
 
 

Checklist for Universal Credit Interviews 
 
This model checklist has been produced for CCH members to use to assist in 
providing support to their members who are in receipt of housing benefit and 
are transitioning to Universal Credit. It is recommended that co-operatives 
should seek to interview all such members and keep a record of that interview 
on the member’s tenancy file. 
 
Name  __________________________________ 
 
Address __________________________________ 
 
Date  __________________________________ 
 
1 The co-operative is visiting its members to make sure that it is doing 

everything it can to support members who are in receipt of benefits. We 
need to keep a record of the interviews. If we don’t get a response when we 
visit your home, we will put a letter through your door to say we have called 
to talk about Universal Credit and asking that you get back to us to arrange 
another time if you wish to. 
 

2 We will check the current balance on your rent account before visiting to 
ensure that we are familiar with your current situation. 

 
3 After completing introductions, we will go through the Universal Credit 

leaflet. 
 
4 Does the member understand written English?  Yes/No 
 
5 Does the member understand spoken English?  Yes/No 
 
6 If not – what is their preferred spoken language? __________________ 
 
 



7 Are there any other special needs? 
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________ 
 

8 Does the member have access to the internet?  Yes/No 
 

9 If yes – where?    Home/Work/Library/Mobile/Other 
 
10 Does the member have a bank/building society/credit union/post office 

account? Yes/No 
 
11 Does the member have any questions about Universal Credit? Answer those 

that you can during the interview; explain to the member that any questions 
that you cannot answer will be clarified in writing after the interview. 

 
12 Make sure that the member is aware that they can get further help from the 

co-operative’s managing agent or staff members. 


