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Guida nc e  for c omple ting  the  EMA Applic a tion Form 

Ac a de mic  Ye a r 2014/ 15 

 

 

 

 

Ple a se  re a d  c a re fully.   Fa ilure  to  c o mple te  fo rm p ro pe rly c o uld  re sult in a  d e la y 

to  a ny a wa rd  b e ing  ma d e . 
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Se c tion 1 (A): STUDENT PERSONAL DETAILS 

 

• Ple a se  pro vid e  yo ur o rig ina l b irth c e rtific a te  – unfo rtuna te ly we  a re  una b le  

to  a c c e p t me d ic a l c a rd s, b a p tism c e rtific a te s o r p ho to c o p ie s.   If no  b irth 

c e rtific a te  is a va ila b le  o the r fo rms o f d o c ume nta tio n ma y b e  re q uire d , i.e . 

p a ssp o rt. 

 

• Orig ina l d o c ume nts will b e  re turne d  a s so o n a s p o ssib le . 

 

Se c tion 1 (B): PERSONAL NATIONALITY AND RESIDENCY DETAILS 

 

• To  b e  e lig ib le  fo r a n EMA, stud e nts must me e t the  na tio na lity a nd  

re side nc y re q uire me nts o f the  p ro g ra mme .   In a ll c a se s stud e nts sho uld  

p ro vid e  e vide nc e  d e pe nd ing  o n the ir c irc umsta nc e s. 

 

• Mo re  info rma tio n a b o ut na tio na lity a nd  re side nc y c a n b e  fo und  in the  

EMA Guid a nc e  Do c ume nt a t www.e ma sc o tla nd .c o m 

 

• If yo u ha ve  no t b e e n re sid e nt in the  UK fo r 3 ye a rs yo u must p ro vide  

e vide nc e  o f yo ur re side nc y sta tus. If yo u ha ve  no t b e e n o rd ina rily re sid e nt 

in the  UK fo r 3 ye a rs, yo u ma y still b e  c o nside re d  fo r a n EMA. 

 

Se c tion 2: COURSE/ SCHOOL DETAILS 

 

• The  sc ho o l d e ta ils re la te  to  the  sc ho o l a t whic h yo u inte nd  to  stud y fro m 

the  sta rt o f the  ne xt sc ho o l ye a r, d uring  the  pe rio d  whic h yo u wo uld  

re c e ive  a ny EMA p a yme nt(s) if e lig ib le . 

 

• If yo u inte nd  to  stud y b e twe e n two  sc ho o ls o r sc ho o l a nd  c o lle g e  o ve r the  

sa me  pe rio d , e nte r d e ta ils o f the  p la c e  a t whic h yo u will spe nd  the  mo st 

time . 

 

• To  b e  e lig ib le  fo r a n EMA yo u must b e  a tte nd ing  sc ho o l/ e sta b lishme nt fo r 

a  minimum o f 21 g uid e d  le a rning  ho urs (time ta b le d  ho urs inc lud ing  stud y 

p e rio ds a nd  re g istra tio n) fo r S6 p up ils a nd  with S4/ 5 p up ils fulfilling  a  full 

time ta b le  inc lud ing  re g istra tio n 

 

Se c tion 3: BANK/ BUILDING SOCIETY ACCOUNT 

 

• The  na me  o f the  p e rso n ho ld ing  the  a c c o unt must b e  the  EMA stud e nt 

o nly, e xc e p t whe re  the  a p p lic a nt ha s a dd itio na l ne e d s whic h ma ke s this 

impra c tic a l. 

 

• To  re c e ive  a n EMA p a yme nt yo u must ho ld  a  b a nk/ b uild ing  so c ie ty 

a c c o unt whic h a c c e pts p a yme nts b y Ba nk Auto ma te d  Cre d it Syste m 

(BACS) Tra nsfe r.   If unsure , p le a se  c he c k with yo ur b a nk/ b uild ing  so c ie ty. 

 

• Pa yme nts will no rma lly b e  p a id  d ire c tly into  yo ur b a nk/ b uild ing  so c ie ty 

a c c o unt o n a  fo rtnig htly c yc le  in a rre a rs. 

 

http://www.emascotland.com/
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• So rt c o de  – this is a  6 d ig it numb e r. 

 

• Ac c o unt numb e r – this is a n 8 d ig it numb e r. 

 

• Ple a se  d o  no t use  the  16 d ig it numb e r whic h a p pe a rs a c ro ss the  c a rd . 

 

 

Se c tion 4: INDEPENDENT STATUS 

 

• If yo u re c e ive  inc o me  supp o rt in yo ur o wn rig ht, p le a se  pro vid e  yo ur mo st 

re c e nt Inc o me  Sup p o rt Awa rd  Le tte r o r a  Ta x Cre d it Awa rd  No tic e  (TCAN) 

TC602.    

 

• If yo u a re  living  unde r the  c a re  o f the  Lo c a l Autho rity, p le a se  inc lude  a  

le tte r fro m the  Lo c a l Autho rity c o nfirming  yo ur a d d re ss a nd  c irc umsta nc e s.   

This sho uld  b e  sig ne d  b y a n o ffic ia l fro m the  Lo c a l Autho rity a nd  inc lud e  

a n o ffic ia l sta mp . 

 

 

Se c tion 5: FAMILY DETAILS 

 

• Ple a se  tic k the  a pp ro pria te  b o x whic h re fe rs to  yo ur ho use ho ld . 

 

• If yo u ha ve  tic ke d  the  b o x whic h sta te s tha t yo u live  o n yo ur o wn, yo u d o  

no t ne e d  to  fill in a d d re ss d e ta ils o f p a re nt(s)/ c a re r(s) (se c tio n 5). 

 

• Ente r c o rre c t a d dre ss d e ta ils in b o xe s p ro vide d  if yo u ha ve  tic ke d  tha t yo u 

d o  no t live  with a  p a re nt/ c a re r. 

 

• The  te rm ‘ p a re nt’  a s it a p pe a rs c a n re fe r to  yo ur fa the r, mo the r, c a re r, 

ste p -pa re nt o r p a re nt’ s p a rtne r who  live s in yo ur ho me . 

 

• The  te rm ‘ p a rtne r’  a s it a p p e a rs c a n re fe r to  yo ur sp o use , c ivil pa rtne r o r 

live -in pa rtne r. 

 

• Ple a se  inc lude  p ro o f o f g ua rd ia nship , e .g . Child  Be ne fit Awa rd  Le tte r, if 

living  with so me o ne  o the r tha n yo ur mo the r o r fa the r. 

 

• Ple a se  inc lude  p ro o f o f Lo ne  Pa re nt sta tus, e .g . c urre nt c o unc il ta x no tic e . 

 

• Ple a se  inc lude  a ny c hild re n in the  ho use ho ld . 

 

• Ac c e p ta b le  d o c ume nts inc lud e : 

 TCAN 

 Child  b e ne fit Awa rd  Le tte r 

 SAAS o r c o lle g e  le tte r o f a wa rd  

 Sc ho o l/ c o lle g e  o r unive rsity le tte r c o nfirming  e nro lme nt o f 

o the r d e p e nde nt c hild / re n. 
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Se c tion 6 (A): HOUSEHOLD INCOME 

 

• If a  stud e nt is ind e pe nd e nt (re c e iving  Inc o me  Supp o rt in the ir o wn rig ht) o r 

in the  c a re  o f the  Lo c a l Autho rity, Se c tio n 6 sho uld  no t b e  c o mple te d . 

 

• If yo ur ho use ho ld  ha s a  Ta x Cre d it Awa rd  No tic e  (TC AN) TC602 fro m HM 

Re ve nue  & Custo ms (HMRC) fo r 2014/ 15, b a se d  o n yo ur ho use ho ld  

inc o me  fo r 2013/ 14, yo u d o  no t ne e d  to  c o mp le te  Se c tio n 6(B) o f the  

a p p lic a tio n fo rm. Yo ur TCAN must b e  sub mitte d  a lo ng  with yo ur 

a p p lic a tio n. 

 

Ple a se  no te  tha t TCAN must b e  fo r 2014/ 15 a nd  sho w a c tua l inc o me  fig ure s. 

Estima te d  inc o me  fig ure s a re  no t a c c e p ta b le . 

 

Se c tion 6 (B): HOUSEHOLD INCOME 

 

• This se c tio n must b e  c o mp le te d  whe re  a  TCAN fo r ta x ye a r 2014/ 15 is no t 

a va ila b le . 

 

Soc ia l Se c urity Be ne fits 

 

• Ente r d e ta ils o f a ll So c ia l Se c urity Be ne fits re c e ive d . 

 

• Ente r the  g ro ss a mo unt yo u re c e ive  fo r e a c h b e ne fit. 

 

Ea rning s from e mployme nt 

 

• Ente r yo ur g ro ss a nnua l sa la ry b e fo re  a ny d e duc tio ns a re  ma d e  fo r ta x, 

na tio na l insura nc e  c o ntrib utio ns, e tc . 

 

• Tic k the  a p pro pria te  b o x(e s) if yo u re c e ive  b e ne fits fro m yo ur e mplo ye r. 

 

• Ind ic a te  whe the r yo u a re  se lf e mplo ye d . 

 

Othe r Inc ome  

 

• Ente r d e ta ils o f a ny o the r inc o me  re c e ive d . 

 

• Typ e s o f inc o me  we  ne e d  to  kno w a b o ut a re : 

 

 UK Pe nsio ns 

 Inc o me  fro m sa ving s a nd  inve stme nts suc h a s inte re st o n 

sa ving s whic h a re  no t ta x-fre e . 

 Pro p e rty Inc o me  e .g . re nta l inc o me  

 Inc o me  fro m a  trust, se ttle me nt o r de c e a se d  p e rso n’ s e sta te . 

 Fo re ig n inc o me  e .g . no n UK p e nsio ns, inc o me  fro m o ve rse a s 

inve stme nts, e tc . 

 

Ple a se  re fe r to  the  c he c klist o n p a g e  10 o f the  a p p lic a tio n fo rm fo r a c c e p ta b le  

e vide nc e . We  ma y c o nta c t yo u fo r furthe r info rma tio n. 

 


