
Form filling 
 
This guidance is primarily aimed at claimants who are completing forms for 
Disability Living Allowance or completing ‘limited capability for work’ 
questionnaires (Form ESA50) for an Employment & Support Allowance claim.  It 
is advisable to obtain help from a welfare benefits advisor when completing 
forms but this guidance may be helpful if you have the complete the form 
yourself. 
 
 
The success (or failure) of your benefit claim can often depend on how well the 
claim form (or limited capability for work questionnaire) has been completed.  It is 
usually the only opportunity available to you to explain your situation.  It is 
important that the form accurately details the nature of all of your illnesses or 
disabilities and the difficulties you experience with day to day activities.   
 
If the form does not fully detail the difficulties you have with the various activities 
and you subsequently have to appeal the decision, a Tribunal will question any 
‘new’ information. 
 
The information entered on the form should neither exaggerate nor under 
estimate the difficulties you have.  The overall picture should reflect the problems 
you experience the majority of the time. 
 
You may have to provide very personal information regarding how you manage 
your personal care.  Sometimes you may not they have not thought about the 
real difficulties you have on a day to day basis in any great depth.   
 
The guidance notes that are provided by the Department for Work & Pensions 
(DWP) may give you some idea of the type of information you need to provide 
but not always.  The ESA50 form does not fully reflect all the assessment criteria. 
You will find it helpful to familiarise yourself with the assessment criteria for the 
benefit you are claiming before you complete the form. 
 
Take your time and think about what you want to say.  You don’t have to 
complete the form in one go.   
 
When filling in the form, detail your difficulties as clearly and as concisely as you 
can. Bear in mind that the person making the decision on your claim knows 
nothing about you excepting for the information on the form.  You need to fully 
describe the problems you have so that the decision maker has a full a picture as 
possible.  Do not just tick boxes.   Always provide an explanation in the sections 
provided.  
 
Don’t worry about repeating the same information at several different sections.  It 
is better to repeat information rather than leave sections blank.  
 
 
The first few questions usually ask for factual information such as name, address 
and national insurance number.  You should consider carefully whether or not to 



include your telephone number.  If the DWP has a query on the claim they may 
telephone you for more information.  Information given during a telephone call 
may not be complete or recorded accurately.  If the DWP has to write to you 
instead it may delay the claim but you will have time to consider your response. 
 
It is important to enter all your medical conditions.  Even where there is no 
diagnosis it is important to include every condition. Often, your most disabling 
condition will be your main concern and you may overlook other long standing 
problems.  If there is no diagnosis give an explanation of the problem.  If the 
information on the form is incomplete and you later appeal against the decision it 
may be difficult to subsequently explain to a tribunal why you are claiming to 
have problems that were not mentioned in the claim pack. 
 
If the form is for DLA, all professionals involved in your care or treatment should 
be included in the form. 
 
When completing a DLA form or ESA questionnaire, for each activity that applies 
to you, try to provide a description of what causes the problem (e.g. Because I 
have depression and social phobia), details of the difficulty (e.g. I experience 
chronic anxiety and cannot cope being around other people and therefore rarely 
leave my home), and an example of the effects of the difficulty (if I have to leave 
my home for a medical appointment, for example, I feel anxious for several days 
beforehand.  I am only able to cope by taking extra doses of medication.  Even 
then I could not leave the house unless someone accompanies me and we travel 
by taxi).  
 
If you have to undertake a particular activity on occasion but in doing so you 
experience such discomfort or pain you are unable to do it again within a 
reasonable time scale you should explain this on the form.   
 
Often forms ask for information about how far you can walk or mobilise.  Most 
people have difficulty judging distances.  Do not enter details based on a guess. 
If you can, try to measure a distance that you may have to walk regularly.  For 
example, you could time yourself as you walk from your front door to the 
pavement then measure the distance you managed to walk before you had to 
stop or felt pain.   
 
Similarly, if you need to explain how long you can stand or sit, don’t base your 
answer on a guess.  Time yourself as you do these activities.  How long are you 
able to stand in a supermarket queue or stand to wait for a bus, for example?  
How long might you be able to spend sitting at a computer desk? 

Once the main sections are completed there is usually a section for you to 
include other information.  This is the last chance to provide any information that 
has not been entered elsewhere.   If you are sending medical reports or other 
information with the form you may want to refer to any comments that support 
what you have described earlier.  

Before you send the form to the DWP read the form through carefully and add 
information if necessary. 


