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HBSD/IAD Scan guidance and specification – available for 
formal consultation 

1 We have taken another step towards our aim that all HB/CTB data will be collected 
via the HBSD/IAD Scan by April 2008 by adding further questions onto the scan for 
2007-2008. The addition of these questions will enable us to replace the collection 
of further clerical data returns during the coming year.  

2 The 2007-2008 Guidance and Specification of the HBSD/IAD Scan, with the 
inclusion of these additional questions, is now available for formal consultation. 

3 Each year we consult on changes to the HB/CTB Management Information 
Guidance with Local Authority Association (LAA) representatives (on behalf of Local 
Authorities (LAs)) and software suppliers.  

4 This year, due to the scale of the proposed changes, we are also inviting comments 
from all LAs. 

5 The draft Guidance and Specification can be accessed via our website at  
http://www.knowledgenetwork.gov.uk/dwp/kimshbds.nsf/docs/testpage

6 Please direct any comments you may have on the proposals to Jan Ripley at 
jan.ripley@dwp.gsi.gov.uk – by Monday, 2 October 2006. 

Queries 

7 If you have any problems accessing the Guidance and Specification via the website 
please contact  
John Lowdon   
Tel: 0191 225 6554   
Email: john.lowdon@dwp.gsi.gov.uk

8 Further information regarding this subject should be directed to 
 Jan Ripley 
 Tel: 0773 331 5370 
 Email: jan.ripley@dwp.gsi.gov.uk

Special exercise to invite claims to State Pension 

Background 

9 The Pension Service has just started a special exercise to contact people on 
Pension Credit who have some entitlement to State Pension (SP) but who have not 
claimed it. At this stage it is not known why SP has not been claimed but it is 
anticipated that in the majority of cases the customer will not be aware that they 
have any entitlement to SP. 

10 As SP is a contributory benefit and takes precedence over an income-related 
benefit such as Pension Credit, customers will need to be advised that if they do not 
claim SP and want to continue to claim Pension Credit then an amount of ‘notional 
SP’ equal to the amount of SP which would be paid, if claimed, will be deducted 

http://www.knowledgenetwork.gov.uk/dwp/kimshbds.nsf/docs/testpage
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from the guarantee credit element of the Pension Credit award. We expect all the 
customers to claim SP. There will be no Pension Credit overpayments for the past 
period, rather customers will have been paid Pension Credit when they should have 
been paid SP. 

11 If the award of SP 

• changes the rate of Savings Credit in payment 

• awards Savings Credit for the first time, or  

• ends entitlement to Guarantee Credit 

 the customer will be advised that where HB or CTB is in payment that notification of 
the change will be sent to their LA in order for them to review the HB/CTB award. 
The customer will be informed of this before the case is re-assessed and the ETD 
sent to the LA. 

12 If the customer falls into one of the following categories 

• aged 75 or over (unless they have a younger appointee), or 
• in receipt of DLA/AA, or 
• the rate of SP will extinguish entitlement to the guarantee element of Pension 

Credit 

 the case will be referred first for a Local Service visit to invite a claim for SP and 
explain why the rate of Pension Credit will need to be adjusted, and, when HB or 
CTB is in payment, that notification of the change will be sent to their local authority 
in order for them to review the HB/CTB award. At the same time a full benefits 
check will be undertaken to ensure the customer is receiving all the benefits to 
which they might be entitled. These visits will be phased over the period of the 
exercise. We expect the exercise to run until the end of the financial year, and will 
be phased to avoid any sudden increase in ETDs going to LAs. 

Action on receipt of a change in the rate of Pension Credit 

13 When the award of SP is taken into account the effect may be to 

• remove entitlement to a guarantee credit leaving savings credit payable on its 
own 

• reduce the amount of savings credit only in payment, or 

• completely remove entitlement to Pension Credit 

14 Any of these outcomes will reduce HB/CTB, therefore, the effective date of the 
change will be either the 

• first day of the next benefit week following the date on which you receive the 
notification from The Pension Service, or 

• date on which Pension Credit is reduced 

 whichever is the later. HB(SPC) regulation 60(3)(b) and CTB(SPC) regulation 
51(3)(b) refer. 

15 If the award of SP means that entitlement to a guarantee credit continues you will 
not be notified of the change as entitlement to maximum HB/CTB will continue 
unaffected. 



 

16 We estimate that in a small percentage of cases, SP may have already been 
claimed by the customer or partner but not included in the Pension Credit 
assessment, or included at a lower rate. These cases will be re-assessed and 
treated as official error and recovery of any resulting overpayment will not be 
sought.  If the customer falls into one of the categories listed in paragraph 12 they 
will be visited first to explain the error, before the case is re-assessed. Other 
customers will receive a letter advising them of the error and where the award of SP 

• changes the rate of savings credit in payment;  

• awards savings credit for the first time; or  

• ends entitlement to guarantee credit  

 the customer will also be advised that if HB/CTB is in payment that notification of 
the change will be sent  to their LA in order for them to review the HB/CTB award. 
The customer will be informed of this before the case is re-assessed and the ETD 
sent to the LA. Any such cases should be processed as in paragraphs 13 to 15 
above. 

Queries 

17 If you have any further queries please contact  
Fiona.Mcleish1@thepensionservice.gsi.gov.uk

Housing Benefit website 

18 The Housing Costs Business Stream is planning to re-vamp the current HB area of 
the DWP website, which provides information and guidance to LAs on HB and CTB 
policy and operational issues. 

19 This is recognised as a valuable form of communication and we would like it to be 
the first tool of communication for LAs to obtain relevant guidance. In order to do 
this it is important for us to receive feedback and suggestions on how best we can 
achieve this to ensure that you will utilise it as your first port of call for HB/CTB 
information. The HB website can be found at  
http://www.dwp.gov.uk/housingbenefit/index.asp

20 We would appreciate it if you could forward your suggestions on how to improve the 
layout and content of the website to the Central Service Team via email  
Central-Service-Team@dwp.gsi.gov.uk by the close of Friday, 13 October 2006. 
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Valuation of National Savings Certificates from 1 July 2006 

21 National Savings and Investments are no longer in a position to supply the annual 
uprating details centrally. Therefore, in order to get a valuation of National Savings 
Certificates (NSC), you should 

• establish the following 
- certificate issue number 
- purchase price 
- date certificate was purchased 
- term – either 2, 3 or 5 years 

• contact the NSC Customer Management Unit on 0845 964 5000 for a  
re-valuation of the certificates quoting the information as above 

22 For Index Linked Certificates, access the National Savings and Investment website 
http://www.nsandi.com

Correction to HB/CTB Bulletin G8/2006: Performance 
Measure 16 (number of successful sanctions per 1000 
caseload) 

23 Following contact from a number of LAs it has been confirmed that section 115A of 
the Social Security Administration Act 1992 allows a penalty as an alternative to 
prosecution to be issued to any person that has been overpaid and there are 
grounds for instituting proceedings for an offence (under this Act or any other 
enactment) relating to the overpayment. 

24 The note in HB/CTB Bulletin G8/2006, para 32 which states that administrative 
penalties cannot be issued to landlords is therefore incorrect. Please delete the 
note in brackets in para 32 of G8/2006 and note this bulletin number against the 
entry. 

25 If you require further information about this item please contact  
Safe-VF@dwp.gsi.gov.uk  

Customer Management System – Customer signatures and 
revised wording of the Customer Declaration 

26 Please note this item is a repeat of the information contained in the article published 
in HB Direct, Issue 57, September 2006. 

http://www.nsandi.com/
mailto:Safe-VF@dwp.gsi.gov.uk


 

27 LAs associated with Jobcentre Plus offices using the Customer Management 
System (CMS) will be aware that the statement issued to customers contains a 
declaration indicating that the customer has a responsibility to report any 
subsequent changes of circumstance. This customer statement, of course, requires 
the customer’s signature as it constitutes the claim for both primary benefits and 
HB/CTB. LAs can legally process an HB/CTB claim on receipt of the LA Input 
Document without the need to obtain a further signature as this document is drawn 
from the signed customer statement held by Jobcentre Plus (HB/CTB Security 
Guidance paras 5.152 and 5.153 refer). 

28 Following feedback from LAs (from the Fraud Operational Group), we have 
improved the wording of the declaration by making it more specific about 
customers’ responsibilities to inform the LA about any change of circumstance. The 
new statement is as below with the changes indicated in italicised text. 

 “I must promptly tell the office or offices that pay my benefit(s) of anything 
that may affect my entitlement to, or the amount of, that benefit or benefits. This 
includes notifying my local council of any changes where I have made a claim to 

Housing Benefit and/or Council Tax Benefit.” 

29 This improvement was implemented on 11 September 2006. This change does not 
alter the LA Input Document as the declaration is within the signed Customer 
Statement, which can still be obtained via your local Jobcentre Plus.   

30 LAs should ensure that their prosecutions teams are aware of this change and, 
following a number of queries received from LAs, reiterate the legal acceptability of 
the document although it does not contain a signature.  

Queries 

31 If you have any queries about this change or any CMS related issues please 
contact Colin Heward on colin.heward@dwp.gsi.gov.uk

Rollout of Tactical e-Services 

32 Tactical e-Services went live on 20 March 2006 in Jobcentre Plus, Disability and 
Carers Service (DCS), Child Support Agency (CSA) and The Pension Service. This 
article aims to give more information about the continuing rollout within Jobcentre 
Plus.  

33 For Jobcentre Plus, Tactical e-Services offer an alternative route for the inbound 
call element of the current CMS process (for customers within CMS enabled areas 
of the country). The claim is then processed exactly as if the inbound call had been 
completed by telephone.  

34 Jobcentre Plus adopted a phased approach to the implementation of Tactical  
e-Services making it initially available to customers living in the South West and 
North East regions and have committed to rolling out the service throughout 
England, Scotland and Wales as soon as possible. Claims are currently allocated to 
two Contact Centres – Torquay and Paisley, followed by Bangor and Bridgend later 
in 2006. The customer’s home postcode will provide the filter to accept the claim 

mailto:colin.heward@dwp.gsi.gov.uk


 

and as the rollout continues, new areas will join and the respective postcodes will 
be added. 



 

35 The following is the current rollout schedule  
 

Jobcentre Plus Regions TES Rollout Schedule 

South West Live Mar 2006 

North East Live Mar 2006 

East Midlands 11 September 2006 

London 26 September 2006 

South East 9 October 2006 

East of England 23 October 2006 

Yorkshire & Humber 6 November 2006 

Wales 20 November 2006 

West Midlands 4 December 2006 

North West 11 December 2006 

Scotland 29 January 2007 

 

36 In previous articles we have informed you of the progress towards e-enabling 
claims within Jobcentre plus. Please refer to HB/CTB G11/2005 November 2005 
for more in-depth information and HB/CTB G4/2006 Annex A for Tactical  
e-Services Questions and Answers.  

Queries 

37 If you have any questions concerning the schedule itself and how it will affect your 
local offices then please contact your Jobcentre Plus local liaison point. If, however, 
you have questions concerning the article itself or questions arising from it then 
please email Catherine.pearson1@dwp.gsi.gov.uk

Stats 124 returns – use of sampling  

38 We have recently had some contact with LAs on the use of sampling to complete 
their Stats 124 returns.  

39 The Department for Work and Pensions (DWP) position is that sampling should not 
be used to report performance against Stats 124 items.  

40 One of the key principles of our performance management programme is that 
performance can be compared across LAs. To this end, it is important that all LAs 
operate the same assessment methodology.  

http://www.dwp.gov.uk/housingbenefit/news/newsletter/bulletins/2005/g11-bulletin-nov.pdf
http://www.dwp.gov.uk/housingbenefit/news/newsletter/bulletins/2006/g4-2006.pdf
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41 LAs are asked to supply information on all their caseload. If an LA were to sample 
their caseload to estimate their performance such an exercise would, in most cases, 
require LAs to check hundreds if not thousands of cases to accurately reflect their 
true overall performance.  

42 Therefore, if you are experiencing difficulty using the methodology outlined in the 
MIS Guide for Stats 124 items, you should contact the Performance Framework 
Team by email to discuss the reason why and when you anticipate resolving the 
problem. Their email address is  
Performance-Framework@dwp.gsi.gov.uk

IT Information Flow for LAs – replacement of the RAT  

Security 

43 The management checks that LAs and LA Support Team (LAST) carry out have 
identified cases of potential and actual misuse of Customer Information System 
(CIS). In these instances, investigations have been carried out and, when 
appropriate, LA disciplinary procedures have been invoked. Access to CIS has 
subsequently been removed from a small number of staff and, in the most serious 
case, an LA has dismissed one employee. 

44 Everyone should  

• continue to be vigilant when accessing CIS or processing CIS information 

• ensure they adhere strictly to all security and checking procedures, and  

• access cases on CIS only where there is a business reason for doing so 

45 Also, when the LA is test-checked on a partner’s National Insurance Number 
(NINO), both the Claimant and Partner NINOs should be recorded on the test check 
record (LAST 1). 

Additional users 

46 Many LAs have asked for an increase to the number of staff able to access the CIS 
and have been informed that this will be considered following the final phase of  
roll-out. In order that any increase in numbers can be managed efficiently, LAs 
should complete the return shown at Appendix A, giving details of current and 
proposed staff numbers and return it to the project.  

47 Access to CIS should continue to be made available to staff for HB/CTB purposes 
only. 

Fault reporting 

48 In order that CIS faults and discrepancies can be dealt with appropriately by LAST, 
LAs should ensure they have accessed the full Award History for the relevant 
customer and contacted the relevant DWP office for advice before they complete a 
LAST5 return. 

49 Information regarding the project has been published in HB/CTB Bulletins G2, G4, 
G5, G6, G7, and G8. Sections on frequently asked questions and advice and 

mailto:Performance-Framework@dwp.gsi.gov.uk?subject=Stats%20124


 

guidance you may find useful are available on the website, 
www.dwp.gov.uk/housingbenefit/rat 
 

http://www.dwp.gov.uk/housingbenefit/rat


 

Change to Internet Provider (IP) addresses 

50 LA liaison staff should ensure that LAST is made aware of any proposed change to 
their IP address which will affect access to CIS. In order to prevent any loss of 
service, they should notify LAST (using the form LAST6) of the new IP address at 
least one week in advance of the change, specifying the actual date of change.  

Queries 

51 If you have any queries, please contact Mary Carns  
Email: Mary.Carns@dwp.gsi.gov.uk or   
Tel: 07810 073970 

Student claims 

52 We have had enquiries about how to treat the new Maintenance Grant and the 
Special Support Grant. These were introduced this year by the Department for 
Education and Skills (DfES) and are available to full-time higher education students 
who start a course from September 2006. 

53 The Maintenance Grant, which replaces some of the student loan, should be taken 
into account as income. The maximum Maintenance Grant a student can receive is 
£2,700 per year. If a student receives a Maintenance Grant of £1,200 or less – their 
total combined income of grant and loan will equal the amount of loan shown in 
HB/CTB Circular A15/2006. If the grant is more than £1,200 – their total income 
from the loan and grant will be the total loan amounts shown in HB/CTB Circular 
A15/2006 plus the amount the Maintenance Grant exceeds £1,200. 

54 The Special Support Grant is paid in addition to the student loan and should be 
disregarded. 

55 Please see HB/CTB Circular A15/2006 for details of how to treat the Higher 
Education Grant, which continues to be payable to some students. 

What’s new on the web  

56 The following items can be found on the website link shown 
 

Document Type Subject Link 

HB/CTB Circular A14/2006 Changes to the HBMS data 
extract 

http://www.dwp.gov.uk/hbctb/
circulars/2006/a14-2006.pdf

HB/CTB Circular A15/2006 Student support uprating 
2006/2007 

http://www.dwp.gov.uk/hbctb/
circulars/2006/a15-2006.pdf
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Document Type Subject Link 

HB/CTB Bulletin G8/2006 HB/CTB Take Up Project 
closure 
Contact details for subject areas 
within HB/CTB 
Housing Benefit – frequently 
asked questions 
Review of the Business 
Partnership Agreement with HM 
Revenues and Customs and 
LAs 
Housing Benefit Operational 
Database 
Institute of Revenues, Rating 
and Valuation 
Performance Standards Fund: 
Maximum allocation reached 
Performance Measure 16 
(PM16): Number of successful 
sanctions per 1000 caseload 
How to book PINS training 
Social Security Law (Blue 
Volumes) 
IT Information Flow for LAs – 
Replacement of the RAT 
Email distribution arrangements 
for HB Direct, HB/CTB Bulletins 
and Circulars 
Pension Credit ‘HB/CTB Flag’ 
change and ‘ETD change to 
identify uprating cases’ 

http://www.dwp.gov.uk/housi
ngbenefit/news/newsletter/bu
lletins/2006/g8-2006.pdf

HB/CTB Security Guidance  Appendix 5: Reviews form 
Appendix 6: Visiting Officer’s 
verification statement 
Appendix 7: New claim checklist
Appendix 8: Certificate of 
earned income 
Appendix 9: HB/CTB Self-
employed earnings information 
Appendix 17a: WIB4a 
Appendix 17b: WIB4b 

http://www.dwp.gov.uk/public
ations/dwp/2006/hbct/sec-
guide-proformas-app-5-9.doc
 
 
 
 
 

http://www.dwp.gov.uk/public
ations/dwp/2006/hbct/sec-
guide-app-17a-17b.doc

 

HB/CTB Circulars issued this month 

57 The following HB/CTB Circulars have been issued this month 

• Circular A14/2006  

• Circular A15/2006 

http://www.dwp.gov.uk/housingbenefit/news/newsletter/bulletins/2006/g8-2006.pdf
http://www.dwp.gov.uk/housingbenefit/news/newsletter/bulletins/2006/g8-2006.pdf
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Other publications issued this month 

58 The following publications have also been issued this month 

• HB Direct Issue 57 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

If you have any queries about the distribution of this bulletin, contact   
Corporate Document Services Ltd Orderline  
• Tel: 0113 399 4040 
• Fax: 0113 399 4205 
• Email: orderline@cds.co.uk 

 



 

Appendix A: IT Information Flows for LAs Project: Access 
to CIS – Request for additional LA staff 
Local Authority Details 
 

Local Authority  
 

 
 
Details of LA contact completing this form 
 

Name  
 

Job Role  
 

Contact telephone number  
 

Contact email address  
 

 
 
Current Numbers of Staff within LA using CIS 
 
No of Government Gateway Assistants with 
View, Update or ETD access 

 

No of Government Gateway Assistants with 
SPO access 

 

 
 
Additional Numbers of Staff required 
 
No of additional number of GG Assistants 
required with View, Update or ETD access 

 

No of additional number of GG Assistants 
required with SPO access 

 

Date or Dates new Assistants require 
access to CIS 

 

 
 
Please return to the project by 31 October 2006 
 
E-mail: QH.ITIFLAPROJECT@DWP.GSI.GOV.UK
 
Fax: 0113 2327972. 
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