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School…     ……………………………………………………………………
Travel Date      …/…/…. To      …../…../….

Pupil Details
Please consider the following pupils for the School Journey Grant of up to £85 each.  I confirm the parents have asked for financial assistance and will provide proof of being in receipt of the required benefit if necessary (e.g. Income Support; Income-based Jobseekers Allowance; income-related employment allowance; Child Tax Credit where income is no more than £16 190; support under Immigration & Asylum Act).
	Pupil’s Surname
	First Name
	Date of Birth
	Parent’s Surname if different
	Address
	Free School Meals? √
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Signed:……………………………………………..(Headteacher)

Date……………………………..
July 2011


Dear Colleague,





The School Journey Grant for Hackney pupils is administered directly by Kench Hill Charity.  Please note the following:





From September 2011 the grant will be £85 per pupil towards cost of a full peak week


Pupils that you record below as being in receipt of free school meals automatically qualify for the Grant and do not need to complete the Parent’s Application Form.  


We cannot deal with telephone enquiries from individual families, but can receive email queries on � HYPERLINK "mailto:admin@kenchhill.co.uk" ��admin@kenchhill.co.uk� 


We will inform the school if we cannot approve an application eg if insufficient proof.





School Journey Grant Procedure





Please complete the School Form and return to us 3 months prior to your visit.  There is no limit on the number of pupils who wish to claim the Grant and we encourage as many as possible to do so.


We rely on you to provide accurate records regarding free school meal status, but may need to verify with Pupil Benefits team.


Please copy and hand out Parent Application Forms to those families who DO NOT receive free school meals.  The form can be sent by email on request. All forms can be downloaded from our website.


Parents return application forms direct to Kench Hill with proof of eligibility.  However you may choose to collect the forms yourself and forward to us.  


We will process applications and inform you of our decision.  We will not inform parents directly.


Please contact us asap if you have any withdrawals or late applications, although we cannot guarantee late claims will be successful.


Once the grant has been allocated no more applications can be considered – it is on a first come, first served basis within each financial year. 


We will deduct the total amount of Grant applicable from your final invoice.





Thank you for your cooperation.





Michelle Booth


Administrator
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Kench Hill Centre


Tel 01580 762073	Fax 01580 764666  www.kenchhill.co.uk








