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	Guidance on completing the form Application for civil legal aid

Financial eligibility – Form 2


Please read these notes before completing the form. 

We use the information you give to decide if you qualify financially for legal aid. Give us and your solicitor full and honest answers and send us evidence so we can deal with your application quickly. 

You should: 

· read the booklet “Civil legal aid – information for applicants” before completing this form 

· complete the form in capital letters using black ink and put a cross in the relevant box or write within the boxed areas 
· send us any documents we ask for (copies, not originals)
Please do not use highlighter pen on either the form or the documents you send. 

How we decide if you qualify financially for legal aid 

Parliament decides each year on the financial limits for civil legal aid.  

Income

· We look at your income and expenses over 12 months, starting from the date you apply. 

· We calculate how much income you can reasonably expect to get in that year. 

· We deduct from that figure allowances for all your reasonable expenses during the same period. 

· The amount left is called your disposable income. 

Capital

We also look into how much capital you have when you apply and any you receive while your case is going on. By capital we mean money, property, land or other valuable items, but not the value of the property you live in.  The combined value of these is called your disposable capital.
Whose financial circumstances do we include?
If you are married and living with your spouse or are living with someone as if you are married, even if that person is of the same sex as you, his/her resources must be included along with your own, unless that person is the spouse or partner is on the opposite side to you in the case or you are separated. By separated we do not mean that the person doesn’t live with you because of things like work commitments, being in hospital or prison or any other reason. What  we mean is that you consider the marriage or relationship to be at an end.

If you are still living in the same house but consider yourself to be separated from your spouse or partner we need only brief details of their financial circumstances to work out how much they can contribute to the household expenses. 
Qualifying for legal aid with or without a contribution

· If your disposable income and capital are less than the lower limits, you will qualify financially for legal aid, and won’t have to pay a contribution.  

· If you have more income or capital than the upper limits, you will not qualify.  

· If your income and capital come between the two limits, you will qualify financially but will have to pay something towards your legal aid.  How much depends on your income and capital. 

You may not always have to pay all the contribution we assess – if your solicitor tells us the case is likely to cost less, we can restrict your contribution to that estimate.  But you would have to pay us more (up to the assessed amount) if the case ends up costing more than the estimate.

And remember – if you win or keep money or assets as a result of this case you may have to pay some of those “winnings” to us at the end of your case. 
Evidence you need to send us with your application

To allow us to work out your disposable income you must send us evidence of all payments you receive and expenses you have told us about – for example: 

· if you get a state benefit, a copy of any letter telling you how much you are entitled to from the agency paying the benefit (such as the Department for Work and Pensions, HMRC)

· if you have a mortgage or pay rent, evidence such as bank statements to show how much you pay. 

If you send us up-to-date bank statements showing the income and expenses you tell us about, these will usually be enough evidence for us.  If you don’t pay expenses through your bank account send evidence from the appropriate person or organisation of what you pay.
If you do not send the correct evidence we cannot deal with your case.  

Checklist 

Use this checklist to make sure you have completed all the questions and send all the documents we ask for. 
Please send us the documents we ask for unless your bank statements clearly show exactly what you have paid, and what for.  Send us COPIES of documents NOT originals. 
	If you have any bank, building society, etc. accounts 

	 FORMCHECKBOX 

	All statements for the last 3 months 

	If you are receiving state benefits or tax credits (Question D5)

	 FORMCHECKBOX 

	The first 3 pages of your benefit book or your award letter

	If you are in paid employment (Question D 3)

	either

	 FORMCHECKBOX 

	Statement of Earnings from your employer(s) (if you have more than one employer, a statement from each one) 

	OR

	 FORMCHECKBOX 

	5 payslips if you are paid weekly, or 3 if you are paid monthly

	If you are receiving a pension from your former employer (Question D8)

	 FORMCHECKBOX 

	The latest payment advice slip

	If you receive maintenance from someone who doesn’t live with you (Question D7)

	 FORMCHECKBOX 

	Any notification from the CSA

	If you pay maintenance for someone who doesn’t live with you (Question E6)

	 FORMCHECKBOX 

	The CSA assessment 

	If you pay a mortgage for the property you live in (Question E2)

	 FORMCHECKBOX 

	An up-to-date statement from your lender

	If you pay rent for the property you live in (Question E2)

	 FORMCHECKBOX 

	Your rent statement from the council 

	If you pay council tax (Question E2)

	 FORMCHECKBOX 

	Your council tax notice

	If you receive payment from boarders/lodgers (Question D8)

	 FORMCHECKBOX 

	Evidence from the payer of how much they pay

	If you own a second property which is rented out (Question D8)

	 FORMCHECKBOX 

	Evidence from the payer of how much they pay

	If you receive any other money not accounted for on the form (Question D9)

	 FORMCHECKBOX 

	Evidence from the payer of how much they pay

	If you have a financial interest in any property, land or timeshare other than the place where you live now (Question F4)

	 FORMCHECKBOX 

	A recent valuation of the property

	 FORMCHECKBOX 

	A mortgage statement showing the outstanding balance

	If you are paying rent arrears (Question E7)

	 FORMCHECKBOX 

	Your rent statement from the council

	If you are paying a bank loan (Question E7)

	 FORMCHECKBOX 

	The loan agreement

	If you are already paying towards legal fees (Question E7)

	 FORMCHECKBOX 

	A letter from your solicitor to show the amount outstanding

	If you are paying towards a fine or fines (Question E7)

	 FORMCHECKBOX 

	The latest receipt

	If you are a student (Question D1)

	 FORMCHECKBOX 

	Documentary evidence of any grant or bursary 


Check that you have: 

 FORMCHECKBOX 

given us true and complete answers to all the questions on this form

 FORMCHECKBOX 

signed and dated the application

 FORMCHECKBOX 

signed and dated any attached sheets of additional information

 FORMCHECKBOX 

got your partner to sign and date the application and any attached sheets of additional information (if, at Question C3, we have asked for full information about both you and your partner).

 FORMCHECKBOX 

enclosed copies of all documents we have asked for – read through this list to check if you have provided all the documents that apply to you, and to your partner (if, at Section C Question 3, we have asked you to give full information about both you and your partner in the rest of the Form
If you need help completing this form, contact our Civil Finance, Means Assessment Unit on 0131 240 2082. Calls by BT Text Direct are welcome.
Our address is 44 Drumsheugh Gardens, Edinburgh EH3 7SW.  Our website address is www.slab.org.uk.  Our email address is general@slab.org.uk. 
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