PP Uniform Reimbursement Form

Please complete this form with the details of any uniform purchases so that we can reimburse you.
We cannot process any reimbursement without a completed form and the original copies of the itemised receipts - we can only accept printed copies for online purchases. 
Your child must be eligible for Pupil Premium (not Service Premium) to receive a reimbursement. Each child has a uniform allowance of £100 - plus £20 to go towards the cost of Astro Turf boots and £15 to go towards the combined cost of a mouthguard and shin guards - each financial year (01 April - 31 March). Once this allowance has been spent, we will not be able to reimburse you. 
We can only reimburse you for the items listed in the form below. Any items purchased must meet the requirements set out on the College website's uniform page. 
You must provide the original receipt(s) - or a paper copy of the online purchase order; these need to show:
· the name of the shop or website you have purchased the item(s) from
· the date of purchase
· the item name or code
· the cost of the item and what you paid for it (these may differ if discounts or vouchers are applied and we are only able to reimburse you for the amount you paid)
· we are not able to reimburse you for postage and carrier bags
Should you need additional uniform items after this allowance has been spent, please consider the College's second hand uniform shop and pre-loved items.
To check how much of your child's allowance is available, please contact Mrs Francis either by calling 01489 892 256 or emailing pp-help@swanmore-sec.hants.sch.uk
Please note: stationery items, including pencil cases and calculators, can be collected from the Pupil Centre and are free of charge to pupils eligible for Pupil Premium and Service Premium. We will therefore not be able to reimburse you for the purchase of stationery items, or calculators. 
Instructions for completing the form
Bank Account Details: 
This information is required for the College to be able to reimburse you by Bacs straight into your bank account instead of by cheque. This is a change to the way we reimbursed you in previous years and is the only means of reimbursement going forward.
Your name:
This will be used to know who has made the claim in case we have any queries.
Your child’s name and tutor group (e.g. 9R12)
If claiming a reimbursement for more than one child, you can either:
· add their names here and we will split the reimbursement evenly between them, or
· complete a separate form for each child and mark on shared receipts which items are for which child
All spring term claims must be made by February half term for any given financial year. Any sent after this date will be processed after Easter in the new financial year.
Bank Account Details
Please could you provide the below information so that we can send you payment by Bacs:
	Name on Account:
	

	Home Post City / Post Town:
e.g. Southampton or Fareham
	

	Home Post code:
	

	Account Number:
	

	Sort Code:
	͟ ͟     ͟ ͟͟͟    -    ͟ ͟     ͟ ͟    -    ͟ ͟     ͟ ͟

	Email address*:
	


* This will be used to send the remittance advice to

Please write all numbers carefully so that they are easy for us to read.

I declare that all the above details are correct

Signature: ________________________________	Date: ________________


This banking information will be held for one working month.  After that working month, your banking details will be destroyed, so each new claim will require all your banking information again.










	Your name:
	

	Your child’s name and tutor group (e.g. 9R12):
	

	Your email address:
	



	Item purchased
	Date purchased
	Name of shop or website
	Number purchased
	Cost

	School blazer
	
	
	
	

	White shirts – long sleeved
	
	
	
	

	White shirts – short sleeved
	
	
	
	

	School tie
	
	
	
	

	Black school trousers
	
	
	
	

	School’s blue tartan Davenport skirt
	
	
	
	

	Black socks / Black tights
	
	
	
	

	Black formal school shoes
	
	
	
	

	Plain coat
	
	
	
	

	Astro turf boots
	
	
	
	

	Black Football Socks 
	
	
	
	

	Plain black shorts
	
	
	
	

	Swanmore PE T-shirt
	
	
	
	

	Plain black tracksuit bottoms/sports leggings (no logos)
	
	
	
	

	Swanmore PE outdoor ¼ zip top / Black Sweatshirt
	
	
	
	

	School bag or rucksack
	
	
	
	

	Plain black apron 
	
	
	
	

	Optional Items (May be required):
	
	
	
	

	Black V-neck jumper(s)
	
	
	
	

	Trainers
	
	
	
	

	Shin Pads
	
	
	
	

	Mouth Guards
	
	
	
	

	Total you would like to claim:
	
	
	
	

	
	



	For office use only:

	Authorised by:
	
	Head of Faculty

	Account to be debited:
	

	Finance Office use:
	


All spring term claims must be made by February half term for any given financial year.
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