Helping you fill in the EMA Application Form

These notes will help you fill in the form to apply for an
Education Maintenance Allowance (EMA).

You should read them before you start filling in the form.

You do not need to fill this form in if you received EMA duri
the 2008/09 or 2009/10 EMA Years as you will be eligible for
EMA at the same amount for up to three years, or until the
year in which you turn 19. For further details on the E
Guarantee, see page 3 of these Guidance Notes.

Which part of the form should you fill in?

Fill in Learner Details (Part A) if you are the n
Fill in Income Details (Part B) if you amnly
responsible for the young person app ryou

are a young person and you are a pare
Fill in Income Details, Benefits i
adult(s) mainly responsible for t
for EMA who received sec
tax year 2009-10, or iffjou a
independently and cu ec

rson applying
benefits in the

g person living

ing Income Support.

Here are some general tips

Use BLACK INK and write in BLOCK CAPITALS

Write as clearly as you can. If we cannot read the form, we
will send it back to you

Mark boxes clearly, like this: ¥

When you have filled in all the parts of the form that apply
to you, check that you have enclosed all the evidence we
have asked for.

If you read these notes and still have questions or need more help:

Visit www.direct.gov.uk/ema at any time

Call us on 0800 121 8989 between 07:00 and 20:00
Monday to Friday
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EMA Guarantee:

+ If you received EMA during the 2008/09 or 2009/10 EMA Years, you will be eligible for EMA at the same

amount for a period of up to three years (or until the year in which you are 19). You do not need to reapply;
this is known as the EMA Guarantee. You will be guaranteed the same level of support you received for the

2008/09 or 2009/10 EMA year even if your household income has increased. You will not be required to
reapply for EMA, and should not complete this form

+ If in the 2008/09 or 2009/10 EMA Years you were awarded EMA of either £10 or £20 or were rejected for

EMA support on the basis of income and your household circumstances have changed, e.g. your household

income has gone down, you are entitled to reapply for the 2010/11 EMA year. You should complete the
enclosed form if you want to know if you have now become eligible for EMA, or if you may be entitled to a
higher level of EMA due to a change in circumstances.

For more advice or information about EMA please contact us on 0800 121 8989.

Who can claim EMA?

Your income
You can apply for EMA if:

+ the adults’ income in your household between 6 April 2009 and 5 A 10 year 2009-10) was
£30,810 or less

or

* you are a young person living independently and yo
and not on Income Support we may still be able to

me ort. If you are living independently
please call us on 0800 121 8989

or

+ you live with foster parents or in Local Auflagrity ¢ rea care leaver
or

+ you are in a Young Offenders Instit l) Secure Training Centre (STC) or Secure Children’s
Home (SCH).

Your age
You can apply for EMA if you

tWeen 1 September 1991 and 31 August 1994.

Please note: If you are starting a learniffg programme before week commencing 30 August 2010 and your
date of birth is between 1 Septemb 91 and 31 August 1993, please call us on 0800 121 8989. You may
need a different form. Please see page 4 of these Guidance Notes.

Your learning programme

To receive EMA you must enrol on a valid learning programme in England and you must attend that course
each week. So you can apply if you are thinking of starting:

+ afull time further education (FE) course at a school or college, up to and including Level 3, that requires
not less than 12 guided learning hours a week for a minimum of ten weeks;

+ acourse leading to an Apprenticeship that requires not less than 12 guided learning hours a week for a
minimum of ten weeks;

+ afoundation learning programme that requires not less than 12 guided learning hours a week for a
minimum of ten weeks.

If you are not sure if you will be continuing with a learning programme in the 2010/11 EMA year, you can
still apply.

Call us on 0800 121 8989 between 07:00 to 20:00 Monday to Friday or visit our website at www.direct.gov.uk/ema



How to contact us

Our phone number Our website Our address

0800 121 8989 www.direct.gov.uk/ema Learner Support Service
FREEPOST RRUB-BEXE-TJLK
Darlington
DL1 4WD

New EMA applicants for 2010/11: Which Application Form?

If you are a new applicant for EMA, this chart will help you to check that you have the correct year EMA
application form.

If you need further help please call us on 0800 121 8989.

Course / Learning programme = Course / Learning programme Course / Learning programme
starts from 29 June 2009 starts between 28 June 2010to  starts from 30 August 2010
27 August 2010 inclusive

Use 2009/10
green form
n between
9/1993 and 31/08/1994
(Year 11) and in
ompulsory education
until 25/06/2010 - use
2010/11 purple form
Use 2010/11
purple form
Course / Learning programme  Course / Learning programme Course / Learning programme
starts from 29 June 2009 starts between 28 June 2010to  starts from 30 August 2010

27 August 2010 inclusive

If you are starting a full-time course between 28/06/2010 and 27/08/2010 and are unsure about which form
to complete, call us on 0800 121 8989 for further advice on which form to use.

Call us on 0800 121 8989 between 07:00 to 20:00 Monday to Friday or visit our website at www.direct.gov.uk/ema



How to claim EMA

You must fill in Learner Details (Part A) of the form that came with these notes. Fill
in the form as accurately and completely as you can.

If you make a mistake, make sure your changes are clear. Do not use correcting
fluid as this will result in your application being returned.

Any adults who are responsible for you must also fill in Income Details (Part B) and/or
Income Details, Benefits (Part C) of the form depending on your household income.

Once you have filled in the form, make sure you have the evidence you need
to complete your application and send all of it to us using the pre-paid envelope
included in the EMA application pack.

If your application is accepted we will send you an EMA Notice of Entitlement (NoE)
to tell you how much your payments will be. You will only receive the money if

your school, college or Learning Provider tell us that you have enrolled on a valid
learning programme and that you are attending as agreed — so when you go to
enrol, remember to take your NoE with you. You must take your NoE to your
Learning Provider before your eligibility ends gy the end of the Academic Year.

If we receive your application within 28 day
may be entitled to receive payments from the s
payments cannot be made until you give your E

ting your learning programme, you
r learning programme. EMA
our Learning Provider.

If your application is rejected wegmi and you why.

How much E ouget?

The amount of EMA you nds on your household income in the tax year

2009-10:

« if it was £20,81 u will receive £30 a week

+ ifitwas 18 and £25,521, you will receive £20 a week
+ ifitwas ,522 and £30,810, you will receive £10 a week
« ifg s m han £30,810, you do not qualify for EMA

Fill in your date of birth in numbers, like this example:

2 0 08 1994

We want to make sure that we are reaching all parts of our community so that
everybody has the opportunity to benefit from EMA. Any information you give us will
be completely confidential.

You do not have to answer these questions; it will not make any difference to your
application.

Do you consider yourself to have a disability?

The Disability Discrimination Act 1995 states that a disability is a physical or mental
impairment which has a substantial and long-term (that is more than 12 months)
adverse effect on a person’s ability to do normal daily activities. You may still be
considered to have a disability if you are not adversely affected at the moment but
the impairment is likely to recur.

Call us on 0800 121 8989 between 07:00 to 20:00 Monday to Friday or visit our website at www.direct.gov.uk/ema



To receive EMA, you must have a UK bank account in your own name that we can
make EMA payments into. We cannot make payments:

+ to you by cheque or
+ into someone else’s account.

We can make payments into a joint account, as long as you are one of the account
holders.

In certain circumstances where a young person is unable to administer their own
account, special arrangements apply. Please call us on 0800 121 8989 for help.

If you already have a UK bank account, and it is an account that can accept payments
directly, you do not need to open a new one for your EMA payments. Just give us
details about the account that you want us to use.

If you have a Credit Union account you may be able to use it — check with your Credit
Union to make sure that your account will accept EMA payments.

If you have a Post Office® card account you will not be able to use it — these accounts
do not accept EMA payments.

Opening an account

If you do not have a UK bank account, you
The account must accept BACS payments.
Bank/Building Society account’ on page 27.

society, showing your name,
sort code and roll number if
open an account, but yo

statement in the post or y the form at the back of this booklet to have your
' account details. You are encouraged to send us

photocopies

original evi
We will not &

but the
ace, thisQll be returned when we have processed the application.

Society to fill it in and stamp it. You can then send it to us with your application, instead
of a statement or a letter showing your full account details. If you have any problems
or concerns about using or opening a bank account, please call us on 0800 121 8989.

We cannot accept the tear off confirmation slip unless it has an official stamp
from your Bank/Building Society.

You must read the guidance below to find out if you meet the residency criteria for
EMA. You will need to confirm your eligibility by marking the box that applies to you on
the application form. You should be aware that at any point we may contact you

to prove that you meet the residency criteria for EMA.

We cannot process your EMA application unless you complete this section.
You should only mark the box that applies to you and you must mark
one box only.
Mark box A

If you are a British Citizen and have lived in the UK for at least three years prior to the
start of your learning programme.

Call us on 0800 121 8989 between 07:00 to 20:00 Monday to Friday or visit our website at www.direct.gov.uk/ema



Mark box B

If you are a person who has ‘settled status’™ and have been ordinarily resident in the
UK for at least three years prior to the start of your learning programme.

*Settled status’ means having either indefinite leave to enter or remain (ILE/R) or
having the right of abode in the UK.

British citizens and certain other people have the right of abode in the UK:

+ those with European Community — United Kingdom of Great Britain and Northern
Ireland Passports

+ British Dependent Territory Citizens (now known as British Overseas Territory
Citizens)

+ those whose passports have been endorsed to show they have Right of Abode
in the UK

« those who have a certificate of naturalisation or registration as a British Citizen.

Mark box C

If you are a national of any European Union
spouse or civil partner or child of an EU n
the European Economic Area (EEA) or Sw
the start of your learning programme.

Mark box D
If you are:

country (including Gibraltar) or the
have been ordinarily resident in
d forgt least the three years prior to

+ an EEA migrant worker ght to Wwork in the UK, or the spouse, civil partner
or child of an EEA nt er, who is ordinarily resident in the UK at the
start of the learning p nd have been ordinarily resident in the EEA, or
Switzerland, t ree year period prior to that; or

« thechildofaS
learning

| who is ordinarily resident in the UK at the start of your
ave been ordinarily resident in the EEA or Switzerland
to that; or

If you are recognised as a refugee by the UK Government, or you are the spouse or
civil partner or child of a refugee, have been granted Humanitarian Protection, or have
EU Temporary Protection.

Mark box F
If you do not meet any of the above eligible residency criteria do not apply for EMA.

EEA Countries

The European Economic Area brings together the twenty seven EU Members** and the
three European Free Trade Association countries. The EEA countries are as follows:

Austria, Belgium, Bulgaria, Cyprus, Czech Republic, Denmark, Estonia, Finland,
France, Germany, Greece, Hungary, Iceland, Ireland, ltaly, Latvia, Liechtenstein,
Lithuania, Luxembourg, Malta, Netherlands, Norway, Poland, Portugal, Romania,
Slovakia, Slovenia, Spain, Sweden and the United Kingdom.

**Gibraltar is a member of the EU and is therefore considered part of the EEA.

Please see the diagram of residency conditions overleaf

Call us on 0800 121 8989 between 07:00 to 20:00 Monday to Friday or visit our website at www.direct.gov.uk/ema



British Citizen

Someone who has
‘settled status’ in

EU National
(including Gibraltar)

Has lived in the UK

Please see page 7 for

someone who has
‘settled status’

the UK Or the spouse, civil
partner or child of an
EU National
Y

a definition of

Has been ordinarily
resident in the EEA
or Switzerland,

for at least three throughout the three
years prior t year period prior to

start of their le the start of their
programme programme learning programme

YES NO YES NO
Y Y A 4 \
. - Not A Not
“Mark Eele  Eligible D00 Eiigible

Mark Mark
Box A Box B Box F Box C Box F

EEA Migrant Worker
Or the spouse,
civil partner or child of an
EEA migrant worker or
the child of a Swiss
national or
the child of a Turkish
migrant worker

A passport from one of the
EEA countries,
Switzerland
or Turkey or a national
identity card

Has been ordinarily
resident in the EEA
Switzerland or Turkey
(Dependent on your
nationality, please see
page 7) throughout the
three year period prior to
the start of their learning

programme
YES NO
Y Y
- Not
Eligible Eligible
Mark Mark
B Box F

NOTE: If you have been temporarily absent from the UK/EEA, Switzerland or Turkey

during the three years residency qualifying period, please see page 10 for more information
about eligibility.

Call us on 0800 121 8989 between 07:00 to 20:00 Monday to Friday or visit our website at www.direct.gov.uk/ema



Refugee
Or the spouse
civil partner or
child of a refugee
or Person with
Humanitarian
Protection

Immigration Status Document
(Passport, if available, where
dependants do not want
asylum) that states Refugee or
Humanitarian Protection status,
endorsed with vignette, or stamped
Home Office Letter (including for
Family ILR Exercise)

Y

Eligible
Mark Box E

Person with

Person with

EU Discretionary/
Temporary LI Gl Exceptional Leave
Protection to Enter or

Remain
An ation Passport or
Reoid ation Immigration Status

(o) Directive

\] Y

Eligible
Mark Box E

Document endorsed
with a vignette that
states a Discretionary
Leave or a stamped
Home Office
Status Letter

Not Eligible
Mark Box F
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Temporary Absences

Absences totalling six months in three years are counted as temporary and
disregarded for residency eligibility when determining if a learner has been ordinarily
resident in the UK/EEA for three years prior to beginning their learning programme.

Absences between six months and three years may be counted as temporary,
provided the absence was always intended to be temporary and evidence is
provided to support this.

Temporary Absences and Children of Military Personnel

If you have been accompanying a parent or carer on an official overseas posting,
then you will be exempt from having to have been ordinarily resident in the UK/EEA
for the three years prior to beginning your learning programme.

If you meet the circumstances described above for temporary absences and
absences incurred because of a parent’s or carer’s military posting, then
please contact the EMA Helpline on 0800 121 8989 for advice on

your eligibility.

You will not be eligible for EMA if any of th#"following apply:

* You are an Asylum seeker
* You have discretionary leave or exception nter or remain.

If you will meet the eligible residency@gonditions
on 0800 121 8989 for more hel

ome future point please call us

HM Forces Serving Over

If you attend a Service ducation School in Germany or Cyprus,
you may be able to recei if you were studying or training in England.
Ask your school o ' hildren’s Education on 0049 (0)2161 908 2294

If you inte Scotland, Wales or Northern Ireland
Do not appl

sho tac relevant authority for an application form. Visit:
Wy N.e d.com for Scotland

w denj inancewales.co.uk for Wales

www.e ov.uk for Northern Ireland

Call us on 0800 121 8989 between 07:00 to 20:00 Monday to Friday or visit our website at www.direct.gov.uk/ema



For EMA, adults are mainly responsible for you if you usually live with them. For
many young people this means your parents or carers, but it can mean another
family member or adult. If you spend time living in different households, it means
the adult(s) who you live with for most of the time. If you are living with a partner
and you form a household in your own right, you should mark the ‘Yes’ box and your
partner should complete Part B. Please call us on 0800 121 8989 if you need help.

Mark the ‘No’ box

If you:

+ live alone or

+ live with foster parents or

+ live in Local Authority care or

* are a care leaver

or

« are in a Young Offenders Institution (YOI) o
+ a Secure Training Centre (STC) or

« Secure Children’s Home (SCH).

Did you mark the ‘Yes’ box? Go tg question
Did you mark the ‘No’ box?

Mark the ‘Yes’ box
If you:
+ arein Local A itv

« are livingywith fos a S or

Did y k the ‘Yes’ box? Go to question A13.

If you mark this box, Income Details (Part B) and Income Details, Benefits (Part C)
of the form do not need filling in but you must remember to enclose the letter from
your Local Authority.

Did you mark the ‘No’ box? Go to question A11.

Call us on 0800 121 8989 between 07:00 to 20:00 Monday to Friday or visit our website at www.direct.gov.uk/ema



Mark the ‘Yes’ box if you are applying for EMA and you are a young person on
remand, or under sentence:

+ in a Young Offenders Institution (YOI) or
+ a Secure Training Centre (STC) or
+ Secure Children’s Home (SCH).

You will need your Youth Offending Team to help you complete your application
because they must provide evidence of your detention in a letter with your
application. The letter must be an original, be on letter-headed paper and include
the following information:

+ name of the young person

+ date of birth

+ period of detention

+ date of release

+ name of Supervising Youth Offending Tea

+ signature of young person

+ signature of Youth Offending Team Supeiig¢ing Offier

+ address of young person on rel
Please ensure that question A3g

than the one entered on the
Connexions PA, then p i
not be able to receive

to question A13.

If you mark
of the form
STC or SCH.

Di

etails (Part B) and Income Details, Benefits (Part C)
ing in but you must enclose the letter from your YOI,

ark e ‘No’ box? Go to question A12.

EMAp s do not affect your entitlement to Income Support. If you do not live
with adults who are mainly responsible for you, and you currently receive Income
Support, mark the ‘Yes’ box.

Did you mark the ‘Yes’ box? Fill in the rest of Learner Details (Part A) and then
fill in your details in Income Details (Part B) and Income Details, Benefits (Part C)
where you are asked to do so. You then need to send Part C with the rest of your
application form. Do not send it to your Department for Work and Pensions (DWP)
Jobcentre Plus office; we will verify that you currently receive Income Support with
the DWP.

Did you mark the ‘No’ box? We may still be able to help you, please call us on
0800 121 8989.

Call us on 0800 121 8989 between 07:00 to 20:00 Monday to Friday or visit our website at www.direct.gov.uk/ema



If you are a parent yourself, and you are mainly responsible for at least one child,
mark the ‘Yes’ box. For EMA you are ‘mainly responsible’ if the child usually lives
with you and you receive Child Benefit for them. You can still be the main carer if
someone (such as a relative or child minder) looks after your child when you are
attending your learning programme, but you cannot be the main carer if your child is
in care or lives at a different address to you. It does not matter if you are the mother
or the father.

If a child you are responsible for lives with another family for part of the time, you
must decide who has the main responsibility for the child. If it is you, mark the
‘Yes’ box. If not, mark the ‘No’ box. If you have any questions about who has main
responsibility for the child, please call us on 0800 121 8989 for help.

When you call, you will need to tell us when your child or children were born.
EMA does not affect your entitiement to Child Benefit.

Did you mark the ‘Yes’ box? Before you fill in any more of the form, call us on
0800 121 8989. We will tell you what to do next as there are special arrangements
for parents who apply for EMA.

You may be eligible for help with childcare£3dsts the Care to Learn scheme
if you:

+ are using Ofsted registered chil /children; and

+ are aged under 20 when yo
+ are following any publicl e of learning.

Visit the website www.di .Upfak/caretolearn or call the helpline
on 0800 121 8989.

Did you mark th ? to question A14.

Call us on 0800 121 8989 between 07:00 to 20:00 Monday to Friday or visit our website at www.direct.gov.uk/ema



Important information if you live with adult(s)/carer(s)

Your EMA application is assessed by household income and the application form
contains your parents’/carers’ financial details. Because of this, it is important that
we know if you will let us talk to them about your application. We won'’t give out
information about your completed application or payments to anyone other than
those named on your application, without your agreement. This includes giving out
information over the telephone or by post.

Boxes A and B

If you agree to let us talk to your parents/carers we will ask them about details on
your application form as a security measure before we talk to them.

If you do not mark these box(es) you are saying that we can discuss your EMA
application with the adult(s) you name on the form. If you mark either Box A or
Box B, we will not talk to the parent/carer named as Adult 1 or Adult 2 in Income
Details (Part B) of the form.

Please call us on 0800 121 8989 for help.
Box C

contact you about taking part in
you are saying that you are h
contact you.
Box D

This box tells us whether

LA®an contact you about courses or learning
st to you. If you do not mark this box,

« you have read and understood these Guidance Notes
+ you have read and understood the Privacy Notice and

+ you understand that you must meet the residency criteria on pages 6-10 of these
Guidance Notes before you apply for EMA.

If you are accepted for EMA, you are also agreeing to the rules of the scheme.

Finally, send your application to us in the pre-paid envelope:

FREEPOST RRUB-BEXE-TJLK
Learner Support Service
Darlington

DL14WD

Call us on 0800 121 8989 between 07:00 to 20:00 Monday to Friday or visit our website at www.direct.gov.uk/ema



To be filled in by the adult(s) who are mainly responsible for the young
person; or by the young person if they are a parent themselves or living
independently and in receipt of Income Support.

For EMA, you are mainly responsible for a young person if he or she usually lives
with you.

This normally means the parent(s) of the young person, but it can mean the legal
guardian, or another relative, if the young person usually lives with them.

If you are the young person, living with a partner and you form a household in your
own right then your partner should complete Income Details (Part B).

If the young person is in Local Authority care, a care leaver, or living with foster
parents they should mark ‘Yes’ for question A10 and Income Details (Part B) and
Income Details, Benefits (Part C) should be left blank. In this case, please include
a letter from the Local Authority stating that the young person is in care, is a care
leaver or is with foster parents.

If the young person is in a Young Offenders Institution (YOI), Secure Training Centre
(STC) or Secure Children’s Home (SCH), they should mark ‘Yes’ for question A11
and Part B and Income Details, Benefits (Part @ should be left blank. In this case,
you must include an original letter from the confirming the young person’s
circumstances.

About your income

income if you are a couple)
Do not tell us how mu

Couples
The term ‘couple’

* amana
they are

om ho are married to each other, or who live together as if

he same sex who are in a civil partnership, or who live together as
civil partnership.

If you are part of a couple the amount of EMA the young person receives is based
on your joint income. That means you each need to give us the details of your
individual income for the tax year 2009-10. Even if you were not a couple in that year
we need the details of both of your individual incomes for the whole year.

If you are part of a couple, give details for one of you in the ‘Adult 1’ column and the
other in the ‘Adult 2’ column. It does not matter who completes which column, as
long as you mark the same column throughout the form.

Call us on 0800 121 8989 between 07:00 to 20:00 Monday to Friday or visit our website at www.direct.gov.uk/ema



Information about the Disability Discrimination Act 1995 (DDA)

If at the time of applying your household income is lower than it was in the tax year
2009-10, and this is due to disability as defined by the DDA, we may be able to take
your current household income into account for EMA assessment purposes.

Please read the information below carefully. If you feel that the circumstances
described here apply to you or you need further information, please call us on

0800 121 8989 and we will advise you how to complete the application. You must
be aware that the onus will be on you to prove the disability by means of a medically
based statement. We will provide you with details of what we can accept when you
call us.

Some basic information about the Act which may help you

The DDA defines a disability as a physical or mental impairment which has a
substantial and long term (that is more than 12 months) adverse effect on a person’s
ability to do normal daily activities. If you would like to know more about the DDA and
whether your medical condition is covered, then further information can be found at
www.equalityhumanrights.com

The Act sets out the circumstances in which a
disabled if:

+ you have a mental or physical impairm

son is ‘disabled’. It says you are

+ this has an adverse effect on your ability to t normal day-to-day activities
+ the adverse effect is substanti

+ the adverse effect is lon
last for more than 12 m

+  mobility
*  manual

+ physical

arry or move everyday objects
*  spe aring or eyesight
* memory or ability to concentrate, learn or understand

+ understanding of the risk of physical danger

There are some special provisions, for example:

+ if your impairment has substantially affected your ability to carry out normal day-
to-day activities, but doesn’t any more, it will still be counted as having that effect
if it is likely to do so again

+ if you have a progressive condition and it will substantially affect your ability to
carry out normal day-to-day activities in the future, you will be regarded as having
an impairment which has a substantial adverse effect from the moment the
condition has some effect on your ability to carry out normal day to day activities

+ cancer, HIV infection and multiple sclerosis are covered effectively from the point
of diagnosis

+ people who have had a disability in the past but are no longer disabled are
covered by certain parts of the DDA.

Call us on 0800 121 8989 between 07:00 to 20:00 Monday to Friday or visit our website at www.direct.gov.uk/ema



Examples of reduction in Income

Note: that this will only be of benefit to you if the household income has reduced.
Here are some examples:

+ if your household income in 2009-10 was more than £30,810 (EMA cannot be
paid if you earn more than this amount) but due to disability it has now dropped
below this amount, the young person may now be eligible for EMA. Please call
us on 0800 121 8989

« if your household income in 2009-10 was £22,000 but it has now reduced to
£15,000 due to disability, the young person may now be entitled to a higher rate
of EMA. Please call us on 0800 121 8989

If your household income in 2009-10 was lower than £20,817 then you would already
qualify for the maximum rate of EMA, even if your income has reduced further due

to disability. If these circumstances apply then there is no need to ring us, simply
continue to complete the application on the basis of your 2009-10 household income.

If you have read the information but are still not sure what to do please call us
on 0800 121 8989.

The easiest way to tell us about your incom
(Form TC602). This shows your household in

You will receive an Award Notice if x credit or working tax credit
- an example of what it looks like | 18. Make sure the Award Notice
refers to your income for the - ar 2009-10.

Do not send us a Review

Please send us your Aw
us a photocopy but this
you decide to se
we have processe

ear copy that contains all the pages. However, if
| Award Notice, this will be returned to you when

If you have ice but it does not show your total income for the tax year
2009-10, or i
whe - mark the ‘No’ box.

an Award Notice for the tax year 2009-10 or you do not wish to
rd Notice to be sent to you after the end of the tax year, you can
60 or other evidence of your income. For more help, call

0800 121 8989.

For more information about Tax Credits, visit www.hmrc.gov.uk/taxcredits or call
the Tax Credits Helpline on 0845 300 3900 (textphone 0845 300 3909).

Did you mark the ‘Yes’ box? Fill in the amount of income from the Award Notice
in the box where we have asked for it, rounded down to the nearest pound. Now go
straight to the declaration at B13. You do not have to fill in Income Details, Benefits
(Part C).

Did you mark the ‘No’ box? Go to question B5.
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@ HM Revenue
& cUstD.rns Helplines 08:00 to 20:00
— 0845 300 3900
—_— . Minicom/Textphone
Reprint-reference—-X 999 0845 300 3909
—
— MR KURT STONE TAX CREDIT OFFICE
— MRS GRACE STONE PRESTON
1 ANY STREET PR1 03D
— ANYTOWN
— ANYWHERE
E— X0 XX
—
Date 18 May 2010
Tax credits award for 06/04/2010 to 05/04/2011
MR KURT STONE National Insurance number AB 44 67 88D
MRS GRACE STONE National Insurance number PY 56 57 58A
Summary
Tax credit for the period - see Part 2
Working tax credit {other than childcare) E85.37
Child Tax Credit £4268.30
Amounts still to be paid to you - see Part 3
Working Tax Credit
to MR KURT STONE £85.37
Child Tax Credit
to MRS GRACE STONE £4268.30
Tax credits are based on your personal circumstances and | ar.
After the end of the tax year, when all the information is known} cision
about how much you are entitled to receive.
Part 1 of this form shows your circumstan including your income. check this
part and tell us immediately if anything is wr issing or has chang:
Claimants
Your tax credits are based rt of a couple. If you have separated, please
tell us. You may be able to to tax credits, either on your own or as part
of a new couple.
ith the person named above.
ildren and young people If you have a
Tax Credit Award
Notice, write in
your total income
from 6 April 2009
to 5 April 2010
You have no qualifying childcare costs. If you start to pay for childcare and you qualify for as shown here
Working Tax Credit you may be able to claim the childcare element of Working Tax - not the amount
Credit. Contact us for details. of tax credits you
Income are receiving.
This is the information we have about your income. Please check that it is correct. This diagram
Your income for the year 6 April 2009 to 5 April 2010 may help you.
MR KURT STONE
Earnings as an employee £10000.00
Your total income £10000.00
MRS GRACE STONE
Earnings as an employee £5000.00
Your total income £5000.00
“Total income for the year 6 April 2009 to 5 April 2010 £15000.00
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If you (or your partner) received Income Support, Income-based Jobseeker’s
Allowance, Income-related Employment and Support Allowance or Pension Credit for
the whole of the tax year 2009-10, you should mark the ‘Yes’ box.

If you did not receive any of these benefits, or if you received them for part of the tax
year 2009-10, you should mark the ‘No’ box.

Did you mark the ‘Yes’ box? Go straight to the declaration at question B13. Then
fill in your details and the benefits you received in Income Details, Benefits (Part C)
and send it to the Learner Support Service, with the rest of your application form.
Do not send it to your DWP Jobcentre Plus office; we will verify the social security
benefits you received with them. Please do not send Part C separately, it must be
sent in with the other parts of the application form.

Did you mark the ‘No’ box? Go to question B6.

Where to find details of your pay from employment in the year
6 April 2009 to 5 April 2010 (2009-10)
All of your employers in 2009-10 should given you a record of your
earnings. This will be a P60, or a P45 if efore 5 April 2010.

If you had only one job in the year 2009

‘Total for year’ on your P60, or ‘Teal pay to d n your P45.

Pay

ployment(s) -

503/

W26
9283 97
7336 42

o’job, add together the ‘in this employment’
0s and P45s.

If
thi ioljif you marked the ‘No’ box for questions B4 and B5.

Befor rite in the total(s), read the notes below

Enter your total income from all your paid employment in the year 6 April 2009 to

5 April 2010. We need to know your total earnings for the year before tax, National
Insurance contributions and other deductions are taken off. Look for the figure
usually described as ‘total pay’ or ‘total for year’ on your P60 Certificate.

If you had more than one job in the year — one after the other or at the same time
— we need information about your total pay from all of them.

Include

+ total pay from all your employed work, including any tips and gratuities and
Statutory Sick Pay

« payment from your employer because your job changed or ended. Don’t include
the first £30,000 - only include any amount you got over that
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+ taxable gains from security options you got because of your job, for example,
company shares or bonds

+ strike pay which you received from your trade union
+ payment for work you did in prison or on remand.

Deduct

+ work expenses you have paid out and that your employer has not paid back
to you. The expenses must be wholly, exclusively and necessarily in the
performance of your duties

+ tax-deductible payments you have made and have not been paid back for. For
example fees to professional bodies, indemnity insurance, agency fees

+ flat-rate expenses agreed by your employer and HM Revenue & Customs, to
maintain or renew tools or special clothes (such as a uniform) you need for your job.

If you had more than one job, use the working sheet below to help you work out your
total earnings.

Adult 1 Adult 2

Job 1
Job 2
Job 3
Job 4

Total
(round down to the nearest pG@

Enter this total Enter this total
on the form on the form

If you write anyth
form(s) yo
encouraged

stion B6, you must send any P60, P60U or P45
the tax year 2009-10 with the application. You are
r and complete photocopies. However, if you decide to
ce we will return this to you when we have processed the

You may have received benefits from your employer which were not paid out in
wages but are taxable. These are called benefits in kind. If you received any benefits
in kind during the year 6 April 2009 to 5 April 2010 your employer should tell you their
‘cash equivalent’ on either a form P9D or P11D.

For EMA purposes you only need to include certain benefits in kind. If you have not
received a form P9D or P11D for the year 6 April 2009 to 5 April 2010 and you think
you should have, ask your employer. If you have received a P9D or P11D from more
than one employer, add the figures together to show the total amount received from
all employers.

For EMA purposes we take into account the value of the following benefits in kind:

+ goods and assets your employer gave you (for example, gifts of food, fuel,
cigarettes or clothes) - shown on form P11D section A or P9D section A(2) in the
third and fourth boxes

+ payments made by your employer on your behalf (for example, payment of rent
or utility bills) - shown on P11D section B in the first box numbered 15, or P9D
section A(2) in the first, second and fifth boxes
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+ cash or non-cash vouchers and credit tokens (for example, a company credit
card) - shown on P11D section C, or P9D section B (add together all the boxes).
Don’t include the cash equivalent of childcare vouchers if they are used to pay for
registered or approved childcare

+ mileage allowance. Include payments for using your own car — enter the taxable
amount shown on form P11D section E. Also include running costs your
employer has paid for - shown on P11D Section E or included in Section N.

If your mileage costs are not paid by your employer, or they only pay a little of it,
please call us on 0800 121 8989

+ company car - shown on P11D in box 9 of section F

+ car fuel benefit — shown on P11D in box 10 of section F

+ expenses payments made to you or on your behalf - shown on P11D sections J,
M or N or P9D section A(1). You might be able to reduce this amount by claiming
a deduction of expenses allowed for certain Income Tax purposes.

If you write anything for question B7, you must send us any P9D or P11D
forms you have relating to the tax year 2009-10 with the application. You are
encouraged to send us clear and complete photocopies. However, if you decide to
send us original evidence we will return this to you when we have processed the
application.

Go to question B8.

If you are self-employed (either on
total profit for the year to 5 Aprild

4@ ust enter the total profit from all your

+ if you have more than ox
businesses

+ if your business had
other income @

Mr Frank Peach

Tax Calculation for 2009-10

Income

Employments and Directorships (PAYE) minus expenses

5,000

Self-Employment (as a sole trader) 5,000

. . Partnerships 1,000

use aver'aglng In your UK Land and Property 5,000
EMA.CIa'm' So you nee.d UK Interest (before tax) 1,000
to adjust your total profits | UK Dividends and tax credits 500
figure to take out the UK Pensions and benefits 1,000

averaging Total Income 18,500

+ if you traded outside of
the UK in 2009-10 you
should enter your profit
in British pounds, not the foreign currency

+ if you made Gift Aid payments or personal pension or retirement annuity
contributions you need to deduct the gross amount

+ if your business made a trading loss in the tax year 2009-10 enter ‘0’. However,
the EMA rules on trading losses operate separately from those for Income Tax.

This means that for EMA purposes you deduct the trading loss from:
- any other income you may have had for the year
- on a joint claim, any other income which you and your partner may have
had for the year
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If you have a Self Assessment Tax Calculation form (for example, an SA302) for the
tax year 2009-10, please send it to us with the application. You are encouraged to
send us a photocopy but this must be clear and complete. However, if you decide to
send us the original document we will return this to you when we have processed
the application. If you do not have a Self Assessment Tax Calculation form please
call us on 0800 121 8989 for advice.

In addition to social security benefits and earnings from your work, we also take
into account any other income received in the year 6 April 2009 to 5 April 2010. You
must use the table on the application form to work out your total. Include any other
income above £300, plus the full amount of any Adult Dependant’s Grant and
miscellaneous taxable income.

Do not include:
+ maintenance received from a former partner
+  Working Tax Credit and Child Tax Credit

+ student loans - do not deduct student loan repayments from your income

+ other student grants (except the Adult D
the cost of tuition fees, child care etc

ndapt’s Grant), such as those to meet

* war pensions, or pensions or annuities pa r German or Austrian law to

victims of Nazi persecution

+ income your children may lesgfit is taxable in your name or your
partner’s name.

B9 - Other Income

income, including pensions, using the table below.

Applicant Partner
300
391 500

For income paid in a foreign

jons (stattJoccupational orpersonal) 1 2 0 0 O 4 1 1 2 fnugﬁggz s;itﬁ dtgesee(lug:;:gt

Noti e 16 0 4 22-23 of the Guidance Notes.
Now add together the totals 142 95 + 4612 =18907
Now deduct £300 - 00
Total (if this makes a minus figure, just enter £0) 1 8 07
Adult Dependant's Grant or miscellaneous taxable income (include the full amount) 50
Total other income (round down to the nearest pound) £1 8657

Income from savings and investments

+ include gross interest on savings, investments and dividends (including interest
from any bank or building society). Enter the gross amount (before tax is taken off)

+ do not include Individual Savings Accounts (ISAs) or other tax-free investments

+ include the full amount of any ‘chargeable event gain’ from a life insurance policy
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Income from property
* include income from property or land in the UK that you let

+ do not include income from the ‘rent a room’ scheme (if you let a furnished room
in your home for £4,250 a year or less)

+ do not include anything you have already included in box B8

« if your rental property made a loss, please call us on 0800 121 8989

Trusts, settlements and estates

If you received income from a trust, settlement or estate you will find details on
certificate R185, which the trustees or administrators should have given you. Enter the
gross amount - add together the ‘net’ amounts and ‘tax paid’ or ‘tax credit’ amounts.

Foreign income

+ foreign income, for example, income from investments and property overseas.
Include the full amount in British pounds, whether or not it was remitted to the
UK. You should enter the gross amount in British pounds

+ if you get a foreign pension include 90% of i
any bank charge or commission you paid

ere (in British pounds). Deduct
en converting foreign currency.

d Industrial Death Benefit). Do not include the
o| payment

partner received Adult Dependant’s Grant for being a student or
miscellaneous taxable income not included above, enter it here. You need to include
the full amount. Please call us on 0800 121 8989 if you need more information
about this.

Go to question B10.

Include any personal pension contributions you paid into a registered scheme.
Include Free-Standing Additional Voluntary Contributions and payments to
Stakeholder pensions. Enter the gross amount. Do not include contributions you paid
through your employer. Your employer will have already deducted your contributions
from the pay figure entered on your P60 or P45.

Go to question B11.

Call us on 0800 121 8989 between 07:00 to 20:00 Monday to Friday or visit our website at www.direct.gov.uk/ema



If your payments were more than £100 a week, then multiply the number of weeks by
£100 and put this total in the box at B11. For example, if you got them for 30 weeks,
enter £3000.

If your payments were less than £100 a week, then multiply the number of weeks by
the amount you received and put this total in the box at B11. For example, if you got
£80 for 30 weeks, enter £2400.

Do not include Maternity Allowance. This is not counted for the purposes of EMA, so
please do not include it on the EMA application form.

Go to question B12.

During the tax year 2009-10, did you receive any of the ‘other’ kinds of income listed
in the Guidance Notes for this question? Below are types of income/benefits that we
do not take into account when we assess your household income but we still need to
know about them:

+ Benefit paid for a period of incapacity
that began before 1995 and for which
Invalidity Benefit used to be payable
or any child dependency increase with
these payments

 Child Benefit
* Child Tax Credit
» Council Tax Benefit

* Taff'iree savings income

*War pensions

* Winter Fuel Payment
* Working Tax Credit

* Disability Living Allowa

any of these types of income/benefits for all of the tax year 2009-10,
or just part e year, tell us the details in the box provided. You do not need to tell
us ho income you received; only what kind(s) of income it was and when you
received it. See examples below.

Child Tax Credits from 6 April 2009 to 30 September 2009 then got a job and this is shown
in Income Details (Part B) and I've supplied my P60 as evidence.

Maintenance from ex-partner and child benefit for the whole tax year.

Now go straight to the declaration at question B13.

If you received any social security benefit payments during the tax year 2009-10 you
must fill in Income Details, Benefits (Part C), if appropriate.
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Read the declaration very carefully. You are not required to sign and date your
application, but by submitting the application form, you are telling us that:

« you have read and understood these Guidance Notes
+ you have read and understood the Privacy Notice

+ you are confirming that the young person is eligible for EMA on residency
grounds, and

« allinformation given in support of this application is correct and complete
to the best of your knowledge and belief.

Who fills in Income Details, Benefits (Part C)?

Only fill in your details in Part C if:

+ you are the adult(s) mainly responsible ung person, and you received
any of the following social security bentts i
Support, Income-based Jobseeker
Support Allowance, Pension Cr

or

ou live independently, and you currently receive
ndently and are not currently on Income

person and Adult 1 details in the boxes provided on
the same details that you used in Learner Details (Part A)

S are mainly responsible for the young person, and one of the adults
received Income Support, Income-based Jobseeker’s Allowance, Income-related
Employment and Support Allowance or Pension Credit for the whole of the tax year
2009-10, then that adult should fill in their details on the page headed ‘Part C - first
adult’. If you do this, the second adult does not need to fill in their details on the page
headed ‘Part C - second adult’.

Young person

If you live independently and receive Income Support you should fill in your details
and the date you started receiving Income Support.

When you have filled in Part C, send it to the Learner Support Service, with the rest
of your application form. Do not send it to your DWP Jobcentre Plus office, we will
verify the social security benefits you received with them. Please do not send Part C
separately, it must be sent with the other parts of the application form.
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Please ensure you have:

+ enclosed evidence of the young person’s bank or building society account that
shows name, home address, account number, sort code and roll number

+ checked the young person has filled in Learner Details (Part A)

+ filled in Income Details (Part B) and enclosed income evidence for 2009-10

+ filled in the social security benefits received in 2009-10 on Income Details,
Benefits (Part C) if relevant.

Send back the parts of the form that you have filled in, along with any evidence that
we have asked for. You are encouraged to send us photocopies but these must be
clear and complete. However, if you decide to send us original evidence this will be
returned to you when we have processed the application.

When you send the application to us, please use the pre-paid envelope provided and
do not fold the form.

What happens next?
Within three weeks, we will normally:

+ write to the young person and tell them ther,or not they are eligible to receive
EMA. If they are, we will tell them how y will get if they enrol on a

rning programme. The young
Provider before their eligibility
ends or by the end of th @ e note, learners cannot receive

+ write separately to t
eligible to receive E
assessment.

and tell them whether or not the young person is
confirm what income we have used to make the
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Information to help you open a Bank/Building
Society account

Education Maintenance Allowance (EMA) is a weekly payment of £10, £20 or £30 paid to young people who
stay in learning beyond 16 by either starting a full time further education course at a college or school, a
course leading to an Apprenticeship, or a foundation learning programme.

How is EMA paid?
EMA is paid direct into a young person’s Bank or Building Society account.

What sort of account is required to receive EMA?
Any Bank or Building Society account that accepts BACS will be suitable to receive EMA payments.

How to choose the right account

There is a wide range of Bank or Building Society accounts to choose from, so it may be helpful to speak to
your local Bank or Building Society to decide which account is best for you. If you are already 16, ‘basic bank
accounts’ are designed to be the easiest to open and are available t ost everybody. If you are not yet
16, there is a range of accounts which will accept BACS.

What is a basic bank account?

A basic bank account is a very straightforward account that
get cash out by card. You do not get a cheque book andg

money into your account and
ore money than you have with a

If you would like to know which Banks or Buildin iews offer basic bank accounts and what they call
them, please visit the Financial Services Authorit vabsite at www.moneymadeclear.fsa.gov.uk/
publications or call their Consumer Hel
information.

How to open a bank account

check your identity before opening an account. So, if you
be able to provide evidence of who you are and where you live.

e able to tell you the sort of evidence they need - normally it will be
current driving licence, or a household bill.

Staff at the Bank or Buildi
a birth certificate, a curren

If providing this kind of proof is t for you, don’t worry, some Banks and Building Societies will accept
something else such as an original letter or statement from any responsible person who knows you, like a
social worker, teacher, Connexions Adviser or hostel manager.

Tear off this page and take it into your local Bank or Building Society, explain that you want to open
a bank account for EMA. They will discuss with you what sort of account will be best for you and
what evidence you need to provide. If necessary the member of staff can refer your application to
someone who can authorise accounts in exceptional circumstances.
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Confirmation of Bank/Building Society Account Form

If you do not have a statement or letter from your bank or building society showing your name, address
and full account details, tear off this page and ask your bank or building society to fill in the form below.
You will then need to enclose it with your application.

To: Learner Support Service

We confirm that the following person has an account with us which is able to receive automatic payments
made via the UK BACS system:

Name of Bank/BUildiNG SOCIETY .......c.uuiiiiiiiiiiei ittt ettt e e e st e e s e nbe e e e s enneeeeannaes
2 = o o

V]| W= Ta (=R Yl Tele o 10 a1 8l g o] (o =] TR

Account holder’s address

Sortcode __ _ /__ _ /__ __ V
Account number Q

Roll number (if applicable) @\ <%
If the account does not have a roll number, Créas this line
Stamp* ‘

* Please note that we are unable to accept this form without an official stamp.

Signature of Bank/Building SOCIety @MPIOYEE.........ccciiiuiiiiiiiiiii e

Once this form is completed, please return it to the account holder
so that they can include it with their EMA application.

N

Education Maintenance Allowance

April 2010
Young People’s Learning Agency © 2010
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