WE ARE DUDLEY




This booklet will show you multiple examples
of required Household Income Evidence.
Please be aware when starting your

application, you will need this evidence
ready to submit.




PROVIDING EVIDENCE

During the application process you will be prompted to
submit the necessary supporting evidence. To ensure efficient
processing of your application, please make sure that all
required evidence is uploaded with your application.

If you have issues with uploading your evidence, please
contact the studentfinanceteam@dudleycol.ac.uk

If you are in receipt of any of these benefits,
you will need to provide evidence as listed below:

Universal Credit (UC) — Your latest 3 statements -
Please note if ‘Take Home Pay’ is stated on your UC,
please provide for each person listed, 3 most recent
months or 5 most recent weeks of payslips

Carers Allowance (CA) - Award letter if received for the
current year, or alternatively, bank statements showing
the last 3 payments

Income related Employment and Support
Allowance (ESA) — Award letter if received
for the current year, or alternatively, bank
statements showing the last 3 payments

Income Based Job Seekers Allowance (JSA) —
Award letter if received for the current year, or alternatively,
bank statements showing the last 3 payments

Pension Credit Guarantee or State Pension Letter —
Award letter if received for the current year, or alternatively,
bank statements showing the last 3 payments

Support under part VI of the Immigration & Asylum
Act 1999 - A copy of both sides of your Application
Registration Card (ARC card) and Aspen Card
including 2 recent receipts from different dates



If you are working and not receiving any of the benefits stated, you
will need to provide one of the following forms of evidence of income:

Employment — 3 latest monthly payslips / 5 weekly payslips
Self-Employment — Tax Return for the current year

Depending on your circumstances, we may
also accept some other forms of evidence such as:

16-18 - In care/Care Leaver — Written
confirmation of your current or
previous, “Looked After Statement”
issued by your Local Authority

16-18 - In receipt of Income Support
or Universal Credit because they are
financially supporting themselves
and/or a dependant — Income
Support letter or Universal Credit
Statement for the last 3 months

if you are financially supporting
yourself and/or a dependant

16-18 Students in receipt of Disability
Living Allowance (DLA) as well as
Employment and Support Allowance
or Universal Credit in their own right —
DLA letter and UC/ESA Letter

BENEFIT EVIDENCE

The address on the evidence must match
your home address. We have provided
examples of various benefits so you can see
what we need to assess your application.
Providing the correct evidence will ensure
that there are no delays with your application.



EXAMPLES
OF EVIDENCE

CARE EXPERIENCED —
LEARNERS ENHANCED |
BURSARY

Dear Bursary Team

| am writing to you to confirm that
After Young Person by Social Care, | am
Worker

Yours sincerely

Looked After Chiidren’s Social Worker

TelNo

Xty

PAID EMPLOYMENT -
NO BENEFITS

COMPANYNAVE:  Employer Name

[ DESCRIPTION " "WOURS [ RATE | AMOUNT |
Salary 1.00 1666.6667 1666.67 Total Gross Pay TD 6666.68
National Insurance Gross for Tax TD 6666.68
494.60
6666.68
National Insurance TD 447.16

Earnings for NI 1666.67
Gross for Tax 1666.67
Total Gross Pay 1666.67
Nat. Insurance No AA123456A

DATE DEPT. TAX CODE EMPLOYEE NAME NET PAY

[wg]
u 31/07/2022 - 12571 Mr. AN Example 1431.28
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SELF EMPLOYED

GOV.UK

_ tax return 201819 Signout
—

e s R

View your calculation

This section provides you with a breakdown of your full calculation. If it says your tax return i 100% complete
hph—g—ﬁn-ﬂﬂhh-mdhmummﬂﬂnﬂ
‘Assessment tax account with HM Revenue and Customs.

Profit from UK land and property £13.905.00
Totalincome received £13.905.00

mings Personal Allowance £11.850.00

Totatincome on which tax is due E2mnog

How we have worked out your income tax
Amount

Pay, pensions, profit etc. (UK rate for England, Wales and Northern ireland)
Basic rate £2,055.00

Savings interest from banks or bullding socketies, securities etc.

Starting tate

Basic rate band at i rate

Basicrate

Higher rate band at nil rate

Totalincome on which tax has been charged

Income Tax due

plus Class 2 National Insurance contributions.

Total Class 2 National Insurance contributions due

Income Tax and Class 2 National insurance contributions due E564.40
Estimated payment due by 31

January 2020
;l;’n;:;'ﬂ uﬂ:;h and class 4 NIC due for 201819 plus first payment on account due for

(Note: 2nd payment of £0.00 cue 31 sy 2020)
This amount does not take into account any 201819 payments on account you may have already made
201819 balancing payment £564.40

Total due by 31 January 2020 £564.40

& Print your full calculation

Clicnt Name
HMRC Tax Calculation Summary - SA302
UTR: Client UTR Number NINO: Client National Insurance Number

Calculation Result for 2020-21

Name: Client Name
Income received (befare tax taken off)
Profit from sclf-employment
Inierest from UK banks.
Dividends from UK companics.
UK pensions and state benefits
Total income received
minus
Personal Allowance
Total
Total income on which tax is due
How | have worked out your Incame Tax.
Pay, pensions, profit cte. (UK. rate for England and Northem Ircland)
Basic rate £10,000.00 x 20% =
Dividends from companics eic.
Basic ratc band al nil rate £2,000.00 x 0% =
“Total income on which tax has been charged £12,000.00
Income Tax charged after allowances and relicfs
minus Tax deducted
From all employments, UK peasions and state benefits
Total tax deducted

Total Income Tax due
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UNIVERSAL
CREDIT

Assessment peciod 14 July o 13 August 2021
Heedd Peio undestanding your ARsEiSTErLOEOE”

What you're entitled to

Standard abowance £an 5t
¥ou get 2 tandar smount ach month. You sakd pou're singie

Ve B o getting an wxira £88 67 sach month sirsce 20 Decamber 2020, This is 2
Vemporary increuse becaute of the comana s ([COVIDT) pamsem

Tax Credits recovery -

Heact more mformation shout Uinmersal Credd ouyrents, includeg who 1o contact on the
GV U wetrsite. Search for Yimd out sbout money taken off your Universsl Creds
Dayments'

“Total deductions R
If your circumstances change

Yo et imemediatily eiolt COAnKES Ll G CuMtances that
could aftect your Universal Creciit payments.

Help and support
The Manssing vout clamn susie’ gves more information aboul
Umiversal Credit payments.

1t you think we've made & mistake o want to sppeal

Orthor support you may be able to get

Your payment this month was

£509

This was paid on 31 March 2025

What you're entitled to

Standard allowance £311.68

You get a standard amount each month. You said you're
single

For more information visit dudleycol.ac.uk



Example 2 - Mobile Phone

If you can’t download the PDF copies, you can also
screenshot each page and send those to us.

Please ensure you provide all pages of the
Universal Credit statement for 3 consecutive
months. We do not need to see screenshots of the
to do list, journal, payment dates or amount.

Buack N\

Payments

Assessment period: 18
MNovember to 17 December
2024

MNeed help understanding
your assessment period?

Your payment this month was

£297

This was paid on 24 December 2024

What you're entitled to

Standard allowance EG17.60
You get a standard amount each month, You said you're in
acouple

Housing £38398

You said per month the total rent for your property is
E381.68 and the service charges are £2.30.

We can pay your landlord £383,98 towards your housing

Children E62.25
You get support for 2 children

Total entitlement before deductions £1,622.83

What we take off (deductions)

Please note if ‘Take Home Pay’ T
is stated on your UC, you must eed hetoundersianin (akehome piv?
Take-home pay is what's left after tax, National Insurance

provide 3 most recent months or and any pension contributions have been deducted
5 most recent weeks of payslips. || IIzBN

The amount we'll use to work out your Universal Credit is
£0.00

Earnings reported by your employer

e

The amount we'll use to work out your Universal Credit is

The total take-home pay for

The first £404.00 of your take-home pay does not

affect your Universal Credit monthly amount. Every
E1.O0 earnin take-home o
reduces your Universal Cridit by 55 pence

Money, savings and investments ED.00
Wi hav £0.00 off your Universal Credit payment
becs you have money. savings and investrmients of
EB3.92

You must tell us if this changes <o that we can pay you the
correct amount on time.

ake money off
mount of bened can get. This includes money
hild Benefit

payment as there is a limit on the

J

Search for 'benefit cap’ on the GOV.UK website to find out
how it's calculated

Payment to your landlord -£383.95
We currently pay this to your landlord towards your rent.

Total deductions -£1,325.37

Your total payment for this month is £297.46

If your circumstances change

You must immediately report changes in your
ces that could affect your Universal Credit

payments.,
Help and support
The 'Managing your claim guide’ gives more information

about Universal Credit payments.

If you think we've made a mistake or want to

appeal +

Other support you maybe able to get +

\ y




Evidence can be either a photo

(this should be either a JPEG or BMP) or a
scanned/original document (Word or Adobe PDF).

You must provide all pages of your award
document for the current year.

y
l

£ 20070

Your ot In £ 20070
Ty you £240.70 8 woek from 11 April 2020

s

werw DhapenaoneeTvice.
P

TR AT

mber 0800 7310409

0800 7310484

8 August 2020

™ ation we currently hold. These may be
affected by changes in your

How to get your money

i1 10 ba paid into an sccount and we will b paying your

is decision, piease see the final page of this letter. it
this decision

For more information visit dudleycol.g



SUPPORT FROM THE
NATIONAL ASYLUM
SUPPORT SERVICE

<L
<LK
<L

Aspen

5339 3900 0000 0000

Asylum & Protection Group

PO Box 471
DOVER

Home Office CT18 9FN

Tel: 0808 BO10 503 (Advice,
Incident Reporting and Eligibility)
Email: S95@migranthelpuk.org

Port Reference: !
Asylum Support
Dale: 06 February 2022

Dear

Yuunmmld-an:pplmmbrnyun-uppmunaumlﬁn!h
Immigration and Asylum Act 1989 (the 1899 Act).

Your application has been considered and | am writing to confirm that you will be
provided with subsistence and accomodation support until your asylum claim is

decided or any subsequent appeal is concluded, subject to any changss in your
clreumstances or future reviews of your case.

This letter may be used 1o show your eligibility for legal aid. Please retain it to
pravide to any solicitor you wish tn instruct in relation to your esylum claim. The
decision as to your eligibility for Legal Ald remains a matter for the Legal Ald Agency.

Your accommodation provider will advise you of the date you will be movad to your
disparsal accammodation and the transport arrangemsnis. You shouid be fully ready
1o travel at fhe time and date that the accommodation provider gives you.

These arrangements have been made on the basis that you are fit to travel, If you
have any concerns mgarding your bealth that you have not told us about previousty,
you should contact Migrant Help immediately.

If you are raceiving treatment for a medical condition it is important that we know
ebout it so that this can be taken into account when accomimodation.

myhavn be -rrana-d!nrynu in yn:n-war-hclunyou
sarvice looking after you will need to contact Migrant Help to arrange this_

your dispersal date, you should ensure that you
upplies of any medication you are taking so that will not run out
dufing the move or before you have registered with a new doctor in your new area.
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To help us please have the evidence indicated
available when you are ready to complete

an application. Our application system,
PayMyStudent will open in July, you can then
create an account and make an application.

Applications are dealt with in strict order
of receipt so incomplete or incorrect
evidence will delay the process.

Please do not submit alternative documents as

evidence, we are unable to accept out of date letters. |

Please do not submit another application form
if you don’t hear from us straight away.

We do our best to process applications as
quickly as possible, but this may
take longer at the beginning of
the academic year due to the
large volume we receive.

We thank you for your
patience during this time.

PLEASE NOTE: If you are

not able to provide sufficient
evidence outlined within

this booklet, you will not

be eligible for support from
any of the support funds.
However, students can

apply at any point during the
academic year should there
be a change of circumstances.

For more information visit dudleycol.ac.uk
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All 16/18 year old learners enrolled on a full time FE course
(This does not include apprenticeships or HNC/HND courses)
will be issued with a bus pass at enrolment. This bus pass is
for term 1 only and will expire if a bursary form is not received
by the end of the term. Free meals and course related costs
are also applied for using the same bursary form. Learners
are expected to maintain a good level of attendance in each
term. Learners who do not reach and maintain a good level
of attendance will have support withdrawn. Please do not
complete application forms for any of the funds without full
income evidence.

Your application will not be processed without evidence
of your total household income.

Childcare support is awarded to eligible learners for
timetabled days only. Any government funding such as “time
for two” or free “15 or 30 hours for working families” must be
used in the first instance before top up funding can be issued.
The maximum daily rate per child is £65. Learners who are
eligible for childcare support are responsible for paying any
shortfall themselves excluding Care2Learn scheme i.e. where
daily/weekly rate exceeds maximum level of college support.
Learners should not commit to a childcare contract without
considering if they have the means to make their contribution
to payments. Once the income assessment has been
completed the learner will receive a confirmation of support
email with a start date for childcare support.

If the learner uses their chosen childcare provider before the
start date stated in the confirmation support email, any costs
incurred are the learner’s responsibility.

PLEASE NOTE: The maximum weekly rate per LEARNER
is £180 regardless of number of children requiring
childcare support excluding Care2Learn scheme.



WHAT SUPPORT IS
AVAILABLE 16-18

DESCRIPTION

MEALS

TRANSPORT

OTHER COURSE
COSTS

Gross annual
household income
of below £42,000

Gross annual
household income
of above £42,000

*£5.25 per timetabled
day pre-loaded on
college ID cards to

be used in college
food outlets

*Not eligible

*If receiving Universal
Credit speak to the
Student Finance Team.

Dudley College

Bus pass issued

to learners mobile
device — learners
must maintain a good
level of attendance

to be eligible for
continued use

Dudley College

Bus pass issued

to learners mobile
device —learners
must maintain a good
level of attendance

to be eligible for
continued use

Full support for
uniform, kit and
essential trips.

UCAS for year
2 learners

Not eligible

WHAT SUPPORT IS
AVAILABLE 19+

Support for timetabled
hours. Max £65 per

day. Support is limited
to a maximum of £180
per week per child

Support for timetabled
hours. Max £65 per
day. Support is limited
to a maximum of £180

per week per child

DESCRIPTION

MEALS

TRANSPORT

OTHER COURSE
COSTS

CHILDCARE

Gross annual
household income
of above £16,190
but below £40,000

Gross annual
household income
of above £40,000

Not eligible

Not eligible

Paid termly to learners
with a good level of
attendance by BACS
transfer. Some learners
will receive in-kind
support in place of
cash payments; this is
at the discretion of the
student finance team

Not eligible

*Full support for
uniform, kit and
essential trips.
UCAS

*Asylum Seekers will
not receive money

Not eligible

For more information visit dudleycol.ac.uk

Support for timetabled
hours. Max £65

per day per child.
Support is limited to

a maximum of £180
per week regardless of
number of children or
number of timetabled
days. All government
support i.e. Free 15/30
hours must be used

in the first instance

Not eligible
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When will next years Bursary Application Process open?
The Bursary Application Process will open at the start of July each
academic year.

When will | be notified about the outcome of my application?

You will be notified by your PayMyStudent account up to 6 weeks
after completing your form. There’s no need to contact us, check your
PayMyStudent account for updates.

When does the Bursary Application Process close?
The Bursary Application Process will close on the last day of the
academic year.

When will | get paid my fees?
Payments are made to eligible learners 6 weeks from the start of your
course. Please note that you must have a good level of attendance for
your payment to be processed.

What documents are required for the application?

You will be expected to provide proof of Household Income.
The questions on the PayMyStudent application form will
establish the documents you will need to supply for evidence.

Q: What happens if | cannot provide evidence for my

Household Income?

If you are unable to provide mandatory evidence for your Bursary
application, you must speak with the Student Finance Team. They can
provide guidance, explain the alternative documents you can provide,
or show you the next steps you may need to take to access a Bursary.
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Why does the Bursary process take so long?

Processing times can be extended if applicants fail to provide the
correct evidence or documentation. To expedite the process please
ensure that all required documents are accurate and complete

when you submit your application. Additionally, frequent follow-up
communications and phone calls can delay processing times.

We kindly ask for your patience and understanding and encourage you
to check the status of your application via the PayMyStudent account.

Can | appeal Student Finances decision?

We understand you may be disappointed regarding the outcome, so

if you wish to appeal the decision, please put in writing your reasons
for the appeal or reassessment. Please email the Student Finance
Team Manager Samantha Brown samantha.brown@dudleycol.ac.uk.
Please give your full name, student ID number and the reason why you
would like a reassessment or reasons for the appeal.

: |1 do not want to submit any evidence, what happens to

my application?

Failure to provide the necessary evidence will delay your application
and result in the suspension of any support. Additionally, students
aged 16-18 who currently use the Dudley College of Technology bus
pass will lose access to it at the end of the first term.

What support have | been awarded?

You can see what you have been awarded on your

PayMyStudent account. A letter will be sent to your email when we
have assessed your application.

| want to apply for more support; how can | do this?

If you are a school leaver and have a PayMyStudent account, you can
do this by filling out the ‘Further Request’ questionnaire. If you are

a progressor, you will have to make a PayMyStudent account and
complete a full bursary form to be reassessed.



Contact Student Finance Team
We are here to help:

Call us...

Email us...

Visit us online...

75/8/2026
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