
HB/CTB claims process for IS / JSA Claim 
  
 
 
     
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

HBRR1 
completed 

B1 / HCTB1 completed HB/CTB form 
direct to LA 

HCTB1 
to LA 

B1  to  
DWP 

IS / JSA claim processed 

IS / JSA(IB) 
awarded 

JSA (C) 
awarded  

Decision notice 
forwarded by ETD 

RAT checked 
for IS/JSA(IB) 

Claim vetted for 
evidence of ID / rent 

Sufficient 
evidence 

Insufficient 
evidence 

Claimant written 
to  or visited 

Claim ready 
for processing 

LA notified. 
Standard 
HB/CTB claim 
to be made 
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Claimant written 

to or visited 
Claim ready 

for processing 

No evidence 
received or 
response to 

visit. 

Relevant 
evidence 
received 

Received 
within 4 
weeks 

Received 
after more 

than 4 weeks 

Is there good 
cause? 

YES NO 

Claim  to be processed 
from Date of Claim 

Claim to be 
processed from 
date information 

received. 

What is tenancy? 

Council Private 

Existing RO decision and no relevant 
change of circumstances? 

YES NO 

Refer to RO and Process 
using IRL 

Process using 
existing RO 

details 

Decide Risk Group. Set benefit period and in-claim activity 

Process 
claim 

Claim made 
defective 
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