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Free, confidential advice.
Whoever you are.
We help people overcome their problems and 
campaign on big issues when their voices need 
to be heard.


We value diversity, champion equality, and
challenge discrimination and harassment.


We’re here for everyone.
www.cawatford.org.uk

Adviceline: 03444 111 444
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If you are unable to keep the appointment OR

No longer need the appointment 

Please call us on: 
01923 224531
Name: .............................................. Reference: ...............................

Date of Gateway Assessment: …….…………………………………………….

Please ensure you arrive 10 minutes before your appointment and that you have the required documents with you (see below & overleaf).

You may lose your appointment if you are more than 10 minutes late.

Your appointment is:

DATE:
………………………………………
TIME: ………………………
We ask that you bring the following documents to your appointment (please see the next page for a full list):

We suggest you take the following action before your appointment:

What to bring to your appointment:
Debt/Money issues
Photo ID and last 3 months bank statements
Details of all those that you owe money to (creditors)
Copies of original agreements and latest correspondence
Wage slips/benefit/tax credit/details

Housing issues
Tenancy agreement (for rented accommodation)

Mortgage details (if applicable)
Any relevant letters from Landlord/Lender

Wage slips/benefit/tax credit/details

Employment issues
Employment contract and handbook

Details of any disciplinary/grievance/dismissal issues

Wage slips/benefit/tax credit/ details

Consumer issues
Full details of the goods /services causing the problem

Proof of purchase

Wage slips/benefit/tax credit/details

Immigration/Asylum issues
All letters from Home Office

Passport (if applicable), details of any visas or permits

For Family and Personal issues
Any paperwork/letters relating to the issue

Copies of original agreements

Wage slips/benefit/tax credit/details

Welfare Benefit issues
All benefit / tax credit letters from government agencies

Decision letters that you are not happy with or wish to challenge 

Proof of income: wage slips/benefit/tax credit/details

National Insurance Number

Disability related issues eg doctors’ and consultants’ details

Rent, council tax, mortgage details and savings
Citizens Advice Watford Appointments Procedure

If you are going to be late for your appointment

If you are going to be late please telephone 01923 224531 as soon as you can. If you are going to be a few minutes late we will try to keep your appointment available. However, if you are going to be more than 10 minutes late it is likely that we will need to reschedule it for another day. 

If you cannot attend your appointment

If you are not able to attend your appointment, please telephone 01923 224531 as soon as you can. This will allow us to give your “slot” to someone else. If it is your first cancelled appointment then we will try and give you another appointment as soon as possible.
If you miss TWO OR MORE appointments

If you have already missed one appointment we hope that you will make every effort to attend a second appointment. Please be aware that if you fail to attend a second appointment then we will assume that you no longer need our help. If you subsequently contact us, it is unlikely that we will be able to offer you another appointment. You would need to access our walk-in service again.  

If you miss THREE OR MORE appointments, or continually refuse our advice

If you consistently fail to attend our appointments, or if you continually ignore the advice that we have given, then we may exclude you from our service. This will only be done in the most serious of circumstances and we will always notify you in writing if we intend to do this.
Our full Appointments Policy is available on request
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