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QUICK GUIDE 6: Preparing customers for contact with DWP
Visit www.gov.uk and use the Benefit Advisor https://www.gov.uk/benefits-adviser     to check which benefits the customer may be entitled to and obtain estimates of benefits, tax credits or pensions. 
Advisors should
· Read the guidance notes provided with each form before form completion. 
· Ensure all relevant questions are answered, providing any supporting evidence requested, and make sure the customer signs and dates the form. 
· Complete forms promptly and return ASAP. 
· Not delay making a claim if all the information is not available.

Information required for all claims to benefits
· National Insurance number – this can be found on the National Insurance number card, letter from Department for Work and Pensions (DWP), pension statements, payslips. 
· If the customer is a national from another country the following information should be at hand when contacting the Department: 
· passport, Identity Card from their home country, EEA Registration Certificate, EEA Residence Permit, Worker Registration Card and certificate(s) or Accession worker card(s)

· any other country – Passport with Immigration Stamp or UK visa granting leave, Home office letter granting leave, Home Office UK residence permit granting leave, Home Office status document with UK residence permit granting leave.

Further information can be found at http://www.ukba.homeoffice.gov.uk/visitingtheuk/
· Details of the bank account that any money should be paid into, if one available. Details can be found on the chequebook, statement or passbook.
The additional information needed will be dependent on the customer specific circumstances and benefit(s) claimed.
In addition the following should be considered
· Where claim form is to be completed by someone other the customer, please provide details, for example, of the Power of Attorney. 
· Partner’s name and their National Insurance Number and Date of Birth, if relevant. Details of any benefits, savings or entitlements they may have. Some benefits, pensions or entitlements that a partner receives may affect some payments.
Information required for specific claims to benefits

For Attendance Allowance and/or Disability Living Allowance Claims
· The name of the customers General Practitioner (GP) and the address of the surgery.
· Details of any other health specialist who has been seen about the illness or disabilities in the last 12 months. 

· Hospital record number (if known). This can be found on an appointment card.

· Details of medication or an up to date printed prescription list, if available.
· Admission dates for hospital, care home or similar place, the dates the customer went in and came out and the name and address of the place they stayed.
· It is also helpful to have a record of needs. Try to list the times when help is needed from someone else or when there is a difficulty in doing something because there is no one around to help. If the condition varies records may be kept of needs over a good or bad day. Start from morning rise, through 24 hours, to rise the following morning. This record should be included in the claim.
 For Carers Allowance Claims 

· The full name of the person being cared for, their National Insurance Number and Date of birth.

· Details of current employment/education (dates/places).
· Details of any breaks in caring responsibilities since the date that the claim is being made.
· Details of anyone who is paid to look after this person or who has been.
· Has anyone else claimed Carers Allowance for this person, please provide their name and address.
For Pension Credit Claims
· Details of all income include bank statements showing, at least, the last two payments and evidence of any deductions made at source.

· If married, in a civil partnership or living with someone as a couple, details of partner’s income, including any benefits they are getting will be required. 

· Details of how much money is held in savings, investments and other capital. 

· How much is the annual council tax bill and whether help is received. 

· Details of rent or mortgage payments. 

· Information about anyone else living in the household and their employment status. 
· Details of anyone who receives Carers Allowance for looking after the customer or anyone else in the household. 
For State Pension Claims
· Date of Birth 
· Date of Marriage or civil partnership. 

· Date of divorce or termination of civil partnership.
· Date of widowhood or death of a civil partner.

Bereavement Benefits
· Certificate of registration of death.
· Birth certificate.
· Marriage or civil partnership certificate.
· Birth certificate for each child.[image: image1.png]
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