
 

The Appeals Process 
 
If you disagree with a benefit or tax credit decision you can usually appeal.  Some 
decisions cannot be appealed. 
 
There are time limits for appealing a decision.  For most benefits you have one month from 
the date on the decision letter to appeal.  For Tax Credits the time limit is 30 days from the 
date on the decision letter. 
 
You can get the time limit extended by 14 days if you ask for written reasons for the 
decision. 
 
A late appeal may also be accepted if there are special circumstances which meant you 
could not appeal within one month, for example if you were in hospital. You should explain 
the reasons for your late appeal on the appeal form or letter. A late benefits appeal can 
only be accepted within 13 months of the decision letter. For a late Tax Credits appeal, the 
time limit is a year and 30 days from the date of the decision. 
 
An appeal must be made in writing or by completing a form provided by the agency that 
made the decision.  The Department for Works & Pensions (DWP) can send you a GL24 
appeal form.   For housing and council tax benefit, your local authority usually has a 
specific appeal form.  Alternatively, you can write an appeal letter. 
 
An appeal letter must contain your name, address and national insurance number, the 
date of the decision you are appealing against and an explanation of why you believe the 
decision is wrong.  A sample appeal letter can be found below. 
 
When the DWP receives your appeal they should send you a letter acknowledging the 
appeal.    The DWP will reconsider the decision.  If they decide to change the decision in 
your favour you will be sent a new decision and your appeal will lapse.  If you are not 
happy with the new decision you will have to make another appeal. 
 
If the decision is not changed, the appeal is passed on to the HM Courts and 
Tribunals Service.  
 
The DWP will send you a bundle of papers (Schedule of Evidence), containing copies of 
forms you have completed and any other documents that were used to make the decision 
you are appealing against. The papers may also include details of the benefits law which 
the decision was based on. You should read the papers very carefully and note anything 
that is incorrect or which you disagree with.  
 
If you have given the DWP details of a representative they should also be sent a copy of 
the appeal papers.  The DWP also send a copy of the appeal papers to the HM Courts & 
Tribunals.   
 
HM Courts & Tribunals Service will then send you an Enquiry Form that asks a series of 
questions including whether you want a paper or oral hearing.  A paper hearing means 
that the tribunal will reach a decision based on the information in the appeal papers and 
any additional evidence you send them.  You do not have an opportunity to attend the 
hearing and explain your circumstances.  An oral hearing allows the tribunal to see you 
and for you to explain why you disagree with the decision.  Papers hearings are usually 
less successful so it is advisable to request an oral hearing.  If you are aware of any dates 



 

that you will not be available to attend a hearing, these should be entered on the form.  If 
you have arranged for someone to represent you enter their details on the form.  You 
should also check whether there are times when they are not available to attend a hearing.  
If you need an interpreter this can be arranged if you indicate as such on the Enquiry 
Form.  If you have any special needs regarding attending the hearing such as transport 
this can be arranged in advance with the HM Courts & Tribunal Service. 
 
If you have any further evidence to support your appeal, such as a letter from your doctor 
or consultant, you can attach this to the Enquiry Form.  If you are waiting for further 
evidence you should explain this on the form. 
 
The Enquiry Form must be returned to within 14 days from the date it was sent out to you.  
If the form is not returned within the time limit your appeal may be ‘struck out’.  You will 
then have one month to ask for the appeal be re-instated. 
 
In due course, HM Courts & Tribunals Service arrange a date for the appeal to be heard.  
If you have asked for a paper hearing you will not be notified of the hearing date.  If you 
have asked for an oral hearing, HM Courts & Tribunals Service will write to you giving the 
time, date and location of the hearing. 
 
Your appeal will be heard by an independent tribunal, called the First Tier Tribunal.  The 
tribunal can consist of one, two or three panel members depending on the type of case. 
 
Appeals about Disability Living Allowance and Attendance Allowance must consist of three 
members, a Tribunal Judge, a doctor and a person with experience of disability. 
 
Appeals concerning the Work Capability Assessment must consist of two members, a 
Tribunal Judge and a doctor. 
 
Appeals that do not concern medical or disability issues are usually heard by a tribunal 
consisting of one Tribunal Judge. 
 
The tribunal has to decide your case according to the law and the evidence available to 
them.   
 
The hearing will normally take between 30-45 minutes but can take longer depending on 
the complexity of the case.  The process is meant to be informal.  For more information 
about what happens at the hearing see can be found in our ‘What happens at FtT 
hearings’ guide  
 
Preparing for an appeal can be difficult and attending a tribunal can be a daunting 
experience. Having someone to represent you can improve your chances of winning your 
appeal.   A representative should help you prepare your case and collect any other 
evidence to support your appeal.     Details of organisations that may be able to help can 
be obtained by calling us on 0121 666 7533. 
 
The First Tier Tribunal’s decision is usually final and cannot be appealed just because you 
think it is wrong.  If the First Tier Tribunal makes an error of law you may be able to appeal 
to The Upper Tribunal  - but on a point of law only.  
 
 
 

http://www.btu.org.uk/how-btu-can-help-you/guidance-documents/45-what-happens-at-a-first-tier-tribunal
http://www.btu.org.uk/how-btu-can-help-you/guidance-documents/45-what-happens-at-a-first-tier-tribunal


 

Sample ESA appeal letter 
 

Date 
Insert your address 

 
 
Department of Works and Pensions  
(Insert benefit office address on the decision letter) 
 
 
 
 
 
 
Dear Sir/Madam 
 
My National Insurance Number: 
 
 
I refer to your letter of (insert date………..) and the decision that I am not entitled to 
Employment & Support Allowance because I did not score enough points on the recent 
medical assessment.  I wish to appeal against this decision.  
 
I disagree with the decision because the medical assessment appears not to have taken 
into account the extent to which my medical condition limits my daily activities.  For 
example, (insert details of the activities that apply to you). 
 
A sick note is enclosed.  Please re-instate my Employment & Support Allowance payments 
pending the outcome of my appeal. 
 
I plan to obtain reports from my GP and other health professionals in support of my 
appeal.  I will forward any further evidence to you as soon as it becomes available.   
 
Thank you for your attention to this matter. 
 
Yours faithfully 
 
 
 
 
 
Full Name 
 


