


Checklist for Supporting Documentation

Remember, we can only accept copies of documents as we cannot return any items.

ESSENTIAL ITEMS - Your application won’t be accepted without these

TICK

Banner ID card

SAAS Award Letter (both sides) if applicable

Latest bank statements for each household account (showing 4 weeks of transactions)

INCOME DOCUMENTATION - Tick and supply those which apply to you

TICK

Earnings — Pay slip or highlighted on bank statement

Partner/Spouse earnings — Pay slip or highlighted on bank statement

Child/Working Tax Credit — Award document (all pages)

Child Benefit — Highlighted in bank statement or benefit letter

Benefits — Highlighted in bank statement or benefit letter(s)

EXPENDITURE DOCUMENTATION - Tick and supply those which apply to you

TICK

Rent - Lease agreement (copies of page signed by tenants and page showing monthly cost) or
letter from landlord

Mortgage — Highlighted on bank statement or letter from mortgage provider

Dig Money/Housekeeping — Letter from person receiving monies detailing the amount received,
how often it is received and what it covers

Council Tax — Council Tax notice, if applicable, showing any relevant student discounts

Insurance Payments — e.g. Life, house, car. Highlighted on bank statements or policy documents
showing monthly cost

Other Housing Costs — e.g. Electricity/gas, landline, TV or internet packages. Highlight on bank
statement if paid monthly, or provide recent bills

Debts — Recent statements for all debts (loan agreements, credit card bills, car finance
agreements etc.) and letters from creditors if accounts are in arrears

Childcare Costs — Complete the relevant sections of this application

Others — Highlight on bank statements where possible, or provide any further documentary
evidence you feel is appropriate
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Please read carefully before completing. All information will be treated as CONFIDENTIAL. If you have any
gueries, or require help completing this form, please contact Student Services on your Campus. Contact
details can be found on our website at www.uws.ac.uk/fundingadvice

Awards: Any award will be in the form of a contribution towards your childcare costs and is unlikely to
cover the full amount.

Payments: Childcare providers are usually paid directly via BACS on a 4-weekly basis. If this is not possible
for you or your provider, please contact us to discuss your situation. We will do our best to arrange a
payment method to suit all parties. We will also inform your provider when we have reached a decision on
your application. We will send them an email detailing the amount they can expect to receive and how it
will be paid.

Missing Information: Should you forget to include any documentation that we require, we will advise you
of this via telephone/voicemail as this is the usually the simplest way. However, if for some reason we
cannot reach you, we will email your student account. In order to adhere to our processing timescale,
there will only be a limited period of time available for you to submit any further evidence we require. It is
your responsibility to return our messages or answer our emails. You should contact an Adviser if you are
having any difficulty obtaining the documentation that we require.

Notification of Outcome: When we reach a decision on your application, we will email your student

account with that decision. If you have been unsuccessful, the reason will be noted. If an award has been
made, details of that award and the payment pattern will be included.

Section 1- Personal Details:

Full Name:

Banner ID No.: Date of Birth:
Address:

Town: Postcode:

Tel. No.: Mob. No.:

Email Address:

Marital Status: (delete as applicable) No. of financially dependent
Single/Married/Divorced/Separated/Living with Partner/ Widowed children:
Ages of each child: How many adults live in your
household?

Section 2- Course Details:

Course Title: Year of study:

Undergraduate: |:| Postgraduate: |:| Parttime:|:| Full time: |:|

School (e.g. Business, Science etc.):

Campus:

Ayr |:| Dumfries |:| Hamilton |:| Paisley |:|
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Section 3- Childcare Details:
Each Childcare Provider is required to complete Form A (attached to this application). If you have more
than one provider, please photocopy the form and have each of your providers complete a form.

We will normally pay your Childcare Provider directly by BACS. Each Provider is required to complete the
BACS payment form attached to this application. If you have more than one provider, please photocopy
this form.

Please provide details of which type(s) of childcare you use and how much these cost each month (use
separate rows for each provider and tell us what kind of provider these are, i.e. Nursery):

Name of Provider (s): Nursery/Registered Childminder/Pre Monthly Cost:
or After School Care/Relative or Friend

M| M| M| BH| MM

TOTAL MONTHLY COST

If you have unregistered or informal childcare costs, such as relatives or friends, please enclose a letter
explaining why you cannot use registered childcare. Without this explanation, we will be unable to
process your application.

Section 4- Household Income and Expenditure Details:
a) Debts: Please use this section to provide details of your monthly household debt repayments, excluding
any overdrafts in active accounts.

You should provide supporting documentation for each debt and may use an additional page if needed. If
you live with a spouse or partner, you should also include their debt repayments.

NB: We will only take into consideration minimum monthly payment amounts. If you choose to pay
more than the minimum monthly amount, we will not include this in any expenditure calculations.

Name of Creditor, e.g. RBS Visa Min. Monthly | Amount Comments (e.g. are
(include any accounts in arrears, Payment Outstanding payments up to date?)
special payment plans, personal
loans etc.)
£ £
£ £
£ £
£ £
£ £
£ £
£ £
TOTAL MONTHLY PAYMENTS | £
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b) Income: Please use this section to provide a breakdown of your monthly household income. If you live
with a spouse or partner, you will be required to include their income details.

Monthly Income Self Partner

SAAS Nursing/Midwifery Bursary

SAAS Dependents Allowance

SAAS Single Parents’ Allowance

SAAS Childcare Allowance for Parents

Student Loan

Other SAAS/LEA/Library Board bursary/grant

Trust/Scholarship

Earnings

Child Tax Credit/Working Tax Credit (inc. childcare element)

Housing Benefit

State Benefits/Pensions (exc. DLA)

Child Benefit

Child Support Maintenance

Other income (please specify)

Other income (please specify)

R R R R e A e N e R e R e R e N e A e R R N e R N Nl )

TOTALS

M MHHHIH DD (DD DD (Db (bH M

TOTAL HOUSEHOLD INCOME

c) Expenditure: Please use this section to provide a breakdown of your monthly household costs. *Delete
as applicable.

Rent/Mortgage*

Council Tax

Buildings/Contents Insurance*

Housing
Costs

Gas Maintenance

Factor Bills
Gas and Electricity
TV Licence
» Home Telephone/TV Package/Internet*
[ Mobile Phone x ___ (insert no. of mobile phones for household)

Debt Repayments (as itemised in Section 4a, insert total)

Food/Housekeeping

Car Insurance and Road Tax x ___(insert no. of cars for household)

Petrol Costs

Travel
Costs

Public Transport Costs

Course Books/Materials/Equipment

Tuition Fees

Childcare (as itemised in Section 3, insert total)

Clothing

Entertainment (inc. kids’ activities, family trips, gym memberships etc.)

Others

Other costs (please specify)

R R R N e e e e N e N e N N e N e e R e N e R e R e R e R e R B i na)

TOTAL HOUSEHOLD EXPENDITURE

TOTAL HOUSEHOLD INCOME

m

MINUS TOTAL HOUSEHOLD EXPENDITURE

)

EQUALS MONTHLY EXCESS/SHORTFALL* | £
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Section 5- Supporting Statement and Declaration:

Please provide any further information you feel may help the Adviser/Panel further understand your
circumstances. This may include any exceptional circumstances that you have not planned for or
information on how you are budgeting your income. You may attach an additional page if required.

Declaration:

| certify that the information given by me in this form is correct and complete and understand that a false
declaration will invalidate my application. | am aware that the outcome of this application will remain
confidential and that it is my responsibility to ensure that | include all the relevant documentary evidence. |
understand that the Policy and Procedures for this fund are available online and that these outline the
processes used when making a decision.

Signature: Date:

The information provided by you is processed by the University in accordance with the provisions of the Data Protection Act
1998. The information will be accessed only by authorised persons of the University of West of Scotland and its agents and will
not be disclosed to anyone else outside the University unless under statutory law. The University undertakes to maintain this
data in secure conditions and to process and disclose data only within the terms of its Data Protection notification.

FOR OFFICIAL USE ONLY

Date Payee Amount Comments:

Total
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Form A - Confirmation of Childcare Provision

If you requesting help with unregistered or informal childcare costs, remember to enclose a letter
explaining why you cannot use registered childcare. Without this explanation, we will be unable to
process your application.

If you have more than one provider, please photocopy the form and have each of your providers complete
a form.

Student Name: Banner ID No.:

To be completed by Childcare Provider:

We will normally pay Childcare Providers directly by BACS. Please ensure you complete a BACS form
(Section 6). If this is not possible, please contact us to discuss your situation. We will do our best to arrange
a payment method to suit all parties.

We will send you written confirmation of any contribution we are going to make to the students childcare
costs and details of the payment plan. This is vital for you to track payments being made into your account.
We will send this by email, before any payments are made.

Under weekly cost, please enter only the cost the student is liable to pay. If paying for registered childcare,
do not include the cost of any local authority funded sessions.

Name of Child No. of hours | Weekly | No of weeks Total for the
per week Cost required Academic Year
£ £
£ £
f £
£ £

I confirm that | have agreed to provide childcare as shown above.

Signed: Date:

Print Name:

Contact Details:

Name of Nursery/After School (if applicable):

Address:

Town: Postcode:

Tel. No.:

Email Address:

Care Commission Registration Number:
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Section 6- BACS Form

Please note you have a responsibility to notify us as soon as possible, if your bank details change. Please
complete LEGIBLY in BLOCK CAPITALS as unclear details may result in delayed payments.

To be completed by STUDENT

Full name: Banner ID:

Name as held on account:

Bank/Building Society name:

Sort Code: / / Account Number:

Student signature: Date:
To be completed by CHILDCARE PROVIDER (if applicable)

Name of Provider/Nursery:

Name as held on account:

Bank/Building Society name:

Sort Code: / / Account Number:

Childcare Provider signature: Date:

FOR OFFICIAL USE ONLY

Campus: Ayr I:I Dumfries I:I Hamilton I:I Paisley I:I

Total Award per Fund BACS:

Bursary FT | 4328 A04 £ Childcare 4328 AO3 £

Bursary PT | 4328 A05 f UWS Childcare 2095 / 615 f

Instalment Details:
Date of 1% Amount of Frequency No. of Student Childcare
Instalment Instalment payments Provider

M| b B b

Date: Requested by:
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