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1. WHAT IS AN LSF?
a) The Learner Support Fund is made available to institutions to provide financial help to students whose access to or completion of further education (FE) or higher education (HE) might be inhibited by financial considerations or who, for whatever reason, including physical or other disabilities, face financial difficulties.

2. APPLICATION PROCEDURES
a) Students must fully complete the LSF Application Form, providing the requested documentation and provide proof of income, expenditure, benefits, EMA entitlement and/or ALG entitlement.  Any forms that are not fully completed or are not submitted with the correct documentation will be returned to the student.

b) Students are encouraged to submit their applications early.  Information is given out in Open Evenings and Enrolment Days.  No payments will be activated until the student has been enrolled and an enrolment number allocated to him/her.
c) It is intended that decisions will be made within three weeks of the receipt of the fully completed application form and for special cases during meetings of the NPTC LSF Committee.

3. PROCEDURES FOR PAYMENT
a) Letters stating the funding to be allocated are issued to the student (copied to the Childcare provider if applicable), Finance and Campus Manager of Afan (if applicable). Copies are kept on file with the student’s LSF Application Form.

b) Finance issue cheques to individual students and third parties. A record of these payments is kept by Finance and logged on the Student Services LSF Master Spreadsheet found on the ‘s’ drive.

c) A student MUST provide proof of having bought Clothing or Equipment for their course, i.e. receipts.  The original receipts must be submitted to the Finance Office attached to a copy of their approval letter.  Photocopies should be kept with the student’s LSF Application Form in Student Services.

4. ELIGIBILITY CRITERIA
a) Students

i) The Learning Awards are available to all “home” students, part and full time aged over 16, on Further and non-franchised Higher Education programmes.  Priority will be given to; childcare, essential course costs and individual difficulties.  Students who are 19+ must apply first to the Local Education Authority for an Assembly Learning Grant to cover any course costs.  Students who are under 19 must first apply to the Welsh Assembly for an Education Maintenance Allowance.
ii) Students need to have been “ordinarily resident” in the UK, Channel Isles, Isle of Man or European Economic Area wholly or mainly for purposes other than receiving full time education for at least 3 year prior to enrolling on a course.

b) This Learning Award is means tested and is calculated on family income and expenditure.
i) Students who have been awarded an EMA weekly payment of £30 will automatically qualify for LSF support upon submission of their Application Form and their EMA notice of entitlement.  These students will be eligible for a Bus Pass* (for those students within old West Glamorgan and living more than 1 mile from their campus), free meals for the days attended, exam resit fees if requested, and, if applicable, essential course costs, i.e. clothing and equipment.  They will not receive a grant.
ii) Those EMA students awarded a £20 or £10 EMA weekly payment are to be rejected unless special circumstances are applicable. 
iii) Students who are likely to receive an ALG, (i.e. over 19 and with an annual income below the upper threshold) will automatically qualify for LSF support upon submission of their Application Form and their ALG notice of entitlement.  These students will be eligible for a Bus Pass* (for those students within old West Glamorgan and living more than 1 mile from their campus) or petrol costs (equivalent to the cost of a bus pass), free meals for the days attended, exam resit fees if requested, and, if applicable, essential course costs, i.e. clothing and equipment.  They will not receive a grant.
iv) Students who do not qualify for an ALG due to being over the maximum household income threshold but who are below the £30 EMA threshold will be entitled to a Bus Pass* (for those students within old West Glamorgan and living more than 1 mile from their campus) or petrol costs (equivalent to the cost of a bus pass), free meals for the days attended, exam resit fees if requested, and, if applicable, essential course costs, i.e. clothing and equipment.  They will also qualify for a Part-Time grant, the level of which is to be set by the LSF Committee annually. 
v) Students who do not qualify for an ALG due to not achieving the minimum hours for the academic year can qualify for Bus Fare reimbursement (for those students within old West Glamorgan and living more than 1 mile from their campus) or petrol costs (equivalent to the cost of a bus pass) for the days attended, exam resit fees if requested, and, if applicable, essential course costs, i.e. clothing and equipment.  If the student is requesting additional help with other costs a letter of circumstances must be submitted and this will be treated as a special case by the LSF Committee.  They will not receive a grant.
vi) Students who do not qualify for an ALG due to any other reason, e.g. cannot prove estrangement, are showing no progression from previous years, etc., but fall below the ALG household income threshold, must prove they have been rejected by the ALG in the form of a letter from the student’s Local Education Authority and submit it to Student Services.  These students will be entitled to a Bus Pass* (for those students within old West Glamorgan and living more than 1 mile from their campus) or petrol costs (equivalent to the cost of a bus pass), free meals for the days attended, and, if applicable, essential course costs, i.e. clothing and equipment.  They will also qualify for a Full-Time grant, the level of which is to be set by the LSF Committee annually.
vii) Students who reside ‘Out of County’ (old West Glamorgan) must submit an application for transport costs to their Local Education Authority before LSF will consider paying for these.  A rejection letter must be presented to Student Services, with a completed LSF Application Form, before transport costs can be paid.  These students will be entitled to a Bus Pass* or petrol costs (equivalent to the cost of a bus pass)
viii) Students whose household income is comprised of Income Support or Job Seekers Allowance will automatically qualify upon income only.  They do not have to submit any expenditure documents.
ix) Students who receive Asylum Support from NASS (National Asylum Support Service), who are in receipt of Sodexho Pass.  This is a government benefit similar to Income Support, where the successful applicant receives help with accommodation and a nominal income.  These students are to be treated as Income Support recipients.  These students must also provide proof of their passport, showing their ‘Indefinite Leave to Remain’ VISA or relevant documents from the Home Office stating their Right to Remain in the UK.
x) Students living within the Neath Port Talbot County Borough and studying an applicable course may be entitled to claim for a New Learner Network (NLN) grant.  It is possible to check if a student is NLN funded on ‘Student Tracking’, under Employer Details.  Any student who claims NLN funding is not entitled, under any circumstance, to LSF funds.
c) Applications for LSF (FCF) Funding for all franchised HE courses must be made directly to the host institution.
d) Applications for LSF Funding for Course Related Educational Visits are to be treated as Special Cases.  The LSF Committee will annually review the amount of funds available for these Visits.  A successful student will be entitled to a 25% reduction of their Educational Visit costs, which is to be transferred internally to the Finance Department.

e) Special cases, i.e. if a student is over scale, requesting help with accommodation or other items not normally requested, will be considered as a special case by the LSF Committee upon submission of a letter of personal circumstances.  The weekly cost of accommodation is to be set annually by the LSF Committee.
f) Applications received after the 1st of November will not be entitled to any payment for the 1st term of attendance.  They will, however, be entitled to payments for the following two terms.  Applications received after the 1st of April will not be entitled to any payment for the 1st and 2nd term of attendance.  They will, however, be entitled to any payment for the 3rd term.
* Students who study Full Time are entitled to a Bus Pass, those who study Part Time are only entitled to reimbursed Bus Tickets.
5. PAYMENTS

a) Cost of childcare will be paid in full, but further childcare documentation must be completed.  Any Childcare provider used by the student must be registered with the Local Authority Social Services Department, and must provide a copy of the registration documents before any payment commences.  The Finance Office must be provided with a copy of the student’s approval letter from Student Services.  The childcare provider must be informed that the student has secured LSF payment and that they are to forward their invoices to the Finance Office at Neath Campus.
b) Bus passes are issued from the Main Reception.  A student should show their award letter to Reception who will produce their Pass.  Student Services do not have to provide any documentation to Reception in advance.
c) Lunch tickets are given to recipients on a weekly basis by the Finance Office.  Student Services should provide a copy of the LSF notification letter to the Finance Office in advance and the student has to show his/her student ID card to obtain their weekly tickets.  Students who have a work placement built into their scheduled timetable will not be issued meal tickets for those days but will have to submit receipts for expenses incurred up to the value of a daily meal ticket for each day of attendance on a work placement.  This amount is subject to annual review.
d) Transportation costs, e.g. petrol, bus tickets, train fare, etc., are paid in arrears.  With every successful letter for petrol costs an ‘Application for Reimbursement of Petrol Allowance in Lieu of a Season Ticket for Full-Time Students at College’ must be included.  The student fills out this sheet at the end of every term.  There are sections for the Tutor to sign how many sessions/days the student has attended.  It is from these that the Finance Office can determine the cost to be reimbursed.
e) Special cases, i.e. if a student is over scale, requesting help with accommodation or other items not normally requested, will be considered as a special case by the LSF Committee upon submission of a letter of personal circumstances.

f) All payments are dependent upon the student’s attendance reaching a minimum of 80% and a high standard of coursework.

g) Applications received after the 1st of November will not be entitled to any payment for the 1st term of attendance.  They will, however, be entitled to payments for the following two terms.  Applications received after the 1st of April will not be entitled to any payment for the 1st and 2nd terms of attendance.  They will, however, be entitled to payments for the following one term.
6. EARLY LEAVERS


a) If a student withdraws from College before the end of the course, materials provided by the Learner Support Fund must be returned to College.

b) The student may also be asked to pay back any monies given to them.  This will be at the discretion of the LSF Committee.

c) If in receipt of a bus pass this must be surrendered immediately.

7. PUBLICITY
a) A Student Finance Booklet will be produced each year, which will indicate information about the LSF.  This leaflet will be circulated to all relevant staff and all students in hard copy and all staff and students via their respective intranet.

b) The Student Services’ Representatives will be present at College Open Evenings, Information Evenings and Road Shows in order to promote the funds and answer any queries.
c) Student Services’ Representatives are available to talk to groups, classes, etc. and will actively promote the LSF, help fill in application forms and answer any queries.
8. PROCESSING APPLICATION FORMS

a) Receiving Applications

i) Check that the application form is fully completed especially name, address, date of birth, and the student’s signature/declaration on Page 3.
ii) Date stamp and consecutively number each application.
iii) List the application on the LSF Index sheet and the LSF Applications Received Excel Spreadsheet.  The Spreadsheet holds information on Student Name, Date of Birth, Enrolment Number, and the Course Studied.  This information can be found on the Student Tracking system.
iv) Forms are placed in filing cabinet in batches of 12 with LSF Index sheet acting as the front cover.
v) All Application Forms are to be placed in date order before assessment.
b) Assessing Application Forms
i) Application forms are assessed in numerical order, i.e. in date order received.  LSF will prioritise those students who will be in receipt of Childcare and those that are Out of County and require a bus pass.
c)
Assessing Income.  Use the Income Proforma found on the Student Services ‘s’ drive.
i) Each type of income must be entered on the proforma with applicable monthly amounts.
ii) If student has submitted weekly figures, multiply by 52 and divide by 12.

iii) If student has submitted 4 weekly payments, multiply by 13 and divide by 12.

iv) Ensure all evidence of Income is confirmed by the relevant documentation.  If not, the student must be written to requesting the additional information before the application can be further processed.  Further Information Letter Template can be found on the Student Services ‘s’ drive.
v) The total figure from the Income Proforma must be transferred to the application form.
d)  Assessing Expenditure.  Use the Expenditure Proforma found on the Student Services ‘s’ drive.

i) Each type of expenditure must be entered on the proforma with applicable monthly amounts.

ii) There is a hard copy of the Expenditure upper thresholds found on the Student Services ‘s’ drive.  The assessor must always use the lower expenditure figure, either the actual documented expense or the threshold level.  Expenditure thresholds should not be notified to students.
iii) If a student has submitted weekly figures, multiply by 52 and divide by 12.

iv) If student has submitted 4 weekly payments, multiply by 13 and divide by 12.

v) Ensure all evidence of expenditure is confirmed by the relevant documentation.
vi) The Expenditure Proforma Part 14., entitled ‘Other Expense’, will not only cover any other documented expenditure supplied by the student, but also those items of expense provided on the Expenditure Threshold sheet, such as TV Licence, Free Meals per child, Pocket Money per child, Nappies per child, Christmas/Birthday per child, Telephone and Toiletries.  These figures can be taken directly from the Expenditure Threshold sheet.  
Expenditure thresholds must not be notified to students.
vii) The total figure from the Expenditure Proforma must be transferred to the application form.
e)  Assessing Income versus Expenditure.

i) Enter both total income and expenditure onto the last page of the application.  Calculate the difference between the two.  This will provide a figure that will either fall short or create a surplus of income.  Delete the inappropriate statement and enter the total difference in the Shortfall/Surplus Box.
ii) Those with a shortfall, that is where the Expenditure exceeds their Income, are successful.
iii) Those with a surplus, that is where the Income exceeds their Expenditure, are not successful.

g) All other special circumstances, such as Income Support recipients, have been explained in previous sections.  Please refer to these to see if a full Income versus Expenditure assessment is necessary.

h) Sending Letters.  All Letter Templates can be found on the Student Services ‘s’ drive.  These include letters requesting additional information, unsuccessful for a variety of reasons, and successful for a variety of reasons.
i) Audit Control

i)   All application forms must be checked and signed by three persons.  First, the person providing the full assessment; Second, an extra verifier such as a colleague in Student Services; Finally, the Manager of Student Services or the LSF Co-ordinator.

ii)  All three signatures must be obtained before a notification letter can be produced and sent to the student and relevant third parties.



Wherever possible, payments should be made to a third party and not direct to the student, e.g. via College to Child Carers.
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