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FINANCIAL SUPPORT/FREE MEALS – GUIDANCE ON THE APPLICATION PROCESS

	How to Complete the Online Application Form

	
Step 1
	Log-in

	[bookmark: _Int_UXzBS1y4]Log-in to the portal: Application for Financial Support/Free Meals  and sign in using your College email address.


	Step 2
	[bookmark: _Int_GEILf3Bg]Start your Application

	Once you have logged in, select ‘click here to proceed with your application form’.

	Step 3
	Confirm your Details

	Check that your personal details are correct, then select ‘next’.


	Step 4
	Application Type

	· ‘Bursary and/or Free Meals application as your household income is under £35,000’ or,
· ‘Free meals only as your household income is over £35,000 but you receive Universal Credit’. 

	Step 5
	Eligibility Questions

	Answer all the questions and indicate whether you received bursary last year, whether your circumstances have changed, or whether you are making a brand‑new application.

	Step 6
	Evidence of Eligibility
	· If you received financial support last year and your circumstances have not changed, you will not need to upload any evidence.
· If you received financial support last year but your circumstances have changed, you will need to upload updated evidence.
· If you did not receive financial support last year and you are applying for the first time, you will need to upload the required evidence. 

Note: if you do not upload the relevant evidence, we will not be able to proceed with your application. 

	
Step 7
	Bank Details

	Please complete with your bank details. 


	Step 8
	Application Summary

	This is the final step of the process.  Please check that you have uploaded all of the evidence before agreeing to the declaration by electronically signing the form.  Click ‘submit’.  







	How we Process your Application

	
Stage 1
	Processing Application

	The Financial Support team will assess your application and check the supporting evidence to determine which type (if any) of financial support you could be eligible for.  


	Stage 2
	Application on Hold – Pending Evidence

	If you have not completed the application correctly or uploaded the relevant evidence, we will email you to confirm that we cannot proceed with your application until you have uploaded the relevant evidence.

This will delay any financial support that you may be eligible for.


	Stage 3
	Completed Application

	This is the final stage of the process.  We will send you an email to your College email account to confirm the outcome of your application.




Queries

Email: financialsupport@sfc.potteries.ac.uk.
Website: Financial Support
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