Reduction.

We must see evidence if child care payments made.  Read the checklist at Part 18 to see what you can use 
as evidence



Do they get Income Support,
Jobseeker's Allowance (income-
based), Pension Credit 
(Guaranteed Credit), Employment 
Support Allowance (income-related) 
or Universal Credit?

Do they get Disability Living
Allowance, Personal 
Independence Payment, Armed
Forces Independence Payment 
or Attendance Allowance?

No

Yes

Are they a full-time student, a
student nurse, a care worker or 
an apprentice?

No

Yes

Part 3 About other people who live with you – continued

No

Yes

Do they pay rent or money for
board and lodgings to you or
your partner? 

No

Yes

Are they severely
mentally impaired?

Are they in legal custody
at the moment? When are they

expected to
come out?

/ /

No

Yes

When are they
expected to
come out?

/ /

No

Yes

When are they
expected to
come out?

/ /

No

Yes

No

Yes

No

Yes

No

Yes

No

Yes

No

YesTell us which. Tell us which. Tell us which.

No

Yes

No

Yes

No

Yes

No

Yes

No

Yes

No

Yes

How much?

£ a week £ a week £ a week

Are they registered blind? No

Yes

No

Yes

No

Yes

How much? How much?

How much?

£ a week £ a week £ a week

How much? How much?

First person Second person Third person
Surname

Other names

National Insurance number

Date of birth

Their relationship to you or
your partner
Some examples are aunt,
brother, daughter , father,
grandson, grandmother ,
stepdaughter, joint tenant,
joint owner, subtenant, 
lodger or friend.

/ / / / / /
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Part 3 About other people who live with you – continued

Are they in hospital
at the moment?

When will they come out
(if you know this)?

When did they
go in?

Tell us their
earnings before
any deductions.

We need to see evidence
of their earnings.

Do they normally work for
16 hours or more a week?

Do they have any other
income at all?
This includes any benefits or
allowances you have not told
us about on this form and
interest from savings and
investments.

/ /

/ /

£

Name of first
other income

£ a week

When will they come out
(if you know this)?

When did they
go in?

Tell us their
earnings before
any deductions.

We need to see evidence
of their earnings.

/ /

/ /

£

Name of first
other income

£ a week

First person Second person Third person

When will they come out
(if you know this)?

When did they
go in?

Tell us their
earnings before
any deductions.

We need to see evidence
of their earnings.

/ /

/ /

£

Name of first
other income

£ a week

No

Yes

No

Yes

No

Yes

No

Yes

No

Yes

No

Yes

No

Yes

No

Yes

No

Yes

How much is it before
deductions?
£ a week £ a week £ a week

How much is it before
deductions?

How much is it before
deductions?

Name of second
other income

Name of second
other income

Name of second
other income

Name of third
other income

Name of third
other income

Name of third
other income

How much is it before
deductions?

How much is it before
deductions?

How much is it before
deductions?

We need to see evidence
of other incomes.

£ a week

We need to see evidence
of other incomes.

£ a week

We need to see evidence
of other incomes.

£ a week

How much is it before
deductions?

How much is it before
deductions?

How much is it before
deductions?

Are any of the people who
normally live with you married
to each other or living together
as if they were married? Tell us their names.

No

Yes

And

is the
partner of

is the
partner of



Are you claiming Housing Costs 
as part of your Universal 
Credit claim?

Yes

No
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What sort of tenancy 
do you have?
For example, licenced, assured 
shorthold, regulated. 

/ / / /toHow long is the tenancy for?

Please tick to show if the
property is let as:
furnished

partly furnished

minimally furnished

unfurnished

Does anyone else share the rent
with you and your partner?

Tell us their names and their relationship to you and your partner.

Send us evidence of the date it changed, and how much it changed.

/ /

Has your rent changed
in the last 12 months?

When is the next rent
increase due?

£
every

(For example, every week/fortnight/four weeks/month.)

(For example, every week/fortnight/four weeks/month.)
every

How much is the rent for
your home?

No

Ye s

No

Ye s

Part 4 About rent – continued

Has your rent been registered
as a fair rent by a rent officer? 

Do you have any weeks when
you do not have to pay rent? How many in a year?

By 

How much do you owe? £

how many weeks?
Are you behind with your rent?

Who receives the Council Tax
bill for your home?

You or your partner

Your landlord

Someone else Tell us who receives the Council Tax bill.

No

Ye s

No

Ye s

No

Ye s

£

How much of the rent do you pay?

Please send us the notice of registration (RO5).
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Sharing information with your landlord could help us deal 
with your claim more quickly and reduce the risk of you 
falling behind with your rent because of your claim being 
delayed.

We may need to confirm information with your landlord 
before we can make a decision on your claim (for 
example, the start date of your tenancy). In these 
circumstances, we can contact your landlord without your 
permission.

Under the Data Protection Act 1998, we need your 
permission to discuss anything else.

I give you, Conwy County Borough Council, permission to share my information about the progress of this Housing
Benefit claim with my landlord or their agent.

Your signature:                                                             Date:

Your partnerÕs signature:

If you give us permission, we will be able to tell your 
landlord whether:
¥ you have claimed Housing Benefit;

¥ we have made a decision on your claim;

¥ we have made a payment to you; and

¥ we need more information to make a decision on your
claim, and what that information is.

We will not give your landlord any information about: 
¥ your personal or household circumstances; or 
¥ your financial circumstances.
You can withdraw your permission at any time.

It will not affect your claim if you do not give us 
permission to discuss your claim with your landlord.

If you want to give us permission to discuss your claim 
with your landlord, please sign below.

/ /

If ‘Yes’, please give
details and name and address of carer/s

Sharing information with your landlord



Part 5 About where you live – continued

How many rooms are there
in the building?

In the whole
building?

Just for you and
your household?

That you share with
other people?

Living rooms

Bedsitting rooms

Bedrooms

Bathrooms or shower rooms

Toilets

Kitchens

Other rooms

Part 6 Income Support, Jobseeker’s Allowance (income-based), 
Pension Credit (Guaranteed Credit) and Employment 
Support Allowance (income-related)

Are you or your partner actually 
getting Income Support, 
Jobseeker’s Allowance 
(income-based), Pension Credit 
(Guaranteed Credit) or 
Employment Support Allowance
(income-related)?

Are you or your partner
still waiting to hear about a
claim for Income Support, 
Jobseeker’s Allowance
(income-based), Pension Credit 
(Guaranteed Credit) or
Employment Support 
Allowance (income-related)?

You Your partner

Now go to Part 13. 

/ /

When did you start
getting it?

/ /

/ / / /

When did you claim? When did they claim?

No

Yes

Go to Part 7. Go to Part 7.

No

Now go to Part 13. 

Now go to Part 13. Now go to Part 13. 

When did they start 
getting it?

Yes

No

Yes

No

Ye

Which one? Which one?

Which one? Which one?s

Has your home been built or
adapted for people with 
disabilities?
If ‘Yes’, please give details 

If ‘Yes’, please give details and 
enclose any supporting evidence.
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Is anyone in your household
unable to share a bedroom
because of their disability?

smithst
Insert Text

smithst
Insert Text

smithst
Insert Text
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Part 7 About other business interests or being self-employed 


You Your partner

/ /

Postcode

What kind of work do you do?

When did the business start?

What is the business address?

How many hours a week
do you usually work?

Tell us their name
and address.

Are there any other partners
in the business?

Postcode

/ /

Postcode

Tell us their name
and address.

Postcode

Are you or your partner

a company director? We will write to you for more information.

No

Yes

No

Yes

No

Yes

£

Every

How much?

How often?

Do you pay into a private
pension scheme?

£

Every

How much?

How often?

No

Yes

No

Yes

How much?

Do you get a Business
Start-up Allowance?

£

Every

How often?

How much?

£

Every

How often?

No

Yes

No

Yes

We must see evidence of your earnings before we can decide how much benefit you can get. Read the
checklist at Part 18 to see what you can use as evidence.

Are you or your partner
self-employed?

Go to Part 8.

Answer the questions on this page.
You must send us your trading accounts for the last financial year.
If you have only recently set up the business and do not have a full
year Õs accounts, we will need to see some other evidence of your
income. We will write to you about this.

No

Yes



Page 14



Page 15




























