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NEATH PORT TALBOT COLLEGE
EDUCATION MAINTENANCE ALLOWANCE (EMA)
PROCEDURES 2006/2007
1.  WHAT IS AN EMA?
EMA stands for Education Maintenance Allowance.  It is payment of up to £30 per week, paid directly into the students’ bank account every fortnight, making a fortnightly payment of up to £60, to help with cost of continuing with their education.  In addition, eligible students may receive bonus payments of £100 up to three times a year, if they continue with their education and meet objectives of their course.
2.  ELIGIBILITY  CRITERIA
i. Students aged 16, 17, or 18 on 31st August 2006 
ii. Students who live in a household that has an annual income of £30,810 or less per year.

iii. Students who intend to take an eligible full-time course with a minimum of 12 guided hours per week.
iv. Students must hold UK nationality.
Automatic Full Entitlement - £30

i. Students estranged from their parents or guardians and living under the care of Social Services.

ii. Students estranged from their parents or guardians and receive income support in their own name.

iii. Students responsible for a child of their own.

3.  HOW MUCH WILL STUDENTS RECEIVE?
The fortnightly payment is means-tested that is, EMA decide how much a student will receive by looking at the annual income of their household:

Household income below £20,817 - 
Entitled to £30 per week, paid as £60 per fortnight
Household income between £20,818 and £25,521
Entitled to £20 per week, paid as £40 per fortnight
Household income between £25,522 and £30,810
Entitled to £10 per week, paid as £20 per fortnight

IF THE HOUSEHOLD INCOME IS OVER £30,810
STUDENTS ARE NOT ENTITLED TO AN EMA
4.  BONUS PAYMENTS
i. Bonus payments are affected by the way a student progresses and performs at college.

ii. Bonus payments are based on the performance standards agreed between the student and the college in the way of individual objectives.
iii. Bonus payments are set payments of £100, paid in January and July. 
iv. Students will collect a Bonus Sheet from Student Services during January and June (date to be advised annually).

v. Bonus Sheets to be completed by the tutor and signed by both student and tutor.

vi. Completed Bonus Sheets to be returned to Student Services by the date requested (date to be advised annually).

2nd YEAR BONUS ELIGIBILITY
i. Eligible students continuing in education will receive a bonus payment of £100 in September.

ii. To be eligible a student must have fully attended the course for the previous     year and at least 2 weeks of the new academic year in September.
5.  ADDITIONAL  LEARNING  REQUIREMENTS
i. Students’ with additional learning requirements may be able to receive EMA for four years instead of the normal three years. If additional learning requirements mean students spend some time away from their studies, they will not lose out on their allowance.
ii. Students need to complete the ‘additional learning requirements’ question on the application form, this will then be confirmed by the college when part 1 of the learning agreement is input by the college.
 6.  APPLICATION  PROCEDURES
i. Students need to complete an application form; they will also need to ask their parents/guardians to complete their section of the application form.
ii. Photocopies of documents that support personal and financial details will be required with the application form.
iii. Applications cannot be assessed without supporting documents.
Application forms to be returned to 

EMA Wales Customer Services

ADM 3888 Cardiff CF11 0ZY
i. EMA will send an acknowledgement letter to students when the application form is received.  Acknowledgement letters will only be sent out during the peak periods i.e. August and September.
ii. EMA will check the application form is completed correctly and asses the application.
iii. All Students will be notified of the decision by post.
iv. Students who have been awarded an EMA will receive a ‘Notice of Entitlement’ letter advising them of their level of award i.e.:- £10  £20  £30

v. If an application has been declined students will receive a letter advising them of the decision.
vi. When EMA Application has been completed students must contact Student Services to complete a Timetable, a Timesheet and a Learning Agreement in readiness for when the application is approved. All timesheets to be completed from the first week of the academic year.
2nd  YEAR  STUDENTS
If a student was awarded EMA in the previous academic year they will be sent a ‘Renewal Form’ to their home address.

A new application form is not required for previous applicants.
7. FOSTER PARENTS
Students living with Foster Parent must complete the EMA Application in the normal way except for proof of income.

No proof of income is required by EMA if a letter from the care authority confirming the following is provided:-
i. The student is in Foster Care

ii. The students address

iii. Date of birth
8. APPLICATION PROCEDURES - HOW TO APPEAL
i. If a student has not been awarded an EMA allowance or don’t agree with the decision they may appeal against the decision.

ii. Students must appeal in writing to EMA Wales and must enclose any additional supporting evidence

iii. The application will then be reassessed and students will be advised of the decision in writing.
9.  LATE APPLICATIONS
Applications received by 31st October will be backdated to the start of term and all eligible payments will be made.
Applications received after 31st October will be paid from the first full week after receipt of the application.

Closing date for all applications is 31st March.
10.  CHANGE IN CIRCUMSTANCES
Students may apply for an in-year reassessment if they are not receiving the EMA allowance in full and if their personal circumstances have changed for one of the following reasons:-
i. If a student becomes estranged from parents or guardians.

ii. If a student becomes responsible for a child of his/her own.

iii. If a parent or guardian dies during an academic year.

iv. Significant reduction in household income

· To apply for an in-year reassessment student must contact EMA Wales and ask to be reassessed.

· EMA will send the student an in-year reassessment form to be completed and returned with supporting evidence.

· EMA will reassess the application and notify the student by letter of the result enclosing either a new Notice of Entitlement or an explanation why the entitlement has not changed.
11.  PERSONAL DETAILS
i. Change of address – Students must advise the EMA Customer Service team on 0845 601 3636 or 8845. Students must be still living in Wales permanently. Students must still be attending at a school or college in Wales.
ii. Change of Bank Account Details – Students’ must advise the EMA Customer Service Team on 0845 601 3636 or 8845
12.  PROCEDURES FOR PAYMENTS
a)  LEARNING  AGREEMENT

This is a contract between the student and the college.

When a student is accepted for an EMA a Learning Agreement must be completed.
Students must complete a Learning Agreement with Student Services in order to receive their allowance, without a Learning Agreement no payment will be actioned.
b)  TIMETABLES
Student Services will require a copy of the students’ timetable - blank timetables for completion to be collected from Student Services.
Completed timetables signed by the tutor and the student to be returned to Student Services and held in a separate file in readiness for the weekly marking of timesheets.
Student Services to be advised by the student if a students’ timetable changes and a new timetable is required.

c)  TIMESHEETS

i)  Timesheets to be completed in full by the student including:-
Surname



Week ending

Forename(s)



Date of birth

Student Signature

ii)  It is the students’ responsibility to have their timesheet signed by their lecturer each lesson, for evidence of their attendance.
iii)  Any incomplete timesheets will result in their EMA payment being withdrawn for that week.

iv)  It is the students’ responsibility to hand their timesheet into Student Services after the last lesson of their week.

v)  Students based at other campus sites may hand their timesheets in there and these will be delivered to student services on Monday morning.
13. ABSENCES

AUTHORISED  ABSENCES
i. Authorised absences must be recorded on the back of the student’ timesheet.
ii. Authorised absences must have evidence to support the absence
iii. E.g. appointment card, doctor’s note.  This evidence must be attached to the timesheet for the week in which the absence occurred.
iv. Students who have lectures that fall on a bank holiday i.e. the college is closed for part of the week they normally attend will not be penalised and will receive their EMA payment as normal providing they have full attendance for the remainder of that week.

v. All students must complete a timesheet weekly regardless of the number of days they have to attend college due to bank holidays. Students must indicate the bank holidays on their timesheets by marking through the complete day ‘BANK  HOLIDAY’
vi. Students who are unable to attend due to unforeseen disruptions e.g.:- transport, weather conditions,  must mark through the day(s) concerned on their timesheet, a written explanation will also be required on the ‘Authorised Absence Form’ which is on the back of the timesheet.

SELF CERTIFICATION SICKNESS
i. Students may self certify the first 5 days of an absence, they need to contact their tutor to report their absence and complete the sickness form on the back of their timesheet.  A doctors’ certificate is required on the 6th day of the absence.
ii. On return to college the tutors’ signature will be required on the back of the timesheet as evidence of the telephone call received.
iii. Student Services will record all self certification absences and if necessary will contact Head of School if a Student has a repetition of self certified absences.
14.  PAYMENT DATES
i. Attendance is recorded on a weekly basis however EMA payments are paid fortnightly into the students’ bank account
ii. All discrepancies relating to EMA payments to be raised with Student Services within 10 working days of receipt of payment or non payment.
iii. If a student has been marked absent in error because of a missing signature Student Services will photocopy the timesheet concerned and ask the student to obtain the missing signature, when this has been completed the payment will then be made and the student will receive the payment on the next payment date.
PROCEDURES FOR EMA
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AGE 16, 17 or 18





Complete Application Form





Send completed application to EMA Wales Cardiff


(in the envelope provided)





Notice of entitlement letter received





Contact Student Services





Complete Learning Agreement





Attendance input on EMA website weekly Cut-off time Tuesday 5pm





Timesheets marked weekly against master timetables held in Student Services





Completed timesheet handed into Student Services at the end of the students’ final lecture of the week





Collect Timesheet from Student Services





Return completed timetable to Student Services signed by Tutor and Student





Complete Timetable





Rejection Letter





Notice of application received








PAGE  
1
M/EMA/EMA06-07GM16.05.06


