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Recording account details 
1.  Ensure that Direct Payment account details form, DP Gen Direct Payment 
into an account has been completed with all the relevant account details. If the 
claimant wishes to inform a change of account details over the telephone take 
action to complete the DP Tel form. 
2.  Check that the account details are valid by using Bank Wizard to confirm the 
details. Bank Wizard can be accessed through the Department for Work and 
Pension home page on the Intranet at: 
[redacted]  
3.  To input the Direct Payment details on JSAPS: 

Step  

Action  

1 

access dialogue JA400: Method of Payment; 

2 input 

the: 

 account name; 

  account number; and 

 sort code; 

provided by the claimant. 

Special input requirements 
4.  In addition to the above details, bank and building society accounts require 
the input of: 

  a two letter code; or 

  an alternative code based on the type of account. 

Accounts needing special action 
5.  Some types of account require special action because of the way they are 
operated. These are: 

  building society accounts with a sort code; 

  seven or nine digit numbered bank accounts; 

  ten digit numbered bank accounts; or 

  Trustee Savings Bank accounts. 

Building society accounts with a sort code 
6.  If the building society account has a sort code: 

  check any special input requirements; and 

  if necessary, treat the account as a bank account when inputting the details 

on JSAPS. 
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7.  The maximum length of a bank account number that JSAPS can accept is 
eight digits. Some banks operate seven or nine digit account numbers. 
8.  If the account has: 

  seven digits, input [0] as the first number; 

  nine digits, input the last eight digits only. 

Banks account numbers with ten digits 
9.  If the account has ten digits, input the first eight digits only. 

Trustee Savings Bank accounts 
10. Some Trustee Savings Bank accounts have nine digits, in these cases; input 
the first eight digits only. 

Bank  and Building Society Codes 
11. Bank and building society codes are often subject to change by the banking 
industry, especially due to mergers and takeovers. If there are problems shown 
when inputting any of the codes, access up to date information by checking the 
Direct Payment Input Guide to ensure the correct code is inserted. 
12. If there are still problems inserting the details contact Bank Liaison Service 
Customer Helpline on [redacted]. 

Post Office ® card account 

What is a card account? 
13.  A POca is a simple bank account that is only able to accept Direct Payments 
from Government departments of benefit, pension or credit payments. More 
information on the POca can be found on the Corporate Banking and Method of 
Payment (COBAP) website. See in particular POca Key Messages 

Claimant requests a POca 
14. You must follow the guidance in the Post Office card account opening 
process. 
15. A Post Office Authorisation Document (PAD) cannot be completed until 
benefit entitlement has been decided. On a new claim the Method of Payment 
Policy discussion and POca follow on conversation may have already been 
carried out by the Contact Centre or the Financial Assessor in the Jobcentre. 
Once the claim has been processed and benefit entitlement established the Post 
Office Authorisation Document (PAD) can be completed and submitted. 
Otherwise, discussions by telephone must take place before you complete the 
PAD. 

Consider special payments 
16. Special payment action may need to be taken where: 

  interim payment is appropriate; 
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  the claimant nominates another person to receive Jobseeker's Allowance; 

  a clerical payment is appropriate; or 

  a payment in cash is considered. 

Interim payments 

What is an interim payment? 
17. Interim payments are discretionary payments made on account of a Social 
Security benefit. They can be paid when a claimant is or may be entitled to 
benefit but when it is not possible to decide or pay JSA in time to meet the 
claimant’s urgent needs. 
Note: The claimant must have reached their first JSA Benefit Week Ending day 
for an interim payment to be considered  
18. Interim payments do not normally qualify claimants for other benefits such as 
Housing Benefit or free prescription charges. However they are qualifying 
benefits for the discretionary Social Fund (Budgeting Loans and Community Care 
Grants). Careful consideration should be given when the customer makes 
contact to state they are in need. The reason may help you decide if an interim 
payment or Crisis Loan is appropriate. 

Who can decide to make an interim payment 
19. The decision to make an interim payment can be made by a Band C Benefit 
Delivery Expert (BDE) or a Band B Benefits Delivery Officer (BDO).Team leaders 
must ensure that BDOs who make interim payment decisions have the 
necessary skills and experience and should monitor decisions and provide 
advice where this is required. 
20.  Each enquiry regarding urgent need must be taken seriously and considered 
on its own merits. Do not challenge or query the claimant’s enquiry, simply seek 
to discover the full facts and decide accordingly. 

Deciding whether to make an interim payment or refer for a crisis 
loan 
21. If the only reason that the claimant is in urgent need is the time taken to 
process their JSA claim they may be able to get an interim payment or a Social 
Fund crisis loan. 
22. Always consider if an immediate payment of JSA or an interim payment can 
be made before referring the claimant for a Social Fund crisis loan. If a decision 
to award benefit is about to be made, give this priority. 
23. On a new claim, crisis loans are the only type of emergency payment that can 
be paid up to the claimant’s first JSA Benefit Week Ending day. If an emergency 
payment is requested on the first Benefit Week Ending day then an immediate 
JSA payment or an interim payment must be considered before referring for a 
crisis loan. 
24. Always consider the possibility of an interim payment or crisis loan 
depending on the customer’s needs. Both the Customer Management System 
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rule.  
Note: The claimant does not need to ask for an interim payment or crisis loan. 
Their enquiry and plea for help must lead to an offer, depending on the 
circumstances.  

Request made at First Contact 
If the claimant makes contact through the Customer Contact Directorate all 
emergency payment requests for new claims are referred to Social Fund. The 
Contact Directorate are not able to advise what sort of payment may be made. 
Social Fund guidance instructs their staff to contact the Benefit Centre where the 
first JSA Benefit Week Ending day has been reached. The Benefit Decision 
Maker must consider if an urgent or Interim payment of benefit can be made.   

When to consider an interim payment 
25. An interim payment may be appropriate when: 

  the claimant is in urgent need; and 

  a claim has not been made, or has been made but not in the correct 

manner, and it is impracticable for a proper claim to be made immediately, 
for example because of a trade dispute in Jobcentre Plus; or 

  a claim for benefit has been made but it cannot be determined 

immediately, for example further information is needed; or 

  a decision to award benefit has been made but benefit cannot be paid 

immediately, for example a breakdown in the computer payment system. 

26. An interim payment may be considered at any point in the claim process but 
can only be paid from their first JSA Benefit Week Ending day. 
This may be;  

  when a claimant writes into or attends the local office to make a claim for 

benefit rather than telephoning the Contact Centre 

  at any point during the CMS process;   

  between action completed at the Contact Centre and the date of the New 

Jobseeker Interview appointment; or  

  if the claimant expresses urgent need during the FA/PA interview. 

27. A claimant does not need to make an application for an interim payment. If a 
claimant states they will be in urgent need if they do not receive an immediate 
payment consider making an interim payment, unless it is clear that a payment of 
benefit would not be due. 
28. When considering an interim payment, treat each case on its own merits. 
Take an objective common sense approach when deciding whether benefit is 
likely to be awarded and at what rate. 

When are interim payments not payable? 
29. Do not refuse to consider an interim payment on the basis of local policy. 
When considering if an interim payment can be made the following factors must 
be considered:  
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considers that it is unlikely that the claimant will be entitled to JSA. In 
this situation if the claimant indicates that they are in urgent need refer 
them to the Social Fund crisis loan team. 

  An interim payment may not be appropriate if the claimant has been asked 

for information to support the claim but has not provided that 
information and there is nothing to prevent it being provided.  

  If a claimant has been suspended, sanctioned or has appealed against 

a decision to disallow JSA, an interim payment should not, in any 
circumstances, be considered. The purpose of interim payments is not to 
avoid the effects of the normal decision-making and appeals process. In 
this event consider the possibility of a JSA Hardship Award.  

Note: Benefit Delivery Experts have discretion in deciding whether to make a 
payment and what type of payment that should be. Always consider each case 
on its individual merits.  

Factors to consider  

Is the outcome of the JSA claim reasonably likely to be successful? 
30. You must be satisfied that the claimant is or may be entitled to JSA once all 
information has been gathered. To decide that benefit is not likely to be awarded 
there would need to be a significant level of doubt. Do not wait until all the 
evidence to support the claim has been provided, unless the claimant is refusing 
to provide information without good reason.  
31. If the delay in deciding the claim is due to administrative delays in Jobcentre 
Plus, for example delays in arranging interviews, give the claimant the benefit of 
the doubt about any information they have not yet had the chance to provide. 
32. An interim payment can be made if: 

  a claimant has not had a New Jobseeker Interview; and/or 

  documentary evidence of ID has not yet been produced and/or 

  a specialist decision is outstanding. 

Urgent Need 
33. Interim payments are an important way of alleviating financial need when our 
claimants find themselves in difficulty and misfortune.  
34. In the context of interim payments, our intervention means that the claimant 
or any family member in respect of whom the claim is made may avoid financial 
difficulties.  
35. When considering an urgent need request, think especially about: 

  any physical or mental health issues that might increase the risk of their 

urgent need; and 

  establish the likely date a payment of normal benefit can be made and the 

claimant understands the knock on effect the interim payment will have on 
their next benefit payment. 
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36. A split payment means that the claimant’s Jobseeker's Allowance is split 
between the claimant and another person. 
37. An appointed officer may decide that all or part of a claimant’s JSA can be 
paid to another person on the claimant’s behalf. This may be necessary to 
protect the interests of the claimant or their family when the claimant cannot, or 
will not, budget for their own or their family’s normal needs. 
38. If the claimant has a partner who is willing and considered capable of dealing 
with money, consider issuing part of the JSA to them. 
39. In all cases, consider paying the JSA to some other responsible person, for 
example a relative. 
40. If JSA is the claimant’s main income, pay a small amount, at least 10p, to 
them for their personal use. 
41. Pay the JSA to: 

  the claimant on JSAPS wherever possible; 

  the other person by clerical cheque. 

42. The case must be referred for a decision if: 

  the claimant requests a split payment; or 

  it is considered a split payment may be appropriate, for example a visiting 

officer may express concern about problems discovered during a home 
visit to the claimant. 

Claimant nominates another person to receive Jobseeker's 
Allowance  
43. Nominating another person to receive the payment of Jobseeker's Allowance 
(JSA) means that the payment is issued and payable to the other person. This is 
usually done when JSA is due for a period immediately before the claimant stops 
claiming or is no longer entitled to JSA. 
44. This could be when the claimant: 

 starts work away from home or abroad; 

  is in prison or legal custody and the payment is for a period before the 

claimant was imprisoned or held in custody. 

Clerical payments 
45. Cases which will require clerical payments are those that: 

  cannot be operated on JSAPS, for example claimants without a National 

Insurance number or a temporary stopped claim; or 

  have been transferred to clerical, for example claims affected by system 

faults or limitations; 

  due to a delay or error have a JSAPS calculated payment that cannot be 

system issued. 
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46. The Central Payment System (CPS) goes “live“  on a Roll-Out basis 
commencing in Scotland from 5 December 2011.  CPS has the capacity to issue 
payments into a claimant’s account which will replace how FEP/IFEP payments 
and LPS Direct Payments have been actioned prior to the introduction of CPS. 
47. LPS will remain to action clerically maintained cheque cases, until the Simple 
Payment goes live mid 2012.  
48.  For those areas of the country that have commenced Roll Out the CPS 
project have produced guidance. The CPS Reference Guidance covers all 
instructions from a User Guide to a System Reference Guide and advice and 
support telephone numbers.  

Payments by Faster Electronic Payment 
49. Consider the possibility of a Faster Electronic Payment (FEP) or Interim 
Faster Electronic Payment (IFEP). This will help the claimant as it avoids the 
need to attend the office for a cheque or cash (in exceptional circumstances) 
payment. 
50.  FEP is quicker and cheaper than IFEP and provides rapid feedback on the 
payment status. In all cases only consider an IFEP if the claimant’s account will 
not accept a FEP payment. Access FEP and IFEP Guidance for Jobcentre Plus 
Processing Staff to ensure you take the correct action.  
 

Payments in cash 
51. In exceptional circumstances, for example, the office runs out of cheques, 
Jobseeker's Allowance may be paid in cash. 
52. The decision to pay in cash is made by the Business Manager, who must, 
before authorising a cash payment: 

  be satisfied that the claimant will suffer hardship unless a cash payment is 

made; and 

  make sure the cashier holds a sufficient supply of cash. 

Special payment action 
53. Special payment action needs to be taken where: 

  an interim payment is appropriate; 

  split payments are appropriate; 

  the claimant nominates another person to receive Jobseeker's Allowance; 

  a clerical payment is appropriate; or 

  a payment in cash is considered. 

Making an interim payment 

How much to pay as an interim payment 
54. A decision needs to be made about how much to pay as an interim payment. 
This must not exceed: 
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  any applicable premiums 

All available resources, including savings must be taken into account when 
making this decision. Once it has been decided that the person is likely to be 
entitled, further enquiries to establish whether an interim payment can be made 
must be kept to a minimum.  
55. Interim payments are intended to tide people over until a payment of actual 
benefit can be made. The amount paid does not have to be a precise calculation 
and can be rounded down, for example, to the nearest £10.  

How long are interim payments paid for 
56. Interim payments should normally only be paid for up to four weeks. Further 
payments may be made if it is reasonable to do so, for example, if there is 
difficulty in obtaining evidence or a local emergency lasts longer than four weeks. 
The need to avoid further interim payments if there is a delay in processing the 
claim needs to be balanced against the need to safeguard public money if the 
final decision is that the person is not entitled to benefit. 
57. The date an interim payment is made is normally the same date that JSA 
would have been paid to the claimant, if it were not for the delays.  

Interim payment made 
58. If it is decided to make an interim payment, the decision will show: 

  when the payment period starts;  

  what to base the payment on, for example:  

  the personal rates of each member of the assessment unit;  

  any premiums applicable;  

  JSA(C) rate only;  

  JSA(IB) rate only; 

59. If the interim payment is to be processed on JSAPS: 

Step  

Action  

1 

if appropriate, access dialogue JA060: Register Claim/Event and 
register the claim; 

2 

access dialogue JA091: Maintain Claim Details and: 

  input all available evidence about the claimant’s claim;  

  access the CLAIM DETAILS PICKLIST screen JA091002 and 

complete the ‘Evidence Complete’ fields with:  

  [Y] for evidence that is complete; or  

  [N] for evidence that is not complete; 

3 

press F3 to go to dialogue JA400: Method of Payment 
W9902 Warning: Any payments made will be Interim payments. 
Consider Refusal? 
Will display 

4 

access dialogue JA200: Award and Decision and assess the claim. 
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  does not need changing, go to Step 5;  

  needs changing:  

  access dialogue JA091: Maintain Claim Details and input the 

appropriate exceptional conditions as needed;  

  access dialogue JA200: Award and Decision and go to Step 5;

5 

when you are satisfied with the amount to be paid as an interim 
payment, press [F22] to go to dialogue JA405: Compute Payment; 

6 

press [END] for JSAPS to: 

  save the information and re-display the NINO PROMPT 

screen;  

  issue the payment;  

  issue an interim payment entitlement notification to the 

claimant;  

  issue an award calculation sheet to the claimant. 

60. If the interim payment is to be processed clerically: 

Step  

Action  

1 

complete the front of form JSA14A as far as possible. 

2 

use the notes box on the reverse of the JSA14A to show the clerical 
assessment , clearly marking the form ‘Interim Payment’. 

3 

transfer the amount if interim payment payable onto form JSA14P: 

  completing boxes 1, 2, 7 and 9 to 13;  

  write ‘Interim Payment’ in the notes box; and  

 enter [526] for the payment code; 

4 

include the appropriate notification form: 

  IP3 if the  did not request the interim payment; or  

  IP1 if the claimant did request the interim payment; 

5 

refer all forms to the cashier for payment. 

61. Ensure the claimant is given written notice of recoverability at or before the 
time the payment is made.  

Interim payment refused 
62. If an interim payment is refused: 

Step  

Action  

1 

if appropriate, access dialogue JA060: Register Claim/Event and 
register the claim; 

2 

access dialogue JA091: Maintain Claim Details, CLAIM DETAILS 
PICKLIST screen JA091002 and, if appropriate, complete the relevant 
claim details as normal; 
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input [Y] in the ‘Refuse IP’ field and press [ENTER] to display the 
INTERIM PAYMENT REFUSAL screen JA091032; 

4 

in the ‘IP requested by jobseeker’ field, input: 

  [N] if the claimant did not request an interim payment; or  

  [Y] if the claimant requested an interim payment; 

5 

input the refusal reason, for example: 

  a payment of JSA will become due on (date) and a payment on 

account is not appropriate;  

  it is considered that it is unlikely that JSA will become payable;  

  it is considered that there is no entitlement to JSA. 

63. The interim payment refusal reason displays in dialogue JA510: Notepad 
Enquiry, NOTES RELATING TO THE CASE screen JA510736. 

Appeal Rights 
64.  There is no right of appeal against: 

  the amount of an interim payment; or  

  refusal to pay an interim payment. 

However, the claimant can ask for the decision to be reconsidered and ultimately 
the decision can be challenged through the courts by judicial review.  
65. There is a right of appeal against the decision to take an interim payment into 
account against payment of JSA or to recover overpaid interim payments. 

Recovery of interim payments 
66.  When the claimant’s JSA claim is fully assessed, the interim payment must 
be: 

  repaid if there is no entitlement; or 

  recovered from JSA payments. 

67. Normally interim payment(s) should be taken into account against the first 
payment of JSA. Exceptionally, where the first payment of benefit which would 
otherwise be made does not allow this, interim payments should be taken into 
account against the next payment(s) of that benefit.  
 NB: Recovery is only possible if the claimant was given written notice of 
recoverability at or before the time the interim payment was made. 
68. Interim Payments that have been processed by JSAPS will automatically be 
offset when the claim is fully assessed. JSAPS will calculate and pay any arrears 
and/or create an Overpayment. 
69. If the Interim Payments have been processed clerically 

  part 11 of JSA14A is used to record details of any Income/Benefits for 

JSA(C) claims See Assessing Other Benefits 

  part 12 of JSA14A is used to record details of any Income/Benefits for 

JSA(IB) claims – See Assessing Other Benefits 

  calculate arrears clerically then Build from Clerical in JA086 if the claim 

continues. See Making clerical payments 
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70. Take normal overpayment action if the interim payment(s) cannot be fully 
recovered because: 

  JSA is not awarded; or 

  the amount of weekly JSA awarded is less than the weekly amount of 

interim payment. 

Effect on accuracy targets 
71. Interim payments are not payments of benefit and are not subject to the 
accuracy rules relating to individual benefits. Once a benefit claim is fully 
processed any accuracy check will examine whether the interim payment has 
been correctly recovered. However, the dates and amounts of interim payments 
themselves are not part of the benefit specific accuracy checks.  

Making split payments 
72. If: 

  the claimant requests a split payment; or 

  it is considered a split payment may be appropriate, for example a visiting 

officer may express concern about problems discovered during a home 
visit to the claimant: 

Step  

Action  

1 

access dialogue JA091: Maintain Claim Details, MAINTAIN CLAIM 
ADMINISTRATION DETAILS screen JA091004 and change the 
‘special interest’ indicator in the ‘Split payments/off-line decision’ field 
from [N] to [Y]; 

2 

access dialogue JA200: Award and Decision, AWARD SUMMARY 
screen JA200202 and: 

  obtain a screen print for each award; and 

  press [END] to save the evidence; 

3 

refer the case and the screen prints to the officer who will make the 
decision about split payments. 

73. When the decision has been made: 

Step  

Action  

1 

record the decision on form A6 and make a note in dialogue JA110: 
Maintain Notepad, giving details of whether split payments are 
appropriate or not and the reasons for the decision; 

2 

if split payments are appropriate, record: 

  who the responsible other person is; and 

  the amounts of JSA payable to: 

  the other person; and 

  the claimant; 

74. If split payments are not appropriate and the request came from the claimant 
or a third party, notify them of the decision using draft letter: 
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  DLJA 301 to the third party. 

75. If split payments are appropriate, record the decision and: 

Step  

Action  

1 

access dialogue JA530: Case Controls and set a case control for the 
day after the claimants usual attendance day; 

2 

access dialogue JA091: Maintain Claim Details, OTHER BENEFITS 
screen JA091020 and input: 

  the amount payable to the other person as type [62]; 

  in the ‘For’ field: 

  code [01] if the claimant is single or has a partner but payment 

is made to another person; or 

  code [02] if the claimant has a partner and payment is made to 

the partner; 

Note: if the other person receives JSA in their own right, you cannot 
input split payment details and the case must be maintained clerically; 

3 

send draft letters: 

  DLJA 302 to the other person; or 

  DLJA 303 to the claimant. 

76. when the case control appears on the work available report, JA72539: 

Step  

Action  

1 

access dialogue JA504: General Enquiry and check if the claimant 
attended; 

2 

if the claimant attended: 

  access dialogue JA501: Enquiry/evidence, OTHER BENEFITS 

screen JA501587 and find out the amount payable to the other 
person; 

  copy the payment details onto form FF100, recording in the 

‘Notes’ box: 

  the giro is payable to a person other than the claimant; and 

  the name and address of the other person; 

  access dialogue JA530: Case Controls and set a case control for 

the day after the claimants next attendance day; 

  access dialogue JA490: Clerical Computation of Payment and 

record the payment to the other person; 

3 

if the claimant did not attend, check in dialogue JA504: General Enquiry 
each day, for up to seven days, to find out whether the claimant has 
attended. If the claimant: 

  attends, take action as above; or 

  does not attend, terminate the claim. 
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77. If the claimant wants their JSA payment to be made to a nominated person, 
they must make their request in writing, usually on form JSA477. 
78. Specific action is required if a claimant wants their JSA payment to be made 
to a nominated person because they have been imprisoned. Further detail is 
available within the Changes to Personal Details Chapter of the JSA Procedural 
Guidance. 
79. When a completed form JSA477 or a written request is received: 

Step  

Action  

1 

make sure the form or request: 

  gives the name and address of the nominated person; 

  gives the method of payment required; 

  is from the claimant; 

2 

if the request contains enough details to enable a decision to be made, 
pass to the section manager to decide: 

  if the request can be accepted; and 

  if payment can be made to the nominated person; 

3 

If the request does not contain sufficient details: 

  write to the claimant requesting the required information; 

  set a case control to monitor the reply; 

  when the claimant replies or the case control appears on the 

work available report JA72539, pass to the section manager to 
decide as above. 

80. When the decision has been made, record the details on form A6 and in 
dialogue JA110: Maintain Notepad and notify the claimant. 
81. If it is decided to reject the claimants request for payment to a nominated 
person: 

Step  

Action  

1 

make the payment to the claimant using their usual method of payment;

2 

notify the claimant of the decision on DLJA/304. 

82.  If the decision is to allow payments to a nominated person and the requested 
method of payment is by cheque: 

Step  

Action  

1 

access dialogue JA405: Compute Payment, RECORD TEMPORARY 
METHOD OF PAYMENT screen JA405406 and input: 

  [CG] in the ‘Temporary method of payment’ field; 

  press [ENTER] to display the PAYMENT DETAILS screen 

JA405407; 

2 

copy the payment details onto form FF100 entering in the ‘Notes’ box 
that the cheque must be made payable to the nominated person and 
give their name and address; 

3 

press [END] to accept the payment; 
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address any forms which are to accompany the payment to the 
nominated person, not the claimant; 

5 

authorise the payment and refer all forms to the cashier for payment. 

83. If the requested method of payment is by direct payment: 

Step  

Action  

1 

access dialogue JA400: Method of Payment, ACT DETAILS screen 
JA400402 and input the nominated person’s bank or building society 
details; 

2 

access dialogue JA405: Compute Payment and issue the direct 
payment in the usual way. 

Changing Nominated Payee in a Joint Claim 
84. To change the nominated payee once the joint claim has already been 
registered, take the following action: 

Step  

Action  

1 

Access JA050168 Maintain Joint Claim 

2 

  delete the [Y] in the ‘Nominated Payee’ field for the member who 

will no longer be the nominated payee; and  

  insert  [Y] in the ‘Nominated Payee’ field for the member who is 

now the nominated payee;  

Note: [Y] cannot be input in both fields; 

3 

press the [END] key to save the information recorded and return to the 
MAINTAIN JOINT CLAIM - PROMPT screen JA050167 or fastpath to 
dialogue JA200 Award and Decision. 

Making clerical payments 
85. If a clerical payment of JSA is required: 

Step  

Action  

1 

if the claim is operated clerically: 

  complete the payment details on form JSA14P ; 

2 

if the payment is system generated but is to be paid clerically: 

  complete form FF100, clerical payment request; 

3 

complete form JSA260, notification to the claimant for all clerical 
payments; 

4 

access dialogue JA405: Compute Payment and record the method of 
payment as [CG] for cheque payment; 

5 

pass all documents to the cashier for the payment to be issued via LPS.  

Form JSA14P 

86. Form JSA14P is used to record payments on clerically operated claims 
because it provides: 
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payment; 

  a record of previous total and taxable allowance and cumulative total from 

any previous system held or clerical case; 

  an ongoing amount of the total and taxable allowance paid to the claimant 

on the current claim in the current tax year; 

  the cumulative total of days of JSA(C) that have been paid to the claimant; 

  the amount of total and taxable allowance required if the case is later 

entered on JSAPS using dialogue JA086: Build from Clerical; 

  the amount of total and taxable allowance required to issue a P45U(MAN) 

and tax refund if appropriate, if the case is terminated clerically. 

  the amount of total and taxable allowance required to issue a P60U(MAN) 

and tax refund if appropriate, if end of year tax action is taken clerically. 

87. Form JSA14P also tells the cashier: 

  the details necessary to write the cheque; and 

  that the payment is not an off-line payment, therefore dialogue JA450: 

Record Clerical Payment does not need to be accessed. 

88. A new form JSA14P should be used when: 

  making the first payment on a new clerical claim; 

  a new tax year starts; 

  a system fault occurs and payments need to be made clerically until the 

fault is cleared; 

  a case has been transferred to clerical using dialogue JA035: Transfer to 

Clerical and a payment is required before rebuilding the case on JSAPS 
using dialogue JA086: Build from Clerical. 

How to complete form JSA14P 

89. At the top of the form, complete the claimant’s: 

 name; 

  National Insurance number; 

  tax year; and 

 page number. 

90. Complete the remainder of the form as follows: 

Column   Entry  

1 and 2 

the from and to dates of the payment; 

3 

the total amount of JSA the claimant is entitled to for the period before 
deductions; 

4 

the taxable element of the payment; 

5 

the number of days in this payment, for JSA(C) payments only; 

6 

the cumulative total of days paid, for JSA(C) payments only; 

7 

the actual amount payable to the claimant  after any deductions have 
been made; 

8 

column not used; 

9 

the appropriate payment code; 
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initial of the officer completing the payment assessment; 

11 

initial of the countersigning officer; 

12 to 15 

completed by the cashier; 

16 

notes for completion if required. 

Making a cash payment 
91. If a payment in cash has been approved: 

Step  

Action  

1 

access dialogue JA405: Compute Payment and complete details of 
the payment; 

2 complete 

forms: 

  FF92, cash payment at local office; 

  FF100, clerical payment request; and 

  JSA260, notification to the claimant; 

3 

pass all papers to the cashier. 

Personal Issue 
92. claimants who receive their Jobseeker's Allowance by cheque payment will 
normally get their payment through the post. However, in certain circumstances, 
they can collect their payment from the Jobcentre/Jobcentre Plus office.  
93. The circumstances in which Personal Issue (PI) can be considered are when 
the claimant: 

  states they live at an address that is unsafe for postal deliveries; 

  has difficulties with postal deliveries such as late or wrongly delivered 

cheques, which are replaced and later found to have been cashed; 

  is suffering hardship due to late postal deliveries; 

  is of no fixed address (NFA); or 

  is a person without accommodation (PWA). 

94. If, after considering the circumstances, PI status is refused: 

Step  

Action  

1  

explain the reason(s) for refusal to the claimant; 

2 

access dialogue JA110: Maintain Notepad and record the details of 
the decision. 

95. If PI status is allowed: 

Step  

Action  

1 

access screen JA400401 of dialogue JA400: Method of Payment and 
amend the ‘Personal Issue’ flag to [Y]; 

2 

if appropriate, access screen JA091004 of dialogue JA091: Maintain 
Claim Details and make any necessary changes to the claim file 
and/or the benefit week ending day. 
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is changed. The case control: 

  appears on work available report JA72539; 

  is cleared when the claimant’s payment is processed in dialogue JA405: 

Compute Payment. 

Urgent Payment requested post award 
97. The term urgent payment on a post award case is used to describe payments 
that are overdue or due that day and cannot be paid on time using the claimant’s 
normal direct payment because of the three day Bank Automated Clearing 
System (BACS) cycle. 
98.  The claimant must make contact and confirm they cannot wait for their 
payment by their normal direct payment method due to immediate monetary 
requirements. 
99.  Consider the possibility of a Faster Electronic Payment (FEP) or Interim 
Faster Electronic Payment (IFEP). This will help the claimant as it avoids the 
need to attend the office for a cheque or cash (in exceptional circumstances) 
payment. 
100.   FEP is quicker and cheaper than IFEP and provides rapid feedback on 
the payment status. In all cases only consider an IFEP if the claimant’s account 
will not accept a FEP payment. Access FEP and IFEP Guidance for Jobcentre 
Plus Processing Staff to ensure you take the correct action.  
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