
Discretionary Housing Payment Policy                                                             
 
1. What is a Discretionary Housing Payment (DHP)? 
 

1.1. DHPs provide existing Housing Benefit claimants with further financial assistance, in addition to 
other welfare benefits, where the Council considers that help with housing costs is required.  The 
legislation governing Discretionary Housing Payments is contained in the Discretionary Financial 
Assistance Regulations 2001 (SI 2001/1167) and further guidance on good practice is supplied by 
the Department for Work and Pensions. 

 
1.2. The scheme is intended to help you if you already receive Housing Benefit or Universal Credit 

(housing element) but require further assistance to meet your housing costs. It is also specifically 
targeted at people in rural areas who are affected by the removal of the spare room subsidy, 
(sometimes known as The Bedroom Tax).  

 
1.3. When requests for DHP’s are being considered, the following priorities will be used:- 

 

  Discretionary Housing Payments Priority Levels 

Priority 
Level                   Description 

A People fleeing personal or domestic violence 

  
Foster Parents or Kinship Carers who require addition rooms not otherwise covered by 
Housing Benefit,  

  
People affected by the Removal of the Spare Room Subsidy who are actively seeking 
(registered) to be re-housed by a Housing Association 

  
People affected by the Removal of Spare Room Subsidy who live in settlements of less than 
6000 where there is a limited supply of appropriately sized properties. 

  People who live in properties significantly adapted to meet the needs of disabled occupants 

  People who have been placed in a specific property by the Council or other organisation. 

  People under imminent threat of eviction. 

 People who require help to move out of homeless accommodation 

  
People who are unable to share a bedroom because of disability and a higher rate disability 
benefit is in payment. 

 

People who cannot be reasonably expected to share a room because of long term physical 
or mental illness or disability 
 

 B People with localised or informal care arrangements 

  People who require help with removal costs to move to a more affordable property 

  
People who live in specific properties to meet the needs of a disability but where the 
property has not been significantly adapted. 

  People affected by the benefit cap who have engaged with support agencies 

    

C 
People who are responsible for two properties for a short period of time where the liability is 
unavoidable and not already covered by Housing Benefit. 

  Parents who are separated but share responsibility of caring for children 

  People who have recently gone onto benefit and need time to adjust their spending levels 

  Families with needs and established links to the local area 

  
People who are over accommodated but where there will be a foreseeable change in the  
household such as a birth or birthday  

  People who are employed or about to be employed in the area in which they live 

    

D 
Any one who receives Housing Benefit which does not cover all of the rent and can 
demonstrate that it is reasonable for the Council to make a Discretionary Housing Payment. 

  

Any one who receives Housing Benefit and requires assistance with a rent deposit, rent in 
advance or removal costs can demonstrate that it is reasonable for the Council to make a 
Discretionary Housing Payment. 

 
 

1.4. In making an award the Council may suggest steps that you can take such as looking for 
alternative accommodation or reducing expenditure.  



 
1.5. The period for any award will normally be up to 31st March in any particular year unless 

circumstances are expected to change before the end of that period.  
 
2. How does the scheme work? 

 

 the scheme is discretionary and no-one has a statutory right to a payment; 

 the amount that a local authority can pay out in any financial year is cash limited by the 
Government and the Council must determine how to operate the scheme, 

 Discretionary Housing Payment is not a benefit payment; 

 you must be in receipt of Housing Benefit or Universal Credit in the benefit week that a 
Discretionary Housing Payment is awarded for; 

 the Discretionary Housing Payment will be paid in the same way as Housing Benefit; 
 
3. Who can request a Discretionary Housing Payment?   
 

3.1. Anyone can ask for a Discretionary Housing Payment provided -  
 

 you are in receipt of Housing Benefit or Universal Credit, and  

 you require further assistance to meet your  housing costs, and 

 you can demonstrate that you are unable to make up the deficit from your existing household 
income. 

 
4. How can a request be made? 

 
4.1. Requests must be made on the application form provided and these should be handed into any 

Council Contact Centre or posted to Customer Services, Scottish Borders Council, Council HQ, 
Newtown St.Boswells, MELROSE TD6 0SA.  The form includes an income and expenditure 
statement which must also be completed. The form can be obtained on-line at 
www.scotborders.gov.uk, (under Housing Benefits), by telephoning 0300 1001800 or collected at 
any Council Contact Centre 

 
5. What information will be required? 

 
5.1. Clear reasons why a Discretionary Housing Payment is being requested. 

 
5.2. An income and expenditure statement. 

 
5.3. Where the request is made because of medical reasons, you may be required to provide written 

evidence. This will usually be a statement from a medical practitioner however; there is no 
guarantee that this will secure a Discretionary Housing Payment. 

 
5.4. If you are at immediate risk of eviction you must provide written evidence of this with along with 

your application form. 
 

5.5. You may be asked to provide evidence to support why you feel that you are in a priority group. 
 

6. How does the Council decide if a Discretionary Housing Payment will be paid? 
 

6.1. The Council will look at your individual circumstances and set a priority level (detailed above). All of 
the information that you give will be checked and you will be asked to provide supporting evidence 
where required. 

 
6.2. The Council will assess your income and expenditure and classify your hardship as High, Medium 

or Low.  
 

6.3. You will need to tell the Council about any capital that you have including bank accounts, shares, 
property and other investments. 

 
6.4. Both the priority and hardship level will be used to make a decision on the award.  

http://www.scotborders.gov.uk/


 
6.5. The availability of suitable alternative housing will be taken into consideration. 

 
6.6. The existence of a medical condition will not guarantee that a Discretionary Housing Payment will 

be paid. Each application will be considered based on its circumstances. The Council will not ask 
you to provide a medical certificate if your medical needs are apparent from the benefits that you 
receive. For example, Disability Living Allowance Higher rate, Personal Independence Payment or 
Carers Allowance can be sufficient to indicate the need for an extra bedroom. 

 
6.7. Both the Care Component and Mobility Component of Disability Living Allowance will be counted 

as income and the costs associated with managing any disability should be included in the 
statement of expenditure.  

 
6.8. The Council reserves the right to advise you to reduce expenditure if it is unreasonably high. It may 

also be reasonable to expect you to reduce expenditure on non-essential items, such as mobile 
phones, cable/satellite television, cigarettes & alcohol, entertainment and leisure activities. 
However, your personal circumstances will be considered when determining if this expenditure is 
non-essential. 

 
6.9. The Council may ask for further information to support your application. 

 
 
7. What are Discretionary Housing Payments used for?  
 

7.1. Rent excluding Service Charges detailed in Annex1  
 

7.2. Removal charges where you are moving to secure a more affordable tenancy, or a property of a 
more appropriate size. You must provide receipts or quotes with your application. Van hire and 
petrol costs can also be paid. The maximum payment for removal will be £300. 

 
7.3. Rent deposits where you are moving to secure a more affordable tenancy, or a property of a more 

appropriate size and a deposit cannot be obtained from other means such as the Rent Deposit 
Scheme. 

 
7.4. Rent deposits and rent in advance can be paid to assist people who are moving out of homeless 

accommodation. 
 

7.5. Applications can be made if you have a room that cannot reasonably be used as a bedroom. 
 

7.6. Applications can be made if you require a room because you have joint custody of a child.  
 
 
8. How long will it take the Council to make a decision? 
 

8.1. Once all of the required information is supplied, the Council will aim to make a decision within no 
more than 14 days. Where you have indicated that there is an immediate risk of eviction a decision 
will be made within 2 working days and you will be advised by telephone where possible. 

 
8.2. Discretionary Housing Payments will be paid along  with normal housing benefit payments, 

 
8.3. The Council may ask for further information to support your request. 

 
8.4. If your request is successful you will receive written confirmation of the amount and duration of the 

award. 
 

8.5. The Council reserves the right, to advise you to seek alternative accommodation if it feels that your 
current accommodation is inappropriate for your needs. 

 
 
 



9. What happens if you disagree with the decision? 
 
9.1. There is no formal right to appeal if your request is refused. However, a written reply detailing the 

reasons for the refusal will be sent to you and you can ask for the claim to be looked at again. On 
receipt of the request, another member of staff will re-determine the application 

 
9.2. You may also submit any relevant additional information that you have not already supplied; 

 
9.3. If there has been a re-determination and you still disagree with the outcome you can appeal in 

writing to the Head of Shared Services. You must state the reasons why you think that the decision 
is wrong and which element of this policy has not been applied correctly; 

 
9.4. The appeal will be considered independently by at least two Senior Officers of staff and this will be 

communicated to you within 21 working days of the appeal. The decision of these Senior Officers 
will be final.  

 
10. Are there circumstances where the Council will not make a DHP? 

 
10.1. If you are not in receipt of Housing Benefit. 
 
10.2. Once the Discretionary Housing Payment fund is spent or committed the Council will make no 

further payments in that year. 
 

10.3. If you fail to supply requested information, Discretionary Housing Payment will not be paid.  
 
10.4.Discretionary Housing Payment will not be paid if the Council considers that you can pay the  

  additional housing costs from your existing income. 
 

10.5.Discretionary Housing Payment cannot cover service charges that are not eligible for Housing  
  Benefits. 

 

 
Scottish Borders Council 
Council HQ 
Newtown St.Boswells 
MELROSE 
TD6 0SA 
 
Tel: 0300 100 1800 



Annex 1 - Ineligible Costs 
 

 Fuel charges – for heating, lighting, hot water, cooking – unless it is for a communal 
area  

 Meals  
 Water and Sewerage Charges  
 Window cleaning – unless you are in sheltered accommodation or are unable to do it 

yourself due to age, disability or the fact that the accommodation is not on the ground 
floor  

 Cable and satellite TV  
 Cleaning – unless it is for a communal area  
 Counselling and support services  

 Emergency alarm system  
 Laundry – washing sheets etc for you  

 Medical expenses  
 Nursing and personal care  
 Sports facilities  

 Transport  
 TV licence  

 TV rental  
  



 

Appendix 2 

 

Current Issues Identified at the Joint Workshop on 28th August 2013 
 

1. Concern was expressed over the lack of confidence that we have in the quality of income and 
expenditure information. There are fears that this results in a Discretionary Housing Payment being 
refused too often because claimants have not given enough thought to their income and 
expenditure when they complete the application. 

 
2. There are further concerns that in attempting to fairly assess income and expenditure we effectively 

are introducing another means test with considerable administration overheads.  
 

3. There are issues with people “playing the system” and completing the form with what they think we 
want to see. This often results in income not being fully declared or expenditure being inflated. 
Further information on our criteria may help applicants to complete the application with more 
realistic assessments but this would need to be carefully worded to avoid encouraging speculative 
claims. 

 
4. There is a lack of information on what are acceptable expenditure levels. In practice the assessment 

is done on what the assessor feels is reasonable however, it would be better to base decisions on 
standard expenditure levels. Organisations seem reluctant to publish what levels they use and 
where they are made available the amounts seem to be quite high. 

 
5. There is confusion about what circumstances in which the Council will consider paying rent in 

advance and who it will be paid to. There was also a concern that landlords who would not 
otherwise have asked for rent in advance may start to ask for it if they think that their tenants will get 
it via Discretionary Housing Payments. There is also a concern that the rent in advance may only be 
requested from tenants who are known to be on Housing Benefit. This would have the opposite 
effect to that intended by the policy.  

 
6. We should be clearer on the criteria for paying removal costs as it can falsely raise the expectation 

of claimants e.g. moving to a more affordable property. Claimants are not usually asked for quotes 
or receipts as this would increase the administration. However, we are aware of the additional cost 
of moving because of the greater distances. There is a suggestion that we consider arranging 
removal service rather than paying cash to claimant so that they can arrange their own removal. 

 
7. Insufficient evidence or proof provided with the application can result in a negative decision or delay 

the decision making process. 
 

8. Vulnerable people are being forced to move away from their support groups as a result of the 
removal of the spare room subsidy. 

 
9. Some parents with joint custody of children are excluded under the existing policy as the child is 

only deemed to be living with the parent who receives the Child Benefit. This is in line with the 
current Housing Benefit rules and there is concern that a move away from this position would be 
fraught with anomalies and could result in the Council funding rooms that are not really used. 

 
10. The short term nature of awards can leave people feeling vulnerable and insecure. We have been 

asked to consider making all awards up to 31st March unless there is a known or expected change 
that would make it likely that a change will occur.  

 
11. People don’t want to downsize into low demand areas for multiple reasons. It is difficult to separate 

the rural aspects. People in the Borders do tend to have a very strong community identity that 
makes it difficult to resettle in other locations where appropriate housing may be available.  

 
12. Under the current policy disabled people who have had their properties adapted or who live in 

purpose built accommodation and are affected by the size criteria would normally receive 
Discretionary Housing Payment. However as Disability Living Allowance is usually higher than other 



income related benefit rates, there are some applications for Discretionary Housing Payments that 
have been refused because there is sufficient income to cover the shortfall on the rent.  

 
13. If we are taking Disability Living Allowance into consideration we should ensure that we take all 

associated expenditure into account. 
 

14. We should look to make awards for 12 months as the rural nature of the area means that there is a 
lower turnover of housing and fewer opportunities to move. 

 
15. It may therefore be appropriate to award where people are actively working to find other properties. 

The customer should evidence that they have registered and are engaged with Housing 
Associations or private landlords. 

 
16. There is a lack of availability of appropriate housing in the appropriate area. This can result in Social 

Isolation as well as problems with succession of tenure in the more rural areas. 
 

17. Medical evidence for carers is difficult to obtain and we have been asked to pay for letters from 
medical practitioners.  

 
18. There are concerns that funding may not be maintained at current levels and as a result policy 

changes introduced to fully utilise current funding may have to be reversed in subsequent years. 
This could lead to frequent changes and inconsistent decisions. In order to address this it is 
proposed that staff compile a list of claim categories in order of priority which can be used as a 
guide as to what cases will be paid. 



Appendix 3 
 
Suggested Policy Changes 
 
The following suggestions were made by the workshop:- 
 
1) Changes to Criteria 
 

i) Those affected by the removal of the spare room subsidy and actively looking to move to more 
affordable accommodation should receive up to 12 Months Discretionary Housing Payment 
support with a partial review after 6 months. Registering with Social Landlords is sufficient 
however; we should invite applicants to tell us what actions they are taking. 

 
ii) We should check the availability of housing stock in the area, and turnover levels to establish 

the availability of alternatives. The Registered Social Landlords could give information to support 
decisions made on availability. 

 
iii) We should give assistance to people who have some employment in a particular area and are 

limited in their housing options. We should also consider why people have moved to a particular 
area. 

 
iv) People who have been specifically placed in purpose built or significantly adapted 

accommodation which is not of the appropriate size should not be refused on the grounds of 
income. 

 
v) Subject to conditionality some parents with joint custody of children should be allowed to apply 

for Discretionary Housing Payment. This will include contacting the other parent to verify that 
this is the case. 

 
2) Changes to Assessment of Income 
 

i) It is suggested that we introduce a set of financial tolerances based on the individual’s 
circumstances to be used when making the financial assessment in recognition that the 
assessments are not usually accurate enough to make a conclusive decision in establishing that 
a financial need exists.  

 
ii) The set amounts as follows:- 
 

(1) One or more Disabled Persons in the household:   £50 
(2) Family rate:                   £40 
(3) All others:       £20 

 
iii) Hardship should be classified as follows: 
 

(1) HIGH -  Income is less than moderated expenditure; 
(2) MEDIUM – Income exceeds moderated expenditure but is less than the tolerance level; 
(3) LOW - Income is more than reasonable expenditure and tolerance combined; 
 

iv) The Higher rate of Disability Living Allowance should be sufficient evidence for people who need 
an extra room for night time needs. 

 
v) Capital should be taken into account and this should be requested on the application form. 
 
vi) Applicants should be asked to give reasons why their living costs may be higher because of 

disability or other circumstances beyond their control;  
 
vii) We should bring in a category for 2 bedroom 2 person properties where the landlord can 

demonstrate that the rent level is less than a normal 2 bedroom property and neither bedroom 
exceeds 8m2; 

 



 
3) Changes to Processes 
 

i) Decision makers should establish both the Priority and Hardship level and base their decisions 
on the combined assessment. For example, Decision makers may be directed that payment can 
be made to people on Priority A and LOW hardship, Priority B and C with MEDIUM hardship but 
only to pay Priority D if there is a HIGH level of hardship. 

 
ii) Higher number of applications should be processed without further investigation. The application 

form should be improved to ensure that the assessor has as much of the appropriate information 
as possible; 

 
iii) Information to allow better completion of income and expenditure should be provided. Claimants 

should be invited to give reasons why particular items of income exceed expected amounts. 
 
iv) Every claimant who requests Discretionary Housing Payment should be asked to give reasons 

why they may not be able to move. 
 
v) Applicants should be encouraged to seek support with completion and awareness sessions 

should be run for support staff to help them to support applications effectively; 
 
vi) There should be a fast track route for people under threat of eviction. These should mainly come 

from the homeless service. 
 
vii) Awards should normally be up to 31st March by default unless there is a reason not to award so 

far in advance. 
 
viii) There should be staged reviews so that we do not deluge CAB and RSL Welfare officers in April 

when new funding is available; 
 

ix) It is proposed that we only seek documentary evidence of disability where it is absolutely 
necessary and should take the payment of a disability benefit together with a statement from the 
applicant as sufficient evidence.   

 
Decision Matrix 

 

Priority / 
Hardship 

level 

A B C D 

High Yes Yes Yes Yes 

Medium Yes Yes No No 

Low Yes No No No 

 
 


