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OPEN LEARNING DEPARTMENT – APPLICATION CHECKLIST AND GUIDELINES 

Thank you for your enquiry regarding Open Learning Courses.  Please find enclosed the information requested.  It may be beneficial to consult or academic guidance department for pre entry advice.  Please telephone 01224 642284 for an appointment.  If you wish to enrol on any of our courses please complete the enclosed application form and return to the admissions centre.

ANY QUESTIONS ON HOW TO COMPLETE THE APPLICATION FORM?
Please follow the checklist below:

Course Title

Address

Date of Birth

Course fee

Indicate if you are paying for Group Award Fee (only for HNC/HND courses) refer to catalogue.

Signature and date



If you are SELF FINANCING your course you can pay by Cheque, Credit Card or Switch – you must include:-



· Expiry Date and Issue no.



If you are applying with a FEE WAIVER FORM you must also include: -

· Fee Waiver form – Part A only

· Evidence of Benefit MUST be dated within 4 weeks of your application – Refer to Fee Waiver 1 form.

(If you think you are eligible but you do not have a fee waiver form please call the Open Leaning Department on 01224 612603).



IF YOUR EMPLOYER IS SPONSORING YOU please include:



· Employer details as requested on the application form



IMPORTANT NOTE: 

Please help us in processing your application speedily; ensure that your application is completed according to the guidelines.  An incomplete application form may lead to a delay in processing

If you require any other information the following numbers may be useful:-  

· Open Learning 01224 612603

· Admissions 01224 612225
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YOU QUALIFY FOR REMISSION OF FEES IF

· You receive any of the following benefits: 

· Job Seekers Allowance (including spouse or partner if also covered by the benefit) 

· Widowed Mother's Allowance and Widow's Pension 

· Lone Parent Benefit 

· Incapacity Benefit 

· Severe Disability Allowance 

· Industrial Injuries Disablement Benefit 

· Invalid Care Allowance 

· Attendance Allowance 

· Disability Living Allowance 

· You or your family are in receipt of any of these benefits: 

· Income support 

· Housing Benefit 

· Working Families Tax Credit 

· Disabled Person's Tax Credit 

· You are unemployed and aged between 16 and 18 years 

· If the net income of your family is equivalent to or lower than the threshold for receiving income support you may be entitled to remission of fees. Please ask at the Admissions Office or telephone 01224 - 612165 for a fee waiver application form. 

Applicants will normally be able to claim remission of fees one block at a time.  Additionally, in any one block applicants will normally be able to claim remission of fees for a maximum of 16 hours per week.  

Please Note:

Aberdeen College’s Fee Waiver Policy restricts the number of courses that students are entitled to enrol on through remission of fees.  If you are applying for more than one course please check your entitlement with the Open Learning Department on 01224 612603.
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TO PROVE YOU ARE ELIGIBLE FOR REMISSION OF FEES

Applications for remission of fees must be supported by the relevant documents. These may be supplied either in the original or in photocopy. The form Waiver1 must accompany your application. You must bring your documents in person or post them to the Open Learning Office at the Gallowgate Centre. 

The relevant documents for each claim are listed below. If you make your claim on the grounds of: 

· Jobseeker's Allowance: your ES40 book. Its last date must be within the last four weeks. Alternatively you may use a letter from the Benefits Agency or the Job Centre (Greyfriars House). 

· Working Families Tax Credit: your most recent payslip or a letter from the Tax Office dated within the last six months stating the period of time it extends to. 

· Any other eligible benefit: your benefit book. You may also use a bank statement dated within the last month or a letter from the Job Centre. For a reminder of the eligible benefits please see the document “You qualify for remission of fees if”.  

· Your age, from 16 to 18 years: If you are unemployed and you are not attending school, you must register with Grampian Careers who will write to the College on your behalf. If you are at school, the head master of your school must write to the College on your behalf. 

PRIVATE
All claims must be confirmed by the College. You will be notified to this effect. Please do not assume acceptance before notification. If in doubt, please contact the Open Learning Office on 01224 - 612603.
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