
Appendix 2 -  Additional text to support application process 
 

 
The Council currently receives electronic notifications from the Department for Work and 
Pensions (DWP) and Her Majesty’s Revenues and Customs (HMRC) when a claimant’s 
income changes. The monthly calculation of Universal Credit means that it is expected that 
the volumes of referrals received will increase. Each change of income will potentially lead to 
a change in Council Tax Support and a change in Council Tax liability and instalments. 
 
These changes will allow discretion to; 
 

 Ignore minimal changes in income and minimise multiple changes, which will both 
help to reduce confusion to residents and help to keep down administration costs. 
 

 Keep new applications to a minimum, as it will not be necessary to reapply in some 
circumstances, following a period of nil entitlement for households that have 
fluctuating earned income. 

 
Refer to paragraph 69.7 of the current scheme, as detailed below. 
 
Additional text will be added for clarification. 
 
 
“For the avoidance of doubt, the authority will decide what constitutes a claim for Council 
Tax Support. In the case of applicants who have applied for Universal Credit, the authority 
shall decide on a case by case basis when a claim is required from the applicant    and by 
what method the claim is made. The authority may accept information received (in whatever 
format) from the Secretary of State for Work and Pensions as a claim for Council Tax 
Support”. 
 
Refer to paragraph 91.1 of the current scheme, which is at Appendix 1. 
 
This will be changed to “may”. 
 

 

  



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Section 68 – 74A 
 

Claiming and the treatment of claims for Council Tax Reduction Purposes 
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68.1 Making an application
20

 

 
68.2 In the case of a couple or members of a polygamous marriage an application is to be made 

by whichever one of them they agree should so apply or, in default of agreement, by such 

one of them as the authority determines. 

 
68.3 Where a person who is liable to pay council tax in respect of a dwelling is unable for 

the time being to act, and; 

(a) a deputy has been appointed by the Court of Protection with power to claim, or 

as the case may be, receive benefit on his behalf; or 

(b) in Scotland, his estate is being administered by a judicial factor or any guardian 

acting or appointed under the Adults with Incapacity (Scotland) Act 2000 who 

has power to apply or, as the case may be, receive benefit on his behalf; or 

(c) an attorney with a general power or a power to apply or, as the case may be, 

receive benefit, has been appointed by that person under the Powers of 

Attorney           Act 1971, the Enduring Powers of Attorney Act 1985 or the 

Mental Capacity Act 2005 or otherwise, 

that  deputy,  judicial  factor,  guardian  or  attorney,  as  the  case  may  be,  may  make  

an application on behalf of that person. 

 
68.4 Where a person who is liable to pay council tax in respect of a dwelling is unable for 

the time being to act and sub-paragraph (2) does not apply to him, the authority may, 

upon written application made to them by a person who, if a natural person, is over the 

age of 18, appoint that person to exercise on behalf of the person who is unable to act, 

any right to which that person might be entitled under the authority’s scheme and to 

receive and deal on his behalf with any sums payable to him. 

 
68.5 Where a person who is liable to pay council tax in respect of a dwelling is for the time being 

unable to act and the Secretary of State has appointed a person to act on his behalf under 

regulation 33 of the Social Security (Claims and Payments) Regulations 1987 (persons 

unable to act), the authority may if that person agrees, treat him as if he had been 

appointed by them under sub-paragraph (3). 

 
68.6 Where the authority has made an appointment under sub-paragraph (3) or treated a 

person as an appointee under sub-paragraph (4); 
(a) it may at any time revoke the appointment; 

(b) the person appointed may resign his office after having given 4 weeks notice 

in writing to the authority of his intention to do so; 

(c) any such appointment terminates when the authority is notified of 

the appointment of a person mentioned in sub-paragraph (2). 

 
68.7 Anything required by the authority’s scheme to be done by or to any person who is for 

the time being unable to act may be done by or to the persons mentioned in sub-

paragraph (2) above or by or to the person appointed or treated as appointed under 

this paragraph and the receipt of any such person so appointed shall be a good discharge 

to the authority for any sum paid. 

 
68.8 The authority must; 

(a) inform any person making an application of the duty imposed by paragraph 9(1)(a); 

(b) explain the possible consequences (including prosecution) of failing to comply 

with that duty; and 

(c) set out the circumstances a change in which might affect entitlement to 

the reduction or its amount. 
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69.0    Procedure by which a person may apply for a reduction under the authority’s scheme
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69.1. Paragraphs 2 to 7 apply to an application made under the authority’s scheme. 

 
69.2. An application may be made; 

 
(a) in writing, 

(b) by means of an electronic communication in accordance with sections 101 – 106A of this 

scheme, or 

(c) where the authority has published a telephone number for the purpose of receiving such 

applications, by telephone. 
 

69.3 (1) An application which is made in writing must be made to the designated office on a 

  properly completed form. 

 (2) The form must be provided free of charge by the authority for the purpose. 
 

69.4 (1) Where an application made in writing is defective because— 

(a) it was made on the form supplied for the purpose but that form is not accepted by 

the authority as being properly completed; or 

(b) it was made in writing but not on the form approved for the purpose and the 

authority does not accept the application as being in a written form which is 

sufficient in the circumstances of the case having regard to the sufficiency of the 

written information and evidence, 

the authority may, in a case to which sub-paragraph (a) applies, request the applicant to 

complete the defective application or, in the case to which sub-paragraph (b) applies, supply 

the applicant with the approved form or request further information and evidence. 

 
(2) An application made on a form provided by the authority is properly completed if it is 

completed in accordance with the instructions on the form, including any instructions to 

provide information and evidence in connection with the application. 

 
69.5. (1) If an application made by electronic communication is defective the authority must 

provide the person making the application with an opportunity to correct the defect. 

 
(2) An application made by electronic communication is defective if the applicant does 

not provide all the information the authority requires. 

 
69.6. In a particular case the authority may determine that an application made by telephone is 

only valid if the person making the application approves a written statement of his 

circumstances provided by the authority. 

 
69.7 (1) If an application made by telephone is defective the authority must provide the 

person making the application with an opportunity to correct the defect. 

 
(2) An application made by telephone is defective if the applicant does not provide all 

the information the authority requests during the telephone call. 

 
69.7 Notwithstanding  other  paragraphs  within  this  section,  the  authority  will  determine  the 

method by which claims are to be made as well as where claims should be sent or delivered. 

 

(1) Where an applicant ; 

(a) makes an application under this scheme which includes (or which he 

subsequently requests should include) a period before the application is made; 

and 
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(b) from a day in that period, up to the date he made the application (or 

subsequently requested that the application should include a past 

period), the applicant had continuous good cause for failing to make an 

application (or request that the application should include that period), 

 
the application is to be treated as made on the date determined in 

accordance with sub-paragraph (2). 

 
(2) That date is the latest of; 

a. the first day from which the applicant had continuous good cause; 

b. the day 1 month before the date the application was made; 

c. the day 1 month before the date when the applicant requested that the 

application should include a past period. 
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