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Discretionary Learner Support Funds

Application Guide /Form
Please read through this guide BEFORE filling in the application form.

If you are in any doubt about your eligibility please contact our 
Student Services Team on 01344 766500 or email: financial.assistance@bracknell.ac.uk
The funds available to the College are limited and we aim to use them to assist as many students as possible.  Financial support cannot be guaranteed and any assistance granted may not cover the full costs.  Early application is advisable.  Refunds for costs already incurred i.e., expenses paid prior to date of application, cannot be awarded.

	1.
	Purpose of Discretionary Learner Support Funds

Prioritised Learner Support Funds are awarded to institutions by Young People’s Learning Agency in order that learning providers can offer financial assistance to students whose access to, or completion of education might be inhibited by financial constraints.  This includes students with physical or other disabilities who face financial difficulties.



	2.
	Ineligible Students

You are not eligible to apply for Learner Support Funds if you are:

· under 16

· an Asylum Seeker aged over 19

· receiving full public funding for higher education

· an overseas or EU student who is eligible for tuition fee support

· on a New Deal programme (except New Deal for Lone Parents)

· on an apprenticeship training scheme

· on a Work Based Learning course

· an Adult or Community Learning course (ACL).


	3.
	Eligible  Students

You are eligible to apply for Discretionary Learner Support Funds if you are:

· enrolled at Bracknell and Wokingham College on a full time or part time FE course funded by the Young People’s Learning Agency

· 16 or over

· have been living in the UK for three years before the start of the course

· an ordinarily resident in England or Wales

· economically or socially disadvantaged 

· disabled, mentally ill or have learning difficulties

· aged over 19 who don’t have a Level 2 qualification

· in care or on probation, young parents and others considered ‘at risk’.




                                                                                                   PLEASE READ ON …………..
	4.
	Students on Benefits

Students supported by state means-tested benefit (including: JSA, Income Support, Housing Benefit etc) and who are applying for Discretionary Learner Support Funds must take responsibility for possible risks of benefit deductions with their award.




	
	


Completing the College Learner Support Funds Application Form

	Section 1
	Personal Details

If you are in receipt of, or have applied for: Education Maintenance Allowance/ALG/Care to Learn Grant/childcare funding through Family Tax Credit, you will need to indicate this in the space provided.

Please supply a term-time address where you can be easily contacted.  If you have dependant children, include their full names and dates of birth.  If you are under 19 and live with your parents, please give details of any other dependant children living with you for example, brother or sister.  If any questions do not apply please indicate with ‘N/A’ (Not applicable).


	Section 2
	Course Details

Please state the full title of each course, its level and whether it is Full or Part Time for example, BTEC National Diploma in Electrical/Electronic Engineering – FT – Year 1 and course code CE0018.   Please do try to find out the name of your tutor.  This will save time when we need to get a reference to confirm your attendance, commitment and course-related costs.


	Section 3
	Details of assistance required

Please tick one of the two boxes according to your age and whether or not you are living with your parents.  In both cases please complete the table showing what financial help you are seeking.  State clearly the expected costs and provide as much information as possible.  The Student Services team will seek confirmation from your tutor in support of your application.  It will save time if you can get them to make a list of all essential books and/or equipment you need for the course and sign it accordingly.  You can apply for help with:
· Tuition Fees for Students who are 19+ on Full time courses (can only fund 20% towards your tuition fees)
· Exam/registration fees.

· Contributions towards necessary and essential books and/or equipment up to a maximum of 20%.

· Childcare costs (please see next section)

· Contributions towards essential visits or field trips that form part of your course and are supported by your tutor.  N.B. The fund is unable to support you for overseas trips even where these are considered part of your course.


	Section 4
	Childcare – The College has its own subsidised nursery provision for students and you should apply for a place in our nursery in the first instance. 
If you are using a private nursery, crèche or childminder we will only make a contribution towards the childcare cost and you will have to pay the remaining fees.  You will need to ensure that the provider invoice the Student Services Team directly.  Payment will be made by BACS to the childcare provider on a monthly basis in arrears and checked against attendance, behaviour and work completed.  Please answer the three questions at the bottom of the childcare box.


	Section 5

5.1

5.2
	Financial Details

This section concerns your financial situation, and is particularly important for a quick, accurate and fair assessment.

Income

If any section/box does not apply please enter ‘NIL’ do not leave blank.

Expenditure

It is essential that you include verification of the information provided for example, copies of benefit books, wage slips, grant/loan notification letters, rental agreements etc.  Examples of the documents we need are on the right hand side of the tables.  Please tick the appropriate box so we know which documents you have enclosed.  Photocopies are accepted.  Your application will not be processed until all relevant supporting information is provided.



	Section 6
	Supporting Information – All applicants must provide evidence to describe their current financial situation.  Please enclose proof of any benefits you receive (not including Child Benefit) OR monthly Bank Statements and wage slips for the last 3 months.  If you are unable to do this please explain why in this section.
You should also highlight any areas you feel should be taken into account but have not been covered in the form for example, more details concerning your personal or financial circumstances.  If studying means that you have a high expenditure in certain areas, then this information should be included.



	Section 7
	Student Timetable – this is essential

Please complete this timetable as fully as possible, or give the Student Services Team a copy of your timetable, stating what subjects you are doing and at what times in the day.  You should obtain this information from your tutor.


	Section 8
	What to do now

Please read the declaration carefully and sign and date as appropriate.  We have included a quick checklist to ensure that you do not forget to complete or enclose key information.  We strongly recommend that you work through this checklist.  Your application will not be processed until all relevant supporting information is provided.

You should receive confirmation of your Application within 14 working days.  Should your application be successful any monies awarded should reach you within 20 working days.  However, if you feel your circumstances are exceptional and require a quicker response, please specifically inform the Student Services Team in writing giving an explanation.


Other Grants for which you may be eligible.
	FUND
	ELEGIBILITY
	GRANT

AVAILABLE
	APPLY TO

	Care to Learn
	Aged 16-19 
Students with child/ren  - on Full time or Part time courses
	Up to £5,760 per child (to include cost of necessary transport)
	Tel: 0800 121 8989
Website: www.dfes.ik/care to learn

	Level 2 entitlement
	Over 19 or over

Your first full level 2 
	Not means tested
	Through Admissions – at enrolment

	Level 3 entitlement
	Aged between 19 and 25 (and under 25 years of age at the start of your course)

Your first full level 3 qualification 
	Not means tested
	Through Admissions – at enrolment


CONFIDENTIAL

BRACKNELL AND WOKINGHAM COLLEGE

APPLICATION FOR FINANCIAL SUPPORT 
FURTHER EDUCATION – 2011/12
This form should be completed using the Guidance Notes.

Please tick boxes as appropriate.
Incomplete forms will be returned to the applicant.

	1.
	PERSONAL DETAILS – to be completed by student
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Are you in receipt of Education Maintenance Allowance (EMA)?
  Yes             No
  

Are you receiving funds from Care to Learn? 


Yes             No
  
Are you receiving an Adult Learning Grant (ALG)?


Yes   
        No
  Are you receiving childcare funding through Family Tax Credit?
Yes   
        No
  
SURNAME………………………………………………………………………………….
FORENAMES…………………….. …………………. …………………Miss/Mr/Mrs/Ms    

                            Day       Month        Year

Date of Birth………/…………/……………. Student Reference No……………………….
ADDRESS……………………………………………………………………………………
Post Code…………………Tel.No………………………….Mobile No……………………
E-mail address………………………………………………………………………………...
MARITAL STATUS: Single         Married       Living with partner       Divorced/Separated 
Who else lives with you?        Alone           Parent(s)/guardian        Partner*   

* If you are living with a partner you will need to declare their income.

DEPENDANTS Please give details, including full name(s) and dates of birth of child/ren

……………………………………………………………………………………………..

YOUR NATIONALITY………………………Normally resident in the UK?   Yes       No
LENGTH OF TIME IN THE UK?..........Yrs………Mths. (do not include time spent as a student)

YOUR STATUS?  for example, asylum seeker/refugee/indefinite leave to remain/Migrant Worker (or spouse or child
of):……………………………………………………………………………………………………………….
You may be asked to supply proof of your status for example, Passport/Home office papers.




	2.
	COURSE DETAILS  – to be completed by student

COURSE TITLE…………………………………………………………………………….

COURSE CODE…………………………………Level……………. F/T or P/T (Please circle)

START DATE………………………………..END DATE………………………………...

PRINT TUTOR’S NAME…………………………………………………………………… 



	3.
	DETAILS OF ASSISTANCE REQUIRED 



	ITEMS/AREA
	COST


	DETAILS 
	For office use only

	TRAVEL - Student Bus Discount Card 
( you must live outside three miles) a contribution of £30 per term 
	
	
	

	TRAVEL (you must live outside five miles and household income less than £31,000)
	
	
	

	Lunches at College 
	£3.00 per day
	For each of your days at College
	

	Contribution towards Equipment* - payment will be made directly to company  
	
	
	

	Contribution towards Books* - payment will be made directly to company
	
	
	

	Tuition Fees (students 19+ on full time courses up to maximum of 20%)  paid directly to Admissions
	
	
	

	Contribution towards Examinations – payment will be paid directly to Exams office 
	
	
	


* Students will be expected to pay at least 20% towards the cost of any equipment or books.
	4.
	CHILDCARE

Number of days (per week) you are timetabled in College…………….…………………..
NAME OF CHILD…………………………………………….D.O.B………………………

NAME OF CHILD……………………………………………..D.O.B……………………..
College Nursery

Private Nursery

Registered childminder

  We pay all fees

        We contribute towards fees                    We contribute towards fees
Registration No. of childcare provider………………………..(we do not support non-registered providers)
Childcare provider Name & Address……………………………………………………….
……………………………………Post Code………………Tel No………………………..

BACs details for payment……………………………………………………………………
Maximum payment when granted are as follows: 
£4.00 per hour      £32 per day    £160.00 per week.  Student to pay any excess.

	
	


	5.
	FINANCIAL DETAILS – to be completed by
· Parent/s or Guardian/s – if you are under 19 – Column ‘A’

· Student and Partner – if over 19 or living independent of parent/s for 3 years (or married before start of course) – Column ‘B’

All those declaring income must attach:

· Proof of Benefit (not child benefit) – or

· Last 3 months wage slips and last 3 months bank statement (all accounts)


	5.1
	Income

If you are between 16 and 19 years old and dependant (living with and being supported by your parents/guardians), your parents/guardians must complete Column A on your behalf.  N.B.  If parental income is not provided, income will be assumed to be at the highest threshold.

If you are independent (not living at home with, nor being supported by your parents), OR you are over 25 years of age, you must complete Column B for you (and your partner).
If you are 19 and living at home you will need to supply details of Parental Income.

	INCOME £

Please state ‘per week/month/term/year’ for EACH
	COLUMN ‘A’

(Aged 16-24)
	COLUMN ‘B’

(Aged 25 or over

OR independent)
	YOU MUST INCLUDE ALL DOCUMENTS  and then tick as appropriate
	For office Use only

	Gross Wage
	Parent

*week/month

£
	Spouse OR

Partner of 

Parent

*week/month

£


	Self

*week/month

£
	Partner

*week/month

£
	Last 3 wage

Slips, P60 or Self-assessment
	

	Housing Benefit
	*week/month

£
	*week/month

£
	*week/month

£
	*week/month

£
	Proof to be provided
	

	Job Seekers Allowance
	*week/month

£
	*week/month

£
	*week/month

£
	*week/month

£
	Proof to be  provided
	

	Income Support
	*week/month

£
	*week/month

£
	*week/month

£
	*week/month

£
	Most recent DSS books/letters
	

	Family Tax Credit

Child Tax Credit
	*week/month

£
	*week/month

£
	*week/month

£
	*week/month

£
	You MUST provide complete letter of assessment
	

	Other Benefits

(please state type – NOT child benefit)
	*week/month

£
	*week/month

£
	*week/month

£
	*week/month

£
	Proof to be provided
	

	Career Development Loan
	*term/total
£
	*term/total
£
	*term/total
£
	*term/total
£
	Loan agreement
	


	6.
	EXPENDITURE – IF YOU ARE RECEVING BENEFIT for example, Housing Benefit, Job Seekers Allowance, Income Support, working Tax/Child Tax credit, you do not need to complete this section – but you MUST attach proof of the benefit you receive.

If you are claiming FINANCIAL ASSISTANCE  (independent – not living at home with, nor being supported by parents – or over 19 years old): you must complete this section for you/and your partner.

	
	


	EXPENDITURE £

Please state ‘per week/month/term/year’ for EACH
	AMOUNT
	YOU MUST INCLUDE ALL DOCUMENTS and tick as appropriate
	For Office Use Only

	Rent/Mortgage

N.B. You MUST produce a rent book or tenancy agreement.
	               *per week/month

£

(include only payments made by yourself)
	Contract and Landlord/Agency Name
	

	Transport costs to/from College
	*per week/month/term

£


	Ticket/receipts
	

	Dependants 

(for example, children and/or incapacitated).  You will need to declare benefits
	Name ………………………………….Date of birth

Name ………………………………….Date of birth

Name ………………………………….Date of birth

Name ………………………………….Date of birth


	


	7.

	SUPPORTING INFORMATION (please continue on a separate sheet if necessary)

	


8.
Student Timetable – This MUST be completed before any award can be made.
(Please complete as fully as possible, stating what subjects you are doing and at what times of the day)

	
	9:00 – 10:00
	10:00 – 11:00
	
	11:25 – 12:25
	
	12:25 – 1:25
	2:10 – 3:10
	
	3:10 – 4:10
	Evening

	MON
	
	
	
	
	
	
	
	
	
	

	TUES
	
	
	
	
	
	
	
	
	
	

	WED
	
	
	
	
	
	
	
	
	
	

	THURS
	
	
	
	
	
	
	
	
	
	

	FRI
	
	
	
	
	
	
	
	
	
	


9.
WHAT TO DO NOW

ALL students must read the declaration below and sign and date as appropriate.

Parents/partners who have declared their income must also sign in the appropriate section.

N.B. Unsigned application forms will be returned.

I herby declare that, to the best of my knowledge and belief, the information I have given is correct.

I understand that all payments are subject to an acceptable level of attendance and commitment to my course and that a tutor reference will be sought, at regular intervals, to confirm this.

I undertake to inform the College of any change of financial or other circumstances, which will affect any information given on this form.  I authorise Bracknell and Wokingham College to check details on this form with any Government Department, Agency or third party that the College deems necessary, and agree that information supplied may be sued for registered purposes under the terms of The Date Protection Act 1998.

I understand that the College is under duty to protect the public funds it administers and to this end, may use the information that I have provided on this form within the College for the prevention and detection of fraud.  I understand that, for these purposes, the College may also share this information with other bodies with an interest in administering public funds.

I understand that the College shall not have a duty to give financial assistance where false information is provided and that such information may render me liable to legal proceedings, including the repayment of any funds received.  I understand that I withdraw from my course, I may be liable to refund any monies awarded to me.
Signature of Student………………………………………………… . Date…………………
Signature of Partner…………………………………….(if applicable)Date…………………
Signature of Parent/Guardian…………………………..(if applicable)Date………………… 
Signature of Parent’s Partner/Guardian……………………………….Date………………….
PLEASE USE THE FOLLOWING CHECKLIST

Have you used the Application Guide to help you fill in the application form?

Have you filled in all sections as fully as possible or put ‘N/A’ (Not applicable) or ‘Nil’ if you have nothing to declare. (We will assume that you have overlooked a question if this is not done and may have to contact you.  This will delay your application).
Have you provided full details of assistance required?

Have you provided relevant documents/supporting evidence as requested in Section 5?

Have you enclosed detailed bank statements for the last 3 months for ALL bank accounts? (Mini-statements cannot be accepted).  Please note: you will need to have a bank account as all money will be paid direct to your account.  These will be returned to you.
Please return this application form and any enclosures to The Learner Support Funds (Student Services) Church Road, Bracknell, Berkshire RG12 1DJ or hand it in to the Student Services at Church Road Centre.  If you need further advice please contact 01344 766500 or send an email to financial.assistance@bracknell.ac.uk
Yes             No	





Yes             No	
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Yes             No	





Yes             No	





Yes             No	





Yes             No	









































��




















Discretionary Learner Support Application Form
Page 1

