
   

When a tenant makes a claim for Housing Benefit. Some information for 

landlords.      

 CLAIM IMMEDIATELY: Anyone who wants to claim Housing Benefit, whether it’s at  the start 

of, or part-way through a tenancy should make their claim for Housing Benefit immediately. 

Claims are only paid form the date they are made and backdating is only awarded if there is 

a very good reason why the claim was not made at the right time. In the exceptional cases 

where it is awarded – the maximum period for backdating is one calendar month for 

Housing Benefit (or  6 months for Council Tax Reduction).  Delays mean lost benefit 

 DON’T FORGET COUNCIL TAX:  If you have a tenant who receives the housing cost element 

of Universal Credit, so isn’t entitled to Housing Benefit,  but is responsible for paying Council 

Tax, do encourage them to claim Council Tax Reduction. Although this won’t directly affect 

the landlord, anything which helps a tenant’s overall financial situation, should help 

minimise any risk of rent arrears.  

 CLAIM ONLINE: All Housing Benefit or Council Tax Reduction claims in Sandwell must be 

made online. Please copy this address into your browser for our form. 

www.sandwell.gov.uk/info/200149/council_tax_reduction/3716/before_you_start 

 ON ANY DEVICE: Claims can be made 24/7 online and the form is compatible with PCs, 

tablets or smart-phones. You can claim wherever you are, whenever you want. 

 NO INTERNET ACCESS?  Tenants who don’t have internet access can use a computer in any 

Sandwell library. If someone is incapable of using a computer, they should contact our call 

centre for advice.  

 SAVE YOUR ANSWERS: The online form lets you save your answers and come back if you 

can’t complete the form in one go. You can do this from any page of the application. Make 

sure you keep the reference number and make a note of the password you will be asked to 

create.  

 REFERENCE NUMBER: Your reference number will be in this format - 

 
 CALCULATOR: The application includes a claim calculator. This works out how much benefit 

a tenant might receive and tells them how much they need to pay towards their rent or 

Council Tax if they are only entitled to partial benefit. This should help prevent arrears 

building up if there is a delay in a claim being processed. You can also use the calculator to 

check whether you might qualify for help without actually submitting a claim if you don’t 

want to. The accuracy of any calculation is dependent on the accuracy of the information the 

tenant provides.  Also, in some cases, we will recover outstanding overpayments of benefit 

from claims the tenant has made previously. This can reduce benefit payments. Any such 

recovery will not show on the calculator.  

 CHANGE OF ADDRESS WITHIN SANDWELL: If someone moves home within Sandwell and is 

already claiming benefit – they don’t need to complete our full application form. Instead, 

they should complete our ‘moving within area’ form. Please copy and paste this address into 

your browser https://sandwell.erevenues.co.uk/rev/ctaxMovingWithinStart 

http://www.sandwell.gov.uk/info/200149/council_tax_reduction/3716/before_you_start
https://sandwell.erevenues.co.uk/rev/ctaxMovingWithinStart


 SUPPORTING INFORMATION: Our online application form is ‘intelligent’ and at the end, will 

tell you what information (if any) you need to provide. We are now less likely to need 

tenants to provide evidence than previously as we can often check benefit income or 

identity details directly with the Department of Work and Pensions. In ‘social’ tenancies, we 

can check the rent directly with the landlord.  If it is a privately rented property though, we 

will always need to see proof of rent, normally in the form of a tenancy agreement.   

 YOU ONLY GET ASKED ONCE:  If we ask for information or evidence, it must be provided 

within the time limit. We do not normally issue reminders and if information is not provided 

on time, the claim will be refused. The tenant will have to reapply and the claim will only 

start from the date of the new application. This may well result in rent arrears.  

 IF WE CONTACT YOU LATER: We will sometimes contact tenants by phone or by letter if 

extra information is needed. Again, it is essential that tenants comply with our requests and 

provide information promptly or they risk losing benefit.  

 HIT SUBMIT: We have seen a number of cases where tenants have started online forms 

without going on to complete and submit them. A partially completed form does not count 

as an application for benefit. To make a claim, you must go right through to the end and 

submit it. If you don’t press submit – you haven’t made a claim. It’s that simple.  

 

 

 

 PROVING YOU HAVE MADE A CLAIM. (Full application form) When a tenant submits a full 

application form online, they are sent an automatic email receipt. Tenants should make sure 

they keep this. They can then prove to their landlord a claim has been made. 

 PROVING YOUR CLAIM ON A CHANGE OF ADDRESS: At the moment – our change of 

address form does not automatically generate an email receipt. However, you can screen-

shot or print the final page. You can use this as proof that you have made a claim.  

 

 

 

 

 

 

 

 

 CLAIM PROCESSING TIMES: We normally process applications quickly, especially if all the 

information we need is provided straightaway.  If your tenant tells you they have made a 



claim and you are concerned about a delay, before you contact the benefits office, check 

with the tenant they have done everything they need to.  Make sure the tenant has a receipt 

or proof a claim was made and that they provided any information asked for.  

 DATA PROTECTION: If a contacts us, we are restricted by data protection rules about what 

information we can share. If we have no permission from the tenant, we simply cannot 

comment. Tenants can give consent on their application form for us to share information 

with their landlord, but this permission still has restrictions on exactly what can be shared. 

There is a Data Protection Waiver form (downloadable from our website 

https://www.sandwell.gov.uk/downloads/file/1184/data_protection_act_waiver  that a 

landlord can ask the tenant to sign which allows the Benefit office to share additional 

information.  However, tenants are not obliged to sign this and can withdraw their consent. 

Any permission given is time limited and expires if a claim ends for any reason. 

 INFORMATION ABOUT PAYMENTS WE HAVE MADE: Landlords should register to use our 

online ‘landlord portal’ which gives them full information about payments we have made to 

them. Please copy and paste this address into your browser for more information.- 

www.sandwell.gov.uk/info/200145/benefits_and_grants/3565/landlord_portal 

 REPORTING ARREARS: If a landlord is worried that a tenant is receiving Housing Benefit but 

not using it pay their rent, you should report this to us straightaway. You can do this via our 

website. Please copy and paste this link into your browser - 

www.sandwell.gov.uk/forms/form/47/en/report_a_tenant_in_rent_arrears If the tenant is 

receiving Housing Benefit, we will suspend payments while we investigate and if we find that 

payments have been misused, may make future payments direct to the landlord.  

 CHANGES: If something changes after the claim has been made, the tenant should tell us. 

This could be something about the rent, household make up (who lives in the property) or 

their income or finances. If in doubt, check with us anyway. A failure to report a relevant 

change in circumstances can lead to overpayments or could even be benefit fraud.  

IMPORTANT:  The tenant is responsible for any shortfall between the amount of benefit paid and 

the rent charged.  The Revenues and Benefits Service does not accept responsibility for making 

sure a tenant’s rent is paid. It is only responsible to ensure that if a tenant makes a valid 

application and provides all the necessary information, that the claim will be assessed and paid (If 

appropriate) under the regulations. 

 

 

 

 

 

 

  

 

https://www.sandwell.gov.uk/downloads/file/1184/data_protection_act_waiver
http://www.sandwell.gov.uk/info/200145/benefits_and_grants/3565/landlord_portal
http://www.sandwell.gov.uk/forms/form/47/en/report_a_tenant_in_rent_arrears


 


