
Your step by step guide to making a claim 

online 



1. Before you start, you need to ensure you have all the required information.

2. Visit www.gov.uk/apply-universal-credit

1. Please note: Your first Universal Credit payment will be made around 5 weeks after

you claim. If you need help with your Gas, Electricity, Oyster top up or food please call

Dawson on 0333 366 1159 or speak to your Housing officer or Support worker.

http://www.gov.uk/apply-universal-credit


4. Enter the number of children living in the household

5. You will be asked to enter the security information before proceeding.

3. Enter your postcode



7. Before making an application you will need to answer a few questions to ensure

you are eligible for Universal Credit.

6. Enter National Insurance number











8. If you are unable to claim, please call the Universal Credit helpdesk on 0800 328

5644 lines are open 8am – 6pm Monday to Friday



9. You will now begin the application for Universal Credit. The session takes

approximately 20-40 minutes to complete; if you are unable to complete in full at

this time your session will be timed out. Please ensure you have all required 

information to hand. Details can be found on Page 1. 





10. Next section – About you





11. Universal Credit does not cover your Council Tax liability; please make a separate

Council Tax reduction application with your Local Authority.



12. You will now see an overview of your claim so far, you can click on any of the

sections to edit and once completed it will turn green and be marked as complete.

13.Housing Costs are paid as part of your monthly Universal Credit, you

are liable for your full Rental liability irrespective of how much housing

costs are awarded by Universal Credit. If you are unsure how much rent

to pay, please call Dawson on 0333 366 1159



14. Dawson is a Social Housing landlord, if you live in the Hostel please contact

Dawson on                0333 366 1159 or speak to your support worker



16. The full address of Dawson Housing Association is Eight Bells House, 14 Church

Street, Tetbury Gloucestershire, GL8 8JG and can be found on all correspondence.

15. You should find this information on you rent statement, licence or tenancy

agreement, if you are unsure please call Dawson on 0333 366 1159. If you pay

service charges you would need to click to add a cost using the drop down box

select Service Charge , if you are unsure please call Dawson on 0207 0333 366 1159



17. If you are under occupying your home, you will be subject to a bedroom tax

deduction of 14% for one spare room and 25% for more than one spare rooms. This

will be reflected in your Housing Cost award. NB: You are responsible for the full

rent on your property.



18. Please have your bank details ready. If you do not have a bank account, please

contact Dawson on 0333 366 1159, we can refer you to the credit union.



19. Check through all the information you have provided to ensure it is correct before

you proceed.





20. You will now be required to agree to the conditions of your claim, if you disagree

you will not be able to claim and should contact the Universal Credit helpline on

0800 328 5644   between 8am-6pm Monday to Friday.



21. Once you have submitted you claim, your local Jobcentre will contact you on the

detail you have provided to arrange an interview. As a result of Covid this will be

done remotely. You may be asked to take/provide with you; proof of identity,

tenancy/licence agreement and a bank statement. Please note: your first Universal

Credit payment will be made around 5 weeks. Make a note of your payment date.

If you need help with your Gas, Electricity or Oyster top up please call Dawson

on 0333 366 1159



23. If you are expected to look for work. You will now be directed to the Universal

Jobmatch website where you will need to set up a government gateway account.

Please have your email details ready as you will need to verify your account.

22. Once you have attended your interview at your local JCP Office, you can now ask

for an advance payment. To make a claim for an advance payment you will need to

have all your security information given at your interview and telephone 0800 328

5644.



You have now completed your application for Universal Credit and have signed up to 

the Universal Job match. If you would like help finding the job of your dreams why not 

come along to the next Rise into employment programme which is free of charge. For 

more information please contact Dawson on 0333 366 1159. 




