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1. FAQôs 

Q. Why have the CSPôs closed? 

A. On 13 October 2016 Bristol City Council opened a public consultation 

on its draft Corporate Strategy and budget savings proposals to close a 

funding gap of £100m+ over the coming 5 years. 

Part of the proposals included the closure of the outer Citizen Service 

Points at Hartcliffe, Fishponds, Southmead and Ridingleaze (Lawrence 

Weston). 

 

Q. When was this decided? 

A. The consultation closed on 5 January 2017 and the budget proposals 

were passed over for consideration by Cabinet. 

At the Full Council meeting on 21 February 2017 the main budget 

recommendations were approved without any amendments. Two weeks 

later it was decided that the closure date for the CSPôs would be 31 

March 2017. 

  

Q. What do I do now? 

A. The remaining Citizen Service Point is at 100 Temple Street in the 

centre, near Temple Meads train station. However, many of our services 

are available online, such as paying bills or rent, and providing evidence 

for benefit claims. There are still phone lines into the contact centre 

where the majority of service enquiries can be answered. 

An alternative to Scancoin machines for council tenants paying rent in 

cash is to use a yellow payment card at Post Offices or shops where 

PayPoint is accepted. 
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2. How to contact us 

Many of our services are available online at bristol.gov.uk and you can 

register for a Bristol Account allowing you to access information about 

the services you use, for example viewing your rent balance or see how 

your housing benefit is worked out. 

Please see contact details below: - 

Housing Benefit and Council Tax Reduction ï make a claim, report a 

change in circumstances, manage your claim online. 

0117 922 2300 

Council Tax ï pay your bill, tell us youôre moving, discounts and 

exemptions. 

0117 922 2900 

Waste and Environmental Services ï report missed collection, report 

street issues, order bins, recycling information, bulky waste collection. 

0117 922 2100 

Council Housing ï pay your rent, report repairs, make tenancy changes, 

order keys, report a problem in a communal area. 

0117 922 2200 

Home Choice Bristol ï apply for council or housing association 

properties, information about priority and bands. 

0117 922 2400 

Housing Advice ï find out how we can help you if youôre homeless, or 

think you might be homeless in the future 

0117 352 6800 

Residents Parking, Blue Badges & Travel Cards ï residents parking, 

disabled parking & concessionary travel 

0117 922 2600 

 

http://www.bristol.gov.uk/
https://www.bristol.gov.uk/c/portal/layout?p_l_id=24692
https://www.bristol.gov.uk/council-tax
https://www.bristol.gov.uk/c/portal/layout?p_l_id=21026
https://www.bristol.gov.uk/housing/council-housing
http://www.homechoicebristol.co.uk/Data/ASPPages/1/34.aspx
https://www.bristol.gov.uk/housing/homeless-or-at-risk-of-being-homeless
https://www.bristol.gov.uk/parking/disabled-parking
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Temple Street Citizen Service Point  

Address 100 Temple Street, Bristol BS1 6HT 

Opening hours: 9am to 5pm, Monday to Friday 

The Citizen Service Point at 100 Temple Street is a self-serve office; 

where citizens visit for pre-booked appointments however staff members 

are on hand for help and advice. 

There is no parking at 100 Temple Street; however there are public car 

parks nearby. There are also standard parking bays located on Portwall 

Lane. 

There are Disabled Parking Bays on Portwall Lane for Blue Badge 

holders. 

There is a bus stop within 150m of the office. 

The nearest National Rail station is Temple Meads. 
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3. How to apply for Housing Benefit / Council 

Tax Reduction 

You can make a new application for Housing Benefit/Council Tax 

Reduction by clicking here.  

Alternatively visit bristol.gov.uk and click on óBenefits & Financial Helpô 

on the left hand side: - 

 

On the next page, please click on óclaim housing benefitô button. 

 

On the next page, you can read more about if you are able to claim, how 

you can be paid any benefit youôre entitled to and how it is worked out. 

To go ahead and make a claim, please click: - 

 

 

To make a new claim, please click óNew Claim Formô. You can also 

restart an incomplete claim form too by clicking óRestart Incomplete 

Claim Formô. You can use this form if you want to claim Housing Benefit, 

Council Tax Reduction or both. 

 

 

 

https://www.bristol.gov.uk/claim-housing-benefit
http://www.bristol.gov.uk/
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Whilst filling in the online form, you will need to be able to answer the 

many questions about your income and household. Once you have read 

through the guidance above, please click next.  

 

You will now be given a form code as circled below. By entering a 

password and email address you can return to the form to complete it 

later if you need to. 
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Once you press next, you will now be asked to fill in the form. If you are 

unsure at any time what any of the questions mean, please click the   

icon. A box will appear explaining what is needed.  

At any point whilst completing the claim form, you can go back to 

previous pages to edit/review by clicking on the drop-down box which is 

at the top of the page (shown below). 

 

After completing the initial 3 pages, you are able to add any notes or 

further information you wish to in the notes box. This is available at the 

bottom of following pages (shown below).  

 

 

Once you have completed the form, press  

You will receive confirmation by email that you have submitted an 
application for Housing Benefit and/or Council Tax Reduction. 

Please wait up to 21 days for a response to your application.  

Weôll send you a benefit decision letter when your claim has been 
decided. 
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4. How to provide evidence in support of a claim 

using a computer 

You will be able to send us documents that support your Housing Benefit 

or Council Tax Reduction claim. 

If youôve been asked to supply original documents, youôll need to visit 

100 Temple Street Citizen Service Point.  

Before you start, you will need ï 

1. Your claim reference number, you'll find this on any letters we've 

sent, or your National Insurance Number 

2. Have documents available on your computer that you want to send 

to us. These might have been scanned from the originals. 

Take this link https://www.bristol.gov.uk/benefits-and-financial-

help/send-us-evidence-to-support-your-benefit-claim 

Or, go to www.bristol.gov.uk  

                     

                                          

Find óBenefits and 

financial helpô and click on 

either Housing Benefit or 

Council Tax Reduction 

Click on óSend us 

evidenceô 

https://www.bristol.gov.uk/benefits-and-financial-help/send-us-evidence-to-support-your-benefit-claim
https://www.bristol.gov.uk/benefits-and-financial-help/send-us-evidence-to-support-your-benefit-claim
http://www.bristol.gov.uk/
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You will see this page. Read it through, and then click here 

 

Click on óSend us 

evidenceô 
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You will be asked to provide your details ï 

¶ Claim reference number / National Insurance number 

¶ Full name 

¶ Postcode and address 

¶ Email address / Phone number 

When this is complete, click  

 

You can use files that are already on your computer. Select from the list 

the type of evidence you want to send and then click óChoose Fileô. You 

can then search your computerôs folders for the documents you want to 

send.  

 

It will be confirmed if your file is successfully uploaded  

You can send us more than one type of file at a time. When ready click 

on óNextô. 

On the next screen you can give any further information if you need to in 

support of your claim. 

Finally, you can check what you are about to send us on the óPreview 

your detailsô page. Here you can make changes if necessary. 

When ready click  

Once you have provided evidence to us, you should hear back from us 

within 21 days. 
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5. How to provide evidence in support of a claim 

using a smartphone or tablet 

You will be able to send us documents that support your Housing Benefit 

or Council Tax Reduction claim. 

If youôve been asked to supply original documents, youôll need to visit 

100 Temple Street Citizen Service Point.  

Before you start, you will need ï 

3. Your claim reference number, you'll find this on any letters we've 

sent, or your National Insurance Number 

4. access to a smartphone or tablet/iPad, so you can upload 

documents 

Take this link https://www.bristol.gov.uk/benefits-and-financial-

help/send-us-evidence-to-support-your-benefit-claim  or, go to 

www.bristol.gov.uk and scroll down the page. 

 

 

 

                                                           

1. Find óBenefits and financial helpô 

and choose either Housing Benefit 

or Council Tax Reduction 

2. Choose óSend us 

evidenceô 

https://www.bristol.gov.uk/benefits-and-financial-help/send-us-evidence-to-support-your-benefit-claim
https://www.bristol.gov.uk/benefits-and-financial-help/send-us-evidence-to-support-your-benefit-claim
http://www.bristol.gov.uk/
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You will see this page. Read it through, and then choose 

 

                    

 

You will be asked to provide your details ï 

¶ Claim reference number / National Insurance number 

¶ Full name 

¶ Postcode and address 

¶ Email address / Phone number 

When this is complete, choose  
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Take your photo, making sure all the information can be read. 

It will be confirmed if your photo is successfully uploaded  

You can send us more than one type of file at a time. When ready select 

óNextô. 

On the next screen you can give any further information if you need to in 

support of your claim. 

Finally, you can check what you are about to send us on the óPreview 

your detailsô page. Here you can make changes if necessary. 

When ready click  

Once you have provided evidence to us, you should hear back from us 

within 21 days. 

1. Choose from the list the 

type of evidence you are 

sending 

2. Select óChoose fileô and 

you get the option to take 

a photo of your document 
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6. How to manage your Housing Benefit online 

You will be able to view next payment information, report a change of 

circumstances, view your benefit entitlement and view letters. 

Before you start you will need ï 

1. A valid email address 

2. Your Housing Benefit claim reference number 

3. Your National Insurance Number 

Use this link to set up your Bristol Account 

https://www.bristol.gov.uk/benefits-financial-help/manage-your-benefit-

account-online 

Or, go to www.bristol.gov.uk  

Click on óYour accountô 

 

                                              

Click on Housing 

Benefit 

https://www.bristol.gov.uk/benefits-financial-help/manage-your-benefit-account-online
https://www.bristol.gov.uk/benefits-financial-help/manage-your-benefit-account-online
http://www.bristol.gov.uk/
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You will come to this page

 

Choose óCreate accountô and you will see 

                                                                   

Fill in your name and 

postcode 

Click óFind addressô 

 

Select where you live from 

the drop-down list that will 

appear 
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Check your email inbox for an email from Bristol City Council. If it is not 

there, check your óspamô folder. 

You will need to enter a 

valid email address and 

set up a password. 

When you click on 

óCreate accountô a 

confirmation email will 

be sent to you so that 

you can complete the 

setting up of your 

account. 

This page will appear to 

request you do this. 
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You will be able to add your Housing Benefit details to your account. 

 

 

 

 

 

The email you receive will 

look like this. 

Follow the instructions to 

confirm your email and set 

up your account. 

You will now be able to 

log in to your account. 



     
 

18 
Citizen Services March 2017 

 

Select óManage your Housing Benefit onlineô 

 

                                          

You will only have to 

give your Housing 

Benefit reference and 

National Insurance 

number the first time 

you log in. 

 

The second time you 

will go straight to the 

next screen 






























































