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[bookmark: Section1]1.	Introduction

1.1	This procedure details how to process Universal Credit changes for Council Tax Reduction (CTR) that are received from the Department for Work and Pensions (DWP). 

1.2	For UC terminations, please refer to the UC terminations and CTR procedure.

[bookmark: Section2]
2.	Notification of UC changes

2.1	All UC changes are received from DWP through the UCDS files where there is a CTR interest registered.  
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2.2	DWP will send local authorities the following:

· UC New Claim details i.e. New LCTR Claim 
This is the first set of data that will be sent to us once DWP has verified the claimant’s ID.  Any information shared at this point has not been verified by DWP.  As a result, any information on the UC new claims report should not be used to assess CTR.  
· First UC assessment payment details
At the end of the first UC assessment period, DWP will share the new claim payment details with us and at this point, the information has been verified.  
· If there is a change to the original claim data received, the UCDS report with give full claim details again (correct details this time).  This is the information that should be used when processing the CTR claim.
· If there is no change to the original claim data received, the UCDS report will only give the payment details.
· Change in circumstances data share
Once a UC claim is established, we will receive a UCDS payment transaction each time there is a change to either the claim or payment data for that claimant.  If there is no change, no UCDS transaction will be received.

2.3	A transaction is generated for each UC assessment period that the claimant has a change to their UC.  These changes can include:

· Household changes
· Changes in earnings, unearned income and tariff income
· Changes in address
· Changes in Housing Costs



2.	Notification of UC changes (cont/d)

2.4	The UC transactions work similar to Atlas where they can either be auto-updated, ignored, proposed or manually updated.
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	NB:  There can be more than one change within the UC transaction e.g. UC award affects more than one claim, household and payment change.

2.5	Auto-Updated Transactions
	A UC transaction will be automatically updated by the system where there are no changes to the claimant’s UC award.

2.6	Ignored Transactions
	A UC transaction will be ignored if there is no HBCTR claim on the benefit system for that claimant.

2.7	Manual Transactions
	Manual transactions normally mean that UC have amended a claimant’s UC award for a past period and these changes are required to be manually.  

2.8	Proposed Transactions
	The system will propose a UC transaction when there are changes to the UC award that may have an impact on the CTR claim.  These transactions should be checked to ensure all details are correct on the system before accepting.

	If you are unsure what changes have been proposed on the system, you can click on ‘pre-update’ which will show you what the screen looked like before the UC transaction was received.  This can help identify the change that has occurred.

	Pre-update
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	UC proposed changes
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2.9	When we receive notification of a change that requires to be updated on the benefit claim, all household, income and capital should be checked to ensure CTR is calculated correctly.
[bookmark: Section3]3.	Updating the UC details on the benefit claim

3.1	When a UCDS file is received, all transactions that have a HB award (temporary and specified accommodation) must be prioritised.  If HB is in payment, there is an auto-suspend applied and this will allow the suspension to be lifted before the next HB calculation.

3.2	You can filter so that it only shows those transactions that have HB involvement.  In ‘HB Claims’, select ‘HB’ or to move all HB transactions to the top, you can click on the ‘HB’ box so the claims with a ‘Y’ appear at the top.
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3.3	Before updating any UCDS, search using the claimant’s NINO so all outstanding UCDS/Atlas transactions are all updated at the one time even if one is UCDS and the other is Atlas.  This allows all changes to be updated in the one day and stop numerous notifications and/or Council Tax bills being sent to the claimant causing confusion.  

3.4	To search using the NINO, click on ‘review all batches’ and enter the NINO.
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3.5	This will list all files that have outstanding transactions relating to that NI number and allow you to update each one in turn.  When you have closed one transaction, you will need to ‘reprocess’ the next transaction to allow the details to show.  This should happen for each transaction that follows until all transactions have been updated. 

3.6	Multiple transactions within one file
If there is more than one transaction in a file, it will show the number of transactions within that file.  This will occur when the DWP has reassessed a claimant’s UC award for a past period (see below).  Click on ‘T’ to view the transactions.
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3.	Updating the UC details on the benefit claim (cont/d)

This will list all transactions and show if manual or proposed.  You must open all the reports to identify any changes (and dates of these changes).  
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All transactions should be updated in one amendment (use a proposed change to do this if there is one) so only one change in circumstances is recorded for stats purposes.  

After the claim is updated, the ‘manual’ transactions can be ‘closed’.  There is no requirement to access the system to close each transaction individually.  Click on the ‘Closed’ button at the side of the transaction.

[image: A computer screen shot of a computer

Description automatically generated]

3.8	Please see the following sections for details on how to deal with the following:

· See sections 4-7 for household changes
· See sections 8-14 for payment transactions









[bookmark: Section4]4.	Household changes

4.1	UCDS can advise of a number of household changes:

· Partner added or removed from household composition (see section 5)
· Dependant children added or removed from household composition (see section 6)
· Dependant children becoming non-dependants (see section 6)
· Non-dependant moves in/out (see section 7)

4.2	When dealing with the UCDS changes, you should always check Civica (Benefits and Council Tax) to see if the claimant has reported a change in their household composition.  If the claimant has reported a change and this differs from UC, we would update in accordance with the change the claimant has reported.


[bookmark: Section5]5.	Claimant and partner changes

5.1	The UC transactions will detail any changes to the claimant and partner composition.  

· Claimant/partner moves out (see section 5.2)
· Claimant/partner moves in (see section 5.3)
· Claimant/partner dies (see section 5.4)
· Partner is excluded from UC (see section 5.5)

[bookmark: Section52]5.2	Partner moves out of the household
For couples claiming UC, both are listed as ‘claimant’.  If there is a change in household composition, you will generally receive a UC transaction for each claimant if both have updated their UC journals.  These transactions show an exception ‘Change: UC Single Claim’.
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· The UC transaction can be used for the new CTR claim where one is required i.e. for the partner at their new address or if partner now becomes claimant at existing address
· The change takes effect from the new claim submission date (see below)
· The change for UC will take effect from the start of the assessment period that change occurs (start date).  This will apply to both the claimant and the partner.
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5.	Claimant and partner changes (cont/d)

The claim should be updated from the ‘new claim submission’ date (along with the Council Tax liability).  If the claimant reports a change at a later date and advises that the partner left at an earlier date, the dates can be amended.

· CTR claimant remains in property
· If the CTR claimant remains in the property, end the partner from the day prior to the new claim submission date.  
· The partner’s claim should be loaded at the new address (if within SLC).  The date of claim will be the new claim submission date and the start date the Monday following.  The receipt date will be the date the UCDS transaction was received.
· CTR partner remains in property
· If the CTR claimant has moved to another property within SLC, terminate the claim from the new claim submission claim date and copy the claim details to their new address.  
· If the CTR claimant has moved outwith SLC, terminate the existing claim from the Monday following the new claim submission date.
· The partner’s new CTR claim should be loaded.  The date of claim will be the new claim submission date and the start date the Monday following.  The receipt date will be the date the UCDS transaction was received.

Couple separate and UC claim not updated
If we receive a change of circumstances notifying us of a claimant or partner leaving the property and their UC claim is still running as a couple, the CTR claim for each of the couple should be based on that person’s household composition but with the joint UC income until UC have updated their claim.

Each person must be advised to update their UC journal to report that they have separated.

NB:  If the claimant or partner has moved to temporary accommodation and they have earnings included in the UC award, process the temp claim based on their earnings rather than the couple’s UC award as UC is a passported benefit for HB and the claimant is unlikely to qualify for maximum HB.

[bookmark: Section53]5.3	Partner moves into the household
If the claimant is single and a partner moves into the household, we will receive a UC transaction for the couple.  There will be an exception on the transaction highlighting there is a change to claimant/partner details.  These exceptions include:

· Partial UC claimant match
· New UC claimant
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5.	Claimant and partner changes (cont/d)

If a partner moves into the household part way through a UC assessment period, UC will assess the UC from the start of that UC assessment period.  For CTR, the change takes effect from the ‘New Claim Submission Date’ detailed on the UC report.
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The claim should be updated from the ‘new claim submission’ date (along with the Council Tax liability).  If it becomes known that the partner moved in at an earlier date, the dates can be amended.
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The UC assessment period in this example starts on 13/04/2024 as a joint UC claim.  This should not be amended to start in line with when the partner moved into the household.
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New Claimant/Partner due to name, NINO or DOB mismatch 
Sometimes the system shows a ‘new’ claimant/partner because of a difference in that person’s details i.e. spelling of name.   If there is no change to the claimant/partner details, edit the proposed changes to remove the termination and new details.  If any of the person’s details are different on the benefit claim to the UC report, check what matches Searchlight as this is how the name should be loaded.  

[bookmark: Section54]5.4	One of the couple dies
If there is a UC claim for a couple, and one of the couple dies, the UC award will continue for the assessment period in which the person dies and the following two assessment periods.  This means the UC award continues as if that person has not died.  This is called a ‘run-on after death’.

NB:  If they were a mixed age couple and the person left is pension age, they remain a UC claimant until the end of the UC run on and cannot receive HB until the end of this period (if applicable).  See UC terminations for CTR procedure for details.
5.	Claimant and partner changes (cont/d)

For CTR, we are still required to end the person who has died the day prior to the date of death. 

· If the person who died was the claimant for CTR, the CTR claim must be terminated from the Monday following the date of death.
· The new claim for the partner will start from the Monday following the date of death.  The date of claim will be the partner’s date of death.  The UC transaction for the partner can be used as the new application for CTR.  If we have no UC transaction, write to the partner inviting them to apply for CTR.  If HB is in payment (temporary or specified accommodation), the partner is required to complete a HB application before this can be awarded.

When we receive the UC award details, the person who has died will still show on the UC award and if the system ‘proposes’ the changes, the system will want to add the ‘deceased person’ onto the claim because they are included in the UC award.  

· If the system proposes to add the deceased partner back onto an existing claim, ensure the new partner details are removed and the correct deceased end date still applies.
· If the system proposes to add the deceased partner onto a new claim, ensure the deceased partner details are removed from the claim (see example below).
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‘Reject’ then ‘Edit Proposed Changes’ to allow you to remove the partner from the claim.
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The system will ask if you want to edit the changes for other affected screens i.e. the UC award details on the ‘Universal Credit’ screen.  
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5.	Claimant and partner changes (cont/d)

Remove the proposed partner details from the claim to leave the partner as the sole claimant (new claim) or with the partner ended at date of death (existing claim). 
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The Universal Credit screen will show the joint UC award details as the partner will continue to be included on the UC award until the end of the ‘run-on after death’.
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Amend the ‘Type’ to single and delete the partner details to allow you to progress with the claim.

[image: A computer screen shot of a computer

Description automatically generated]

When the run-on after death has ended, you will start to receive the UC details for the remaining partner as a single claim.

[bookmark: Section55]5.5	Partner has no recourse to public funds
There will be occasions where you have a CTR claim for a couple, but the UC award is for a single person because the partner has no recourse to public funds (see below).
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5.	Claimant and partner changes (cont/d)

The partner may not have a NINO as they have no permission to work but they should be loaded on the CTR claim without the NINO.  If the partner has permission to work, they may have a NINO if they have applied for this to undertake employment.

As the partner has no recourse to public funds, they are not eligible for UC and as a result, the UC award will be assessed as a single person (claimant) but if the partner has any income i.e. they are working, this income will be taken into account for UC and CTR.

As the partner is not detailed on the UC report, the system may propose to end the partner.  
If this is the case, the changes should be rejected as the partner must remain on the claim.  
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Important
If the claim is for HB, the partner must have a NINO for the claimant and partner to be eligible to claim HB.  The eDCI1 must be sent to DWP for the partner to apply for a NINO.  

· If the partner is allocated a NINO, the HB claim can be awarded.
· If the partner is refused a NINO for any reason other than ‘immigration status invalid’, the couple are not eligible for HB.  CTR can still be paid.  


[bookmark: Section6]6.	Dependant children

6.1	Any dependant children included in the UC award must be loaded on the benefit claim.  The UC report should detail all children in the household even if the claimant does not receive the child element for all the children due to the two-child restriction.  This ensures the claimant receives the correct premiums in their CTR calculation and that the claimant receives any other additional help i.e. school clothing grants, free school meals etc.	

6.2	From April 2026, DWP policy has changed and the two-child restriction has been removed.  This means the claimant will receive a child element for every dependant child/qualifying young person.

6.3	If there are any changes to the household composition, or the child becomes a non-dependant, check Civica to see if the claimant has reported the change (as the date provided may differ from the date UC provides).



6.	Dependant children (cont/d)

6.4	Please see the following sections for changes involving dependants:

· New dependant child – section 6.5
· Kinship children – section 6.6
· Dependant children on another claim – section 6.7
· Dependant child leaves the household – section 6.8
· Dependant child leaves the household – section 6.9
· Dependant child becomes a non-dependant – section 6.10
· Dependant child removed from claim – section 6.11

[bookmark: Section65]6.5	New Dependant Child
If we receive a UC transaction that shows a ‘new’ dependant, check the dependant screen for the child’s details.  If the child has moved in (or was reported as being in the household) part way through a UC assessment period, UC will award the child element (where relevant) from the start of that UC assessment period.   The date the change occurred is the ‘effective date’.

For HBCTR purposes, if the child has not previously been included on the CTR claim before, they must be loaded from the ‘effective date’ (unless the claimant has reported a different date) which can be found on the UC report.  

NB:  If the child is already on another benefit claim, see section 6.7 for details.
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If the claimant is receiving the ‘disabled child’ element in their UC award, this means that one or more of the children are in receipt of DLA or Child Disability Payment (CDP).  
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6.	Dependant children (cont/d)

Check Searchlight in the first instance for all the children to see if CDP is in payment.  Check the Data Sharing Portal for details of CDP.  Load the disability benefit for the relevant child.
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CDP Terminates
If the CDP award is terminated, the claimant will lose the Disabled Child Element in their UC award.  

This means, if the claimant was receiving the Disabled Child Element and now they are not, you need to check Data Sharing Portal for the date CDP ended to allow you to update the dependant child details.  You must also check to see if the claimant has requested a reconsideration of this decision and if so, have they been awarded CDP: Short-term Assistance.  This does not give them entitlement to the Disabled Child Element in their UC award but the claimant is entitled to the relevant disabled child premiums in the CTR calculation.  	

	The CDP: Short Term Assistance information must be recorded on the dependant screen and the relevant disabled child premiums applied manually.

	Before – CDP in payment
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After – CDP Short Term Assistance in payment
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6.	Dependant children (cont/d)

Awarding Disabled Child Premium and Enhanced Disability Premium for the child
To award the DCP and EDP for the child, you need to tick the ‘UC: Add Disabled Premium’ boxes.

· Disabled Child – gives the DCP and should be ticked if any rate of CDP is in payment (care and/or mobility)
· Enhanced – gives the EDP for the child and should only be ticked if high rate care is in payment

NB:  If the claimant is entitled to both, both boxes must be ticked.
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Amendment to the child’s details
Sometimes the system shows a ‘new’ dependant even though the child is already on the system.  These usually detail a dependant ‘termination’ too as the system ends the existing child details and adds the new details from the start of the assessment period.
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If there is no change to the dependant details, edit the proposed changes to remove the termination and new details.  If the spelling of the child’s name is different on the benefit claim to the UC report, amend the dependant child details so they match the report.  This will stop future termination/new transactions for that child.

NB:  If there is an update for an existing child on the system, the new transaction removes any CDP flagged for the child.  It is important that this is checked to ensure it is still in payment and if so, the details continue to be held against the child.

Child details before editing:
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Child details after editing:
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6.	Dependant children (cont/d)

[bookmark: Section63][bookmark: Section66]6.6	Kinship children
	If the claimant is a kinship carer and they have been awarded the child element for the child they are caring for, they must be included as part of the household for CTR.  

	If there is no child element but the child is listed on the UC report as a dependant child, UC have accepted that the child is part of the household and should be included on the dependant screen.

If HB is in payment, any new child where there is no child element and/or claimant has indicated they are not receiving Child Benefit for the child, you must verify whether the child is looked after by the local authority or not before deciding if they are part of the household for HB (see the foster and kinship carer procedure for further information).  If the child is looked after, they are not included as part of the household for HB and the child should be excluded as shown in section 6.7.   As the child is part of the household for CTR, flag the child as ‘exclude from HB’ is flagged while waiting on the information.

[bookmark: Section67]6.7	Dependant child is on another benefit claim
	If there is a dependant child on a UC claim and they are on another claim, check to see if UC have awarded the child element for that child.  

· If they have been awarded the child element, the child must be loaded on that CTR claim as we must go in line with the UC decision as they have decided the claimant is the main carer.  This applies to CTR only and if the child is not part of that household as they are being cared for elsewhere, they must be excluded for HB.  
· If the child element has not been awarded, the child should not be included at this time as UC have decided that the claimant is the lead carer for that child.  If they revise this decision at a later date, then the CTR claim can also be revised and the child added as a dependant.
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	There may have been a recent change to the child’s care arrangements, and these are not yet reflected on the other claim.  Check the other claim to see if there have been any recent changes reported i.e. claimant reported that child has now moved out.  If there are no changes reported, check to see if that claimant receives UC.  

If UC is in payment, check to see if the claimant still receives the child element for that child.  If the child element is no longer included, ensure the child is ended on that claim.  If there are no changes to the child element, we need to leave the child on the claim.

If there is no UC in payment, write to the claimant to ask if there are any changes to the care for the child.  If the claimant advises they are still the main carer for that child and nothing has changed, we need to leave the child on that claim.  This can result in the child being on more than one claim.  




6.	Dependant children (cont/d)

[bookmark: Section68]6.8	Child element ends for a dependant child
	From April 2026, the two-child restriction for UC has been removed.  This means the claimant will receive a child element for every dependant child in the household for whom they are the main carer. 

If the claimant no longer receives the child element for a child, this means the child has either left the household or they are now a non-dependant.  

· Check the UC report to see if the dependant is listed as a non-dependant before deciding if the child is part of the household and
· Check Civica to see if the claimant has reported a change regarding the dependant child.

If the child has left the household, see section 6.9 and if the child is now a non-dependant, see section 6.10.

	NB:  For dependant changes prior to April 2026, please refer to the TL update – June 2025 for how to deal with these. 

[bookmark: Section69]6.9	Dependant child leaves household
	If the dependant child has left the household, end the child from the date left.  The UC report will not detail this so you will need to check Civica to see if the claimant has reported the change.  

	If you do not know the date the child left the household, end the child on the day prior to the start of the UC assessment period the child is no longer included and write to the claimant to ask for the date the child left.  If the claimant responds, we can amend the end date for the child.

	NB:  There is no requirement to suspend the CTR claim waiting on date the child left as they will already be ended on the claim.


[bookmark: Section610]6.10	Dependant child becomes a non-dependant 
	If the child has become a non-dependant, the UC transaction will show dependant termination and a new non-dependant within the UC transaction.

	The dependant child should be ended on the day prior to the ‘effective date’ and started as a non-dependant from the effective date unless they have left school or non-advanced education or training, then they should be ended from the date entitlement to child benefit ends:

· 28 February
· 31 May
· 31 August
· 30 November






6.	Dependant children (cont/d)

UC will end the child element for that child from the date the change occurred rather than the assessment period the claimant stops receiving child benefit for them.  If this occurs, the child should be added as a non-dependant from the date child benefit entitlement ends (as above).
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	If the claimant and/or partner is in receipt of ADP, SADLA or PADP (care element), the non-dependant income should be flagged as ‘unknown’.  

	NB:  If the non-dependant is in receipt of CDP or ADP (care element), this must be flagged for the non-dependant to ensure the claimant/partner’s applicable amount is calculated correctly.

	If the claimant and/or partner are not in receipt of ADP, SADLA or PADP (care element), check Searchlight to see if the non-dependant is in receipt of UC or any state benefits.
	
· If the non-dependant is in receipt of UC, follow the Non Dependants and Universal Credit desk aid on how to load this income (and check if earnings are included in UC).
· If the non-dependant is in receipt of a state benefit e.g. new style ESA, load the amount of the state benefit as income and the hours are zero.
· If the non-dependant is in receipt of CDP or ADP (care element), this must be flagged on the non-dependant screen for that person to ensure the claimant/partner’s applicable amount is calculated correctly.

If the non-dependant is not in receipt of UC or any state benefits, load the non-dependant income as ‘unknown’ and write to the claimant to request income and evidence.    

There is no requirement to pend the work item on Civica.  The non-dependant income will be left as unknown income unless the claimant responds.

· If the claimant provides the details and evidence requested within one month from the date requested, the non-dependant income should be revised from the date the income was ticked as unknown.
· If the claimant provides the details and evidence requested outwith one month from the date requested, the non-dependant income should be amended from the date notified.

NB:  If the claimant is living in temporary or specified accommodation and HB is in payment, the ‘income screen’ on Searchlight can be used to verify earnings a non-dependant has.








6.	Dependant children (cont/d)

[bookmark: Section611]6.11	Dependant removed from a claim
	There are occasions where the system may remove a dependant child from the claim and shows a ‘dep termination’ within the UC transaction.  This can happen if there has been a dependant on the claim who has been ended i.e. became a non-dependant or left the household at an earlier date to the UC claim.  

If the number of dependants on the UC report match those on the benefit claim but the UC transaction shows there was a dependant termination proposed, click on the ‘pre-update’ view that will show you what was displayed on the dependant screen before the UC transaction was received.  
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If the system has removed a dependant in error, edit the changes and add the dependant back on, the way it was prior to UC.

NB:  Ensure if there are any other changes to the dependant screen, these mirror UC.


[bookmark: Section7]7.	Non-dependant moves in or out of household

7.1	If a non-dependant moves in or out of the household, for UC, this will take effect from the start of the assessment period in which the non-dependant moves in or leaves.  For HBCTR purposes the date of change is the date moved in or out or, if the change is beneficial, the date the change was reported i.e. date UC transaction received.

	NB:  Check Civica (Benefits and Council Tax) to see if the claimant has reported the change.  If they confirm a different date to UC, we use the date the claimant reported.  If the change is beneficial, we use the earliest date reported (claimant and UC) to update the change.
 
7.2	Non-dependant moves in
If there is a non-dependant on the UC transaction and they have not previously been on the benefit claim, they should be added to the claim from the ‘effective date’ (see below) or the date the claimant reported (if applicable). 
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7.	Non-dependant moves in or out of household (cont/d)

	If there is no effective date and the claimant has not reported the change, the non-dependant should be added from the start of that assessment period.
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	The UC report will not detail the income the non-dependant receives.  See section 6.10 for details on how to verify the non-dependant income and what to load on the system.

7.3	Non-dependant not on UC report
	If there is a non-dependant on the benefit claim but not on the current UC report, this means they are no longer part of the household.

	If there is more than one non-dependant in the household and one of the non-dependants is no longer part of that household, there may be an ‘effective date’ for the remaining non-dependants on the UC report.  This is treated as the date the relevant non-dependant left.   
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If there is no longer a non-dependant in the household, there will be no non-dependant details on the UC report.

	Before ending the non-dependant, check Civica to see if the claimant has reported the change.  This should include Council Tax as the claimant may have applied for single persons discount because of the non-dependant leaving.  

	








7.	Non-dependant moves in or out of household (cont/d)

If the claimant reports the change and confirms the date the non-dependant left, this would be used even if there is a ‘effective date’ on the UC report.

· If you know the date the non-dependant left i.e. claimant reported the change or there is an ‘effective date’ on the UC report, and this has been reported within one month, end the non-dependant from the date left.  
· If you know the date the non-dependant left i.e. claimant reported the change or there is an ‘effective date’ on the UC report, and this has been reported outwith one month, end the non-dependant from the date the change has been reported (claimant or UC transaction, whichever is earliest).
· If you do not know the date the non-dependant left i.e. claimant has not reported the change and there is no effective date on the UC report, end the non-dependant from the day prior to the start of the current UC assessment period.

	
[bookmark: Section8]8.	UC Payment Transactions 

8.1	When a UC payment transaction is received, the report will give a breakdown of the UC award and if there is any earned and unearned income included.  

8.2	Please see the following for further details on how the income should be loaded on the claim and the effect this has on CTR:

· For earned income and childcare costs, see section 9
· For UC – Self Employed earners, see section 10
· For unearned income, see section 11
· For capital, see section 12
· For transitional protection, see section 13
· For changes to allowances/elements, see section 14
· For UC and Benefit Cap, see section 15
· For a change of address, see section 16


[bookmark: Section9]9.	Earned Income and childcare costs

9.1	Any earned income included in the UC award is held on the Universal Credit screen.  There is no requirement to load this information on the earned income screen.  CTR is calculated using the net earnings (prior to any taper/work allowance deductions).

[image: A screenshot of a computer

Description automatically generated]

[image: A computer screen shot of a computer

Description automatically generated]
9.	Earned Income and childcare costs (cont/d)

9.2	If the claimant has childcare costs, the UC report will detail the childcare costs and who the childcare provider is and there will be a ‘childcare element’ included in the claimant’s UC allowances/elements.  
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9.3	The system will calculate CTR entitlement based on these costs and the children that are on the claim.

9.4	If the claimant has previously been in receipt of CTR and has been awarded UC, please ensure any existing earned income is ended on the day prior to the start of the UC award (UC assessment period start date).


[bookmark: Section10]10.	Self Employed earners
	
10.1	If a claimant is self-employed a breakdown of the self-employed income will be detailed on the UC report.  This will include the following:

· Indicator showing they are self-employed
· Gross and Net income from self-employment (also lists expenses declared)
· Minimum Income Floor start date
· Minimum Income Floor income 

[image: ]

10.2	If the system has proposed the UC changes, the ‘S’ indicator will be ticked and it will propose the ‘net earnings’.  
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10.	Self Employed earners (cont/d)

10.3	You must check the report to see if the Minimum Income Floor (MIF) amount should be used in the assessment for CTR.  

· If the MIF start date is in the future, then the net earnings are taken into account.  
· If the MIF date is before the start of that UC assessment period, the MIF figure must be used.  You need to edit the proposed changes and amend the net earnings figure.  The after work taper will remain unchanged.

10.4	If you are unsure whether to use the MIF figure due to the net earnings and after work taper figures provided, check Searchlight BETA to verify the take home pay and the net earnings figure used in the UC calculation (the verifying UC for CTR procedure provides full details. 


[bookmark: Section11]11.	Unearned Income
	
11.1	If the claimant receives any other income that is not earnings, this will fall under ‘unearned income’.  

11.2	The UC report does provide details of any state benefits in payment i.e. Carer Support Payment.  We also receive Atlas transactions for any state benefits in payment.

11.3	You need to cross check the unearned income included in the UC with the unearned income loaded on the unearned income screen.  If there are any differences, you must ensure:

11.4	All state benefits in payment are loaded on the unearned income screen.
Any state benefits no longer included in the UC screen are ended (where relevant) on the unearned income screen.

11.5	If the unearned income screen has any other income loaded e.g. student income, works pensions etc., these must be removed from the unearned income screen from the date they were loaded as we are unable to verify these.

11.6	State Benefit amounts included in UC do not match full award
If the claimant is awarded a new state benefit e.g. new style ESA or the state benefit has come to an end, the amount included in the UC award may not match the full award amount that is on the unearned income screen.  

This is because UC only include the number of days in that UC assessment period that they received that income for.  In these cases:

· For new awards, the full weekly amount should be loaded on the unearned income screen with a start date as the date awarded.
· For end of awards, the state benefit should be ended from the date the award ended.

NB:  All state benefits should be loaded on the unearned income screen as a weekly amount in line with Atlas changes.





[bookmark: Section12]12.	Assumed Yield Capital

12.1	If the claimant has a capital tariff included in their UC award and the changes are proposed, this will show under unearned income.  
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12.2	If the changes are manual, the amount of tariff income included in the UC will be detailed in the UC report and must be loaded under unearned income on the UC screen.  The capital amount should also be loaded.  This is not detailed on the report.  

· If there was tariff income included previously and this has not changed, the amount of capital the claimant has should be on the Universal Credit screen.
· If this is the first time tariff income has been included, use the capital tariff for Universal Credit desk aid for the capital range for that tariff income. Load the capital amount as a figure within this range.
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[bookmark: Section13]13.	Transitional Protection (Transitional Element)

13.1	When a claimant moves to UC from a legacy benefit, they will be awarded a transitional element within their UC if they are worse off under UC.
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Any ‘Transitional Protection’ amount must be included in the ‘Allowances/Elements’.  If the changes have been proposed, the amount will automatically be included in the allowances/elements as ‘Transitional Protection’.  If the changes are manual, this must be manually added to the allowances/elements.

[image: A screenshot of a computer

Description automatically generated]

[bookmark: Section14]14.	Changes to allowances/elements

14.1	If there are any changes to the allowances/elements, you must check to see if this has any other impact on the claim.  Most changes to allowances/elements will have an exception on the UC transaction but not always.

14.2	The main elements that require further checks if are new, changed or removed are:

· Child Element
If there is a change to the child element, this means there is a change to the number of dependant children included in the UC award.  Check the UC report for the children and compare these to the dependants on the system.  If there are any changes, see section 6 for details.

· Carer Element
If the claimant has been awarded the carer element, this means they are looking after someone or they satisfy the qualifying conditions for being a carer (carer credits).  You are required to check who they are caring for if the claimant/partner receives Carer Support Payment.  The UC new claims for HBCTR procedure provides full details of the checks required.

· Disabled Child Element
If the claimant has been awarded the Disabled Child Element, or this amount changes, this means the claimant has one or more disabled children in the household.  Check the dependant child screen to see if any of the children have been flagged as disabled and if this matches the Disabled Child Element.  If not, you are required to check which children are disabled.  See section 6 for details.


[bookmark: Section15]15.	UC award and Benefit Cap

15.1	If the claimant is subject to Benefit Cap and this has been applied to their UC claim, the amount will be included on the UC report.  If the claimant had been receiving UC before the benefit cap applied, you must check Civica to see if there is a DHP application pending.  

15.2	If there is a DHP application pending, reactivate the process so the processor can award the DHP in line with the UC award.

15.3	To reactivate the work item, right click on the process and ‘open process’ (you do not need to pick this up).
· Click on ‘Options’ and ‘Update’.  
· Click on ‘Change Stage Type’ which will currently show as ‘Waiting’.
· Amend the ‘stage type’ from Waiting to Action.
· This will reactivate the process back to the person who pended the claim originally.
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15.	UC award and Benefit Cap (cont/d)

Before 
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	After
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[bookmark: Section16]16.	UC report shows a change of address

16.1	If there is a change to residential information on a UC claim, the system will ignore this as the majority of the time, it is to do with the format of the address.

16.2	There are occasions though that a change of address that has been ignored can be attached to UC payment details and there will be an exception ‘address mismatch’.  This will occur when the change of address happens during the current UC assessment period.
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16.	UC report shows a change of address (cont/d)

16.3	As UC is paid in arrears, if the claimant has reported the change of address to us, this may already be actioned (as above).  If the address on the UC report differs from the current address on the benefits system, the following should apply.

· If it is a public sector claim, check the HOME system to see if the claimant is a tenant at the new address. 
· Check Council Tax to see if registered as liable at the new address. 
· Check Civica (Council Tax and Benefits) to see if the claimant has reported the change but this has not yet been actioned.
· Check the UC report for the effective date (date UC notified of change of address) and any landlord details or if housing costs awarded (indicates if claimant has a rental liability).

16.4	CTR only
If the claimant has reported the change of address, follow the normal change of address rules, and copy the claim details (if the change of address is within SLC) from the date moved.

If the change of address has not been reported and the claimant is: 
· a liable person at the new address - copy the CTR claim from the effective date on the UC report. 
· a non-liable person or liability not known - terminate from Monday following the effective date as we know they are no longer at the address.  Send the BEN Entitlement letter/email to invite the claimant to apply for CTR at the new address.    If the claimant completes the online application, copy the claim following normal change of address rules.

16.5	Change of address from temporary to mainstream accommodation
If a claimant is living in temporary accommodation and are given a mainstream tenancy (with any landlord), they can continue to receive HB at their temporary accommodation until they report to UC that they have moved address.  

The UC report will provide a ‘move in’ date and this is the date that should be used.  This will be the date UC use to assess what UC assessment period to pay the UC housing costs from.

If the ‘move in’ date is before the start of the tenancy, the claim must be copied from the date the keys were returned.  The claim cannot start earlier than the tenancy start date. 
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[bookmark: Section17]17.	Claimant does not qualify for CTR based on UC income
	
17.1	If the claimant has a UC award but does not qualify for CTR based on their income i.e. net earnings are used to calculate CTR but amount after work allowance/taper is used to assess UC, the claim should be left running as a non-qualifier for three months before terminating the CTR.  This allows us to assess if there are changes in earnings that fluctuate (may qualify for CTR on and off so the claim would be left running).

17.2	If the claimant has not qualified for CTR for three full months (or longer if UC changes have been auto-updated), terminate the CTR from the Monday following the end date of the latest assessment period.  This will stop any further UC transactions being received that are not required.  You must wait for the three months before terminating the claim.
Example
UCDS transaction received on 28/07/2024 for the UC assessment period 28/06/2024 to 27/07/2024.  Details are updated on the Universal Credit screen.

The calculation screen on the benefits system shows the claimant last qualified for CTR on 31/03/2024.  This means the claimant has not qualified for CTR from 01/04/2024 to 28/07/2024 (three full UC assessment periods).
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The CTR claim should be terminated from 29/07/2024 (Monday following 28/07/2024).
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[bookmark: Section18]18.	UC non-qualifiers and Housing Benefit 

18.1	If a claimant is in receipt of HB and UC, UC is a passported benefit meaning they will be eligible for maximum HB (less any non-dependant deductions).  If the claimant has a UC nil award, they are not entitled to maximum HB as they are not in receipt of UC.

18.2	The UC nil awards for Housing Benefit procedure details the process on how to process these claims.






[bookmark: Section19]19. 	Further information

19.1 	Further guidance on processing UC can be found in the following procedures: 

· Housing Benefit Stop Notices (Housing Benefit folder)
· New claims for Universal Credit claimants (Council Tax Reduction folder)
· UC nil awards for Housing Benefit (Housing Benefit folder)
· UC terminations for CTR (Council Tax Reduction folder)

19.2	The following desk aids are available as a quick referral guide:

· Capital Tariff for Universal Credit (Council Tax Reduction folder)
· Non Dependants and Universal Credit (Council Tax Reduction folder)
· UC Allowances and Elements
· Verifying Universal Credit using Searchlight (Housing Benefit and Council Tax Reduction folders)

19.3	If you have any questions about the contents of this procedure, please contact Policy.
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[bookmark: Appendix1]Record of Amendments

	Date
	Amendment Made
	Reason for amendment
	TL Update included in (if applicable)
	Version Number

	August 2024
	Section 2.7 – added pre-update and UCDS to proposed transactions
Section 3.6 – multiple transactions – update all in one update and close the others
Section 4.2 – check Civica for any changes reported by claimant
Section 5.4 – one of couple dies – reworded to make clearer
Section 6.3 – kinship – if on as dep, include as dep on CTR claim even if no child element (as two already awarded)
Section 6.5 – added section to check if dep removed from claim
Section 6.6 – expanded section about verifying non-dep income and clarified process
Section 7.1 – added about checking Civica for a change reported by claimant
Section 8.4 – added a NB about using appropriate year’s work allowance
Section 8.5 – added paragraph about partial unearned income amounts (for state benefits)
Section 8.9 – added section about UC and Benefit cap
Section 11.4 – added section about temp accommodation and verification. Also contact policy for backdated terminations
Section 12.2 – HB eligibility – if couple and one dies and remaining partner pension age, not eligible until end of run-on
Appendix 2 added for creating an intervention.  
	Clarification following training
	August 2024
	24.02

	August 2024
	Added paragraph to 8.5 regarding HB overpayments being included as UC unearned income for the claimant’s first assessment period and not to include as income for CTR
	Query regarding HB overpayments and unearned income and clarification from DWP
	August 2024
	24.03

	September 2024
	Added section 2.2 – information that is shared with LA in relation to UC
	Move to UC guidance provided by DWP (v3)
	
	24.04

	March 2026
	Reviewed full procedure.
Added removal of two child restriction effective April 2026 and the impact on verifying children on a CTR claim. Referral to TL update (June 2025) for process in place prior to April.
Removed any mention of DLA, PIP and existing legacy benefits in procedure. All disability benefits transferred to SSS and move to UC completes end of March 2026.
Self employed income – UC and Searchlight enhancements have taken place over the last year and incorporated all the changes into the procedure – including breakdown of SE income, MIF (and when this applies from).
Unearned income – reviewed process to only include State Benefits on unearned income and to remove any assumed income e.g. student income, works pensions etc. from the unearned income as unable to maintain these moving forward (increase in UC automation)
UC and Benefit Cap – removed need to refer to DHP if claimant affected by Benefit Cap and not in receipt of DHP – report available to highlight these cases. Also moved the section regarding reactivating the Civica work item to include within this section so that it sits in one place.
Assumed yield capital – amended to advise now shows on UC report as part of the DWP enhancements that have taken place.
Changes from temp to mainstream – move in date provided on report and should be used to end temp and transfer to mainstream tenancy.
Removed UC non qualifiers and Housing Benefit as now in separate procedure (UC nil awards and HB).
Removed UC termination section as now in separate procedure (UC terminations for CTR).
Removed capital tariff for UC from appendices as now desk aid
Removed creating an intervention as now in UC termination procedure
	Completion of move to UC and removing legacy benefits that no longer exist
Removal of two child restrictions for UC
UC enhancements for UCDS and Searchlight to streamline processes

	
	26.01
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Male 31/07/1959

18-JUN-24 09:15 AM

*ADDITIONAL INFORMATION*
1In education or training or expecting to start in the next month : Not Provided on File
Claimant or partner getting Child Benefit Not Provided on File
Responsible for a child under 5 Not Provided on File
Receives PC, AA, PIP, DLA, CA, CAA No

#+ % *PROPERTY* **+ EFFECTIVE DATE : 31/05/2024 STATUS :
*OWNER*

Name

Address

“LANDLORD/MANAGING AGENT*
Name

Verified

Page 2 of 3
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TOTAL SAVINGS DEEMED AS AT DATE

18-JUN-24 09:10 AM

****NON DEPENDANTS****

***NON DEPENDANT 1%+** SEQ : 1
FORENAME 1 : Amy
SURNAME Caffrey
NINO GENDER
Female

*ADDITIONAL INFORMATION*

In education or training or expecting to start in the next month

Claimant or partner getting Child Benefit
Responsible for a child under 5

Receives PC, AA, PIP, DLA, CA, CAA
# 44 *PROPERTY *#++

*OWNER*

Neme  : Clydesdale housing association

Address : 39 North Vennel,Lanark,ML1l 7BT

*LANDLORD/MANAGING AGENT*

Name  :

Address :

*RENT/SERVICE CHARGES* CHARGE TYPE
Rent

Eligible Service Charge

*ADDITIONAL INFORMATION*
In a shared ownership scheme
Claimant linked to landlord
Claimant pays rent to the property owner
Social or Local Authority Accommodation

- + @] 3
DEEMED REASON
EFFECTIVE DATE :
STATUS : Unverified
FORENAME 2 :
poB RELATIONSHIP
22/04/2007

No

EFFECTIVE DATE :

FREQUENCY
Monthly
Monthly

No
No
No
YES

STATUS

DEEMED AMOUNT

Not Provided on File
Not Provided on File
Not Provided on File

Unverified

AMOUNT
444.08
11.94

TOTAL SAVINGS & OTHER CAPITAL
0.00

Page 3 of 4
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*%%**PAYMENT DETAILS*****

PAYMENT CALCULATION DETAILS***

START DATE END DATE BENEFIT CAP  TRANSITIONAL MONTHLY UC
REDUCTION PROTECTION PAYMENT
17/05/2024 16/06/2024 0.00 0.00 809.64
Standard allowance 393.45
Housing element 0.00
Child element 0.00
Disabled Child element 0.00
Childcare element 0.00
Carer element 0.00
18-JUN-24 09:22 AM
Limited Capability for Work element 416.19
UNEARNED INCOME & BENEFITS***
NINO AMOUNT
Claimant 1 WL254991C 0.00

EARNED INCOME DETAILS***

CLAIMANT 1 : WL254991C : EMPLOYER DETAILS : TELEPERFORMANCE LTD,

GROSS AMOUNT TAX AMOUNT NI AMOUNT PENSION CONTRIBUTED
UNDER NET PAY AMOUNT
46.70 0.00 0.00 0.00

NET EARNINGS DEDUCTED AFTER WORK ALLOWANCE DISREGARD & TAPER AMOUNT

ol
5

PAYMENT DATE

23/06/2024

PENSION NOT CONTRIBUTED
UNDER NET PAY AMOUNT

0.00

Page 3 of 3

NET AMOUNT

46.70
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***+NON DEPENDANTS**** EFFECTIVE DATE : 27/04/2024

***NON DEPENDANT 1%+ SEQ : 1 STATUS : Verified

FORENAME 1 : Aaron FORENAME 2 :

SURNAME Macinnes

NINO GENDER DoB RELATIONSHIP

Male 04/10/2002

*ADDITIONAL INFORMATION*
In education or training or expecting to start in the next month
Claimant or partner getting Child Benefit

Responsible for a child under 5

Not Provided on File

Not Provided on File
Not Provided on File

Receives PC, AA, PIP, DLA, CA, CAA : NO

*#*+++PAYMENT DETATLS*****

PAYMENT CALCULATION DETAILS***

START DATE END DATE BENEFIT CAP  TRANSITIONAL MONTHLY UC PAYMENT DATE
REDUCTION PROTECTION PAYMENT

15/05/2024 14/06/2024 0.00 0.00 1373.11 21/06/2024

Standard allowance 393.45

Housing element 558.53

Child element 621.25

Disabled Child element 0.00

Childcare element 136.00

Carer element 0.00

Limited Capability for Work element 0.00

UNEARNED INCOME & BENEFITS***

NINO AMOUNT
Claimant 1 367778418 0.00

FARNED TNCOME DNETATT.G***
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UNEARNED INCOME & BENEFITS***
NINO AMOUNT
Claimant 1 JG777841B 0.00

EARNED INCOME DETAILS***

CLAIMANT 1 : JG777841B : EMPLOYER DETAILS : SOUTH LANARKSHIRE COUNCIL,

19-JUN-24 08:10 AM

GROSS AMOUNT TAX AMOUNT NI AMOUNT PENSION CONTRIBUTED
UNDER NET PAY AMOUNT
1039.23 13.49 10.62 60.48

NET EARNINGS DEDUCTED AFTER WORK ALLOWANCE DISREGARD & TAPER

AMOUNT

PENSION NOT CONTRIBUTED
UNDER NET PAY AMOUNT
0.00

H 336.12

@ v m =

Page 4 of 4
NET AMOUNT

1015.12
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**x***PAYMENT DETAILS*****
PAYMENT CALCULATION DETAILS***
START DATE END DATE BENEFIT CAP TRANSITIONAL MONTHLY UC PAYMENT DATE
REDUCTION PROTECTION PAYMENT
15/05/2024 14/06/2024 0.00 0.00 1373.11 21/06/2024
Standard allowance 393.45
Housing element 558.53
Child element 621.25
Disabled Child element 0.00
Childcare element 136.00
Carer element 0.00
Limited Capability for Work element 0.00
UNEARNED INCOME & BENEFITS***
NINO AMOUNT
Claimant 1 JG777841B 0.00
EARNED INCOME DETAILS***
CLAIMANT 1 : JG777841B : EMPLOYER DETAILS : SOUTH LANARKSHIRE COUNCIL,
19-JUN-24 08:10 AM Page 4 of 4
GROSS AMOUNT TAX AMOUNT NI AMOUNT PENSION CONTRIBUTED PENSION NOT CONTRIBUTED NET AMOUNT

[INDER NET PAY AMOUNT [INDER NET PAY AMOUNT
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CLAIMANT 1 @ JG487732A

MINTMUM FLOOR START DATE : 11/03/2026

EMPLOYER DETAILS : SELF EMPLOYED:YES

GROSS AMOUNT TAX. AMOUNT NI AMOUNT PENSION CONTRIBUTED
UNDER NET PAY AMOUNT
1017.05 0.00 0.00
SELF REPORTED PENSION CONTRIBUTIONS: 0.00

ExpENSES:
Claimant 1
Claimant 1:
Claimant 2
Claimant 2:

Vehicle Costs
Other Expenses
Vehicle Costs
Other Expenses

78,73
448,14
0.00

0.01

PENSION NOT CONTRIBUTED
UNDER NET PAY AMOUNT

NET AMOUNT

430,18

MIN FLOOR

1446.95
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Claim Details: Universal Credit LCIR" PROPOSED Reject Pre Update View™  UCDS Only ©
Type | Claimant Partner  FirstEUAP  Start End Cimt Capital | Pt Capital | BenefitCap | Transitional | UC:Award | UC:Payment

Joint Capital Partner|Capital Tariff In¢ 07/10/2025 | 07/10/2025 | 06/12/2025 11,750.62 0.00 192 66
Joint Capital Tariff In(Capital Partner | 07/12/2025 | 07/12/202! 06/02/2026 1 62 0.00 635.22 19266

Capital Tariff In{Capital Partner| 07/02/2026 | 07/0212026 | [ 1175062]  ooof | | 49509 53.40)

Allowance/Elements Amount Name Unearned Income Type Provider Amount

Capital Tariff Income |Unearned Income:Total O 1,316.49
Capital TariffIncome _ |Assumed YieldCapital | | 10440

Housing Costs: Schedule 4 44256
Limited Capability Work 42327
Standard Allowance 628.10

Maximum Amount.  1,916.85 Total Unearned 1,420.89
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BAYMENT CALCULATION DETAILS*++

START DATE END DATE BENEETT CAP
REDUCTION
07/02/2026 06/03/2026 0.00

CAPITAL TARIFF INCOME: 104.40

TRANSITIONAL
PROTECTION
221.24

MONTHLY UC
PAYMENT
s3.40

BAYMENT DATE
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#%#**PAYMENT DETAILS***+*

22-JUL-24 10:50 AM Page 4 of 5

PAYMENT CALCULATION DETAILS***

START DATE END DATE BENEFIT CAP  TRANSITIONAL MONTHLY UC PAYMENT DATE
REDUCTION PROTECTION PAYMENT
21/04/2024 20/05/2024 0.00 1894.15 2491.35 27/05/2024

CAPITAL TARIFF INCOME:
Standard allowance

Housing element

Child element

Disabled Child element

Childcare element

Carer element

Limited Capability for Work element

UNEARNED INCOME & BENEFITS***
NINO

Claimant 1 $G376471D

EARNED INCOME DETATLS***

CLAIMANT 1 : SG376471D : EMPLOYER DETAILS : SELF EMPLOYE!

MINIMUM FLOOR START DATE :
GROSS AMOUNT TAX AMOUNT PENSION CONTRIBUTED PENSION NOT CONTRIBUTED NET AMOUNT MIN FLOOR
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