APPLICATION FOR TRAVEL ASSISTANCE

HOME TO SCHOOL TRANSPORT: ACADEMIC YEAR 2010/2011
GUIDANCE NOTES

If you feel your child(ren) meet the eligibility criteria set out in the Home to School Transport Policy 2010/2011 (details can be found on the Council’s website or by contacting the Transport Team) you need to complete the attached Application Form and return to:

Family Services, Home to School Transport Team, Room 60, County Hall, Wakefield.  WF1 2QL. 

We can also be contacted as follows:-

Telephone
:
01924 305675 / 305643 / 306980
E-mail

:
hst@wakefield.gov.uk
Fax

:
01924 305611

Completion of the Application Form does not mean your child is eligible for free transport:  the form is an expression of interest in order that the Transport Team can undertake an assessment.

If your child has a statement of special educational needs and requires transport assistance, this will normally be dealt with via our Special Educational Needs Assessment and Review Team (SENART) using an alternative form.  If you would like further information please contact the Transport Team.

How do I apply?

Please complete the Application Form, after you have read through the guidance notes and provide:-

· a passport sized photograph (35 mm x 45 mm) with your child’s name, date of birth and school written clearly on the reverse;

· a stamped, addressed envelope;

· documentary evidence to support your application (i.e. tax credit awards notice);

· a copy of your child’s baptism certificate if your child is attending a denominational (faith) school, is baptised into the faith of that school and is a Year 7 pupil (or this is your first application).

Once you have completed the Application Form please return to the Home to School Transport Team with the appropriate enclosures no later than FRIDAY 25 JUNE 2010.  If you post your application to us, you may wish to obtain a Certificate of Posting from the Post Office and please ensure that you use the correct postage.  Your application may not reach us if you do not pay sufficient postage.

What sort of help could my child get?

The Council’s Transport Team will determine what form of transport assistance to offer.  In most cases either a school card or boarding card will be issued. 

Where there is spare capacity on a boarding card service provided by the Local Authority it may be possible for parents of pupils who do not qualify for free transport to purchase a pass from Metro whilst space is available.

What if I qualify?

If your child is eligible for a school card this will be processed and issued by the Transport Team at County Hall, Wakefield. If your child is eligible to receive a boarding card the application will be processed by the Transport Team but issued by Metro in Leeds.  Please allow sufficient time for this process to take place (especially during peak holiday periods).

Please note: All lost/damaged cards will be subject to an admin fee of £5.00 for a replacement card.  This applies to ‘zero fare’ cards, mybus passes and boarding permits.  If a change to the existing card is required i.e. change of service or transfer from one card to another, i.e. from a mybus schoolcard to a normal schoolcard this will also be subject to a £5.00 admin fee.
What if I apply for help but my child does not qualify?
We will send a letter explaining why and returning your photograph, any documents and stamped addressed envelope.  There may be instances when parents feel exceptional circumstances may apply and if this is the case details will be provided on how we will review our decision and the process to follow.

What if my child is over the age of 16?

A separate policy exists for post 16 students.  A full copy of the policy and application forms can be obtained from the Transport Team or can be located on the Council’s website.  These are available from 1 June each year.

Where can I get more information about public transport?
If you need to find out which buses serve the area in which you live you can visit www.generationm.co.uk or call Metroline on 0113 245 7676.

GUIDELINES FOR MANAGING BEHAVIOUR ON HOME TO SCHOOL TRANSPORT

The aim of the Council is to ensure that home to school transport for young people in Wakefield is as safe and secure as possible.  However, we also have a duty to ensure the health, safety and welfare at work of all employees.  

It is therefore important that there is a range of consequences and/or sanctions that can be applied for pupils who misbehave.  Where a pupil is found in breach of the guidelines and/or conditions of use imposed by Metro, this could result in a temporary or permanent withdrawal of the travel pass.  Where a sanction is applied parent/carers can access the review process.

Multiple or serious incidents may lead to an immediate exclusion, irrespective of the child’s statutory entitlement.  Examples of the type of behaviour, which will invoke a sanction, can be found in the Guidelines for Managing Behaviour on Home to School/College Transport (a full copy of the document can be obtained from the Transport Team or is available on the Council’s website).  Your child’s school may also apply penalties for unacceptable behaviour as set out in the school’s behaviour policy. 

IMPORTANT NOTE:  It is parents/carers responsibility to ensure that the application form, appropriate documentary evidence and photograph is provided in sufficient time for the Transport Team to process and issue the school card / boarding card, before the start of the Term.   The Transport Team cannot be held responsible for delays due to late submission of the application form after Friday, 25 June 2010.  Parents/carers will be held responsible for any fares incurred after this date until such time as the assessment has been completed and the appropriate card issued.










PLEASE DETACH AND COMPLETE

APPLICATION FOR TRAVEL ASSISTANCE 

HOME TO SCHOOL TRANSPORT: ACADEMIC YEAR 2010/2011
Data Protection 1998

The City of Wakefield Metropolitan District Council will use the information given on this form for the purpose of dealing with your request for help with transport costs.  We are under a duty to protect the public funds we handle and may use the information you provide to prevent and detect fraud.  We may also share this information for the same purposes, with other organisations which handle public money.

Please read the attached guidance notes.  All sections must be completed in black ink, using CAPITAL LETTERS.

PUPIL DETAILS

First name:  ______________________________________ Last Name:  ________________________________
Date of birth:  _________ / _________ / _________  Age:  __________ Year group (Sept 2010):  _____________
Name and Address of School:  __________________________________________________________________

Permanent home address:  _____________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________ Postcode: _______________________

Contact telephone number(s):  __________________________________________________________________

PARENT CARER DETAILS

Mr/Mrs/Ms/ _________  Initials: _________ Last Name:  ______________________________________________

Address (if different to the child’s):  _______________________________________________________________

___________________________________________________________ Postcode: _______________________

[image: image1.wmf]HAVE YOU MOVED HOUSE IN THE LAST 12 MONTHS?
Yes
No

If so, please provide details of your previous address

_____________________________________________________________________________________

______________________Postcode:  ______________________  Date of removal:  ____________________

IS THIS YOUR CHILD’S FIRST APPLICATION FOR A PASS?
Yes
No

DENOMINATIONAL (FAITH) SCHOOLS

Is your child baptised into the faith of the school?

Yes
No

If YES, and your child is in Year 7 or this is your first application

please attach a copy of your child’s baptism certificate

LOW INCOME GROUPS

Parents of children from low income groups (i.e. children who are entitled to free school meals or whose parents receive the maximum level of Working Tax Credit (WTC) must complete the following:-

(1) Is your child entitled to Free School Meals?

Yes
No

(2) Are you in receipt of the Maximum Level of Working Tax Credit?

If YES, enclose a copy of your 2010/11 Tax Credit Award Notice

Yes 
No

(including Part 2 which shows the WTC element)

If your child is attending a school based on parent’s religion or belief you must provide clear written evidence to demonstrate the basis on which the choice of school has been made to substantiate your application.  We may also ask the school for written confirmation of the admission category under which your child was offered a place in order to verify your choice (continue on a separate sheet if necessary):-

ADDITIONAL INFORMATION

If you feel there is any other information which may help when determining eligibility for travel assistance please provide us with full details (continue on a separate sheet if necessary);_

DECLARATION OF PARENT/CARER

I declare that:-

· to the best of my knowledge, the information given on this form is accurate and up-to-date;

· I undertake to notify the Transport Team of any potential change in circumstances that may affect my child’s entitlement to free travel immediately;

· I undertake to ensure that the conditions of use imposed by the West Yorkshire Passenger Transport Executive (Metro) will be complied with;

· I agree to return the school card/boarding card within one week of it ceasing to be used for the purpose for which it was granted (e.g. pupil transfers to another school or leaves school prior to the expiry date);

· I understand that I will be required to pay for a replacement pass and will be responsible for any fares incurred whilst the replacement pass is being processed should my child lose, deface or have his/her card withdrawn due to improper use;

· I have read the guidance notes attached to the front of this form and agree that a breach of the guidelines for managing pupil behaviour on home to school transport could result in the temporary or permanent withdrawal of the pass.

Signed ……………………………………………(Parent/Carer)
Dated  …………………………………

Full Name of Parent/Carer  ……………………………………
Mr / Mrs / Miss / Ms  / Other …………
(please print)







(please circle)

FOR OFFICE USE ONLY:

Nearest Qualifying School



Yes


No



Distance between Home and School


Distance – 3 nearest schools

Checked:-



FSM eligibility




Yes


No



Max WTC




Yes


No




Religion/Belief




Yes


No


Approved?





Yes


No


REFUSED: (give reasons for refusal - not max WTC, insufficient evidence to demonstrate religion/belief, not attending nearest school)

……………………………………………………………………………………………………………………………..

…………………………………………………………………………………………………………………………….

…………………………………………………………………………………………………………………………….
APPROVED
School card (SC) or Boarding card (BC)


SC


BC


Application Checked on   …………………………
…  Officer: ………………………………………………………….

Additional Comments  ………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………












