
 
THE DISABLED FACILITIES GRANT 

PROCESS 
 

This booklet has been produced by Bassetlaw 
District Council’s Grant Team in partnership with 
Nottinghamshire County Council’s Occupational 
Therapy team. 

 
Grants Process 
 
The aim of this booklet is to advise you what happens at each of 
the 6 stages of the Disabled Facilities Grant process. 
 
If you are unsure or require assistance with any part of the 
process, please contact either:-   
 
The Grants Team on tel: 01909 533161, or  
The Occupational Therapy Team on tel: 01623 520520 
 
The Legislation  
 
A Disabled Facilities Grant (DFG) is a special grant towards the 
cost of adapting a disabled person’s home.  It is available from 
Bassetlaw District Council and is administered by the Grants 
Team.  This money is provided under an Act of Parliament – The 
Housing Grants, Construction and Regeneration Act 1996.   
 
Bassetlaw District Council’s Grants Team work closely with 
Nottinghamshire County Council’s Occupational Therapy Team in 
order to ensure that any adaptations carried out are suitable for 
your needs. 



1 Initial Assessment and Recommendation stage 
 
A member of the Occupational Therapy Team will visit you to assess 
your difficulties and discuss with you what adaptations would best 
meet your needs.  In some cases they will leave a yellow 
“Provisional Test of Resources” form for you to fill in - this asks you 
some basic questions about your financial situation. The 
Occupational Therapist (O/T) will complete a DFG Referral form, 
which describes the recommended adaptation.  This is then sent to 
you for your signature. 
 
What you need to do:- 
 
Sign and date the DFG Referral form (fill in the yellow Provisional 
Test of Resources form if you have one) and return them to the OT 
Team 

 
The O/T will then send these forms to us, the Grants Team, at 
Bassetlaw District Council. 
 
We will work out if you need to pay anything.  This is called a  “Test 
of Resources” and the law states that this financial assessment must 
be carried out.  We will then write to you within 4 weeks to tell you 
whether you will be expected to pay anything towards the work.  Any 
amount you will have to pay is called your “Assessed Contribution” 
and will be an approximate figure at this stage. 
 

What you need to do:- 
 
Let us know within 4 weeks whether you wish to go ahead with your 
DFG application  

 



2 Application stage  
 
When you let us know that you want to proceed we will send you 
an “Application pack” containing the Application Forms, Agency 
Service Agreements and a brief specification of works showing the 
adaptations to be done. 
 

What you need to do:-  
 
Fill in and sign the forms in your Application pack and pass them 
back to the Grants Department within 4 weeks.  You also need to 
provide proof of national insurance numbers, personal financial 
details and proof of ownership. 
 
Note: If you need help with completing your forms, please ring 
01909 533161 to arrange an appointment 
 
We will then check through your forms and supporting documents 
within 4 weeks.  If we have any queries or need any other 
information we will contact you. 
 
What you need to do:- 
 
Let us have any additional information within 4 weeks 

 
We will then do a more detailed financial calculation (sometimes 
called a “means test”) to confirm how much, if anything, you will 
actually need to pay towards the adaptation.  This is called the 
“Formal Test of Resources”.  This figure may increase if the cost of 
the adaptation works is higher than the maximum grant the Council 
can give.  If this situation occurs you will be given further 
information about finding the additional cost. 
 
Note: If you cannot find this amount of money, you need to let 
your O/T know, as it may be possible to apply to Nottinghamshire 
County Council for a “Top Up”. 





What you need to do:-  
 
Let us know whether you wish to go ahead with your grant 
application 

 
3 Tendering stage  
 
A Grants Officer will visit you to carry out a survey. A copy of the 
detailed specification of works will be passed to your O/T for 
approval. 
 
If planning permission or building regulation approval is necessary 
then an architect will arrange to visit you, your O/T and the Grants 
Officer may also visit with him. 
 
If you need a stairlift your O/T will arrange for a company 
representative to visit you to carry out a survey and provide a 
quote.   
 
We will request quotations for the work if your O/T Team has not 
already provided them.  Contractors may need to visit so that they 
can price up the work. When we receive the quotations, we will 
send you a form to sign asking you to agree to appoint a 
contractor to do the work. 
 

What you need to do:- 
 
Sign the “Appointment of Contractor” form and send it in to us  – 
we cannot approve your grant until we receive this form 
 
PLEASE DO NOT ALLOW ANY WORK TO START UNTIL YOU 
KNOW THAT YOUR DFG APPLICATION HAS BEEN 
APPROVED 
 
(See the next stage) 



4 Approval/Formal Top-up stage  
 
We will proceed with your application and formally approve your 
grant.   Within 2 weeks of your grant being approved, we will send 
you an “Approval Pack” containing your (1) Approval Notice, (2) 
details of the works, and (3) details of costs involved.   
 
The agreed contractor will be informed, and asked to contact you 
to arrange a date for the works to start. 
  
What you need to do:- 
 
If you intend to apply for a Top-up from Nottinghamshire County 
Council because you cannot afford your contribution, or the work 
will cost more than the maximum grant, this is the time when the 
DFG Top-Up process begins.  You need to contact your O/T now. 
 
PLEASE DO NOT ALLOW ANY WORK TO START UNTIL YOU 
KNOW THAT YOUR TOP-UP HAS BEEN APPROVED  

 
5 Works stage  
 
What you need to do:- 
 
As soon as you have agreed a start date with the contractor, you 
need to contact the Grants Team to let them know - do not wait 
until the works have started. 
 
The contractor will then start the adaptation work.   
 
If we need to make interim payments either to the contractor for 
materials, or to pay the architect, etc. we will let you know.  
 
6 Completion stage  
 



When the adaptation work is completed the Grants Officer will visit 
to check that all works are done to a satisfactory standard; If so, 
the Grants Officer will ask you to sign a ‘completion notice’; this 
form tells the Grants Officer that you are happy with the work, and 
authorises us to pay all outstanding grant-related bills.  Your O/T 
will be informed that the adaptation is complete and asked to 
confirm that it meets your needs. 
 
When the final payment is made, we will send you details of the 
final payment and remind you of any conditions attached to the 
grant. 
 
 
 
 
 
 
 

IMPORTANT:-    
 
If you do not respond within the time periods shown  there is 
a possibility that your Grant could be cancelled.  If you are 
unsure about what we are asking for at any stage, p lease do 
not delay in contacting us on 01909 533161 
 
 



 
 
 
Type of adaptations available  
 

 
 
 
 
 

LEVEL-ACCESS SHOWER WITH 
HALF-HEIGHT SHOWER-SCREEN 
AND SHOWER-DRIER  
This type of shower has no 
shower tray to step into.  The low 
shower-screen allows the carer to 
assist with showering from 
outside of the shower area.  In 
the corner of the shower area, a 
shower-drier has been installed; 
warm air dries without the need 
for towels. 



 
 
 
 
 
 

 
 

 
 

VARIABLE HEIGHT MULTI -BATH  
This special bath can be raised to a suitable height for the carer 
to assist with bathing.  The changing table allows for drying and 
dressing after bathing.  The bathing cushions provide additional 
support, protection and comfort. 



RAMP TO THE FRONT 
DOOR 
This ramp replaced 
steps, and allows 
easier/safer access 
between the property 
and the highway. 

 
 
 

 
 
 
 

 
 

EXTERNAL STEP-LIFT 
This step-lift is an 
alternative solution 
where a ramp is not 
suitable. 



 
 
 
 

 
 

 

THROUGH-FLOOR LIFT  
The through-floor lift is an alternative option to a 
stairlift, enabling safe access between floor levels.   



We aim to provide a service that meets your needs 
within the boundaries of the disabled facilities gr ant 
regulations.  Here are some comments from previous 
grant applicants . 
 
 
 
“...staff were sympathetic, very understanding, keen to help.  
Thank you.” 
(Mrs S of Carlton-in-Lindrick) 
 
“We feel everything was handled professionally and in the 
most time enabled way possible.  Everyone was helpful, 
courteous, understanding and committed to ensure success.  
…Just wish to say thanks again for helping us.” 
(Mr D of Retford) 
 
“… most helpful, very pleased with the service” 
(Mrs A of Blyth) 
  
“The standard of workmanship, the care taken for our safety 
and the cleanliness was of the highest standard” 
(Mrs H of Worksop) 
 
“Contractor was beyond reproach, first class workmanship” 
(Mr P of Retford) 
 



If you need any help communicating with us or 
understanding any of our documents, we can 
arrange for a copy of this leaflet in large print o r 
arrange for a Language Line interpreter or 
translator to help you.  Please contact us on tel: 
01909 533161 
 
Mandarin 

 
 
Polish 
 

 
 
Punjabi 

 
 
Urdu 
 
 

01909 533161 

01909 533161 

01909 533161 

01909 533161 


