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Do you need advice on filling in this form? If so, please contact:

firstpoint or Student Union Advisers
Peirson Study and Guidance Centre www.worcsu.com/helpandadvice
Email: firstpoint@worc.ac.uk

Completed application forms and copies of all the supporting evidence
should be emailed to: moneyadvice@worc.ac.uk

Due to the current Covid-19 pandemic paper copies of the Access to Learning
Fund application form & evidence will not be accepted until further notice

You may book an email/telephone appointment with a University Money Adviser to discuss
your finances or to receive help in completing the form (1:1 in person appointments are
currently not available). Appointments can be booked via firstpoint.




Frequently Asked Questions

About the Fund

Q. What is the Access to Learning Fund for?

A. It aims to help students who are struggling to meet all of their costs (e.g. rent, bills, travel expenses,
childcare) or who have an unexpected situation that makes things difficult for them financially. Before
applying to the Fund you must have applied for all the financial support to which you are entitled,
including the maximum Student Loans, Grants & Allowances following financial assessment by Student
Finance, or a Postgraduate loan as appropriate and any Welfare Benefits or Tax Credits/Universal Credit
that you (or your partner) are entitled to.

Q. I am not eligible for student funding — can | still apply?

A. This depends on why you cannot get funding; all applicants must also be able to show that they have
made realistic provisions to fund their Tuition Fees and living costs before commencing their course.
Postgraduate and EU students who are not entitled to core funding from the UK Government will be
assessed using an assumed basic income figure. If you have been refused government funding because
you are not eligible to apply, or because of fraud, or because you have been deemed ‘unfit to receive
support’ then you will also not be eligible to receive support from the Access to Learning Fund.

Q. Can the Access to Learning Fund pay my Tuition Fees?

A. The Fund cannot normally be used specifically to help students pay their Tuition Fees. However, if
having to pay your own Tuition Fees affects your ability to meet living costs, you could mention this in
your supporting statement on page 18.

Q. How much can | get from the fund?

A. There is no set level of award; how much you receive will depend on your individual circumstances
and the amount of money available in the fund. These awards can be of real benefit to students in
financial hardship.

Q. How long will it take to process my application?
A. Applications will take up to four working weeks to process, from the date that the application is
received correctly completed and with all necessary evidence/information.

Q. What if | urgently need financial help?

A. If your situation is urgent you can get further advice from firstpoint. They may refer you to a Money
Adviser, but you should not delay in submitting this application. In certain urgent situations a Money
Adviser may be able to arrange a small advance from the Fund, once you have submitted your application
and all of the supporting evidence.

Q. What evidence will | need to provide?

A. This depends on your circumstances, but we will need a copy of your Student ID card as identification,
evidence of your income, rent or mortgage payments, bank or building society or online accounts and any
debts or regular repayments. If you live with a partner, you will need to ask them to provide some
evidence as well, as their income and outgoings will be taken into account. The guidance notes will
explain what you need to provide, and firstpoint or the Students’ Union can help if you are unsure.




Q. Why do you need so much information and evidence?

A. We need to make sure that we understand why things may be financially difficult for you. We also
need to make sure that we can clearly demonstrate that we have followed the University’'s Access to
Learning Fund Guidance, and are properly accountable for the money distributed through this scheme.
The Guidance helps us to award grants fairly to eligible students, based on the evidence you provide.

Q. I haven't got all the evidence - can | still email in my application?

A. We will not be able to consider your application without all the necessary evidence. If you send it to
us without some of the evidence we will contact you to ask for it, which will delay your application. Itis
best to wait until you have all the documents ready, but if you are unsure what you need, or don’t have
some of the documents we have asked for, contact firstpoint or the Students’ Union, and they can advise
you what to do next.

Q. What happens to all the documents | provide?

A. They are used to assess your circumstances and support your application. They will be held securely
electronically and seen only by the people involved in assessing your application or arranging payment.
Once a decision has been made, they are stored securely with your application for a period of 6 years, to
comply with our financial regulations, and then responsibly destroyed. There is more information in our
Privacy Notice on page 22.

Q. How can | get updates on how my application is going?

A. We process all applications as quickly as we can, and will contact you if we require any further
information or documentation. We are not normally able to provide updates during the four week
processing period, but if you don’t hear from us by the end of four weeks since supplying all necessary
evidence, please contact firstpoint.

Q. How will you let me know if | will get an award?
A. You will receive a letter by email, normally within four working weeks of submitting the completed
application with all the supporting evidence.

Help and Advice

Q. Where can | get more advice on the Fund?

A. Contact firstpoint to make an appointment with a University Money Adviser for further advice. You
can also get advice from the Students’ Union. Please note: 1:1 in person appointments are currently not
available so telephone, Teams or email appointments are offered.

Q. Will an award affect my benefits?

A. Payments from the Access to Learning Fund may have implications for your entitlement to State
benefits, particularly income based benefits. For example, the Department for Work and Pensions will
treat payments as capital if they are for general living expenses but will disregard them if they are for
childcare, travel, books or equipment. The University Money Advisers can supply you with a statement
confirming the nature of the payment if necessary. Any queries on this subject should be taken up with
the appropriate Benefits Agency.

Q. I am not sure that | have completed the form correctly and/or am not sure what to

put in my supporting statement, what should | do?

A. You can get advice and get your application and supporting evidence checked by making an
appointment with a Money Adviser through firstpoint. The supporting statement is very important as it
helps us to fully understand your circumstances, so if you are not sure what to put then please make an
appointment with us. There is also information on what to put in your supporting statement on page 17
of the application form.




Eligibility
You must be able to demonstrate that you have made realistic provision to fund your tuition and living
costs before starting the academic year.

Q. Who can apply?

A. You must be a Home or EU student (as defined by relevant UK Student Finance bodies), registered on
a course at the University of Worcester or registered as a University of Worcester Student at a Partner
College. ‘Direct Funding’ students who pay fees directly to a Partner College, and non-EU International
students are not eligible to apply. Courses must be a minimum of 1 academic year in length.

A Home student is defined as a person who meets certain residency conditions (the same conditions
apply to eligibility for statutory student support, e.g. for the student Maintenance Loan).

An EU student is normally defined as someone who is an EU national, who has lived in the EEA or
Switzerland for three years or more before their course starts and was living in the UK on the first day of
their course. EU students not eligible for help with living costs from Student Finance England will have a
notional figure for assumed income included in their assessment.

Q. Isit only for Undergraduate students?
A. You can apply if you are an Undergraduate or Postgraduate student.

Q. Isit only for full time students?

A. You can apply if you are studying full time, part time, or as a distance learner.

Part time students who commenced their course before September 2012 must be studying at a
minimum rate of 50% of a full time course in order to be eligible. However, disabled students whose
disability prevents them from studying at least 50% of a full time course, may apply.

Part time students who commenced their course on or after September 2012 must be studying at a
minimum rate of 25% of a full time course in order to be eligible.

Q. I am getting an NHS/ Social Work Bursary, can | still apply?
A. Yes, Healthcare & Social Work students can apply whether they have been awarded the bursary or
not.

Q. I have temporarily withdrawn from my studies, can | still apply?

A. Yes, students who have temporarily withdrawn from studies and intend to return after time out,
are eligible to apply for help from the Fund if they are still recorded as a student at the University. For
example, if you are unable to attend your course for health or caring reasons or for some other
unavoidable circumstance you can apply for help.

Q. My parents have good jobs — does this mean | can’t get help from the fund?
A. Not necessarily - the fund looks at your financial situation not your parents, it is still worthwhile

applying.

Q. My partner is working — does this mean | can’t get help?
You should still apply - If your partner lives with you we will consider their income and outgoings as part
of the assessment.

Q. I'm still not sure whether | will get an award - is it worth applying?

A. Yes - The only way to find out for sure is by applying. The worst that can happen is that you are not
given an award, but this will not stop you from applying again in the future and the best that can happen
is that you are awarded some money which you won’t have to pay back, so you really have nothing to
lose by applying. There may also be other ways in which we can provide help and support, based on the
information that you provide. Contact firstpoint or the Students’ Union if you need help with your
application.




Understanding This Form

The pink sections of this form are guidance notes to help you with the application.

The grey box at the bottom of each of the guidance pages list the evidence you will need to provide for
each section to support your application.

All purple pages need to be filled in as appropriate.

The page at the end of the form is a feedback form to help us improve the application process. You do not
have to complete this page but any feedback would be helpful. These are detached from your application
when it is received and stored anonymously — you can also choose to send this sheet in separately if you
prefer.

There are more FAQs related to the guidance notes in the pink sections of this form.




Guidance notes

Section 1: About you

UW Student Number: you can find this on your ID card, or on your SOLE page

Term-time address: where you live while you are studying

Home address: your permanent address if this is different from where you live during term-time

Email address: please provide your university email address, as this is the one we use for official university
communications. You can arrange for the emails to be forwarded to another email account if you prefer.

Section 2: About your course

Course Title: please give the full name of your course, e.g. ‘Ecology BSc (Hons)’ or ‘Drama MA’

Name of campus / partner institution: please tell us where you attend to study most of the time, e.g. ‘City
Campus’ or ‘Herefordshire and Ludlow College’

Distance between your term-time address and the campus / institution attended: please indicate the
distance in miles for each single journey to the campus / institution you attend all or most of the time

If you are on placements during this academic year, please tell us whether they are paid, where they will be
located, how many placements you will have and how long (in weeks or days) each placement will last in total.
You can tell us more about the costs involved in attending your placement in the Supporting Statement
on page 18

Evidence To Provide With Your Application For Sections 1 & 2

Scan Student ID Card




Access to Learning Fund | Office Use: Date evidence
Academic Year 2021/22 | Date of receipt |:| completed




Guidance notes

Section 3: About your circumstances

Tell us about anyone you share your accommodation with during term-time (not student housemates)

If you share your home with a partner, spouse, or your parents, we will need to ask you for more information

later in your application. If you live in a shared house with other students who are not your partner, then you

will not need to provide any further information.

Are you a Carer? The Carers’ Trust (www.carers.org) defines a Carer as:

o "...someone who cares, unpaid, for a friend or family member who, due to illness, disability, a mental
health problem or an addiction, cannot cope without their support.

o A Carer does not necessarily have to live with the person they are caring for.

This definition is included only to give you guidance on the types of responsibilities involved in being a Carer. If

you do not fit this definition but still consider yourself to be a Carer then you should still tell us about your

caring responsibilities and how they affect you financially.

Dependants - please list any children and/or adults who live with you and are financially dependent upon

you in this section.

You will need to provide evidence of any dependants that you include here, for example a copy of your current

Child Tax Credit / Universal Credit statement or your Child Benefit award letter for any dependent children.

FAQs

Q. My children do not live with me but stay regularly, which means | have to buy food, clothing etc. Can this
be taken into account?
A. Yes, just explain the situation and the costs involved in your Supporting Statement.

Evidence To Provide With Your Application For Section 3

e Evidence of parental responsibility for children listed on page 8 ie. copy of your latest Tax Credits Award
Letter (all pages), last 3 month’s Universal Credits Award Statements (all pages) or copy of your Child
Benefit Award Letter (if not in receipt of Tax Credits or Universal Credit)




Date of birth Relationship to you

Date of birth Relationship to you




Guidance notes
Section 4: Student residence status

¢ You must tell us how long you have lived in the UK before you started your course.
¢ Do not include any time that you spent in the UK that was wholly or solely for the purpose of receiving
education.

Section 5: About your needs

e Students with Dyslexia - a separate arrangement has been made to assist with diagnostic costs for dyslexia.
Students wishing to take a diagnostic text for Dyslexia should contact the University’s Disability and Dyslexia
Service via firstpoint (email firstpoint@worc.ac.uk).

FAQs

Q. Why do you need to know about any medical conditions?

A. The condition may affect you financially, for example by causing additional expenses or restricting your ability
to do paid work. We may also advise you of how you can access additional support for your condition, for example
via the Disability and Dyslexia Service or Counselling and Mental Health Service.







Guidance notes
Section 6: About your household income

Please tick boxes for all income received by yourself and any partner or spouse who shares your home (under
‘partner’ heading). Also complete how much “Employment & other income” you and your partner receive at
the bottom of the page

Maintenance Loan: You must be in receipt of the maximum amount of Maintenance Loan that is available to
you following an income assessment by Student Finance.

Other award / scholarship: If you receive any other award (e.g. Sports Scholarship etc.) to help with your
studies and / or living costs please tick the appropriate box and provide evidence. If you are a Postgraduate
student in receipt of a research grant, scholarship or other grant, please include this funding under this
heading.

Child Maintenance: If you are a single parent not in receipt of Child Maintenance, please explain why.

Other Income / Savings - Please tell us about any other income and savings you or your partner who lives
with you have and specify what it is e.g. cash savings, income from interest, income from investments,
unearned income etc.

FAQs

Q. My student finance is limited because my parents earn too much but they can’t help me, can I put this on
the form?
A. Yes, you can explain this on page 18.

Q. Do | need to include my housemates’ income?
A. No, if you are living in a shared house your housemates are not included as part of your household unless they
are a spouse or partner.

Q. I live with my parent(s), should | give details of their income?
A. No, you should not include your parent(s) income, even if you live with them.

Q. What are ‘Net earnings’?
A. Net earnings are sometimes called “take home pay”. It is the amount you receive in wages after deductions such
as Tax and National Insurance.

Evidence To Provide With Your Application For Section 6

Evidence of Student Income for you (and your partner if applicable):

e Full time Students / PGCE Students / Part time Students that started AFTER September 2018 — provide or
attach your entitlement summary from Student Finance England (or equivalent) online account plus
Payment Schedule

e Part time Students that started BEFORE September 2018 / EU Students — Evidence that you have applied for
Tuition Fee Loan from Student Finance England if eligible

e Postgraduate Students — Evidence of how you are funding your studies eg. copy of your Postgraduate Loan
award letter, employment contract etc.

e NHS / Social Work Students — NHS Bursary award letter and payment schedule (if applicable)

e All Students — evidence of any other award, scholarship, trust funds or award from home country
(translated) if applicable

e Self-funding students- evidence of reasonable financial provision made to pay tuition fees and living costs

Evidence of State Benefits for you (and your partner if applicable):

e Copy of all pages of award letters for all benefits received. For Universal Credit please provide statement of
payments for last three months.

Employment and Other Income:

e Full time Students / PGCE — last 3 month’s wage slips for your partner only (unless you are self funding, in
which case see point below)

e Postgraduate / Part-time /EU and other Self Funding Students — last 3 month’s wage slips for yourself and
your partner

Please note if self employed please provide a copy of year-end accounts authorised by an accountant or HMIRC

e Evidence of any other income listed on page 12 for you and your partner — if this is a voluntary payment eg.
child maintenance where you don’t have official paperwork, please highlight on bank statement where
possible







Guidance notes

Section 7: About your household expenditure

e Please include the weekly or monthly figures for all expenditure applicable to you and your partner.

¢ You may have to provide evidence for some or all of these costs (see below for further information). If you do
not provide the necessary evidence then the cost may not be considered when assessing your application.

e Some expenditure may be capped for assessment purposes. If you think that you may have higher costs due to
a specific issue then you should explain this in your supporting statement on page 18.

e You also do not need to give figures for course related costs such as books and equipment. The assessors will
attribute standard allowances dependent on your course. If you think that your course expenditure is
exceptionally high compared to that of other students on the same course and you wish this to be
considered as part of your application, you should give specific figures and an explanation of your exceptional
circumstances in the supporting statement on page 18. You should provide evidence to support this.

FAQs

Q. Why does the form not ask how much | spend on food and bills?

A. We will use standard amounts based on your household make-up. If you think your costs are high due to a
specific reason you should give figures and an explanation in the support statement on page 18 and provide
evidence to support this.

Q. What counts as medication and healthcare costs?
A. This is normally cost such as the cost of prescriptions and travel to medical appointments.

Q. What does ‘applications must demonstrate sensible spending” mean?

A. It means we will check that you have not been deliberately and repeatedly reckless with your money and that
you have claimed all of the income to which you, and any partner you may have, are entitled to (including student
income and other income such as state benefits like Universal Credits, Tax Credits, Housing Benefit and Job
Seekers Allowance)

Q. I have been out occasionally and been to a restaurant for a family member’s birthday, does this mean that
I will not get any help?

A. We are not expecting you to have never spent any money on luxuries or non-essentials, as long as this is within
reason. If there is anything in particular on your bank statements that you are concerned will affect your award
then you should include an explanation of it in your application.

Q. I have some costs that | have not yet paid because I don’t have the money, should I still include them on
the application?
A. Yes, you should still include them in expenditure and explain further in your supporting statement.

Q. I still live with my parent(s) and make a regular payment towards household costs, how do | provide
evidence of this?
A. You don’t have to provide evidence, just list the expenditure under Rent.

Evidence To Provide With Your Application For Section 7

Evidence of Household Expenditure for you (and your partner if applicable):

e Copy of your Tenancy Agreement (we only need the pages showing your name, property address and
amount of rent) OR Copy of your Mortgage Statement
(evidence NOT required if living at home with parents/guardians, or living in a UW hall of residence)

e Copy of your current Council Tax Bill (if liable to pay)

e Evidence of registered Childcare Costs

e Evidence of healthcare/prescription costs (if you have listed any)

Bank / Building Society details:

e Last 3 month’s itemised statements for all Bank / Building Society / Post Office / PayPal / Credit accounts in
yours and your partner’s name (if they live with you) showing up to a current date. Please note you will need
to provide statements for ALL accounts even if they are not currently in use (full bank statements
downloaded from your online account are accepted as evidence as long as your name and bank account
details appear on the page, but not screen shots of small amounts of transactions uploaded from your
phone. It is best to log in to your online banking from your bank's website rather than the app.




Please tick v
Weekly | Monthly
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Name of Bank / Building Title of account e.g. current Last 4 digits of Maximum
Society account, savings account account number overdraft facility

For Office Use




Guidance notes
Section 7 continued

e Outstanding Debts: Please give details of any debts held by you or your partner and tick if they are no longer
available as source of credit i.e. the debts are frozen or in recovery. NB. Bank loans with regular repayment
plans are counted as ongoing credit unless they have moved into recovery because you have not kept up
with regular repayments.

¢ You must provide evidence of any debts and regular debt repayments that you wish to be considered, including
credit card debts, store cards, Klarna etc. Please state clearly any repayment arrangements in place and
provide evidence of this. If you do not provide relevant evidence the debt and / or regular debt repayment will
not be considered when assessing your application.

FAQs

Q. Does money | have borrowed from family and friends need to be included?
A. Yes, please list any money you owe to family or friends on page 16 under ‘Outstanding Debts’. You do not need
to provide evidence for this.

Q. What is a dependent student?

A. A dependent student is normally under the age of 25 years. When assessing grant and loan entitlement for
dependent students Student Finance England calculate household income by using the student’s parent(s) income.
If you have been assessed as a dependent student your award may have been limited due to the level of household
income and Student Finance will have assumed that your parent(s) can contribute to your maintenance (living and
study) costs.

Q. What should | do if my Student Finance has been limited due to my parent(s) income but they cannot
afford to help me?

A. In exceptional circumstances the assumed parental contribution may be ignored if there has been a sudden and
extreme change in circumstances such as an incident, which has led to estrangement, sudden unemployment or
illness. If you think this applies to you please include an explanation. You should also inform Student Finance of
your change in circumstances. If you would like further advice contact firstpoint.

Evidence To Provide With Your Application For Section 7 continued

Evidence of Outstanding Debts for you (and your partner if applicable):

e Please provide evidence of all the outstanding debts listed on page 16 eg. last 3 month’s itemised
Credit Card, Store Card, Klarna Statements, evidence of Loans, Car Finance, Catalogue debts etc.
Please note you do not need to provide evidence of money owed to family and friends




Name of person / company owed
(creditor)

Type of debt (e.g. utility,
credit card, rent, money
owed to family or
friends)

Total owed

Repayment
arrangements Please
state amount per
week or month (if no
arrangement in place
please state)

Please tick if you
have a fixed
payment plan in
place and are no
longer using as a
source of credit. v/

M iH(H|IH|H|h|bh




Guidance notes

Section 8: Your Supporting Statement

e Theinformation included in your supporting statement gives you the opportunity to explain your financial
difficulties and allows us to make a more accurate assessment of your financial situation.

e You should explain why you are under particular financial pressure, outline any specific issues that you
think are affecting your finances, if relevant, and explain whether you have been able to do anything to
alleviate the situation e.g. part time work.

e You should explain the effect that this financial pressure is having on your studies.

o If you have any exceptional or unexpected costs you should provide evidence where possible.

¢ Ifyou have any loss of income or change in circumstances please provide evidence (e.g. for redundancy a
letter of redundancy).

o If you need help completing this supporting statement, please contact firstpoint.

e If you need urgent financial assistance while your application is being considered, please contact
firstpoint.

Information Given By You During Appointments With The University Of
Worcester Money Advisers

e Some applicants to the fund will have had appointments with the University of Worcester Money Advisers.
Notes taken by the Adviser during these exchanges may be used in your Access to Learning Fund
assessment eg. if you mentioned an expense that was causing you difficulties.

Evidence To Provide With Your Application For Section 8

e Evidence of any additional costs mentioned in your Supporting Statement (if you have them) eg.
evidence of extra travel costs, invoices for unexpected costs, receipts or estimates for equipment
or repairs, coaching or other course costs, redundancy letters, fine notices, eviction notices etc.




Please continue overleaf or on a separate sheet as necessary




Please continue on a separate sheet as necessary







Guidance notes

e Your consent is needed (by ticking the check box on page 22) so your personal information can be processed in
accordance with the purpose identified on this data collection form. For further information see the
“University of Worcester Money Advice Privacy Notice” opposite.

Section 10: Declaration

e You must sign (type your full name) and date the Declaration on page 22

Section 11: Evidence

e Please provide all the evidence listed on each page of the Guidance notes

e |tisimportant that all evidence is submitted with your application in order to prevent delays in processing.
Please use the list on page 23 to ensure you have submitted all the necessary supporting documentation.

e Applicants are responsible for submitting supporting documentation in English. Non-English documents must
be translated into English prior to submission.

e Translated documents, including bank statements, must have been translated by an official service and be
accompanied by the name and contact details of the organisation that has provided the translated document.







Section 11 — Evidence Checklist

You must include copies of all documents relevant to your situation to avoid your

application being delayed.

Identification °

Copy of Student Card

Bank Statements °
from all accounts

Last 3 months for all accounts (current, savings, empty accounts and
PayPal)

Partners accounts (if living together)

Statements translated into English by accredited translator if relevant

Student Funding °

Funding evidence e.g. statements of maintenance and tuition
Copies of your payment schedule

Self-funding students | e

Evidence of alternative funding plans e.g. savings, employment
contracts, pay slips etc

Part-time funding °

Student finance evidence and last 3 month’s pay slips

Postgraduate funding | e

Student finance evidence and last 3 month’s pay slips

Partner’s Income °
(if living together)

Last 3 months pay slips or year-end accounts if self employed

Outstanding Debts °

Last 3 months credit card, store card, Klarna statements, plus
statements showing amount of any debt owed and payment
arrangements where relevant.

Parental °
Responsibility

e.g. Tax Credit, Universal Credit or Child Benefit statement showing
children’s names

Childcare Costs e Invoices
Welfare Benefits e All pages of statement required.
e Students who are part-time, have disabilities and/ or who are parents
may be in receipt of:
o Tax Credits
o Universal Credits (3 month’s statements)
o Personal Independence Payment (income not counted but used
to confirm situation)
o Employment Support Allowance
o Carer’s Allowance
o Housing Benefit etc.
Rent or Mortgage e Tenancy agreement (the page with cost and student’s name and
address)
e Mortgage statement
Council Tax e Required if you have pay Council Tax e.g. if you have a non-student
Statement adult in house or if you are a part-time student




Tell us what you think:

If there is anything about this form that you thought was difficult or that we could improve please tell us
here:

Please tell us how you found out about the Access to Learning Fund here:

This feedback form will be separated from your application and stored as anonymous document.

Thank you.
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