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Timing 

It will take approximately 30 minutes to complete this topic. 

 

Learning Objectives 

When you complete this topic you will be able to: 

 state the work-related requirements 

 state which work-related group each applies to 

 explain the expected hours of work 

 explain the work search expectation 

 state what level of sanctions each may incur 

 state the evidence requirements 

 explain the onus of proof; and 

 state the limitations and impositions on the work-related requirements 
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Learning Points 

This topic covers the following areas: 

 expectations of work-related requirements 

 evidence requirements 

 onus of proof 

 limitations and impositions of work-related requirements 

 

 

Important Information 

Throughout this topic the term Work-Focused Interview is used. This is in 

line with Universal Credit legislation and the guidance in Advice for 

Decision Making. 

However, these interviews may also be known and referred to as Work 

Search Interviews (for example, interviews for claimants in the All Work-

Related Requirements Group). This is in line with policy intent and the 

information available to claimants through ‘About Universal Credit’, on the 

internet. 
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Work-Related Requirements 

Topic 02 covered the four work-related groups that 

Universal Credit claimants will fall into. These are 

determined via their individual circumstances. 

We have also learned that each work-related group has 

work-related requirements which claimants are expected 

to meet. 

A sanction may be imposed and Universal Credit 

payments reduced if a claimant fails to comply with a work-

related requirement without good reason. 

 

 

 

We will find out more about good reason in Topic 05 

 

Before moving on, make a note of the work-related 

requirements that you remember.  (You may want to re-

visit Topic 03 for a reminder.) 

Check your answer with the one on the next page. 
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The work-related requirements are: 

 work-focused interview requirement 

 work preparation requirement 

 work search requirement, and 

 work availability requirement 

There are also connected requirements for the claimant 

to report changes in circumstances. They must report 

immediately anything that affects their ability to carry out 

requirements. They must also provide information or 

evidence of undertaking or completing requirements. 

 

Depending on which work-related group they are in, they 

may be subject to one work-related requirement or up to 

all four. 

 

 

Is that true of all the work-related groups? 
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No. That is true of all the work-related groups except for 

claimants in the no work-related requirements group. 

 

Work-focused interview requirement 

Let’s summarise work-focused interviews. 

They are interviews where the claimant is required to 

participate and they relates to work or work preparation.  

The claimant may be required to take part in one or more 

work-focused interviews, as specified by a work coach. 

The work coach may specify: 

 how 

 when; and 

 where 

a work-focused interview is to take place. 

 

 

What is the purpose of a Work-Focused Interview? 

Think about the kinds of things you would expect to be 

discussed in the interview, then compare your answers to 

those on the next page. 
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The purposes of a work-focused interview for a claimant 

are any, or all of the following: 

 assessing the claimant’s prospects for remaining in 

or obtaining work 

 assisting or encouraging the claimant to remain in 

or obtain work 

 identifying activities that the claimant may 

undertake that will make remaining in or obtaining 

work more likely 

 identifying opportunities that may make the 

claimant more likely to remain in or obtain work or 

be able to do so, for example: 

- training or 

- educational or 

- rehabilitation 

 identifying current or future work opportunities that 

are relevant to the claimant’s needs and abilities 

 establishing if the claimant is in gainful self-

employment 
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Example 

Joseph is in the all work-related requirements group. He 

attends a work-focused interview at his local jobcentre. At 

the interview Joseph and his work coach discuss the kind 

of work that he would like to do and whether there are any 

barriers preventing him from successfully finding this work. 

Joseph says that he would like to work in an office 

environment but has little recent experience of this. Joseph 

and his work coach discuss activities that will make it more 

likely that Joseph will be successful in obtaining paid work. 

Joseph agrees he would like to participate in a programme 

of work experience and also attend a basic IT course. 

 

This is general information on the overall purpose of 

WFIs. 

Claimants that are in the work-focused interview 

requirement group are only required to attend and 

participate in WFIs. Therefore, any other activities that 

they undertake are voluntary. 
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Work Focused Interviews and Sanctions 

Claimants who, without good reason, fail to attend a work-

focused interview will be sanctioned. 

The level of the sanction depends on the work-related 

group that the claimant is in: 

 

Level Group 

low work-focused interview and work 

preparation requirements only group 

low all work-related requirements group 

lowest work-focused interview only group 

 

There are two components to a low level sanction. The 

first component is an open ended period. The second 

component is a fixed period of 7, 14 or 28 days. 

If the claimant is aged 16 or 17, there is no fixed period for 

a first failure. Second or subsequent failures within a year 

of a previous failure will attract a 7 day fixed period. 
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The open ended period of the sanction runs for the 

number of days from the day of the failure. 

When will it end? 

 

 

The open ended period will end: 

 the day before the claimant meets the compliance 

condition, or 

 the day before the requirement is lifted, or 

 the day before the claimant moves into the no work 

related requirements group, or 

 the day the award terminates; 

other than where the claim terminates because a single 

claimant becomes part of a couple. 
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A lowest level sanction will be open ended until: 

  the day before the date the claimant meets the 

compliance condition i.e. attends, or agrees to 

attend, a work-focused interview, or  

 the day before the date the claimant moves to the 

no work related requirements group, or  

 the day the award terminates; 

other than where the claim terminates because a single 

claimant becomes part of a couple. 

 

Work preparation requirement 

A claimant may be required to take particular action for the 

purpose of making it more likely that they will obtain: 

 paid work, or 

 more paid work, or 

 better-paid work. 

This is known as the work preparation requirement. 

The amount of time that has to be spent on any particular 

action can be specified by a work coach. 
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What kind of action may be specified as a work 

preparation requirement? 

Take some time to consider your answer before checking 

it with that over the page. 

 

 

The kinds of action which may be specified include: 

 attending a skills assessment 

 improving personal presentation 

 taking part in training 

 taking part in an employment programme 

 undertaking 

- work experience or 

- a work placement 

 developing a business plan; or 

 any other prescribed action. 

Claimants subject to work-preparation requirements may 

also be required to attend work-focused interviews. 
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A claimant who is required, as part of a suspended or 

community sentence, to carry out community payback 

activity, will be treated as carrying out a voluntary work 

preparation.  

Therefore, they should not be sanctioned for failing to 

attend any of the work preparation requirements listed 

above, when they are carrying out community payback 

activity. 

Example 

Judith wishes to become self-employed as a free-lance 

delivery driver. She has done some ad-hoc work for 

friends on an ‘as and when’ basis. 

Judith is in the all work-related requirement group. 

Judith does not know how to expand her work. Her work 

coach has explained that other self-employed people have 

benefitted from developing a business plan. 

Judith discusses this idea and agrees that she will draw up 

a business plan. It needs to set out who she sees as her 

potential clients, how these clients should be approached, 

how her work can be marketed and how her resources 

should be best employed. 
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This is Judith’s work preparation requirement.  If Judith 

doesn’t develop this business plan within the timescales 

agreed with her work coach, her Universal Credit 

payments could be reduced. 

Work search requirement 

Only claimants in the all work-related requirements group 

can have a work search requirement imposed on them. 

The work search requirement is a requirement that 

claimants take all reasonable action to find: 

 paid work 

 more paid work; or 

 better-paid work. 

Work search requirements can include any particular 

action that has been specified by a work coach. 

 

 

Paid work includes self-employment. 

A claimant who has not taken all reasonable action to look 

for paid work will not have complied with a work-search 

requirement and may be subject to a sanction. 

Time spent on work search 
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Subject to any agreed limitations, the expected number of 

hours for claimants in the all work-related requirements 

group will normally be 35 hours per week. The exact 

requirement will be recorded on the Claimant 

Commitment. 

Claimants in the all work-related requirements group will 

be required, as a minimum, to be engaged in work search 

for their expected hours. 

Limiting Work Search Requirements 

In certain instances it may be reasonable to limit a 

claimant's work search requirements. 

A relevant deduction to the claimant's expected hours may 

be agreed in the following circumstances: 

 paid work or voluntary work 

 a work preparation requirement 

 voluntary work preparation e.g. Youth Contract 

work experience opportunity or community 

payback activity 

 a temporary circumstance. For example: 

- temporary childcare responsibilities 

- domestic emergency 

- needing to carry out funeral arrangements 
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Voluntary work 

Claimants are allowed to do voluntary work under 

Universal Credit and can volunteer for as many hours as 

they wish. 

However, only a maximum of 50% of the hours they are 

expected to look for work in a week will be allowed as a 

relevant deduction. 

Example 1 

Mary is expected to look for work for 35 hours per week.  

She does 25 hours voluntary work. She can count 17.5 

hours of the 25 towards her work search and will have to 

provide evidence to her work coach of 17.5 hours of work 

search.  The remaining 7.5 hours of voluntary work won’t 

be counted but Mary can still do them. 

 

 

Although claimants can engage in voluntary work, 

their main priority must be to find work. 
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Example 2 

Robert is in receipt of Universal Credit and is unemployed.  

With his work coach, it was agreed that Robert’s expected 

hours of work a week are 35 and that he would spend 35 

hours a week on his work search requirement. This is 

recorded on his Claimant Commitment. 

Robert spends five hours a week helping out at his local 

charity shop on a voluntary basis. 

For the purposes of all reasonable action in searching for 

work, Robert’s relevant deduction is five hours a week. 

This means that Robert should spend 30 hours a week on 

his work search requirement, taking action that gives him 

the best prospects of finding paid work. 

 

 

Voluntary work preparation is action taken by the 

claimant for the purpose of obtaining paid work but which 

has not been specified as part of a work preparation 

requirement. 
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Please note that at no point should a claimant be 

sanctioned for not participating on a Youth Contract work 

experience opportunity. 

A sanction may apply if they leave voluntarily as an 

alternative to being sacked for misconduct. 

Claimants in the Work Preparation Regime cannot be 

sanctioned for gross misconduct. 

 

Work availability requirement 

Only those claimants in the all work-related requirements 

group can have a work availability requirement imposed on 

them. The exact terms of the requirement will be recorded 

on the Claimant Commitment. 

 

A work availability requirement is a requirement that 

claimants be immediately willing and able to take up: 

 paid work  

 more work; or 

 better paid work 
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Claimants will also have to demonstrate through their 

actions and behaviour that they are willing and able to take 

up work. 

They must be available in an active and positive sense, 

and draw attention to their availability. They will not meet 

the work availability requirement if they passively wait for 

someone else to find and offer them work. 

 

 

How can claimants demonstrate that they are available 

for work? 

Note your answers before comparing them to the list over 

the page. 

 

 

It should generally be accepted that claimants are 

available for work if: 

 they say they are available, and  

 they do all that is required of them to prove their 

availability, and  

 they give the promises that are normally accepted 

as proving availability; and  

 there is nothing in their statements or actions to 

suggest they are not available.  
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To demonstrate that they are willing and able to take up 

paid work, claimants should: 

 be physically able to take up work within the 

appropriate timescale 

 be contactable (through mail, e-mail or phone) for 

interviews or work 

 subject to agreed limitations, be willing and able to 

give up any commitments which may interfere with 

their ability to start work 

 attend all interviews that are arranged for them 

 consider their appearance and behaviour to ensure 

it doesn’t reduce their prospects of finding work 

 

If a claimant does not comply with any of the above, they 

will not meet the requirement to be willing and able to take 

up work, and may be subject to a sanction. 

Willing and able immediately to take up paid 
work 

A typical claimant with no health issues or caring 

responsibilities will be required to be immediately available 

for paid work, either to attend an interview or start work. In 

this context ‘immediately’ means now! 
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Availability for any work 

Usually, claimants will be required to look for, and be 

available for any work: 

 regardless of type and salary, as long as it pays at 

least the National Minimum Wage 

 on a full-time basis 

 within 90 minutes of their home 

 

Limitations on the work search and work 
availability requirement 

Location is one of the limitations that can be imposed on a 

claimant’s work search requirement and work availability 

requirement. Others are briefly described below. 

Previous paid employment 

A claimant who has previously carried out work of a 

particular nature or been paid at a particular level can have 

their work search requirement and work availability 

requirement limited to work of that nature or level of pay. 

The limitation will apply for a maximum period of three 

months from the date of claim, so long as the work coach 

is satisfied that the claimant has reasonable prospects of 

getting paid work. 
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Physical and mental impairments 

Claimants who can show that they have a physical or 

mental impairment that substantially affects their ability to 

carry out work of a particular nature or in particular 

locations must not have a work search requirement or 

work availability requirement related to that work. 

If the work coach or decision maker does not have enough 

evidence to decide if the limitations are reasonable, they 

should obtain further evidence. 

 

 

Where could the work coach or decision maker obtain 

further evidence? 

 

 

The evidence may come from a variety of sources, 

including: 

 the claimant’s GP 

 the disability employment adviser at the Jobcentre, 

or 

 a report carried out by a healthcare professional in 

connection with the Work Capability Assessment 
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It is the claimant’s responsibility to get evidence. A 

healthcare professional (mainly a GP) will not usually 

release the information even if a claimant gives their 

consent. 

 

Circumstances where a claimant is treated as 
having complied with a work availability 
requirement 

Where a claimant is not actually able to immediately take 

up paid work, they will be treated as having complied with 

a work availability requirement in the following 

circumstances where they are: 

 a carer 

 engaged in voluntary work; or 

 employed under a contract of service 

Carers 

Claimants who are responsible carers or relevant carers 

may be entitled to a period of up to 48 hours to attend an 

interview and up to a period of one month to take up paid 

work. 

The work coach or decision maker must be satisfied that, 

as a consequence of being a carer, the claimant needs 

that much time to attend an interview or take up paid work. 
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This only applies providing that the claimant is able and 

willing to take up paid work or attend an interview on being 

given the relevant notice period. 

If a work coach has doubts on whether a claimant meets 

this work-related requirement they will refer to the decision 

maker. 

 

 

If you need to find out more about what we mean by 

responsible carer or relevant carer you may wish to 

access the guidance on Carers in Advice for Decision 

Making (ADM): 

DWP Home Page >> A - Z >> A >> Advice for Decision 

Making >> Universal Credit (UC) Chapters >> J - 

Universal Credit: Claimant Responsibilities >> J2: Work-

related groups >> Paragraph J2034 Relevant carer and 

Paragraph J2035 Responsible carer. 
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Voluntary work 

Claimants who are doing voluntary work are entitled to a 

period of up to 48 hours to attend an interview and up to a 

period of one week to take up paid work. 

The work coach or decision maker must be satisfied that 

the claimant needs that much notice to attend an interview 

or take up paid work. 

This only applies providing that the claimant is able and 

willing to take up paid work or attend an interview on being 

given the relevant notice period. 

If a work coach has any doubts on whether a claimant 

meets this work-related requirement they will refer to the 

decision maker. 

Claimants employed under a contract of 
service 

If a claimant is employed under a contract of service and is 

required to give notice under the terms of the contract or 

under statutory legislation, they may not be able to take up 

an offer of work immediately. 

Any such claimant is to be treated as having complied with 

a work availability requirement if they are able and willing 

to take up paid work once the notice period has expired, 

and attend a job interview on being given 48 hours’ notice. 
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Circumstances in which requirements must 
not be imposed and existing requirements 
must be switched off 

In certain circumstances a work search requirement and a 

work availability requirement must not be imposed, or must 

be switched off, for claimants in the all work-related 

requirements group. 

In most cases a work preparation requirement and a work-

focused interview requirement will also be switched off at 

the discretion of the work coach. 

 

 

What are the circumstances when the work coach would 

‘switch off’ a work search requirement or work availability 

requirement? 

Make a note, then compare it to the answers overleaf. 
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The circumstances where this applies are: 

 the claimant is attending a court or tribunal as a 

party to any proceedings or as a witness 

 the claimant is a prisoner 

 prison leavers for the first 7 days after leaving 

prison 

 the claimant is temporarily absent from Great 

Britain and receiving medical treatment, care or 

convalescence related to a physical or mental 

impairment abroad 

 the claimant is temporarily absent from Great 

Britain accompanying their partner, a child, or 

qualifying young person who is receiving medical 

treatment, care or convalescence related to a 

physical or mental impairment abroad. This applies 

where the absence is not expected to, and does 

not last more than six months 

 a child of whom the claimant is the parent 
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(Continued.) 

 it is within six months of the death of the claimant’s: 

 partner, or 

 a child or qualifying young person for whom the 

claimant or their partner is responsible for, or 

 the claimant is receiving and participating in a 

structured recovery orientated course of alcohol or 

drug dependency treatment for a period of up to six 

months 

 the claimant is under protection due to their 

involvement in investigations or proceedings for up 

to three months 

 the claimant is engaged in an activity in the nature 

of a public duty approved by the Secretary of State 

 the claimant is unfit for work for a maximum of 14 

consecutive days, and for no more than two 

periods in any period of 12 months. 

 the claimant is homeless 
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Child Distress Easement 

In certain specific circumstances, claimants may be facing 

situations where their child is in considerable distress and 

this is causing significant disruption to the family and their 

ability to undertake work related activities. 

Therefore, an easement has been introduced to recognise 

these situations and enable the responsible carer of the 

child access to mandatory conditionality easements. 

The specific circumstances are: 

 bereavement 

 domestic violence and abuse 

 experiencing or witnessing violence and abuse 

The easement will be for one month and means that 

claimants are not required to work search/be available for 

work during that period or required to attend work search 

reviews or work focused interviews. 

This child distress easement can be accessed by 

claimants once every six months for a total period of 2 

years, so a maximum of four one month easements. This 

is even if they have more than one child who may be 

experiencing distress. 
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If more than one of their children is suffering from distress 

(may be at different times within the 6 month period), work 

coaches should consider the need for further tailoring of 

work-related requirements for the claimant. 

Claimants with no requirements imposed on 
them: victims of domestic violence 

In certain circumstances a claimant who has been a recent 

victim of domestic violence will not have any work-related 

requirements imposed on them. 

 

A recent victim of domestic violence means a person who 

had domestic violence threatened or inflicted upon them 

and no more than six months has passed since then. 

 

If a claimant notifies Universal Credit that they have 

recently been a victim of domestic violence, any work-

related requirement imposed on them ceases to have 

effect for a period of 13 consecutive weeks. 

Additionally, no other work-related requirement must be 

imposed during that 13 week period. 
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If you need further information on domestic violence, 

access the guidance in Advice for Decision Making 

(ADM): 

DWP Home Page >> A-Z >> A >> Advice for Decision 

Making >> Universal Credit (UC) Chapters >> 

J:Universal Credit: Claimant Responsibilities >> J3: 

Work-Related Requirements, Paragraphs J3180 to 

J3191: Claimants with no requirements imposed on 

them: domestic violence 

K: Universal Credit: Sanctions >> K2: Good Reason, 

Paragraphs K2061 to K2064: Victims of domestic 

violence 

 

 

If you cannot remember, you may want to check the 

ADM. The guidance can be accessed as follows: 

DWP Home Page >> A-Z >> A >> Advice for Decision 

Making >> Universal Credit (UC) Chapters >> J –  

Universal Credit: Claimant Responsibilities >> J3: Work 

Related Requirements >> paragraphs J3192 and J3193 

– Circumstances in which requirements must not be 

imposed. 
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You can find further information on About Universal 

Credit - Switching of requirements on Work Services 

Platform and associated guidance links where the 

claimant’s circumstances require that the requirements 

are switched off. 

 

Temporary circumstances 

A temporary circumstance is any relevant circumstance 

affecting the claimant that is likely to be for a limited period 

of time only. 

It is a question of fact to be decided by the work coach or 

decision maker. 

The fact that there may be no end date for the temporary 

circumstance does not prevent the circumstances being 

temporary.  It is also possible in time for a temporary 

circumstance to become a permanent change of 

circumstance. 
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Example 

Since the start of her Universal Credit claim, Susan’s 

expected hours of work for the purposes of her work 

search requirement have been 35 hours a week. 

Her close friend has suddenly died and Susan is very 

upset to the extent that she is unable to concentrate on 

searching for paid work. In fact Susan has spent just two 

hours in the week searching for work. 

Susan’s work coach agrees that for that week those two 

hours were reasonable action for Susan given the 

circumstances of the case and that this was a temporary 

circumstance. 

If a doubt arises, a work coach will refer to the decision 

maker. 

 

 

In this example, the work coach has not made a good 

reason decision; they have determined that the action the 

claimant took was reasonable in her circumstances. 

 



UCDMA 001 Part A Sanctions Workbook 
Topic 03 – Work-Related Requirements 

Topic 03 – Work-Related Requirements   May 2017 
 

v12.1       Page 34 of 38 

Reasonable action 

If the decision maker is not satisfied that a claimant has 

taken all reasonable action to obtain paid work, the 

claimant has to be treated as not having complied with a 

work search requirement. 

 

Evidence 

Where there is a doubt about whether a claimant is 

meeting their work search requirement, the decision maker 

will consider all relevant evidence including: 

 a copy of the Claimant Commitment 

 details of any other action to seek work that the 

work coach required the claimant to take in the 

week or weeks in question 

 evidence of what action the claimant took to seek 

work in those weeks, or previous weeks 

 the claimant's Universal Jobmatch account  

 evidence in writing from employers, 

employment agencies or other bodies that the 

claimant has contacted them 

 copies of letters that the claimant has sent to 

employers 
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 the claimant's own verbal evidence, recorded 

by an officer of the Jobcentre 

 the claimant's uncorroborated written evidence 

 evidence of any advice about searching for work 

that the Jobcentre had given the claimant 

Unless there is any evidence to the contrary, the decision 

maker should accept that the actions expected by the work 

coach were reasonable and offered the claimant their best 

chance of getting work. 

However, if there is evidence to the contrary, the decision 

maker does not have to accept the actions suggested by 

the work coach. 

For example: 

 it was not reasonable for the claimant to take the 

action expected by the work coach, and that action 

did not offer them their best chance of getting 

work; or 

 it would have been reasonable to expect the 

claimant to take other action (whether or not 

claimant took it) which offered the claimant their 

best chance of getting work. 



UCDMA 001 Part A Sanctions Workbook 
Topic 03 – Work-Related Requirements 

Topic 03 – Work-Related Requirements   May 2017 
 

v12.1       Page 36 of 38 

 

 

The claimant may tell us about their work search, without 

providing proof.  Do they need to bring in proof, or 

corroboration, of their work search?  

 

 

Corroboration of evidence is not essential, as claimants 

will not always be able to obtain it and employers do not 

always reply to written enquiries. 

If a doubt has been raised and the decision maker has 

reason to doubt whether a claimant has contacted certain 

employers or agencies, they can make enquiries. 

However, such enquiries should only be made if the 

claimant’s evidence is inconsistent or seems unlikely. 

 

 

Proof  

It is the claimant’s responsibility to show what actions they 

have taken to search for work. 

Before determining whether the claimant has met the work 

search requirement in any week, the decision maker must 

consider what the claimant did in that week to search for 

work. 
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The decision maker may also compare what the claimant 

did to search for work in previous weeks. 

Determining whether claimants have met the work search 

requirement in any week requires a comparison between 

what they actually did to search for work in that week and 

what the law required them to do. 

For example, if a claimant was given a requirement to 

apply for a particular vacancy and they applied for it, then 

they have complied with that requirement, regardless of 

whether or not they were offered an interview. 

Level of sanction 

A medium level sanction will be imposed on claimants 

who, without good reason, fail to undertake all reasonable 

work search action. 

A low level sanction will be imposed on claimants who, 

without good reason, fail to undertake particular specified 

work search action. 

 

 

Topic 04 provides more information on the sanctions 

which may apply to claimants who do not comply with a 

work-related requirement. 
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Summary 

In this topic you have learned about: 

 what work-related requirements are 

 expected hours of work 

 work search expectation 

 which work-related group each apply to 

 evidence requirements 

 the onus of proof 

 the limitations and impositions on the work-related requirements 

 

 

End of Topic 


