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ALG Application Form Resource Pack
Introduction
This document provides practical advice on completing an application for ALG in the 2010/11 Academic
Year.

The information contained in this document is correct at the time of publication but may be subject to
change.

Please note that this pack is designed to answer basic queries. For detailed queries that are not
addressed in this pack or the Application Form Guidance Notes, please advise the applicant or their
spouse or partner (if they have one) to contact the Learner Support Helpline on 0800 121 8989.

Should an applicant require assistance completing the 2009/10 (Orange) application form, then they
should contact the Learner Support Helpline on 0800 121 8989 for further advice.

The following abbreviations appear throughout this document and have the meaning described:

ALG Adult Learning Grant
LSS Learner Support Service
TCAN Tax Credit Award Notice
DWP Department for Work and Pensions
YPLA Young People’s Learning Agency for England
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Section 1: Walkthrough of a 2010/11 ALG Application Form

Introduction

This section provides advice on how to complete the 2010/11 ALG Application Form, it contains:

 A high level walkthrough of each page of the Application Form highlighting all of the mandatory fields that must be completed.

 Additional information on completing each section.

 General advice on who should complete which parts of the Application Form.

Please note that this pack is designed to answer basic queries. For detailed queries that are not addressed in this pack, or the Application Form
Guidance Notes, please advise the applicant to contact the Learner Support helpline on 0800 121 8989.
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Applying for ALG – An Introduction

The introduction sheet contains invaluable information on ALG eligibility
– the applicant and their spouse or partner (if they have one) should
read this document carefully before completing the Application Form.

The definition of full-time learning has changed slightly to the information
given here and the definition of full-time learning is at least 450 guided
learning hours during the 2010/11 academic year.

Each Application Form contains a covering letter, giving an
introduction to the scheme (which does not need to be completed
or returned) and three distinct parts:

Part A of the form is for the applicant’s details and must be completed in
all cases.

Part B should be completed by the applicant and their spouse or partner
(if they have one) to show their Income Details.

Part C should only be completed if the applicant’s household was in
receipt of DWP benefits.

Where the applicant needs further assistance in completing the form, the
onus should be on the applicant or their spouse or partner (if they have
one) to contact the helpline on 0800 121 8989.

Navigation of the form:

Black boxes on the form provide guidance and advise which sections of
the form the applicant should complete.

Purple bordered boxes on the form provide additional information and
guidance and are a good starting point for further advice when
completing the form. To support this information, there are the
Guidance Notes which are enclosed in the application pack, and the
Learner Support helpline can be contacted on 0800 121 8989.

Red bordered boxes provide clear concise instructions about
completing the form.
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Questions A1, A2 and A3 must be completed when there are no pre-
printed details at the top of Page 1, or these details are incorrect.

The applicant must be aged 19 or over at the start of their course,
although they can apply one month before their 19th birthday.

Applicants should be of working age to be eligible for ALG, which the
DWP defines as aged 65 or under. If the applicant is over 65, please
call us on 0800 121 8989.

Part A: To be filled in by the Applicant
Questions in Part A capture the applicant’s personal details –
the information requested should be completed fully wherever
possible.

The Application Form may have pre-populated details at the top of
Page 1.

When the form does not have any pre-populated details at the top of
this page, the applicant must complete Questions A1 – A3 of the form.

For office use only - this section is for internal use by the Learner
Support Service, please do not complete or mark this part of the form.

Question A4 is not a mandatory field; however, contact details for the
applicant can be invaluable should the application require further
attention e.g. additional evidence. This question also allows the
applicant to select their preferred contact method; if this question is not
completed, all contact will be via post.
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Question A5 Equal Opportunities Monitoring is not a mandatory
field.

The answers given here will have no bearing on the applicant’s
eligibility for ALG; the marking of the boxes will be used for survey
purposes and to ensure that we are reaching all sections of the
community.

Question A7 captures the applicant’s bank or building society details.

 The account should be in the applicant’s name (if this is not
possible due to special circumstances such as a disability, the
applicant or their spouse or partner (if they have one) should
contact the Learner Support helpline for additional advice on
0800 121 8989).

 Appropriate evidence of a valid bank account is required to verify
the details the applicant gives in this question. This evidence can
be a bank statement, a letter from the bank or the ‘Confirmation of
Bank / Building Society Account Form’ which can be found on the
back of the Guidance Notes; this should be completed by the
applicant’s bank or building society.

 The applicant should be encouraged to send photocopies of
their evidence, but these must be clear and complete. If they
send original documents we will return them to the applicant when
we have processed their application.

 We do not accept Post Office Card Accounts – as they will not
accept BACS transfers from ALG.

Question A6 – How did you hear about ALG? Mark one box only
is not a mandatory field

The answers given here will have no bearing on the applicant’s
eligibility for ALG; the marking of the boxes will be used for survey
purposes.
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Question A8 – is mandatory. The applicant should indicate which
residency condition best suits their circumstances and answer the
question accordingly. Mark one box only.

If the applicant is a British Citizen, they should mark Box A only; they
will have completed this question and should move onto Question A9
on the next page.

If the applicant is not a British Citizen, further information on
Residency Conditions is available on Pages 8 – 11 of the Guidance
Notes that accompany the Application Form and additional advice can
be obtained from the Learner Support helpline on 0800 121 8989.
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Question A9 – Do you have any qualifications?

The applicant should indicate whether they have any previous
qualifications. If they answer ‘Yes’ to Question A9, then the completion
of Question A10 will become mandatory.

Important: It should be noted that ALG applicants are not able to
claim ALG for an Apprenticeship. The Skills Funding Agency Guidance
states that learners following programmes funded via the Employer
Responsive Funding Model ‘shall not be required to contribute
financially to the direct cost of learning’ so they should not require any
further financial help with the cost of learning such as that provided by
ALG’.

Guidance for page ALG 4 continues on Page 11.
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Question A11 – Tell us where you intend to study

The applicant should tell us the name of the Learning Provider where
they intend to study (if this is known).

To claim ALG the applicant must be studying at a valid provider.

Part A Mandatory Fields:

A1 to A3 (Applicant details), A7, A8, A9 and
A10

Question A10 – Tell us which qualifications you already have

The applicant should mark all of the relevant qualifications that they
have already achieved not those they plan to study.

ALG can only be claimed for the applicant’s first full Level 2 or first full
Level 3.

If the applicant is unsure about the level of qualification that have
already achieved or the qualification they are due to study you should
consult the Learning Aims Database, which is available at
providers.lsc.gov.uk/lad/

If the applicant has overseas qualifications, they must enclose a
NARIC certificate or contact the Learner Support helpline on
0800 121 8989 if they cannot provide one.

Where the applicant has other qualifications such as OCR / RSA / City
and Guilds Qualifications, they should send copies of their certificates
with their application. The applicant should be encouraged to send
photocopies of their evidence, but these must be clear and
complete. If they send original documents we will return them to the
applicant when we have processed their application.
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Question B1 – Are you married, in a civil partnership or living with
someone as if you are married?

If the applicant answers ‘Yes’ to Question B1, Question B2 will
become a mandatory field.

Part B: To be completed by the applicant and their spouse
or partner (if they have one).

This section of the Application Form captures the income details
for the tax year 2009-10.

If the applicant is unsure which sections they should complete or
what evidence they should send, they must be advised to
contact the Learner Support helpline on 0800 121 8989 to
determine what additional information or evidence would be
required when processing their application.

Question B2 – The applicant should tell us the name of their spouse
or partner (if they have one) and their relationship to them.
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Question B3 – The easiest way for an applicant to supply the
required income details is by using a Tax Credit Award Notice
(TCAN). The TCAN must cover the entire tax year 2009-10 to be
accepted as valid evidence. If the applicant has a TCAN that only
covers part of the tax year, they should answer ‘No’ and complete
Questions B4 – B11.

If the applicant answers ‘Yes’ to Question B3, the application must be
accompanied by a valid Tax Credit Award Notice (TCAN) showing
details of the applicant’s and their partner’s (if they have one) income
for the previous tax year; 6 April 2009 – 5 April 2010. Please see
Page 22 of this guide for further advice. Where the applicant has a
valid TCAN, they will not be required to complete any more questions
in Part B or Part C.

Some applicants are sending us the details about the amount of tax
credit they receive, which is not the correct information that we require.

Questions B3 – B11 are all about income evidence

Advice on whose income needs to be considered can be obtained from
the Learner Support helpline on 0800 121 8989.

The applicant should be encouraged to send photocopies of their
evidence, but these must be clear and complete. If they send original
documents we will return them to the applicant when we have
processed their application.

The Guidance Notes for each question contain additional information
on the types of evidence that we are able to accept.
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Question B4 should be completed when the applicant or their
spouse or partner (if they have one) was an employee during the last
complete Tax Year. B4 requests a P60 or P60u, however, full
guidance on the documentary evidence that can be accepted as
evidence of income for this question can be obtained from the
Learner Support helpline on 0800 121 8989.

Question B5 should only be completed when the applicant or their
spouse or partner (if they have one) was eligible for employee
benefits that were not included in their salary e.g. rent paid directly to
a landlord by their employer. Full details can be found on Pages 19
and 20 of the Application Form Guidance Notes.

Question B6 should be completed when the applicant or their spouse
or partner (if they have one) was self employed. If they do not have a
Self Assessment Tax Return form (SA302) for the last complete tax
year, please contact the Learner Support helpline on 0800 121 8989
for further guidance.

Question B7 should be completed when the applicant or their spouse
or partner (if they have one) were receiving any other income listed
during the last complete tax year. Pages 21 and 22 of the Guidance
Notes provide an explanation for each income indicated and the
applicant and their spouse or partner (if they have one) must provide a
breakdown of any ‘Total other income’ over £300 using the boxes
provided.

Although most income entered here will not require evidence, there
are special considerations for ‘Foreign income’ – please see page 22
of the Application Form Guidance Notes for further details.
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Questions B8 & B9 should only be completed for the allowable
deductions shown – we will not require any evidence of the figures
quoted in these questions when processing the application. Page 23
of the Guidance Notes provides additional advice for Question B9.

Question B11 – it is advisable that the applicant and their spouse or
partner (if they have one) read Page 24 of the Application Form
Guidance Notes before answering this question as it details how to
complete this question and shows the kinds of income that we do not
take into account for assessment purposes.

We do not require any supporting documentation for this question so
the applicant must be as specific as possible and include a clear
indication of the dates this income was received e.g. ‘I only received
EMA and was supported by my parents during the whole of the tax
year 2009-10’.

Question B10 should be completed when either the applicant or their
spouse or partner (if they have one) was in receipt of any of the
benefits listed at this question.

The applicant will need to ask the DWP Jobcentre Plus office that paid
these benefits to complete the Income Details, Benefits section (Part
C) of the form. Further information on which sections of Part C should
be completed can be found on pages 16 and 17 of this guide.
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Applicant and Spouse or Partner Declaration

Although the Application Form does not need to be signed by the
applicant and their partner (if they have one), they should read the
declaration carefully as by completing and sending the Application
Form, the applicant and their spouse or partner (if they have one) is
agreeing to the terms set out in the declaration.

The check boxes in Question B12 are not mandatory.

These will determine the amount of contact the applicant receives
from the YPLA with regard to surveys and research and / or courses
and learning opportunities.

The question also contains an option allowing the applicant to
determine who the LSS can or cannot speak with regarding their
application.

Part B Mandatory Fields:
B1; where the applicant has a spouse or partner; B2 to
capture spouse or partner details; and either Question B3, or
where the applicant does not have a valid TCAN, they must
complete all of the relevant questions shown at B4 - B11.
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Part C: Income Details, Benefits

Introduction

Part C should only be completed if the applicant or their spouse or partner (if they have one) were in receipt of Social Security Benefits during
the relevant Tax Year and where a Tax Credit Award Notice is not being used as Income Evidence.

If Question B10 has been answered as ‘Yes’ by either the applicant or their spouse or partner (if they have one); then the completion of Part C
is mandatory.

Part C must be completed by a local or regional DWP office. Please note that this may not be the local DWP office as some benefits are
issued from centralised locations and these offices will need to complete the relevant details. It is recommended that this further evidence
version of Part C be posted to the DWP office that issues the benefits for completion.

Where either the applicant or their spouse or partner (if they have one) was in receipt of Income Support, Income-based Jobseeker’s
Allowance, Income-related Employment and Support Allowance or Pension Credit during the tax year 2009-10, only the person who received
these benefits will need to complete Part C. For further advice, please contact the Learner Support helpline on 0800 121 8989.
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Where the applicant was in receipt of benefits
during the 2009-10 tax year, they should

complete page ALG 9 of the form.

Applicants must not write below this line

Questions C1 and C2 must be completed by the DWP Jobcentre
Plus office that issues their benefits.

The learner should complete the ‘ALG Applicant’ section before
sending this part of the form to the DWP office that issued their
benefits. The DWP will complete the information relating to the
applicant’s benefits.
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The applicant’s spouse or partner (if they have one) should
complete the ‘Spouse or Partner of the ALG Applicant’ section
before sending this part of the form to the DWP office that issued
their benefits. The DWP will complete the information relating to
any benefits that the partner received during the 2009-10 tax
year.

Applicants must not write below this line

Questions C3 and C4 must be completed by the DWP Jobcentre
Plus office that issues their benefits.

Where the learner’s spouse or partner (if they
have one) was in receipt of benefits during the
2009-10 tax year, they should complete page

ALG 10 of the form.

Part C Mandatory Fields:

Information in C1, C2, C3 and / or (where appropriate) C4,
DWP stamp and signature.

For Part C to be accepted as valid evidence, it must be signed
and stamped by an officer of the DWP. Please see page 20.
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What to look for on Income Details, Benefits (Part C) – after completion by DWP Jobcentre Plus

 Check that Part C has been stamped and signed by the DWP at the bottom of page ALG 10

 If either the applicant or their spouse or partner (if they have one) has answered ‘Yes’ to Question B10, check that the DWP Jobcentre
Plus have also completed the relevant questions at Questions C1 to C4. An example is shown below.

X

Applicants should not
write below the ‘For
DWP office use only’
line
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Section 2: The main four types of income evidence

Introduction

This section will provide advice on the four main types of income evidence that are required to support an application for ALG. It includes an
image of what to look for on each piece of evidence, with practical advice.

 The applicant should be encouraged to send photocopies of their evidence, but these must be clear and complete. If they send original
documents we will return them to the applicant or their spouse or partner (if they have one) when we have processed the application.

 The relevant tax year for the 2010/11 (Purple) Application Form is the period 06 April 2009 to 05 April 2010.

 Any queries regarding other income evidence should be referred to the Learner Support helpline on 0800 121 8989.

The main four types of income evidence are:

 Tax Credit Award Notice (TCAN) – document received from the Inland Revenue detailing entitlement to Working Tax Credits or Child Tax
Credits.

 Part C – benefits statement issued as part of the application pack (please see page 20).
.

 P60 – Statement of earnings from an employer.

 Self assessment tax calculation form (SA302).
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What to look for on a Tax Credit Award Notice (TCAN)

 Locate the section that shows the heading “Your income for the year…” on the current version of the TCAN this is usually found on Page 2 or 3 as
seen in the enlargement below.

 Income should be for the complete 2009-10 Tax Year (circled on both images).

Further Information: Tax Credit Award Notice (TCAN) – wrong tax year

Many applications are returned as the Tax Credit Award Notice shows the wrong tax year. The Tax Credit Award Notice (TCAN) must show income
for the last complete tax year (on the current version of the TCAN this information will be usually situated on Page 2 or 3).

Look for the heading “Your Income for…” (on Page 2 or 3 of the current version of the TCAN), the dates shown should be the last complete tax year
For the purple application form all of the income evidence indicated must be for the complete tax year 6 April 2009 – 5 April 2010.

When a TCAN is not available, the applicant or their spouse or partner (if they have one) can use alternative evidence e.g. P60.
Contact the Learner Support helpline on 0800 121 8989 if further advice is required.
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What to look for on a P60

 Check that the P60 is for the last complete Tax Year (usually shown at the top of the document).

 Verify that the P60 is for the correct adult.

 Locate the section that shows the income received – this will be shown on the P60 but there are many different formats of P60 and this
information can appear in different places, but will usually be shown as ‘Total pay for year’, ‘Total Income received’ or ‘Gross Income’.

 Check that the income matches that shown in Question B4.

Please note that there are many different versions of P60s and the information may appear in different places on the document.

2010

647L

Individual’s
details
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What to look for on an Self Assessment Tax Calculation (SA302)

 Check that the SA302 is for the last complete Tax Year* (this will be indicated within the document).

 Verify that the SA302 is for the correct person.

 Locate the section that shows ‘Total income received’.

 Check that the income matches that shown in Question B6.

*If the date shown is not for the last tax year, advise the applicant to contact the Learner Support helpline on 0800 121 8989 for further
advice.

Tax Year

Adult details

Income detailsIndividual’s
details
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Section 3: Other Resources that you may find helpful

The marketing and support materials for ALG change each year and we ask Providers to remove old stock and replace with new stock as soon as possible. In
order to ensure you have the most recent materials, please check the website: alg.ypla.gov.uk. This is particularly important in the case of the application form
as applications submitted to the LSS on the wrong year’s form will be rejected, slowing down the application and assessment process for the learner.

The following marketing and support materials are available for ALG in 2010/11.

 Leaflet aimed at the learner to give clear and simple messages about ALG
(ref. YPLA-P-100019).

 General poster to raise awareness of ALG in places outside Learning Providers where there may be queues, for example, the

Post Office. Poster size is A3 (ref. YPLA-P-100020).

 Birthday card to be used by Learning Providers to send out to individuals on their 19th birthday to promote ALG.

Includes envelope (ref. YPLA-P-100021).

 ALG business card, which is the size of a credit card and carries useful information to assist the learner in applying for ALG.

This card also includes the website address and helpline number (ref. YPLA-P-100022).

 ALG business card holder – a counter display card carrying up to 50 business cards (ref. YPLA-P-100023).

 ALG Big Picture to be used as a desk aid, providing a high-level overview of scheme eligibility (ref. YPLA-P-100048).

 Application form for learners to complete to apply for ALG (ref. YPLA-P-100002).

The leaflets and posters can be viewed and downloaded from the YPLA Campaign Resources website at ypla.gov.uk/campaignresources and from the YPLA
ALG website at http://alg.ypla.gov.uk/
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Printed copies of materials can be ordered by contacting YPLA Publications as follows. Please quote the relevant publication reference number when
ordering.

YPLA Publications
PO Box 5050
Sherwood Park
Annesley
Nottingham NG15 0DJ

Phone: 0845 602 2260

Fax: 0845 603 3360

Minicom: 0845 605 5560

Email: ypla@prolog.co.uk

ALG Application Resource Pack 10/11 YPLA-P-100052

© YPLA June 2010
Published by the Young People’s Learning Agency

Extracts from this publication may be reproduced for non-commercial educational or training purposes on condition that the source is acknowledged and the
findings are not misrepresented.


