UNIT 19
	Title
	Understand the law relating to routine housing and council tax benefit cases

	Level
	3

	Credit Value
	2

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

	1 
Understand the law and processes relating to the application for benefit
	1.1
Explain the requirements for the content and use of claim forms

1.2
Explain the different claiming methods

1.3
Explain the requirement for the submission of evidence to support a claim, including time-scales for submission

1.4
Explain the time-limits for the re-submission of defective claims and provision of additional documentation

1.5
Explain what the principles underpinning entitlement to benefit are



	2       Understand the law relating to other welfare benefits and their awarding organisations
	2.1    Explain the basic entitlement conditions to other welfare benefits

2.2    Explain the processes for gathering information on other welfare benefits

2.3    Explain how information is exchanged between agencies

	3
Understand the law and processes relating to the calculation of benefit
	3.1
Explain how the circumstances of the claimant, claimant’s partner and dependant children are taken into account in the calculation of benefit

3.2
Explain how the circumstances of the claimant’s household are taken into account in the calculation of benefit

3.3    Explain what disregards apply to income and capital in the calculation of benefit

3.4    Explain how the claimant’s rent and council tax liability is used in the calculation of benefit

3.5    Explain how the date a claim starts is calculated



	4
Understand the law and processes relating to changes in circumstances 
	4.1
Explain what types of changes will affect a benefit claim

4.2
Explain how the type of change affects the date the change is effective from

4.3    Explain how legislative changes, and their effective dates, have an effect on entitlement to benefit and claimant records



	5       Understand the law and processes relating to payment of benefit
	5.1    Explain the different types of payment methods

5.2    Explain how and why underpayments can occur

5.3    Explain the criteria relating to time limits and frequency of benefits payments

5.4    Explain the rules and schemes relating to the payment of benefits to claimants and third parties

5.5   Explain the procedures for payment on death of a claimant

5.6    Explain the circumstances where payments may be suspended or terminated and the rules governing these actions

	6       Understand the law and processes relating to the overpayment of benefit
	6.1    Explain the reasons why overpayments occur

6.2    Explain the methods that may be used to recover overpayments

6.3    Explain the grounds on which an overpayment is deemed recoverable or irrecoverable 

6.4    Explain who an overpayment can be recovered from

6.5    Explain the procedures for overpayment write-offs and the circumstances in which this may occur

	7       Understand the law and processes relating to decision notices
	7.1    Explain the types and form of decision notices

7.2    Explain what information is required in a decision notice

7.3    Explain the rights of relevant parties to appeal a decision notice

	8       Understanding the law relating to the security and confidentiality of information
	8.1    Explain the procedures for the security and confidentiality of information

8.2    Explain your responsibilities in adhering to Data Protection legislation

8.3    Explain the organisation’s responsibilities relating to the Freedom of Information Act

	Additional information about the unit

	Unit purpose and aim(s)
	For the learner to demonstrate they understand the regulations and procedures for assessing entitlement to housing benefit and council tax benefit.

	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 and LB-3

	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
	10


