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What can I do if I think that your decision about my Housing 
Benefit or Council Tax Benefit is wrong? 
When we make a decision about your entitlement to Housing Benefit or 
Council Tax Benefit, we will send you a benefit notification letter. This will 
tell you how we have worked out your benefit, and how much benefit 
you will receive or the reasons why you do not qualify for benefit. 

You should always read the benefit notification 
letter carefully to make sure that we have 
worked out your benefit correctly, because if 
we have made a mistake and we pay you too 
much benefit, you may have to pay back any 
overpayment. 

You must let us know immediately if any of the 
information in the letter is wrong or missing. 

If you are not happy with our decision, you have the following three 
options. 
•	 Ask us to explain our decision. 
•	 Ask us to look at your claim again (a revision). 
•	 Make a formal appeal to the independent Tribunal Service. 

Ask us to explain our decision 
If you do not understand your benefit assessment, please contact 
us straight away. You can ask us any questions you have, and we will 
explain the reasons for our decision. If you want to do this please 
contact us.
•	 Visit us at Hackney Service Centre, 1 Hillman Street, London, E8 1DY. 
•	 Email us at benefits@hackney.gov.uk. 
•	 Call our benefit call centre on 020 8356 3399.
You can ask us to either explain our decision verbally or to provide you 
with our reasons in writing. 
If you ask for a verbal explanation and you are still not happy, you will 
have one month from the date we originally told you of your benefit 
award to ask us to review our decision or to appeal to the Tribunal 
Service. 
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Statement of reasons 
You have the right to ask us for a written ‘statement of reasons’. This 
statement will explain, in writing, the reasons for our decision. 

If you want a written statement of reasons, you must ask us for one 
within one month of receiving your benefit decision. 

Once you have received a statement of reasons, you then have a 
further 14 days to ask us to review our decision, or to appeal to the 
Tribunal Service.  

Ask us to look at our decision again
If you think we have made a mistake, or you have information and 
evidence which you believe will change our decision, you can ask us to 
look at the decision again. (This is called a revision.) 

To ask for a revision you must write to the Revenues and Benefits 
department. You can only ask for a revision if you are a person affected 
by the decision. 

You are a person affected if:
•	� you are the person who is claiming benefit or someone they have 

authorised or who has power of attorney to act on their behalf; 
•	� you are a landlord or agent, but only if the decision concerns who 

Housing Benefit is paid to; or
•	 you are someone we decide to recover an overpayment from. 
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You have one month from the date we told you our decision to ask for 
a revision. The letter asking for a revision must be signed by the person 
affected. If you ask us for a revision after one month, we will only be 
able to look again at your claim if you can show that you have good 
reasons for not asking for a revision within the one-month time limit. We 
cannot carry out a revision after 13 months, whatever your reasons for 
not asking for one sooner. 

When you ask us for a revision, another officer will look at the claim. 

After reconsidering our decision, we will let you know in writing whether 
we have changed the decision or whether it will stay the same.

If we still feel that our original decision is correct, you have another 
month to appeal to the independent Tribunal Service. Our letter will tell 
you about your right to appeal. 

Appeal against our decision
If you believe our decision is wrong you have the right to appeal to the 
Tribunal Service.  

You must make your appeal within the following time limits. 

•	 Within one month of the date we tell you our initial decision. 
•	� If you have asked for a statement of reasons, within 14 days from 

when we provide it. 
•	� If you have asked for a revision within one month from when we 

confirm that our original decision was correct. 

In order for your appeal to be valid, it must:
•	 be in writing; 
•	 be signed by the person making the appeal; 
•	 clearly say which decision you are appealing against; and
•	 explain why you believe the decision is wrong. 

If anything is wrong with your appeal application, or you have not 
provided all the information that is needed, we will write to you and give 
you 14 days to correct it. 
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If you want to appeal you can write to us, fill in the Housing Benefit 
Revision and Appeal form (which is available at our reception at 
Hackney Service Centre or at the back of this form), call 020 8356 3399 
or visit our website at www.hackney.gov.uk

If you appeal in writing, please send your appeal to the Appeals Team, 
Revenues and Benefits Service, Hackney Service Centre, 1 Hillman Street, 
London, E8 1DY. 

You should make it very clear in your letter that you want to appeal. 

Things you may want to appeal against
You can appeal against most of the decisions we make. Here are some 
examples. 
•	 You may appeal against the start or end date of your claim.
•	� You may appeal against the amount of income, savings or rent we 

used to work out your benefit. 
•	� You may appeal against the number of people we have included on 

your claim. 
•	 You may appeal against the amount we say we have overpaid you.

However, there are certain decisions that you cannot appeal against, 
These are mainly decisions involving a figure that is laid down in law, for 
example the maximum amount of capital (savings and investments) 
which someone can have before they no longer qualify for Housing 
Benefit. If you try to appeal against a decision that you cannot appeal 
against, this is known as ‘out of jurisdiction’ and we cannot consider it. 
However, we will still send your appeal to the Tribunal Service and ask 
them to confirm that we cannot consider your appeal.

Special rules if you are receiving Pension Credit
If you are receiving Pension Credit, you should send any appeal against 
the income we used to work out your benefit to The Pension Service, not 
to us. You can contact The Pension Service on 0800 991 234.

You should send your appeal to us if it is about any other part of your 
Housing Benefit or Council Tax Benefit claim, for example the amount 
we have deducted from your benefit to allow for a non-dependant.
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Late appeals 
You must make your appeal within one month of receiving our decision. 
If you are outside this time limit, you can write to us to ask for a 
late appeal. Your letter must explain why you did not appeal within 
the one-month deadline. (You should include details of any special 
circumstances which prevented you from appealing on time.) We may 
allow you to make a late appeal if this is in the interest of justice. 

If you appeal outside the one-month deadline, and we do not extend 
the time limit, we will pass your appeal to the Tribunal Service who will 
decide if whether to hear your late appeal. 

In all cases, the reasons for the delay must have meant it was not 
practical to make the appeal within the deadline. The person who wants 
to appeal must sign the letter asking for a late appeal. 

We cannot extend the deadline for appeals by more than 12 months, so 
if you make an appeal after 13 months, there will be little or no chance 
of it being heard.

What happens next? 
Once you have made your appeal we will look at our decision again. We 
will do one of the following.
•	� Change the decision in your favour. We will send you a new benefit 

notification and your appeal will end. We will tell you about your 
right to appeal against our new decision. 

•	� Send your appeal to the Tribunal Service if we do not change the 
decision or if we change the decision in a way that reduces the 
amount of benefit you are entitled to. We will prepare the appeal 
and send it to the Tribunal Service who are independent of us and 
totally unbiased. We aim to send all appeals to the Tribunal Service 
within 90 days. We will also send a copy of the appeal papers to you. 

If the Tribunal Service accept your appeal, they will write to you with the 
date and time of the First Tier Tribunal hearing. You can choose whether 
to go to the hearing and speak, or ask the tribunal to look at the case in 
your absence. You can take a representative or friend with you.
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The Tribunal Service use over 140 venues across the country, and they 
will try to hold the appeal within a reasonable distance of where you live.  
We have no control over how long the Tribunal Service take to hear your 
appeal. 

If you want to go to the hearing, but you cannot go on the date that has 
been arranged, you can ask the Tribunal Service to postpone the hearing. 
However, the Tribunal Service will only agree to this in exceptional 
circumstances. Normally the tribunal will go ahead without you. 

You can also withdraw the appeal at any time before the hearing by 
writing to the Tribunal Service. 

At the tribunal hearing a judge will examine the facts, apply the law to 
the facts of the case, and come to a decision. Occasionally there may 
be other specialist panel members at the hearing if the judge feels they 
need an expert or experts (for example a qualified accountant) to help 
them understand the evidence. 

The Tribunal Service will tell you the outcome of the hearing in writing.

What if I disagree with the First Tier 
Tribunal’s decision? 
If you disagree with the First Tier Tribunal’s 
decision, it may be possible to take the case to 
the Upper Tier Tribunal, but only if the First Tier 
Tribunal has made a mistake in applying the law.



Use this space to tell us what you think is wrong with our decision. Tell us 
why you want us to look at the decision again or write the clear reasons 
for your appeal. Please continue on a separate sheet if you need to. You 
can attach as much information or evidence to support your appeal as 
you want.

If it is more than a month after the date of our decision, use this space to 
tell us why you did not send us this form sooner.   

Signature	 Date

Return to: Hackney Service Centre, 1 Hillman Street, Hackney, London, E8 1DY. 
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Form A1
Revision and Appeal
Form A1 Housing Benefit and Council Tax Benefit revision and 
appeal request 

Name 

Address 

Date of birth 

Claim number 

National 
Insurance 
number 

Daytime 
phone 
number

Date of the decision
Please write the date of the decision letter 
we sent to you that you disagree with.    

Please tick the box (or boxes) that apply to you.  

I would like you to explain your decision.     

I would like you to look at the decision again. 

I want to appeal against the decision. 
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