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TRAINING CALENDAR 
 

Date   Page 

 April  

10 Introduction to Benefits 7 

15 UC: The Migration and Claim Process  8 

18 Universal Credit in Detail 13 

 May  

7 Benefits for People Subject to  

Immigration Control 

10 

8 Benefits for People from Europe 11 

9 Housing & Homelessness 12 

16 ESA Problem Areas  9 

21 Tax Credit Problem Areas 14 

29 UC, Housing Benefit & Housing Costs 15 

 June  

11 UC: The Migration and Claim Process 8 

14 Introduction to Money Advice 16 

18 Challenging Benefit Decisions 17 

25 Representing at Tribunals 18 

28 Universal Credit in Detail 13 

 July  

12 Introduction to Benefits 7 

15 UC, ESA & the Work Capability Assessment 19 

18 Personal Independence Payment 20 
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ABOUT OUR COURSES 

 

First - check if the course is for you 

Please check if there are any criteria that you must meet, for 

example a particular level of experience. To discuss whether 

the course is suitable for you, contact us on 020 8921 6376 

(press option 2). 

 

Course Times  

Courses run from 10.00am – 4.00pm unless stated otherwise. 

Please arrive at 9.45am for registration as the courses start 

promptly at 10.00am. If you arrive after 10.15am you may not 

be able to join the session, and your organisation may be 

charged. If you leave early you may also be charged. Please 

phone us beforehand if you know you’re going to have difficulty 

with the times.  
 

Venues 

The courses are mostly in Woolwich. Your joining instructions 

will tell you which venue the course is at. Tea and coffee are 

provided mid-morning and mid-afternoon. Lunch is not 

provided but there are shops and cafes close by. 
 

Venues are accessible to people using wheelchairs. Please 

phone us early if you need to book disabled parking, so that we 

can reserve this. Our notes are normally 14pt; please let us 

know if you need larger than this.  
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COURSE FEES 

 

Our courses are free for the following organisations: 

- Greenwich Council employees and advisers 

- Health Service employees 

- Local community groups/voluntary sector advice services 

who work with Greenwich residents 

 

There is a charge for attending our courses for the 

following organisations: 

- Housing associations (including voluntary services run by 

housing associations) 

- Social Enterprises (including voluntary services run by 

Social Enterprises) 

- Solicitors, Trade Unions, similar organisations 

- Advisers from outside Greenwich borough 

 

Our fees: 

Whole Day Courses £90.00  

Part Day Courses and Seminars £55.00 

 

Fee for cancelling at short notice/non attendance 
 

We charge an administration fee of £55.00 for all cancellations: 

 received with less than a week’s notice (irrespective of the 

reason for cancellation),  

 non-attendance without cancellation. 

 

We also charge a fee for incomplete attendance. 
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BOOKINGS 

 

Terms and Conditions 

 Bookings must be for a named person, for a specific 

course. There should be a booking form with this 

brochure. Please tell us on your booking form if you have 

any special requirements. 

 Bookings must be authorised by a manager, training co-

ordinator, or equivalent person. (Please make sure you 

have appropriate funding approval before booking on our 

courses.) 

 Training queries are normally handled by Pansy Turpin. 

 Email your form to us - 

WRS.training@royalgreenwich.gov.uk. If you have a query, 

please email or phone on 020 8921 6376 (press option 2).  

 When we receive your booking we will send you a 

confirmation letter, and an invoice if you have to pay. 

 Further joining instructions will be sent to you 10-14 days 

before the course. Confirmation and joining instructions 

will be sent by email unless you request otherwise. If you 

don’t receive them, please phone Pansy. Please do not 

attend a course unless you have received confirmation of 

your place. 

 Cancellations must be made in writing, or by e-mail, at 

least one week before the course. They should be sent to 

Pansy (email address as above). 

 We can only refund the booking fee if cancellation is 

made, in writing, at least 5 weeks before the date of the 

course.  

mailto:WRS.training@royalgreenwich.gov.uk
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COURSES 

INTRODUCTION TO BENEFITS 

 

Wednesday, 10th April 2019; and 10am – 4pm 

Friday, 12th July 2019 

 

The course aims to demystify the benefit system and help you 

spot entitlement to benefit.  

 

Who this course is for: 

Staff and volunteers who are new to welfare rights and need an 

overview of the benefits and tax credit system. It is not a 

refresher course. 

 

What this course covers: 

 The basic structure of the benefit system 

 A brief guide to the benefits 

 How and where to claim 

 Where to get more information. 

 

  



8 

 

UNIVERSAL CREDIT: THE MIGRATION AND 

CLAIM PROCESS 

 

Monday, 15th April 2019; and   10am – 4pm  

Tuesday, 11th June 2019 

 

Sooner or later Universal Credit will move existing claimants 

from the old benefit system to a new one. This will either 

happen by invitation (‘managed migration’) beginning sometime 

from the middle of 2019 onwards, or else because a claimant 

decides to claim UC earlier, maybe because of a change of 

circumstances forces their hand (this is called ‘natural 

migration’). Only ‘managed migration’ will have a top payment 

to make sure that those transferring over do not lose out. 

Natural migration will bring some winners, and quite a few 

losers. 

 

This is a new training course which is focuses on the rules for 

who will be affected by Universal Credit, and at what point.  

The session will also look at practical advice on what is needed 

to make the claim, how to avoid delays, and advice on 

managing until the first payment. 

  

What this course covers:  

 Who will be affected by ‘managed' and ‘natural’ migration 

 Who stands to gain or lose through natural migration 

 Who might be able to avoid or delay natural migration  

 What is known about managed migration so far 

 Tips on how to make an effective UC claim.  
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ESA PROBLEM AREAS 

 

Thursday, 16th May 2019 10am – 4pm 

 

Target group: 

Advisers dealing with working age people who are too sick to 

work, but having problems convincing the DWP of this. 

 

Course requirements:  

This training course is best suited to those who have already 

attended the ‘Introduction to Benefits’ course or already have 

a good understanding of the welfare benefits system.  

 

The course will cover:  

This course looks at both Employment and Support Allowance 

(ESA) and Universal Credit (UC) from the point of view of 

sickness and covers: 

 Problems claiming ESA/UC as a sick person 

 How to correct Work Capability Assessment errors 

 How to press ‘exceptional circumstances’ entitlements 

 Incorrect Health Care Professional reports/how to 

prevent them 

 Challenging sick status decisions 

 Migration of sick claimants onto Universal Credit. 
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BENEFITS FOR PEOPLE SUBJECT TO 

IMMIGRATION CONTROL 

 

Tuesday, 7th May 2019   10am – 4pm 

 

This one-day standard level course examines how immigration 

status affects entitlement to benefits.  The course covers the 

rules that specifically affect non-European claimants. 

 

Who is this course suitable for: 

This course is for those with a working knowledge of benefits, 

who sometimes advise non-European nationals on their benefit 

entitlement.   

 

If you also advise European nationals you should consider also 

booking the Benefits for people from Europe - satisfying the 

residence tests course running the following day. 

 

What this course covers: 

 How a change in immigration status affects entitlement to 

benefits  

 The relevance of a ‘no recourse to public funds’ condition  

 The rules if partners have different immigration statuses  

 Can children be included in a claim regardless of their 

immigration status? 
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BENEFITS FOR PEOPLE FROM EUROPE 

Satisfying the residence tests for benefits 

 

Wednesday, 8th May 2019   10am – 4pm 

 

This one-day standard level course examines the operation and 

satisfaction of the main residence tests that cause the biggest 

barriers to European benefit claimants: the habitual residence 

and right to reside tests. 

 

Course criteria: 

This course is for those with a working knowledge of benefits, who 

sometimes advise EEA nationals on their benefit entitlement.   

 

If you also advise non-European nationals you should consider also 

booking the Benefits for people subject to immigration control course 

running the previous day. 

 

What this course covers: 

 Current rules and issues 

 Some of the main benefit implications of the UK leaving the 

EU. 
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HOUSING AND HOMELESSNESS 

 

Thursday, 9th May 2019   10am – 1pm 

 

This half day session will give an overview of housing and 

homelessness provision within the Royal Borough of 

Greenwich.  

This course is being delivered by RBG Housing Inclusion 

Service. 

 

Who this course is for:  

Staff and volunteers with no prior knowledge of Housing law. 

 

What this course covers:  

 An overview of housing 

 working together to prevent homelessness 

 options for those at risk of losing their home 

 the council’s duty towards those who are homeless.  
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UNIVERSAL CREDIT IN DETAIL 

 

Thursday, 18th April 2019    10am – 4pm  

Friday, 28th June 2019    10am – 4pm 

 

Universal Credit is the government’s flagship Welfare Reform 

policy, and represents the most significant change to the 

welfare benefit system for several decades. This benefit has 

now been rolled out to the whole of the borough, and will 

impact residents needing to apply for working age benefits. 

This full one-day course is intended to look in more detail on 

how Universal Credit will be assessed and administered. 

 

Who this course is for:  

Advisers who work with working age claimants.  

 

Course criteria:  

You should have attended the Introduction to Benefits course and 

have a working knowledge of how the benefits system works. 

 

What this course is about:  

 A summary of how Universal Credit will be different to 

the current system, and some of the implications to 

consider from this. 

 Detailed consideration of the entitlement conditions and 

financial assessment. 

 Understanding of the conditionality expected by 

Universal Credit, of those both in and out of work.  
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TAX CREDIT PROBLEM AREAS 

 

Tuesday, 21st May 2019   10am – 4pm 
 

By now the Tax Credits system was supposed to be dead and 

buried, but Universal Credit is considerably behind schedule 

and it therefore looks like Tax Credits will be with us for 

another 4 years at least. Whilst few people can make new Tax 

Credit claims, there are millions of people still having 

considerable problems with pre-existing awards. 
 

Who this course is for: 

Advisers and staff seeking to support claimants who are having 

difficulty with their tax credit awards. 
 

This training course is best suited to those who have already 

attended the ‘Introduction to Benefits’ course or already have a good 

understanding of the Tax Credits system. 
 

What this course covers: 

 How Tax Credits differs from welfare benefits 

 How to deal with common problems areas, including 

allegations of ‘undisclosed partners’, shared care cases, and 

the assessment of worker status etc 

 How to challenge incorrect Tax Credits 

decisions/reassessments 

 How to challenge overpayment decisions 

 Applying ‘notional entitlement’ discretion to reduce 

overpayments 

 How to seek an overpayment write-off.  
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UC, HOUSING BENEFIT AND HOUSING COSTS 

 

Wednesday, 29th May 2019 10am – 4pm 
 

This course provides an overview of help towards rent or 

mortgage housing costs, either through Universal Credit or 

Housing Benefit.  

 

Who this course is for: 

Anyone working with adults on a low income.  

 

Course criteria:  

You must previously have attended the Introduction to Benefits 

course, or already have an understanding of the benefits system.  

 

What this course is about:  

The course covers help towards rent, and benefit help with 

mortgage interest payments. 

 Who can still claim Housing Benefit, and who now needs 

to claim Universal Credit 

 What housing costs you can be paid for 

 Rent restrictions for private rented accommodation and 

social rented accommodation 

 An understanding of the calculation 

 Claims and payments 

 Benefit help for mortgage costs 

 Availability of Discretionary Housing Payments 
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INTRODUCTION TO MONEY ADVICE 

 

Friday, 14th June 2019 10am – 4pm 

 

Who this course is for:  

For staff and volunteers who want to understand how to 

advise clients with multiple debt problems.   

 

Course criteria:  

This course assumes no previous knowledge of money advice, but 

participants should have attended the Introduction to Benefits 

Course, or have at least a basic knowledge of the benefits system. 

 

What this course is about:  

A ‘must’ for every front line adviser! This course continues to 

get very good feedback. It is being tutored by Greenwich 

Money Advice Service. 

 

This course is not a refresher course. It will cover: 

 Priority and non-priority debts 

 Liability 

 Financial Statement & negotiation  

 Strategies for dealing with multiple debt. 
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CHALLENGING BENEFIT DECISIONS 

 

Tuesday, 18th June 2019 10am – 4pm 

 

The welfare benefits system is blighted by poor decision 

making. At the initial revision stage, claimants only have a slim 

chance of getting a bad decision changed. However at the 

tribunal stage the chances of success are very good. 

 

Who this course is for:  

Staff and advisers wishing to upskill to launch effective revision 

and appeal requests. It does not cover representation at 

Tribunal hearings – that is covered by a separate course. 

 

Course criteria:  

This training course is best suited to those who have already 

attended the ‘Introduction to Benefits’ course or already have a good 

understanding of the welfare benefits system.  

 

What this course covers: 

 How to prevent a bad decision being made  

 The decision making rules that allow welfare benefit 

challenges 

 The deadlines that govern when a challenge can be made 

and how to seek a late challenge 

 The Mandatory Reconsideration (MR) stage – how to draft 

an MR 

 The Appeal stage – how to draft an effective appeal.  
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REPRESENTING AT TRIBUNALS 

 

Tuesday, 25th June 2019   10am – 4pm 
 

It is widely accepted that the quality of DWP decision making 

in relation to certain benefits is poor, especially in relation to 

Employment and Support Allowance and Personal 

Independence Payments. For many claimants the only effective 

hope is to appeal to the social security appeal tribunal, but this 

can be intimidating for many people, and representation at the 

hearings can make all the difference. 
 

Who this course is for:   

Staff and volunteers interested in learning the basic skills 

needed to represent at tribunals – from the assessment of the 

initial paperwork, all the way to addressing the judge at the 

hearing.  

 

Course criteria:  

Participants will need to have a sound understanding of the welfare 

benefits system. 

 

What this course covers:  

 The rules that govern Tribunals work 

 How to assess an appeal ‘bundle’ of papers 

 Preparing an appeal submission 

 How to prepare your client for the hearing 

 Who does what at the hearing – your role as 

representative 

 Dealing with tricky situations.
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 UNIVERSAL CREDIT, EMPLOYMENT SUPPORT 

ALLOWANCE & THE WORK CAPABILITY 

ASSESSMENT 

 

Monday, 15th July 2019   10am – 4pm 

 

Who this course is for: 

Many people claiming Employment & Support Allowance are 

finding the process difficult and confusing. This course also 

looks at how Universal Credit looks for clients who have 

limitations on their ability to work. 

 

This course is for social workers, CPNs, advice workers - 

anyone who is working with this group of people and trying to 

help them through the claiming or transfer processes. 
 

Course criteria:  

You should have attended the Introduction to Benefits course and 

have a working knowledge of how the benefits system works. 
 

What this course covers: 

 The structure of Employment and Support Allowance 

 Eligibility criteria 

 The work capability assessment 

 Work focused interviews 

 Sanctions 

 Universal Credit and sickness 

 What to do when things go wrong! 
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PERSONAL INDEPENDENCE PAYMENT 

 

Thursday, 18th July 2019   10am – 4pm 

 

Personal Independence Payment has replaced Disability Living 

Allowance for working-age people. This benefit was introduced 

in 2013 for new claimants and the migration process for 

existing DLA claimants is now in full swing.  

 

This course introduces what this benefit looks like and looks at 

the disability test in detail. 
 

Who this course is for:  

Advisers working with adults (aged 16 or over and not yet 

state pension age) who have physical disabilities or mental ill 

health.  

 

What this course covers:  

 the eligibility rules  

 the structure of the benefit 

 the disability tests 

 the claiming process. 
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Welfare Rights Service  

Email wrs.ce@royalgreenwich.gov.uk (advisers and staff only)  

www.royalgreenwich.gov.uk 
Telephone 020 8921 6376 

Textphone 18001 020 8921 6375 
 

 

http://www.royalgreenwich.gov.uk/

