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EMA/ALG AGREEMENT 2011-2012




For Continuing Students 

	
	


This agreement sets out your (the learner) obligations regarding attendance, behaviour and effort (ABE) in order to receive EMA/ALG payments, and our (Kensington and Chelsea College) obligations:
ELIGIBILITY – Education Maintenance Allowance   (EMA)
· you must meet the age and residency criteria
· you must be enrolled on a valid learning programme, i.e.  a minimum of 12 hours per week qualification course(s) over  a minimum of 10 weeks

· absences are considered unauthorised without evidence and payments will not be made in these cases
· Kensington and Chelsea College is entitled to turn down requests for authorised absences 
· if you have a health condition, disability or caring responsibilities that may affect your attendance and learning , discuss this with your tutor and the Student Finance Officer at the start of your programme

ELIGIBILITY – Adult Learning Grant    (ALG) 
· you must be at least 19 years old

· you must meet the residency criteria
· you must be enrolled on a full time learning programme, i.e. at least 450 guided learning hours during the 2011-2012 academic year. 

· you must be studying your first full level 2 or first full level 3 qualification.

· If you are in receipt of Income Support, JSA, ESA or Incapacity Benefit you are NOT eligible for ALG
· absences are considered unauthorised without evidence and payments will not be made in these cases

· Kensington and Chelsea College is entitled to turn down requests for authorised absences 

· if you have a health condition, disability or caring responsibilities that may affect your attendance and learning , discuss this with your tutor and the Student Finance Officer at the start of your programme

YOU AGREE 
· to attend all your timetabled sessions (and work placement if it is part of your course)

· to participate in lessons and complete your course work as per tutor’s instructions

· to display acceptable behaviour and comply with the Student Code of Conduct at all times
· to follow the college absence reporting procedure 

· to notify the Student Finance Officer of changes in your circumstances and learning as soon as possible
· If you are absent and/or do not follow reporting procedure you will not be paid.
KENSINGTON AND CHELSEA COLLEGE AGREES 
· to confirm that you are enrolled on a valid learning programme 

· to monitor your attendance

· to report weekly payment authorisation (in a small number of instances the register may not be updated in time. If you had full attendance, your EMA/ALG payment will be automatically backdated.)
· not to discuss your payments with anyone without your authorisation.
· to investigate disputed payments

Appeal
You have the right to appeal a non-payment decision.
1. In the first instance please contact the Student Finance Officer to state your case.
2. If you are unhappy with the decision please appeal in writing to the Learner Services Manager within 7 days.
3. If you disagree with the outcome contact the Young People’s Learning Agency if claiming EMA.
FRAUD

Kensington and Chelsea College is obliged to report fraud to the Young People’s Learning Agency .It will be dealt with in accordance with the Student Disciplinary Procedure and action will be taken to recover monies overpaid. This may mean withholding subsequent payments.
WORK PLACEMENT 
If you are on work placement as part of your course you must have full attendance to qualify for EMA/ALG payments. A Weekly Placement Attendance Report must be completed and signed by your placement provider and handed in to your tutor.  Failure to do so will result in your weekly EMA/ALG payment being withheld.

absences 

· are considered unauthorised unless there is a valid reason
· should be applied for in advance by notifying your tutor with required evidence 
· emergency situation (e.g. severe transport problems, sudden severe illness etc.) should be notified on the day and evidenced within 7 days
· EMA/ALG will not be paid if you are absent for a full week 

· Kensington and Chelsea College is entitled to turn down applications for absences if it is believed to be unreasonable, e.g. doubt of validity, number of absences, repetitions, no evidence etc. 
Authorised Absence – notify your tutor in advance with evidence (letter, appointment card etc.)
· recognised religious holiday – total of 3 days per year

· hospital/medical appointments which cannot be arranged outside timetabled hours – total 3 days per year
· parental leave to take care of a child who is sick – total 3 days per year
· work experience placement
· university interview 
· job interview – full time job only
· attendance at court, probation meeting
· funeral – close relative or close friend
· driving test – either am or pm
Examples of unauthorised absence 

· holiday, birthdays, weddings, babysitting, driving lessons, waiting for deliveries and services, doctor’s appointment etc.
SICKNESS – call 020 7573 3600 between 9.00 and 10.00 
· if you are ill you must follow the college sickness reporting procedure and call every day you are sick
· if there is an emerging pattern of sickness we may contact you to discuss the situation.
· Where a learner has had three periods of illness-related absence during the academic year for which a medical certificate has not yet been provided we may contact you to discuss the situation.
PAYMENTS WILL NOT BE AUTHORISED
· if you are absent and/or do not follow the reporting procedure
· if you are consistently late (late twice in the same week)
· if you display unacceptable behaviour 

· if you do not comply with the Student Code of Conduct

· if you do not complete your course work or do not show reasonable effort
WHAT YOU NEED TO DO IF YOU THINK YOU SHOULD HAVE BEEN PAID

If your payment was not authorised it will be for one of the reasons stated above. If you think you should have been paid, contact the Student Finance Officer to discuss why. If the non- payment decision is changed the payment will be backdated.
(Continued overleaf…)

EMA STUDENTS ONLY

I confirm that I am not in receipt of the following  
JSA


ALG


 
Apprenticeship wages/allowances

 
European Social Fund allowances


Dance and Drama Award  


NHS Bursary

I do not work/work less than 24 hours per week.  


YES

NO

I have been ordinarily resident in the UK/EU for the past 3 years prior to the start of my course    

Please provide passport                                                                                          YES

NO

I agree to receive information about my EMA payments via text message
 YES

NO

ALG STUDENTS ONLY

I confirm that I am not in receipt of the following  
EMA


JSA


Income Support


 
ESA
 
Incapacity Benefit

European Social Fund allowances


Dance and Drama Award  


NHS Bursary
This is my first Level 2 or first Level 3 Qualification


YES

NO

I have been ordinarily resident in the UK/EU for the past 3 years prior to the start of my course    

Please provide passport                                                                                          YES

NO

I agree to receive information via text message



 YES

NO

I am on a full-time learning programme of at least 450 Guided Learning Hrs
 YES

NO
	Student Name:


	                                                                     
	Student no.
	

	Date of Birth:


	
Age: _____

	Address:


	

	Telephone no.


	Home:
	Mobile:
	

	Email:


	


I have read (or had read to me) and understood the EMA/ALG agreement as issued to me by Kensington and Chelsea College.  I agree to follow the procedures detailed in this agreement and understand that failure to do so may result in my EMA/ALG not being paid. I will notify the Student Finance Officer if I change my address, mobile /email account and/or learning programme. 
Student Signature   
__________________________              Print name    ____________________________
KCC Signature

__________________________              Print name    ____________________________
Date              ___________________________________
	Title


	
	Timetable
	
	Title
	
	Timetable

	Code


	
	Mon
	
	
	Code
	
	Mon
	

	Start date


	
	Tue
	
	
	Start Date


	
	Tue
	

	End date


	
	Wed
	
	
	End date
	
	Wed
	

	Level 


	
	Thu
	
	
	Level
	
	Thu
	

	No. of wks


	
	Fri
	
	
	No. of Wks
	
	Fri
	

	No. of GLH
	
	
	
	
	No. of GLH
	
	
	

	Centre 
	
	
	Centre
	

	Tutor
	
	
	Tutor
	


If you are enrolled on more than two courses please list other course title and codes below:-
1. ________________________________________________

2. ________________________________________________

3. ________________________________________________

4. ________________________________________________

5. ________________________________________________

6. ________________________________________________

7. ________________________________________________
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