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Now that full-service has been rolled 
out, all new benefit claims and most 
change-of-circumstances will see 
people move onto Universal Credit.

We have put together this step-by-step 
guide to help you through the process 
and avoid the risk of sanctions.

Universal Credit (UC) is a single benefit 
payment, paid monthly directly to the 
claimant.

It replaces:

● Child Tax Credit
● Housing Benefit
● Income Support
● Working Tax Credit
● Income-based Jobseeker’s 

Allowance (JSA)
● Income-related Employment and 

Support Allowance (ESA)

You will be responsible for paying your 
rent yourself as it will no longer be paid 
direct to the LYHA.  Please contact us 
to discuss the best payment method 
for you.

Please make sure you keep your online 
journal up to date and note down any 
concerns regarding your claim.   
Your journal can be really important 
evidence to show that you’ve asked for 
support to meet your claimant 
commitments.

Make your claim online:
www.gov.uk/apply-universal-credit
Our Income Officers can help you

To make a claim online you 
will need: a bank account, 
an email address and online 
access. You can access the 
internet for free in our 
reception, via one of our 
PCs or your own device

You must 
provide an 
email or phone 
contact.  
We can help 
you set up a 
free email 
address if you 
don’t have one

Ask for an advance payment at your 
appointment, to avoid falling into rent 
arrears. The advance will be a full 
month’s payment, so you can use this 
to pay your rent and bills until you get 
your first payment

Check your journal 
before you go - you 
may be asked to take 
evidence to your 
appointment

Attend appointment 
to agree claimant 
commitments. DWP 
has an obligation to 
provide support, so 
make sure you tell 
them if you need help 
with your claim, or 
help with managing 
your money

Failure to complete these 
steps could result in delays 
to your award, or sanctions

Remember - Universal Credit 
puts YOU in control, so make 
sure you check your emails or 
text messages for any prompts to 
update your journal

Make sure you report 
any change in 
circumstances - if 
you don’t, you could 
face sanctions

UC is paid monthly, on 
the same day. Set up 
monthly direct debits 
or standing orders for 
regular payments. 
Prioritise your rent

Check and update 
your journal 
regularly

Keep to your 
commitments

Verify your 
identity and 
make an 
appointment at 
the job centre


