
 

1 

 

 

 

 
Part-Time Bursary 2019-20— Guidance Notes 

 
 

 

 

If you require this information in an alternative format please contact Student 
Services. 

 

Am I eligible? 

To be eligible you must meet the following criteria: 

 Be registered on a part time course at the University of Nottingham (UK Campus) in which began  
 between September 2012 and August 2018, studying a minimum of 60 credits (50%) 

 Be a home*, UK student 

 Have an income (that is, your income and that of any partner) calculated by us as being below
 £25,000, and/or be in receipt of certain government benefits (see overleaf) 

How much can I get? 

The award amount will depend on your calculated income and on the intensity of your course. Intensity 
refers to the number of credits you are doing when compared to a full-time course. A full time course is 
120 credits, so if you are doing 60 credits per academic year your course intensity is 50%. 

The table below has a breakdown of award levels by household income and course intensity: 

 

Income level Part-time Bursary award                      
(by intensity) 

  75% 60 – 74% 50-59% 

Under £15,000 £750 £650 £500 

£15,001—£25,000 £500 £450 £350 

This form is for students who started their course between September 2012 and August 
2018 only. Other students should email bursaries@nottingham.ac.uk for more 
information. 

What is the Part-Time Bursary? 

The Part-Time Bursary is a University funded scheme which provides grants to lower-income part-time 
students starting their course between September 2012 and August 2018.  Awards from this fund are to 
assist with course costs, excluding fees. 

*A home student is defined as a student who meets certain residency conditions (the same conditions apply to      
eligibility for UK Government student financial support).  

Please read these guidance notes carefully before completing the form as if the form is incorrectly 
completed we will need to contact you and this will delay payment of any possible award. 
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How to complete the application form 

It is essential that all necessary supporting documentation is enclosed with your application form. We 
cannot usually accept original documents so please supply legible photocopies. In certain circumstances 
you may be contacted separately by an Administrator and asked to supply relevant original documents. 
Applications that do not have supporting documents are incomplete and cannot be processed. These 
forms may be returned to you, which will delay your application. Please complete all forms in ink. 

 

Part 1 – Personal Details 

Address – please put the address (including the postcode) that is to be used for written correspondence. 

Dependants – please give details of any children and/or adults who are financially dependent upon you. 

 

Part 2 – Course Details 

Complete all relevant sections. 

 

Part 3 – Benefits Details 

If you answer yes to this questions, you do not need to complete section 4, but can go straight to section 
5. Please ensure you include copies of documentary evidence to support this. 

 

Part 4 - Income 

Please declare all income (including that from savings).  If you are unsure which category any income 
should be listed under please include it under ’Other income’ and specify the source. 

Partner’s income 

If you have a partner [who is living with you] please indicate any income they have in this section.  

 

Part 5—Declaration 

Please sign and date your application form. 

What evidence do I need to provide? 

If you are in receipt of one of the following benefits your  income will be assumed to be below £15,000, 
meaning you will receive the maximum award (if you meet the other criteria): 

 Income Support 

 Housing Benefit 

 Local Housing Allowance 

 Council Tax Benefit 

 Income Based Job Seekers Allowance (JSA) 

 An allowance under the arrangements known as New Deal 

 Income related Employment Support Allowance (ESA) 

 
If you are in receipt of one of these you need complete sections 1, 2, 3 and 5 of this form, and provide a 
letter signed and stamped by the council offices or job centre, or a completed ‘Confirmation of Benefit 
Entitlement’ (CB1) form which should also be signed and stamped by the council office or job centre. 
 
If you are not in receipt any of the above you will need to complete all sections of this form and provide 
the following supporting evidence: 
Either: 

 P60, P45, P11D, P60U for the previous financial year for you and any partner . 
OR 

 If self-employed a self-assessment tax return for the financial year 2017-18 for you and any partner.  
If not yet available, an estimate of earnings supported by a declaration from an accountant. 

When is the closing date and when will I know if my application has been successful? 

The closing date for submitting the application form is 19th June 2020.  We will acknowledge receipt of 
your application by email to your University email account within 3 days of receipt.  If you do not receive 
an acknowledgement of receipt, please contact the Financial Support Team prior to the application 
deadline.  We cannot deal with queries relating to lost applications received after this deadline.  

Applications are assessed after the start of the academic year. Students should expect to hear the 
outcome within 4 weeks of this date, or within 4 weeks of application if applied for after the start of the 
academic year. 
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How to appeal 

All applications to funds administered by the Funding and Financial Support team are assessed according 
to agreed guidelines and all assessments are checked prior to notifying the applicant of the outcome. If 
you are unsatisfied with the outcome your application you should initially contact the team to discuss 
your concerns (see contact details below). 

If after an explanation of the assessment you believe there has been an error or procedural 
inconsistency you can ask for the outcome to be reviewed by emailing the Funding Manager, 
detailing the basis of your appeal. Please send your email to john.hudson@nottingham.ac.uk and copy in 
financialsupport@nottingham.ac.uk. 

Appeals must be lodged within 2 weeks of the date of the email notifying you of the initial outcome. You 
will be contacted within 7 working days of receipt of the appeal with confirmation of the outcome. 

Please note that this appeals process specifically relates to the outcome of a particular 
funding application. It provides a process by which to question that outcome in the context of 
the relevant criteria and assessment guidelines. The Funding and Financial Support 
Management’s decision on such appeals is final. Where wider issues or questions are raised, 
these will be dealt with in accordance with the appropriate University procedure or policy. 

Funding & Financial Support Team Contact Details 

If you have any questions about completing this application form or want more information then please 
contact us: 

Tel:   0115 823 2071 

Email:  financialsupport@nottingham.ac.uk 

Website:  www.nottingham.ac.uk/financialsupport 
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Part-Time Bursary 2019-20  
Application Form 

 

Important: 

 Please read the accompanying Guidance Notes before completing this form. 

 Your application will not be considered if you do not answer all the appropriate sections and attach 
copies of all relevant documents. 

 Please answer all the questions clearly and tick the appropriate boxes. 

 

Return your completed form to: 

Funding & Financial Support 

Specialist Services  

Cherry Tree Lodge 

University of Nottingham 

University Park 

Nottingham 

NG7 2RD  

By the deadline — 19 June 2020 

 

 

 

 

 

 

 

 

How did you hear about this fund? 

First names 

Surname 

Mrs  Miss  Ms Mr  Other  

Student number 
(as on your student ID card) 

Title 

Part 1: Your personal details 

 The University registration agreement states that email to your University email account is the 
preferred means of communication. 

 We will acknowledge receipt of your application by email to your University account. If you have not 
received an acknowledgement two weeks after posting your form or handing it in, please contact us. 
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alone? with your partner ? 

in shared accommodation? with parent/s or guardian? 

If yes, please give details 

Full name 

Date of start of course  Date of end of course 

Year of course 

 

 

 

How much are your tuition fees for 2018-19? 

Course title  

Part 2: Course details 

Do you have any children/adults who are financially dependent on you? 

 Date of birth 

Address 

 Telephone number 

  Do you live: 

  

Yes  No  

Date of birth 

 

 

 

How many credits are you studying for in 2018-19?  
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Part 3: Benefits details 

IMPORTANT: Please insert a copy of up-to-date documentary evidence to con-
firm your receipt of one of the above. 

If you answered No, please go to Part 4: Student ’s Income 

If you answered Yes, please go to Part 5: Declaration  

(Please tick which apply)  

Income Support  

Housing Benefit  

Local Housing Allowance  

Council Tax Benefit  

Income Based Job Seekers Allowance (JSA)  

An allowance under the arrangements known as New Deal  

Income related Employment Support Allowance (ESA)  

Are you in receipt of the following benefits?    Yes  No 

Part 4: Student’s Income £ per week 

University Bursary/Scholarship (specify) 

  

Non-University Grant/Scholarship/Trust (specify) 

  

Parental/Partner Contribution 

Professional/Career Dev. Loan 

Adult Dependants/Childcare Grant/Parents Learning Allowance 

Working Tax Credit 

Child Tax Credit 

Child Benefit 

Net Earnings 

Partner’s Income 

Other Income (please specify)  

 

 

 

 

 

 

 

 

Total Weekly Income  
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Applications submitted without supporting documentation will not be considered. 

Part 5: Declaration 

I confirm that I fulfil the criteria as explained in the guidance notes. I also confirm that the information 
provided is, to the best of my knowledge, complete and correct. I understand that this information may 
be verified and that any significant discrepancy may result in my claim being delayed or cancelled. 

Fraudulent claims will be treated as an extremely serious offence and may result in expulsion from the 
University. 

Your signature 

Your name (CAPITALS) 

 

 
Date 

 

Data Protection and Confidentiality: All information and supporting documentation supplied 
by you with this application will be used for the sole purpose of assessing your application. Your 
application and some related  information, including the outcome of the application, will be held and 
maintained in accordance with the provisions of General Data Protection Regulations (GDPR).  The data 
will not be passed to any other third party without your consent, except when the University is required 
to do so by law. For our full Data Protection and Confidentiality Statement, please see: 

http://www.nottingham.ac.uk/studentservices/support/financialsupport/data-
protection.aspx   

Document Checklist  

If you answered ‘Yes’ in part 3 you must enclose with your application: 

A copy of documentary evidence that you are in receipt of one of the benefits listed in 
part 3  

You must supply all relevant documents with your application. Please tick the boxes below to confirm 
which information is enclosed. Do not send originals. For auditing purposes, we must keep all the sup-
porting documents with your application. Originals will not be returned and for this reason we advise that 
you send only photocopies. 

If you answered ‘No’ in part 3 you must enclose the following documentary evidence with 
your application (where applicable): 

 

 

 

 

 

University/School/Department scholarship or bursary 

Professional/Career Development Loan 

Partner's income details (please include a copy of P60 for previous tax year) 

Evidence of Child Benefit 

Evidence of Tax Credits  

Other (please specify): 

 
Copy of your P60 for previous tax year 


