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Introduction—About Us 
Established in 2003, Victoria Forms is a leading provider of intelligent, web-based electronic forms 

software and workflow solutions. Our eForms solutions can be used within an organisation or made 

available to external users, applicants or claimants via the Cloud or server-based infrastructure. Our 

software is currently being used with over 75 Local Authorities in the United Kingdom.  

Standard Benefits Form Library  
Our standard Victoria Forms Benefits Form Library is continuously growing.  This catalogue showcases 

our current 36 standard benefits forms in our standard benefits forms library. 
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All of our eForms contain a Status and System Page (front and back pages).  

Someone who is completing a form will always see the Status Page  as the first page. The Status Page 

has one main function, to draw information from a database about the Local Authority for which the 

form is being completed. This page displays any relevant information as decided by the Local 

Authority; such as opening hours, contact details and how to complete the online form. This 

information is which can be set within our ‘branding’  files, and is fully customisable for anything that 

the local authority wishes to add to the start page of their forms. 

The System Page will never be seen by anyone completing the form or by anyone at the Local 

Authority; this page simply acts as our control page to set the intelligence within the form. 

Standard Form Pages 

Back Office Integration 
In administering forms, data collected is often manually keyed into a back-office system. With 

Electronic forms, the wastefulness of having to key information twice is being addressed – back-office 

systems are increasingly opening up to receive data electronically. Some of our Benefits Forms 

(Change of Circumstances and the Main Claim form) are already set up for back office integration 

straight into Capita, Civica and Northgate.  

 



Accommodation Details Additional Bedroom Overnight Carer 

Application for an increase in Housing Benefit where a 

property has a room for a carer to sleep in when they 

are providing overnight care to someone in the 

property. 

Length:  2 pages  

Declaration: Signature 

 

This form is comprised of sections on: 

The person completing the form  

The person receiving overnight care 

Benefits received 

Is the bedroom just for carer? 

Carer Details including start date and time spent 

Extra Information Section 

Declaration 

Length:  4 pages  

Declaration: Signature 

Some Local Authorities using this 

form:  Wigan, Basildon, Scarborough  

This form is comprised of sections on: 

The person completing the form  

Rent  paid 

In depth details of the property 

they are living in, including how 

many rooms and floors etc. 

How the applicant would like 

their benefit paid 

Declaration 
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Application to inform the Local Authority 

about an individual’s accommodation 

details. Includes: where they are living and 

how much they are paying to live there.   



Use these forms to submit an appeal against a Housing 

Benefit or Council Tax Reduction (formerly Council Tax 

Benefit) decision. 

Appeals / Scottish Appeals 

These forms are comprised of sections on: 

What is being appealed against? (Housing Benefit 

or Council Tax Reduction or Both)  

Date of decision appealing against  

Action the Council should take  

The person completing the form  

If the applicant is being helped to make the appeal 

A large amount of space to say why the applicant 

thinks the decision is wrong 

Declaration 

Extra Information Page  

Length:  Both forms are 3 pages  in 

length  

Declaration: Checkbox 

Some Local Authorities using this form:   

St Albans, Tower Hamlets, ARP, Basildon, 

SRP, Harrogate, Medway, Scarborough,  

Wigan 
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Backdating 

Authority to Disclose 
Authority to Disclose Form used to provide 

personal details held third parties to the 

Council. 

Length:  1 page 

Declaration: Signature 

Some Local Authorities using this form: 

Fareham, Scarborough  

This form is comprised of sections on: 

The person completing the form  

Declaration  

Housing Benefit and/or Council Tax Reduction 

is normally awarded from the Monday after 

the day you made your claim. However, 

sometimes councils can pay from an earlier 

date. There must be a 'good' reason  why the 

claimant has not claimed sooner, and a 

maximum of 6 months can be backdated.  

Length:  2 pages 

Declaration: Signature or Checkbox 

Some Local Authorities  using this form:  ARP, 

Wigan, SRP, Luton, Tower 

Hamlets, Scarborough, St 

Albans, Wycombe   

This form is comprised of sections on: 

Explanatory Notes 

Details of person completing the form  

Reason why they want it backdated 

Declaration  
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Bank Account Details 
This form allows users to complete their bank account 

details for any Housing Benefit they may be entitled to.  

This form is comprised of sections on: 

The person completing the form  

Name account is in  

Details of either; 

  - Bank or Building Society Account 

  - Building Society Account 

  - National Savings Bank 

Declaration  

Length:  1 Page  

Declaration: Signature or Checkbox 

Some Local Authorities using this from:  ARP, 

SRP, Wyre Forest, Scarborough, Wycombe  

Certificate of Benefits 

This form is comprised of sections on: 

The person completing the form  

Declaration  

Details of benefits received, date they started 

and date they will end, and weekly amount 

received.  

Declaration  

Length:  1 Page  

Declaration: Signature or Checkbox 

Some Local Authorities using this from:  

Scarborough  
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This form is a complete record of the 

benefits received by an individual 

completing the form, and how often they 

receive each of the benefits .  



Some Local Authorities using these forms:  ARP, 

Medway, SVP, Waveney, Ashford, SRP, Basildon, Castle 

Point, Scarborough, Wandsworth, 

Fareham, St Helens, Fife, Luton, St 

Albans, Welwyn Hartfield 

Certificate of Earnings 

If a claimant is unable to provide their 

payslips they can ask their employer to 

complete a Certificate of Earnings. 

This form is comprised of sections on: 

Employee Details 

Pay Details (completed by their 

employer) 

Length:  1 page 

Declaration: Signature (completed by 

employer) 

Some Local Authorities using this from:  

ARP, Fareham, St Albans Scarborough, 

Medway   

Change of Address 

This form is to be completed if someone 
has or is moving house, within, into or 
out of the district to let the Council know 
as soon as possible. We have two 
versions of this form. They have the 
same content but one is in landscape 
view. 
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 These forms are comprised of sections on: 

Applicant/Applicant’s partner old/new address 

details  

Other occupants 

Location details 

About rent 

Change in circumstances details 

Backdating benefit 

Declaration 

Evidence checklist 

How payments are made 

Bank details 

Landlord payment agreement (print and sign) 

End of form page (Checkbox only) 

Length:  12 pages   

Declaration: Checkbox 



Change in Circumstances 
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Form to allow Council Tax Reduction/Housing Benefit claimants 

to notify Local Authorities of any change to their circumstances. 

1. Short Change in Circumstances  

We have three versions of a Change in Circumstances form.  

This form is comprised of sections on: 

Details of person completing the form  

Checkbox for the change in circumstance 

Large information box for what 

has changed 

Declaration 

Length:  1 page 

Declaration: Signature  

2. Regular Change in Circumstances Length:  5 pages 

Declaration: 

Signature or 

Checkbox  

This form is comprised of sections on: 

Guidance Notes  

Checkbox for the change in circumstance 

Details of person completing the form 

Changes  

Declaration 

3. Advanced Change in Circumstances  

Length:  37 pages      Declaration: Checkbox  

This form is comprised of sections on: 

Checkbox for the change in circumstance 

In depth sections to complete details on all possible 

changes  

Additional Forms 

Summary of answers given 

Checklist of evidence 

Declaration  

Some Local Authorities using these forms:  

ARP, Medway, SVP, 

Waveney, Ashford, 

SRP, Basildon 



Change of Tenant 

Length:  1 page 

Declaration: Signature (Parents and Child-minder) 

Some Local Authorities 

using this form:  ARP, SRP, 

Scarborough, St Albans   

Confirmation of Childcare 

Between tenants, the owner is liable for Council 

Tax and it is the owner, landlord or letting 

agents' responsibility to notify the Local 

Authority of any change in tenancy within 21 

days. 

This form is comprised of sections on: 

Details of the Landlord  

Details of the property  

Details of the Current Tenants  

Details of the New Tenants  

Details of the New Owners  

Declaration 

Extra Page 

Length:  4 pages  

Declaration: Signature 

Some Local Authorities using this form:  St 

Albans, Inverclyde, Scarborough 

This form is comprised of sections on: 

The person completing the form  

Declaration 

Child-minding dates/hours and charges filled 

in by the Child-minder 

Business Address 

Child-minders declaration 

Form for applicants or their partners who work full

-time and pay child-minding costs to a registered 

child-minder, a registered nursery or play-scheme, 

or an after-school club.  
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Discretionary Housing Payment 
A Discretionary Housing Payment (DHP) could 

help top-up housing benefits if applicants are 

facing hardship, including if they have been 

affected by housing benefit changes. 

This form is comprised of sections on: 

2 Pages of Guidance Notes 

The person completing the form  

Details of circumstances  

The household income, expenditure, 

debts / arrears, repayment of debts, capital 

 Extra Page 

 Declaration 

 Form Completion Page 

Length:  12 pages 

Declaration: Signature or Checkbox 

With requested amount  

This form includes a section allowing claimants to 

input a requested amount to claim.  

Some Local Authorities using these forms: ARP, Ashford, SRP, Basildon, 

Medway,  Fife, Southwark, Reigate and Banstead, St Helens, Tower Hamlets   

Discretionary Housing Payment and  

Exceptional Hardship Payment  

This form allows claimants to apply for DHP and EHP 

at the same time. 

This form is comprised of sections on: 

2 Pages of Guidance Notes 

Details of person completing the form  

Details of circumstances  

Details of household income, expenditure, 

debts / arrears, repayment of debts, capital 

 Extra Information Page 

 Declaration 

 Form Completion Page 

Length:  12 pages 

Declaration: Signature or Checkbox 

Some Local Authorities using these forms:  

Brentwood  
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Length:  1 page 

Declaration: Signature or Checkbox  

Some Local Authorities using this form:  

Scarborough, St Helens, St Albans  

Declaration 

 

A Declaration that needs to be printed 

and signed by the claimant and the 

person completing the form (if different) 

Direct Payment to Landlord 

Where Local Housing Allowance Scheme 
payments are normally made to the tenant,  in 
certain circumstances Local Housing Allowance 
can be paid directly to the Landlord.   

This form is comprised of sections on: 

The person completing the form  

Declaration 

The Landlords Details  

Landlords Declaration 

Financial Information Form 
This form can be used to submit income and 

expenditure details to the council for the purpose 

of making an offer for payment. 

This form is comprised of sections on: 

The  person completing the form  

Employment Details 

Details of Partner 

Partners Employment Details 

Any other income, assets debts, expenses, 

loans/credit cards 

Declaration  

Length:  3 pages 

Declaration: Signature  

Some Local Authorities using this form:  

Medway  
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Habitual Residence Test 

This form can be used to gather more 

information about benefits claimants who 

have only been living in the UK for 2 years.  

This form is comprised of sections on: 

The  person completing the form  

The  move to UK 

Details about whether they have been 

to UK before 

Why the UK? 

Family and Move details 

Extra Information Space 

Declaration 

Length:  5 pages  

Declaration: Signature 

Some Local Authorities using this form:  SRP, 

Basildon, Luton, Scarborough, St Albans  

Non-Dependants Rent and Tenancy 

This form is comprised of sections on: 

The property the claimant lives in 

Details of rent 

Details about their landlord 

How they want to receive any benefits (if 

awarded) 

Extra Information Page 

Declaration 

Sharing Information with Landlord form 

Direct Payment to Landlord form 

Length:  11 

pages  

Declaration: 

Signature, 

signed by 

both 

claimant 

and 

landlord.  

Some Local 

Authorities 

using this 

form:              

St Albans 
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This form allows non-dependants to inform their 

Local Authority of where they are living and how 

much they are paying.  



LHA to Landlord 
Local Housing Allowance is normally payable to 

the tenant, in special circumstances it can be paid 

directly to the Landlord. This form allows Councils 

to decide whether this is possible under an 

individual’s circumstances.  

This form is comprised of sections on: 

The person completing the form 

About their circumstances 

Extra Information Space 

Declaration 

Landlord’s Declaration  

Length:  6 pages  

Declaration: Signature or Checkbox 

Some Local Authorities using this form:  Flintshire, 

St Helens Scarborough, Wigan 

Overlap Request 
This form can be used in circumstances where 

someone has moved into a new home, but still 

has to pay rent for their old property due to the 

landlord's notice period. Claimants can  apply 

for Housing Benefit on both properties. Housing 

Benefit can be paid to cover a maximum four 

week notice period at the old property even if 

their dual liability exceeds that period. 

This form is comprised of sections on: 

The person completing form 

Address of the new property  

Address of the old property  

Dates the property was left and when 

tenancy ends 

Details of why they couldn't avoid paying 

rent 

Declaration 

Length:  1 page 

Declaration: Signature or Checkbox 

Some Local Authorities using this form:  SRP, 

Scarborough, St Albans  
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Pre-Tenancy Determination Pensioners 

2 pages of Evidence Details  

Length:  9 pages  

Declaration: Signature 

Some Local Authorities  using this form:  ARP, 

SRP, Scarborough, Wyre Forest  

A short claim form for people already claiming 

pensioners credit. 

This form is comprised of sections on: 

1 page of guidance notes 

Personal Details 

Partner’s Details  

Extra Information Page 

Declaration 

Evidence Checklist  

Private tenants can find out the maximum possible 

housing benefit they can receive before signing a 

tenancy agreement. This means that they can 

avoid renting an expensive home where housing 

benefit will not meet all of the rent. Pre-Tenancy 

determination forms are completed by both the 

landlord and the tenant.  

This form is comprised of sections on; 

1 page of guidance notes 

Property Details 

Details of person completing the form  

Tenant Details  

Landlord Declaration  

Declaration 

Declaration: Signature 

Some Local Authorities using this form: 

Length:  3 pages  

Fareham, Medway, Scarborough , St Albans  
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Proof of Rent Preliminary 
If an applicant lives in a privately rented or Housing 

Association property the landlord/lady must 

complete this form as proof of rent costs, and they 

themselves must sign the declaration. 

This form is comprised of sections on: 

Landlord Details 

Agents Details (where applicable) 

Tenancy information and Tenant’s Details 

Declaration 

Length:  1 Page  

Declaration: Signature 

Some Local Authorities  using this form:  ARP, SRP, 

Scarborough, Waltham Forest  

Initial form to note down very basic details of a 

claimant who will later be called back, to 

complete a further, more in depth application.  

This form is comprised of sections on: 

The claimant’s details 

The partner’s details (if applicable) 

At least one phone number so a call-back 

can take place 

Whether they have any savings over 

£16,000 

Call back arrangements / Notes section  

Length:  1 Page  

Declaration: Signature 

Some Local Authorities  using this form:  

Wigan, Waltham Forest, Tower Hamlets, 

Dudley, Medway  
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Review 

If an applicant already claims Housing Benefit or 

Council Tax Benefit, they should use this form to 

tell the council if they stop claiming Income 

Support, Job Seeker’s Allowance Income - Based 

or Guaranteed Pension Credits because they are 

returning to work.  

Return to Work  

This form is comprised of sections on: 

Data Protection Page 

Applicant Details  

People who also live in the property 

Applicant’s Work 

Partner’s Work (if applicable) 

Other money coming in 

Bank accounts and savings 

Known future changes 

Extra Information Page 

 

Length:  8 Pages 

Declaration: Checkbox 

Some Local Authorities  using this form:  

 Ashford, SRP,  Basildon, Scarborough  

Declaration  

This form is comprised of sections on: 

Help Information 

Applicant Details  

Partner’s Details  

Other occupants 

Other income 

 

Savings and 

investments 

Changes 

Declaration  

Employment Details 

Length: 6 

Pages 

Declaration: 

Checkbox 

Some Local 

Authorities  

using this 

form:  SRP, 

Kensington 

and Chelsea, St 

Albans, East 

Hampshire, 

Wyre Forest  
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This form can be used to review a claimant’s 

circumstances. It allows Local Authorities to 

minimise the risk of fraud and error in the benefits 

system by reviewing their current caseload of 

claims to ensure everyone is getting the correct 

amount of benefits.  



Second Home  

Second Adult Non-Dependant 

This form is comprised of sections on; 

Applicant’s Details  

Partner’s Details (if applicable) 

Second Property / Land information 

Any Other Occupants 

Property Outgoings 

Proof that is needed to support the 

application 

Declaration 

This form is comprised of sections on: 

Applicant Details  

Signed by Second Adult 

Completed by Benefits Agency  

Declaration  

Length:  1 Page 

Declaration: Signature by Non-Dependant, 

Signature by Benefits Agency  

Some Local Authorities  using this form: St Albans   

Length:  4 Pages 

Declaration: Signature  

Some Local Authorities  using this form:  

Ashford, Scarborough, St Albans 
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This form can be used to inform the Local 

Authority of any Non-Dependants in an 

applicant’s home, as this could reduce the 

amount of Housing Benefit they receive.  

This form can be used to inform the Local 

Authority of an applicant’s two properties (or 

land).   



Sharing 

Information with 

your Landlord 

Sharing Information with 

Landlords helps Councils 

deal with claims quicker 

and reduces the risk of the 

claimant falling behind on 

rent due to the claim being 

delayed.  

This self employed earnings 

information form supplements the 

main claim form. This form allows 

claimants to give details of the 

income and outgoings of their 

business. 

Self Employed Earnings 

This form is comprised of sections 

on: 

Applicant’s Details  

The Business Details 

Business Income  

Business Expenses  

Other Expenses  

Declaration 

Length:  4 Pages 

Declaration: Signature or Checkbox 

Some Local Authorities  using this form:  ARP, Basildon, Luton,                     

Stour Valley Partnership, Shared Revenues Partnership, St Albans, 

Wigan, Scarborough  

This form is comprised of 

sections on: 

Half a page of 

information about 

sharing information 

with the landlord  

Details of what will 

and will not be shared 

with the landlord  

Address 

Full Name 

Contact Details 

Landlord’s Name 

Declaration 

 

Length:  1 Page 

Declaration: Checkbox 

Some Local Authorities  

using this form: ARP, 

Scarborough    
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Length:  2 Pages 

Declaration: Checkbox 

Some Local Authorities  using this form:  

Dudley   

 Statement   Visiting Officer Report  

Length:  1 Page 

Declaration: Checkbox 

Some Local Authorities  using this form:  

Shared Revenues Partnership   This form is comprised of sections 

on: 

Visit Details  

Information Box 

Declaration by Customer 

This form is comprised of sections on: 

Applicant’s Details  

Statement / Change of details 

Declaration  
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This form can be used and completed by a visiting 

officer when they are out in a claimant’s household, 

to simply check and receive claim information to 

confirm the claimant is entitled.  

This form can be used to inform the Local 

Authority of any changes or declarations the 

claimant needs to make.  



Sentry  House 
Northgate Street Business Park 

110B Northgate Street 
Bury St Edmunds 

Suffolk 
IP33 1HP 

 
Telephone: 01284 701000 

Email: VicFormsSales@VictoriaForms.co.uk 
Web:  www.victoriaforms.co.uk 

 
 

Our  Offices are open Monday to Thursday (excluding UK public 

holidays) 9.00am to 5.30pm,  Fridays 9.00am to 5.00pm.  


