PAGE  

 Auckland Common Fund Hardship Scheme 

Administrative Guideline
Financial Hardship Grants
· Financial Hardship grants are a means of helping parents and caregivers of Preference students who have a real and just need.
Criteria for granting Hardship
· Hardship assistance is only available to Preference students. It is not available to non-preference, foreign fee paying or overseas students.

· The grant must be related to real and just need.
· The ability of parents / caregivers to pay at least something needs to be carefully assessed. 

Guide to Granting Hardship  
· The granting of Hardship is confidential.
· Requests for assistance can be made by parents or caregivers. School personnel may be aware of a family’s financial situation and bring this to the attention of the Principal or the person responsible for the administration of student accounts. 

· Wherever possible, there should be a meeting between the parent / caregiver and the Principal or Principal’s representative to discuss the application for assistance. 

· An Application Form for Assistance with Attendance Dues should be completed.

· If the criteria for granting hardship are met, the level of payment should be agreed and a plan put in place (preferably a regular Automatic Payment).

· A signed copy of this agreement should be kept by both parties. If possible, a letter should be sent to the family / caregiver confirming the arrangement.
· The parents and caregivers need to be informed that the assistance is for a limited period of time (no more than one year) and if they continue to need assistance, they will need to make a new request for consideration.

· Complete the ACFL Hardship Checklist for every application

· A file should be kept for each family who has asked for assistance. This file needs to be available to Auckland Common Fund representatives when requested.

· A record should be kept on file for unsuccessful applications and the parent should be informed that hardship is not available.

· Each file should contain appropriate documentation to support the granting of financial hardship. Documentation should generally include forms for application for financial assistance, interview notes, assessment processes including evaluation of financial circumstances, signed agreements between the parent(s) and school Principal, and any related letters or correspondence between the parent(s) and school. 
Guide to Granting Hardship (cont)  
· In order to assist as many families as possible, every family who is granted assistance should be contributing something towards Attendance Dues.

· To be fair to those families who do contribute even though they have financial difficulties, the granting of hardship should be reviewed if an agreed contribution is not made and there has been no further dialog with the parents or caregivers.
· Where a family’s financial situation becomes known to the Principal or administrator, then the application forms and file documents can be completed by a third party. In this instance a letter should be sent to the family stating that Hardship has been granted, the students it covers and period of time it covers. The letter should ask the parents / caregivers to see the Principal if they need any further assistance.

· Hardship should not be granted to families who are currently paying off overdue fees with Debtworks without consultation with the ACFL representative.

· Where hardship is granted, pressure should not be applied to families to pay the donation content of their fees account. 

· Suggested templates for letters that can be sent to parents are available from the ACFL representative. Please contact the Diocese if you wish to receive these templates.  

· Families, generally, should not be granted hardship for more than three years unless extenuating circumstances apply and the formal application process is completed annually. These families need to be encouraged to commit to a regular repayment arrangement.

Procedure for Claiming Hardship from ACFL
· At the end of the year, complete the ACFL Hardship Claim Form (combining all hardship grants for that period) and email in .xlsx format along with a scanned copy of the declaration form signed by the school Principal to the ACFL Revenue Manager. 

· Please submit a separate late claim form for any prior year hardship. The current year claim should not include any prior year dues.  Late claims also require a signed declaration.

· When the School Hardship Claim has been reviewed, a credit note will be issued for the ACFL Attendance Dues account and sent to the school.

· Attendance dues should remain on the student account until the credit note is received or ACFL advise the claim has been ratified, except in the case of an exceptional circumstance.

· Where an agreement is made to grant some hardship once a commitment is made to paying attendance dues, the dues should remain on the student account until the hardship is reviewed at the end of the year. If payments have not been made as agreed, then no hardship should be granted. 

If payments have been made, then the level of support can be determined and removed from the students account after the school claim has been ratified.
· In an exceptional circumstance, where an application for assistance has been approved by the school principal, the student’s account can be credited with the agreed amount. This amount should be transferred to a spreadsheet or other school recording process, and submitted to ACFL on the School Hardship Claim at the end of the year.
· ACFL reserves the right to decline or query any application for hardship where it appears the criteria may not have been met or the due process completed. 
Documents attached:
1. ACFL Hardship Declaration
2. Financial Hardship application form

3. ACFL Claim Form –.xlsx spreadsheet to be sent to ACFL by email. 
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Application Declaration

This Hardship Claim meets the Auckland Common Fund Limited criteria for granting hardship as outlined in Section 5 of the Attendance Dues Administrative Guide.

Signed:


Name (Principal)

Date:


School:

Please print on your School Letter Head
PRIVATE AND CONFIDENTIAL

Application for assistance with Attendance Dues

Student Name:___________________ 



Class: ________________

Fathers Name:







______________________

Fathers Occupation and Salary:




______________________

Mothers Name:







______________________

Mothers Occupation and Salary:




______________________

WINZ Support: Yes/No
 
Benefit Type________
_____


$______


Other Income: (please list all income from other sources)




$______

Total Household Income:








$_______

Name and age of other Children in Family and schools currently attending:

__________________________________________________________________________________________________________________________________________________________________________________________________________________

Special Circumstances which contribute to your application for assistance:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Amount you believe you could contribute to School Dues each week:
         $_________

I declare that the information provided by me is true and correct, at this time. I accept the decision of the reviewer (Principal / Principal’s Representative/ BOT Member) regarding this application for assistance because of financial hardship and I understand that support will only be give for the period to ____________
I agree to put in place an Automatic Payment from ______________ for $ _________ per week / fortnight/ month.
I agree to keep this agreement confidential.
Name:  ____________________________________


Date: ________

Signature:__________________________________

Principal / Principal’s Representative:________________


Date: ________
	Auckland Common Fund Ltd 
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	Number of Students
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	Reason for Claim
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	Total Claimed 
	 
	 
	0.00


This Document should be submitted as an .xlsx spreadsheet. Please do not print and scan a hard copy of the document to ACFL
_1055234876.doc
[image: image1.png]Nt CATHOLIC DIOCESE OF AUCKLAND








