UNIT 18
	Title
	Understand the general principles of housing and council tax benefit

	Level
	2

	Credit Value
	1

	Learning Outcomes – the learner will
	Assessment Criteria – the learner can

	1 
Understand the principles of the process for claiming benefit
	1.1
Explain who can claim benefit

1.2
Explain how to claim for benefit

1.3
Explain the range of information, evidence and supporting documentation required to support a claim

1.4
Explain why the date of first contact is important

	2
Understand the principles of Second Adult Rebate
	2.1
Explain who can claim Second Adult Rebate

2.2
Explain how to claim Second Adult Rebate

2.3    Explain the basic calculation principles for Second Adult Rebate

	3
Understand the principles of entitlement to Housing and Council Tax Benefit
	3.1
Explain the criteria for the calculation of Housing and Council Tax Benefit

3.2
Explain the capital limit for Housing and Council Tax Benefit



	4       Understand the principles of benefit payments 
	4.1    Explain the methods used for payment of Housing Benefit

4.2    Explain the methods used for the payment of Council Tax Benefit

4.3    Explain the methods used for payment of Second Adult Rebate

	5       Understand the principles of benefit overpayments
	5.1    Explain why a benefit claim may be overpaid

5.2    Explain what methods may be used to recover overpayments of benefit

5.3    Explain who overpayments of benefit may be recovered from

	6       Understand the principles of appeals against a benefit decision
	6.1    Explain who may appeal against a benefit decision

6.2    Explain the criteria governing the time limits for appeal

6.3    Explain how someone would appeal

	Additional information about the unit

	Unit purpose and aim(s)
	For the learner to demonstrate they are able to process applications for housing benefit and council tax benefit ensuring they are accurate and valid.

	Unit expiry date
	

	Details of the relationship between the unit and relevant national occupational standards or other professional standards or curricula (if appropriate)
	Direct relationship based on NOS for the Administration of Local Revenues and Benefits PS-4, LB-1, LB-2, LB-3, AP-1

	Assessment requirements or guidance specified by a sector or regulatory body (if appropriate)
	The candidate will be assessed by time constrained conditions or work based evidence.  Time constrained conditions will be stipulated by the awarding organisation.  Work based evidence must follow the guidance and assessment requirements stipulated by the awarding organisation.

	Support for the unit from a sector skills council or other appropriate body (if required)
	

	Location of the unit within the subject/sector classification system
	

	Name of the organisation submitting the unit
	Institute of Revenues, Rating and Valuation

	Availability for use 
	

	Unit available from
	

	Unit guided learning hours
	5


