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Visit the BPS 2018 webpage

Everything you need to know about BPS 2018
will be at www.gov.uk/rpa/bps2018-including
the scheme rules and guidance about how to

apply.

Signinto the Rural Payments service

If you have not signed in for a while, you might
need to re-set your password.
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right (especially your email address).
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Getting started

This guidance explains how to apply for the Basic Payment Scheme (BPS)
online in 2018 using the Rural Payments service.

There are 4 things you need to do:
* checkyourinformation

. anything that needs to be updated
+ complete your declarations

» confirm your information and apply
This document also includes the ‘Hints and Tips’ which were published separately last year.

Read the scheme rules and other guidance e %
Allthe guidance and information you need for BPS 2018 is at www.go .%a/bp N uding:
* the Basic Payment Scheme: rules for 2018 $
* thelist of land use codes for BPS 2018

* theform to apply for entitlements under the ‘Young farmer’@s orto proveyou’re
eligible for the young farmer payment * o

* the cross compliance rules for 2018 \\ a

* RurallLand and Entitlements (RLE1) form ance

Before you apply, you should read these c§ mam you are eligible.
Applyingin 2018 oo v

Why not apply online

If you’ve received a papei application form but want to apply online, call RPA on 03000 200 301
to set up your online application.

*
What’s newin th@al Payments service in 2018?

There are some importar@ ges that will affect the way you fillin your application form.

* Active farmer? no longer need to meet the ‘active farmer’ requirement under the Basic
Payment Sch for 2018 onwards. However, to submit your online application you must fillin
the ‘active farmer declaration’. Read page 40 for more information.

*+ Hedges: in 2018, we will use new hedge information. You can view this on the Rural Payments
service in the ‘Parcel Details’ screen. We have also pre-populated Part D of your application
summary to show those hedges that were claimed on for BPS 2017 and the new hedge
information shows they are eligible as an ecological focus area (EFA) for BPS 2018. You can read
more information under ‘What to check in Part D: ecological focus area (EFA) on page 15; ‘Make
changes to Part D’ on page 32; and Annex 1 on page 48.

« Mapping updates: we’ve made significant changes to our land data over the last few months
using the latest land intelligence (aerial photography, satellite imagery, Ordnance Survey
map updates). It’s important that you check this information on your digital maps. For more
information, read Annex 1 on page 48.



*  Temporaryto permanent grassland: check that grassland, which has been claimed as
temporary grass for 5 consecutive years, is shown as permanent grassland for BPS 2018. For
more information, read the ‘Temporary grassland’ section in the ‘Basic Payment Scheme: rules
for2018’.

*  For BPS 2018 onwards: the EFA buffer strip option is extended to include field margins, and the
definition of EFA hedges is extended to include trees in a line.

* Land-use code change: the land-use code for spelt wheat is AC96. However, for 2018 this will
show as Samphire in the service.

» Nitrogen-fixing crops: the value of nitrogen-fixing crops for EFA has increased from 0.7to 1.0
but this is not reflected in the Rural Payments service. For more information, read page 16.

« Crop diversification exemption: the limit of 30ha of remaining arable land has been removed
for 2 of the crop diversification exemptions and both of the EFA exemptions. This has been
updated in the Rural Payments service.

You can read more about these changes, and the other important changes to the greening
rules, inthe ‘What’s changed’ section of the ‘Basic Payment Scheme: ruies for 2013’ whiich is

published on GOV.UK at www.gov.uk/rpa/bps2018.

1. agricultural land c

2. non-agriculturalland in a rural development @mme ags t
3. non-agricultural features on your agric ﬁ@wd w

For more information, read page 12. Q
You can apply for BPS on as much o@ igiblm&as you want to - however, you should not declare

When you apply, you must declare all your: VS

What you need to declare oo

eligible area you apply for ter tha number of entitlements you actually have, we will work
out your payment base numb itlements you have that are matched by the eligible area.
No penalty will b& r this é’s not considered an over-declaration.

Remember, it’s your résponsibili make sure that:

more eligible land than you have.
You don’t need to match the;rea Q apply chh the number of entitlements you have. If the

* youmeetthe schem?
* alltheeligible la @J ed inyour application is correct, to the best of your knowledge

* you hold the number of entitlements. Refer to the ‘Basic Payment Scheme: rules for
2018’ formo rmation about entitlements.

Outstanding BPS queries from previous years

If you think there is a difference between the amount you were expecting to be paid for BPS 2017,
or previous BPS years, and what you’ve received, or that your entitlements balance is incorrect, we
recommend you:

« fillina ‘BPS payment query form’ which is available on GOV.UK at www.gov.uk/rpa/bps2017 and
return it to us by email (use ‘BPS payment query’ as the subject) or post it to us. We need this
form so that we can investigate your query. Then:

« carryonwith your 2018 application, declaring your land as it is on 15 May 2018 or giving the land
use for the crop that will be present for the majority of the cropping period where this is to be
sown after 15 May - read the ‘Basic Payment Scheme: rules for 2018’ for more information.
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Ifyou... ‘ You need to...

were inspectedin 2017 make sure you take the results of your inspection into account when
and aren’t sure what to you apply - for example, by updating your land use and making sure
declare onyour 2018 mapping changes have been made (or that we have received them).
application You can do this by checking your digital maps on the Rural Payments
service — see Annex 1 on page 48 for more information.

If you haven’t had your inspection results yet, you can stillapply,
showing your land on 15 May 2018, or the land use for the crop that will
be present for the majority of the cropping period where this is to be
sown after 15 May - read the ‘Basic Payment Scheme: rules for 2018’
for more information.

If you receive a 2017 inspection report after you have submitted your
2018 application, you can make some changes to your application

up to midnight on 31 May without getting a p€nalty (as longasyou
submitted your application by midnight o1 May 2018), Changes can
be made with penalty from 1June to 11 Juné+ someg£hanges can also
be made after 11 June.

However, you can’t make these €hanges if:

* you have already beend®ld about any henscompliance affecting
the agricultural pareelyet want toamend

* aninspection has,revealed a nen-éempliance affecting the
agricultural pareelyou want te,amend

* you haye teceived adyahce warning of an inspection.
Read theyBasic Payment'Scheme: rules for 2018’ for more information.

If youare'unsure abaut whether you can make the change, you should
req@est it by email'and'we will then decide if it is allowed. For more
information, read page 46 ‘After you’ve applied: how to make changes

. ‘ o your application’.
haven’treceived N make youirapplication for 2018 showing your land on 15 May 2018,
BPS payment or thé\land use for the crop that will be present for the majority of the
previous year an €ropping period where this is to be sown after 15 May - read the ‘Basic

and aren’t sure what t

claim.

claim statementyet Payment Scheme: rules for 2018’ for more information.
a If you receive a payment and claim statement after you have submitted

‘ your 2018 application, you can make some changes to your application
0 up to midnight on 31 May without getting a penalty (as long as you
submitted your application by midnight on 15 May 2018). Changes can
be made with penalty from 1June to 11 June - some changes can also
be made after 11 June.

However, you can’t make these changes if:

* you have already been told about any non-compliance affecting
the agricultural parcel you want to amend

* aninspection has revealed a non-compliance affecting the
agricultural parcel you want to amend

* you have received advance warning of an inspection

Read the ‘Basic Payment Scheme: rules for 2018’ for more information.
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Signin to the Rural Payments service

If you’re a new customer

As with many other government services online, you must verify your identity before you can register
for the first time. You can do this online with GOV.UK Verify - this gives you simple, trusted and secure
access to anincreasing number of public services on GOV.UK

If you are having difficulty verifying your identity with GOV.UK Verify or you are having problems with
the Verify service, you should contact your identity provider. If, after contacting your provider, you
are still unable to verify your identity, call the Rural Payments helpline on 03000 200 301 and we
may be able help you register — this will only give you access to the Rural Payments service, not other
government services.

After you’ve verified your identity, you can sign in to the Rural Payments service and start to register.

You will need to create a password. E %
If you’re an existing customer s@ \
Vv .uk.

Signin to the Rural Payments service at www.ruralpayments.servi Q
Oryou can sign in using the link on the RPA page on GOV. UK Ww.gov. uk/rm click ‘Signin to
the Rural Payments service’.
Depending how you registered for the service you’ll @
* ‘Verify’ login details if you registered throug
online with GOV. UK Verify’ link and follo

* customerreference number(CRN) ord u registered through RPA. Click ‘Signin
with your customer reference numb

pass
° N

To open the service we recommend you use the latest version of Internet Explorer, Google
Chrome, Firefox or Safari.

k ‘Signin if you registered
screenins ions

The best screen resolution to view the service is 1024 x 768.

To view PDF files from the service (such as an application summary), we recommend you
download the latest version of Adcbe Acrobat.



Problems signing into the Rural Payments service

If you make a mistake when signing into the service you’ll see this message:

% GOV.UK Rural Payments

This is a new service — your feedback will help us to improve it.

Sign in

There was a problem signing in

Try the following:

Password - You must enter a password

Customer reference number
This is the 10 digit number emailed to you when you created your account

1234567891

Password
You must enter a password

I |

You have 3 attempts to sign into the service. If you make amistake at each attempt you won’t be able
to access your account. You’ll need to change yourpassword byfollowing the instructions on the
screen.

Having trouble signing in?

If you've lost your customer referencesnumber, call 030007200 301.

If you've forgotten your password, yourcan create@.new one.

If someone else makes agmiStake when signing into their account by accidentally using your customer
reference number (CRN), they’ll also segthis message but it will count towards failed attempts to
access your account. If.this happens! then the next time you try to sign into your account you may not
get 3 attempts ahdimay need to follow the same instructions above to get access.

What to do if yousstill can’t access the Rural Payments service

Registered through'GOV.UK Verify

If you registered threugh GOV.UK Verify and can’t access your account, you need to contact your
chosen provider.

You can leave feedback on the issue using the link on the GOV.UK Verify page.

The Government Digital Services (GDS) team will investigate yourissue and reply to you if you
requested a response.

If you registered through RPA

You’ll need your CRN and the password you created when you activated your account. If you have
forgotten your CRN, callus on 03000 200 301.



If you have forgotten your password, request one using the ‘create a new one’ on the sign-in page.

i GOV.UK Rural Payments

==Y This is a new service — your feedback will help us to improve it.
Sign in

Customer reference number
This is the 10 digit number emailed to you when you created your account

Password

- 9 D

If you've lost your customer reference number, call 03000 200 301. 0

If you've forgotten your password, you can create a new one A/ 0

Enter your email address and CRN, then click on ‘@securit
Qou negdto ron the screen below.

Having trouble signing in?

You’ll receive an email with a security code

Important: you need to keep your brovising session open on the Rural Payments service or
you’ll have to start again.

@ GOV.UK
m Tres @ & Pepa Lyl

Create n
passwor

Your security code has been emalled 10 you

Sadurty (00

When you’ve received your code, enter this and click ‘Continue’.

You can now create a new password to access the Rural Payments service when you want to signiin.
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https://www.ruralpayments.service.gov.uk/customer-account/reset-password/send-code
https://www.ruralpayments.service.gov.uk/customer-account/login

Help is available

Thereis a ‘Help’ link on many of the screens that will take you through each process step-by-step. You
can print or download a copy of all the onscreen help at www.gov.uk/rpa/bps2018. Oryou can call us
on 03000 200 301 ifyou get stuck.

Rural Payments < Help b4

Your businesses Sign out =

Transfer land

m This is a new service - your feedback willhelp us to improve it.

4 Back to Land

You can print this information by using the link at
the bottom of this Help window.

Transfer land

Inthe Rural Payments service you can transfer
whole land parcels that you've sold, given or
leased to another farm business. You'll need to
use an RLET form if you want to transfer land by
sub-lease, through inheritance, orif youwant to

Transfer a land parcel to another registered business. transfer part land parcels.
Help
Transfer type".SalefGifi v r
Transferee customer SBI:| 09/03/2018 Search (range: 01/01/2018 - 09/03/2018)

Effective from date:| d to know the single

Select parcels to transfer (selected 0)
e “You'll also need to know
NG:| National Grid ST Al

OS Map sheet reference:| ST | : (0S) S.heet referen.ce
NG field number:| ational Grid (NG) prefix and
' i er for each land parcelyou’re
rring. For example, AA1234 5678
| ‘ NG ‘ 0S Map sheet reference ‘ NG field number Total Field 5ile| Holdingfiype % Owned

tarting a transfer

0 To start the transfer click the arrow and choose
o the Transfer type you're making:
\ * ‘Sale/Gift for land you’re selling or giving to
another business
s ‘lLease’forland you’re leasing to another
business.







First check that your personal and business
details are up-to-date, then create and
check your ‘application summary’.

Check that your details are up-to-date

Before you start to check your application, you must check that the personal and business details
you’ve already registered are still correct. We’ll use them to contact you about your application so
please make sure they are up-to-date.

Check your personal details Make sure your details,

As soon as you sign into the Rural Payments service you’ll see a screen and any nt details
called “Your Businesses’. To check and change your personal details, click %e aswe’ll

are up:t
‘View and amend personal details’ on the right side of the screen. After% us tk ® contacts

make any changes, click ‘Amend your details’. : $ Q
Check that your address, email address and phone number are up- ate.

If you apply online, we will contact you by email, whenever possible, so it’s important that your

email address is up-to-date.

Check your business details 5
To check your business details, choose th ss fromthe ‘Your businesses’ screen. On the
ilston the right side of the screen. To make

‘Business overview’ screen, click ‘Vie iness d
any changes, click the appropriate ‘A ink.

The main business address that on the @ayments service is the address that we’ll use to
send certain types of informatio ou, sucl@h remittance advice after a payment is made.

If you’ve not been paid i A%)efore anpdiyyou want to be paid in Euros for BPS 2018, you must give us
your euro bank acco beforeldSiNovember 2018.

Bank account details

It’s important that your bank account details are up-to-date and valid or we will not be able pay
you for BPS and any other schemes you are claiming payment for. To amend your bank account
details, callus on 03000 200 301.

You can’t change them online or by email.

After BPS payments start from 1 December 2018, we can only update bank account details if we
have asked you for them, or your bank has rejected payment.

Check your permission levels

To check your permission levels, click ‘Give access to this business’ on the ‘Business overview’ screen.
If you don’t have the right permission on the service you’ll need to get someone with ‘Business Details:
Full Permission’ level for the business to change your permission level.

To access your online application summary you need to have the BPS ‘submit’ permission.



If your ‘relationship’ for the business is ‘employee’ in the service you won’t be able to access the
application, even if you have the permission shown above. You’ll need to get someone with full
permission for the business to change your relationship to ‘helper’. If there is nobody else for the
business who can do this on the service, call us and we will help you over the phone.

Check any permission levels you’ve given to other people

If you want someone else to have access to your business so they can help you apply online, you need
to check that you’ve given them the right permission. Click ‘Give access to this business’ from the
‘Business overview’ screen. They’ll need BPS ‘submit’ permission if you want them to apply on your
behalf. They must be registered on the Rural Payments service before you can give them access, and
you will need their customer reference number (CRN).

If you preferyou can arrange for someone else to receive payments on your behalf.

Check your application summary

Once you’ve checked that your details are up-to-date, you can start checking.your onling application.
To do this, create an ‘application summary’. You may find it useful to printithessummaty asitdooks like
a paper BP5 application form, so if you’ve applied for BPS before it sheuld 6ok familiar.

How to create your application summary

From the ‘Business overview’ screen, click the ‘Basic PaymentiScheme Applications’ link, and then
the ‘Apply for BPS’ link.

Remember there’s ‘Help’ on these screens to guideyousitep-by-step:

Create a new application

Each year, before you view an application.summary forthe first time, you need to create a new BPS
application.

To do this:
* click the green button ‘Createa new DIRECT PAYMENTS application’.

* amessage will appearshowing a green tick, this confirms the application has been created
‘Successfully’. Clickthé"green ‘Back’ button at the bottom of this screen.

* onthe next s€reenclick ‘Open®.

Apply for BPS

Help
Year [ App. number : Sector [ Type Active : Submit Date Status
No data found. ' ' ' ' '

Create a new DIRECT PAYMENTS application
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You can also see how to create a new application summary by clicking the ‘Help’ link on the

relevant screen.

If the green ‘Create a new DIRECT PAYMENTS application’ button isn’t available orisn’t clearly visible,
this means that the option to apply for BPS isn’t available to customers at that particular time. We
tellyou each year on GOV.UK when you can start to apply for BPS - this ends at midnight on the ‘late
application’ deadline (11 June).

If you have been advised that you can apply for BPS, but the green ‘Create a new DIRECT PAYMENTS
application’ button isn’t available, this may be because your permission level is not correct. You need
to have the ‘BPS: Submit’ permission level.

To check your permission levels, click ‘Give access to this business’ on the ‘Business overview’ screen.
If you don’t have the right permission on the service, you’ll need to get someone with ‘Business
Details: Full permission’ level for the business to change your permission level.

When you create your application for the first time, we recommend yo note %
number’ which is the unique application number given in the Rural serv e share this
with anyone in your business who has permission to change your a

If you have more than one application with the ‘Status’ of Cre d’ for the sa e eme year, you can
use the ‘App. number’ to identify which is the most up-to- dat |cat|on

Create a new application summary O 0
Afteryou’ve created and opened your new BPS ap 0
* click the drop-down arrow ‘View and rapp mmary’
* thenclick ‘Generate’ - whenyoura &‘on su r@avallable a date and time will appear
beside the ‘Download’ button.

* click ‘Download’ to read or pn@n apph? summary or to save it to your computer.

This will be the most recent sum you cre out this business. For this button to work there
must already have been a ou always ‘generate’ before you ‘download’ you’ll
always see the most up- ﬁ@nfcrma@ the Rural Payments service.

When the summar. date, t and time will be green. Ifitis red, this means something has
changed andyo t genw new summary to view the latest information.

‘ Vlew and prmt your appllcatlon su
Click 'Download’ to view and p]’li‘l ou lication summary.

This summary was last upd 42018 4:04:07 PM
|

E Click the 'Generate’ buﬂ% to update the summary to include the latest information.
i When your summary has been updated, the date and time above will change.

Generate

You can also read how to generate your application summary by clicking the ‘Help’ link on the relevant
‘Apply for BPS’ screen.

The ‘Business summary’ you find on your ‘Business overview’ screen is different to your

application summary. You don’t have to check your business summary to apply. If you do want to
look at it, make sure you are looking at the latest information.

1



We’ve filled in your application with information we already have about your business — so you can
check it like you would have checked a BP5 paper form in the past. Where necessary, we have
reviewed and updated our mapping information based on the latest available data sources, such
as aerial photography and Ordnance Survey updates. It is your responsibility to make sure that the
information in your application is correct.

The first time you read your application summary, you’ll see information in the following sections that
you will need to check:

* PartA:Yourbusiness

* Part B: Payment (this will only be filled in if you were paid in euros last year)
* PartC: Field data sheet

* Part D: Greening: ecological focus areas (EFA) (if this applies to you)

* Part E: Common land grazing rights (if you have any)
¢ Part H: Entitlements

The other sections of the application summary are blank at the momen%@ll fill t@hen you

complete your declarations (see page 37).

2 A\

As you check these sections, make a note of anything that needs to change. Once you have
checked them all, if you need to make any changes, read the ‘Change’ section (starting on page
21) to find out how.

Parts C and D of your application summary

In Parts C and D of your application summary, you’ll sce information about greening and whether
you may be meeting the crop diversification or EFA rules. For more information about this, read
the section ‘Using the greening checker in your application summary’ on page 16.

NS

What to check in Part'A: Your iness
Check that the single busi entifie I) and the ‘Name of beneficiary (or business name)’ are
correct. Youcan'tc r SBI onli

What to ch§ in Ps‘@ Payment

If you want to be paidin eé eck that there is an ‘X’ in the box in this part of the summary.

What to cheé\ Part C: Field data sheet

In Part C, your application summary should show all the agricultural areas on your holding which are

0.0100 hectares or more, even if you are not claiming BPS on that land. You should also include any

non-agricultural land, including woodland, you have in a Rural Development Programme agreement
(such as Countryside Stewardship and Farm Woodland Schemes) and the National Forest Changing
Landscape Scheme.

Land in the Woodland Carbon Fund or HS2 Woodland Fund should also be included where it is already
registered with RPA.
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The information in Part C is based on:
+ what land we have linked to your SBI

+ thetotalfield size and maximum area eligible for BPS that we have recorded on our maps
(columns C3 and C4)

* theinformation we took from your BPS application last year.
The totalfield size of every land parcel needs to be accounted for, including:
» areas and features within the land parcel which are non-agricultural

* how different areas of the parcel are being used for different things - such as arable land,
permanent grassland and permanent crops (they need to have the appropriate land use code).

First, check if there are any land parcels missing from your application, or if there are any that you want
to remove. Make a note of this so you can change them later (see pages 27 and 28).

that tell us what you use each area of a land parcel for, what size it is, and h uch of i antto

It’s particularly important to check that columns C6, C7 and C8 are correct. These are the columns
claim for payment (if it’s eligible). b

Check your maps online

It’s important that you check your maps online because we've reviewed and updated our
mapping information, where necessary, since applications were made for BPS 2017. We've
updated our digital land maps using the latest available data sources, such as aerial photography
and Ordnance Survey updates. If we've updated your tand parcels, you will have received
notifications in the ‘Messages’ tab on the Rural Payments service identifying which land parcels
have been updated. If you do not read your messages, we will send you an email reminding you to
sign into the service and check your netifications.

For more information about your digitat maps, reac Annex 1 starting on page 48.

C2 -Ordnance Survey Ma

er refen;Qand National Grid field number
re

This will contain a 10-charac ferenc a of 2 letters, 4 numbers and the final 4 numbers
indicating the centre of parcel( ample, AA1234 1234).

Some field number. ve chan @nce last year — you can check them by looking at your digital
maps - read Ann &

C3 (Total field size) a (Maximum areaeligible for BPS)

Column C3 should sho otal area of the land parcel. C4 should show the maximum area eligible
for BPS (the total ar the land parcel, minus the area of any non-agricultural areas and features).

The information in columns C3 and C4 comes from our mapping database. It may not be up to date if
you have:

* sentusanRLE1formto tell us about land changes and we haven’t
made them yet (they will show as a ‘pending’ change onyour digital | Check if there are any

maps), land parcels missing
« made changes to your land parcel that you haven’t told us about yet | orifthereareanythat
onan RLE1form, or you want to remove

* hadalandinspectionin 2017 and we have changes to make to our
mapping database as a result.

It’s important that you check your digital maps as we’ve been reviewing and updating our mapping
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information, where necessary, since BPS 2017 applications were submitted. Read Annex 1: Your digital
maps on page 48.

Checking your land areas

Allthe land information on your application summary needs to be to 4 decimal places (that is,

x.xxxx ha). If you have any problems doing this we recommend you round down rather than using
normal rounding rules.

For example if the parcelis 2.47725 ha, record as 2.4772 ha, rather than 2.4773 ha.

C6 - Part field size

Column C6 shows the size of the eligible areas (or crops) and
non-agricultural areas and features in the land parcel (C7 shows
what the area is being used for). We'v |sted the o%hat you

= e = = e E = o (= = supplied in 2017. Only permanent no |cult res are

"""""" o prepopulated on your BPS appli not te ones.
Make a note of any areas tha@chan ) atyou can
update them in the ‘Land use een later. e page 22 for
more information).

e The total of allthQ se areas ould add up to the
; correct totalfi C3) alarea of all the eligible land
uses (C7) sh d up rect maximum area eligible for
BPS (C4) for the land parcel. You might need t o accoh RLE1 forms you have sent to us,

changes made following our review of ma orc de following an inspection.

If you only have part of a land parcel ‘a posal and someone else has the other part,
you should only declare the land use(é and area for your part of the parcel.

If you need to tell us about more e land u?our ‘share’ of the eligible land, then you can do
this in the ‘Land use’ screen - re ge 22 f nformation. Read the ‘Basic Payment Scheme:
rules for 2018’ for more |nf

and at your disposal’ means.

We will use the infor outyo y sein columns C6 and C7 to work out if you:
*  have enou&a e and

* are exempt fromrany ofth ning rules

* are meeting the crop dive |fication or EFA rules for greening

C7-Land usei
This column shoul tain a land use code showing what each area of There’s a list of all

land is being used for on 15 May 2018. If the crop will be planted after the land use codes on
15 May, you should declare which crop is there for the majority of the GOV.UK at www.gov.
cropping period. If this is likely to be fallow and you intend to sow a crop uk/rpa/bps2018.
before the 30 June, you should declare this crop instead of fallow.

If you have any land that will not be eligible for the entire calendar year (for example, you know that
utility works will take place on the land later in the year), use the correct non-agricultural land use
code at C7. You do not need to fillin an RLE1 form to tell us about non-agricultural areas or features
that willonly be on agricultural land temporarily. Read the table on page 31 for more information.

If you have features on your land which are eligible for BPS (such as hedges or ditches), these don’t
need to be declared as separate land uses in columns C6 and C7. You should include the area of these
features in the main land use of the field.
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Grass strips (such as tracks, strips, margins, headlands, including agri-environment field margins,
buffer strips, field corners and beetle banks) do not need to be identified separately from the main
land use of the parcel (the cropped area), unless you want to count the area:

+ separately for crop diversification
* asapermanent grassland buffer strip or fallow land for EFA
* towards your permanent grassland total for a greening exemption, or

+ towards your temporary grassland and/or fallow land total for a greening exemption.

Grassland claimed as temporary grass for 5 consecutive years, will already show as permanent

grassland for BPS 2018. For more information, read the section “Temporary grassland’ in the
‘Basic Payment Scheme: rules for 2018’

C8 - Eligible area you want to claim for payment

Column C8 should be the sum of the eligible areas and land uses in colum and %k that
the area you want to claim payment for is correct. You can only use la WhIC otal
eligible area of 0.1000 hectares or more to claim BPS. $

land use. The total of the areas entered in C8 for the land par st not be morethan the total of all

The area entered in C8 for each eligible land use must not be Eﬁre than the ar%tered in C6 for that
the eligible land use areas entered in C6.

*

Check the ‘activate less BPS area’ screen

Whether or not you’ve made any changes to your land information, it’s very important that you
check the ‘Activate less BPS area’ screen {0 make sure that the eligible area you want to claim
for payment (C8) is showing correctly. In some cases, for the eligible area you want to claim for
payment (C8) may default to 0.0000 in the ‘Activate less BPS area’ screen.

You need to check the ‘activate less BPS area’ screen after you’ve updated all the information in
your BPS 2018 application but before you submit it. You can do this in one of the following ways:

* generate a copy of your applicaticn sumimary

» usethe ‘Activate less BPS area’ screen.

Read page 37 for mcre information.

What to check i t D: Greening: ecological focus areas (EFA)

You only need to ch is section if you have to follow the EFA greening rules (read the ‘Basic
Payment Scheme: @ or 2018’ to check).

If you have more than 15 hectares of arable land you must have ‘ecological focus areas’ (EFAs) on your
land unless you are exempt from this rule. The total of all EFAs must add up to an equivalent of at least
5% of the total amount of arable land you have (even if you aren’t using it to claim BPS).

For BPS 2018 onwards, the limit of 30ha of remaining arable land has been removed for 2 of the
crop diversification exemptions and both of the EFA exemptions. This has been updated in the Rural
Payments service.

You can declare more EFAs if you want to make sure that you meet this rule. You cannot do this

after the late application deadline of 11 June 2018. For example, if your holding is inspected and the
inspector finds that some of the EFAs you declared are not present on your holding, they can work
with you to use alternative eligible EFAs on land that you have already declared up to the area of EFA
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declared on your application. For more information, read the ‘How many EFAs to declare’ sectionin
the ‘Basic Payment Scheme: rules for 2018’.

D2to D8 - EFAs

Your application summary will show the EFAs you declared for BPS 2017, with the exception of catch
and cover crops. Check that all the EFA features and areas you want to declare this year are shown and
that their areas or lengths are correct.

In 2017, we will use new EFA hedge information. This may mean that entries are different to those that
were declared in 2016.

For BPS 2018 onwards, the EFA buffer strip option is extended to include field margins, and the

definition of EFA hedges is extended to include trees in a line.

New EFA hedge information %

In 2018, we will use new EFA hedge information. This may mean that th s information’'shown in
Part D is different to what you declared in 2017. You can see the new dgei n onyour
digital maps - from the ‘View land’ screen select individual land p Thei n shows the
length of the hedge in metres and whether the hedge is eligib lias anEFA. Fo information, read

Appendix 1 starting on page 48.

If you want to declare an EFA hedge that is not visible |ew lan @n you need to submit an
RLE1 form and sketch map. For more information, re s 32 an the ‘Change’ section.

EFA hedges or trees in aline next to fallow la&gen fixingcrops, catch or cover crops also
declared as EFAs

You need to reduce the area of the fall n ﬂxm or catch or cover crop declared as
EFAif an EFA hedge ortreesinaline walso declaring is next to them - read the ‘Basic Payment
Scheme: rules for 2018’ on GOV. UK&

Using the greening check Qapp |cat ummary

In Parts C and D of your a |on su ,you’ll see information about greening and whether you
may be meeting th raﬂcat@ FA rules. This is just a guide and is based on your land use
and area inform
L J
These greening sections \correct if you have:
*  ‘Undeclared’ areas rland use screen

* organicland antg pplied for an exemption, as shown in Part J of your application summary

+ applied for cr@ ersification exemption 3 (for more information, read the ‘Basic Payment
Scheme: rulesfor 2018")

* used paper continuation sheets
* have land in another part of the UK

* Declared nitrogen-fixing crops as the weighting has increased from 0.7 to 1.0. However, this has
not been reflected in the Rural Payments service for BPS 2018.

If you’re using different EFAs this year, or declaring nitrogen-fixing crops, you may prefer to

use the greening workbook to confirm that you are meeting the greening requirements. This is
available on GOV.UK at www.gov.uk/rpa/bps2018.
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What to check if you do not meet the greening rules

If your application summary shows NO beside ‘EFA rules met’, check that you have declared eligible
and non-agricultural land uses for the total field size of all your land parcels.

If your application summary shows N/A beside ‘EFA rules met’, this means that you don’t need to
declare EFAs because you meet one of the exemptions (these are explained in the ‘Basic Payment
Scheme: rules for 2018”).

However, if your circumstances change and you are no longer exempt, you can check which areas or
features on your application would count as EFA. Go to the ‘Use less EFA than available’ screen -you’ll
see all the areas and features you’ve declared which would count as EFA.

For more information, read page 38.

What to checkin Part E: Common land

This part will show any common land grazing rights that you have. Check that the information is
correct and make a note of anything that you need to change.

E3 - Type of commons rights

This shows the type of grazing rights you have by animal type (for example, cattle, sheep or ponies)
using the information we have.

Read the ‘Basic Payment Scheme: rules for 2018 for mere information andfer guidance on how to
claim if you have New Forest grazing rights.

E4 - Number of rights of this type

This shows the number of animals you haveéigrazing rightsfar, for the animal type listed at E3, using the
information we have. Read the BPS 2048seheme rulesifor mére information.

You don’t need to convert your rights teyLivestock Units or do any other calculations.

E5 - Do you own the common?
If you own the common,€heek that this is'shown correctly.

E6 - Activate entitlements
Check that each line'ih column®€6 is'correct if you want to be paid for your common land rights.

Where rights can be used.onimore than one common, we will allocate the rights between the
commons in proportionte their relative eligible areas. For example, if a farmer has rights to graze
100 cattle (equivalentteo 100 Livestock Units (LU)) on Common A (150ha eligible area) or Common
B (50ha eligible area),we will allocate 75 LU (150 ha/200 ha x 100LU) to Common A and 25LU (50
ha/200ha x100LU) to Common B.

The information pre-populated in the ‘Common Land Grazing Rights’ table shows the allocation of
rights that was used for BPS 2017 payments. However, if you are declaring split rights for BPS 2018,
you should declare the full number of rights held against all of the commons on which the rights

can be used (in the above example declare 100 cattle on Common A and 100 cattle on Common B)
and we will do the calculation to allocate the rights between the commons for you, using up to date
information from the system.
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What to check at Part H: Entitlements

This section is for information only. You can check your entitlements information in the ‘View
entitlements’ screen -from the ‘Business overview’ screen click ‘Entitlements’ then ‘View
entitlements’. Click the ‘Help’ link to read about what the information on the screen means. If you
think your entitlements information is wrong call us on 03000 200 301.

Remember, you can apply for BPS on as much of your eligible land as you want to — you don’t need to
match the area you apply for with the number of entitlements you hold.

There is no penalty if the eligible area you apply for is greater than the number of entitlements you
actually hold. We will work out your payment based on the number of entitlements matched by eligible
land. However, you should not apply for more eligible land than you actually have.

A farmer holds 100 entitlements on 15 May 2018 and declares 120ha of eligible land. 100

entitlements are activated for payment. The additional 20ha of eligible land is not an over-
declaration.

More detail about checking your entitlements is in the table below. E0 m

To check your entitlements, go to ‘Entitlements’ and then ‘View ents% ral Payments
service.

‘ You need to...

should have had entitlements | first check your.g¢ s on the Rural Payments

transferred to you, but they service. }

:rp:?iz;;:?:rl‘usc:ﬁ:‘ir::r);our On y\&hon%}ar our land and BPS eligible area as
you we process your claim, we’ll update
your enti ement nce if there is a transfer we still need to

omplete and pay you for the actual number of entitlements you

jon15 18.

have entitlements on the Rura lick ‘He he screen to read more information about the
Payments service whld'l useby years’.

the wrong ‘use by year’
g Y% ink some of the use by years are wrong, check your
& 1 im statement (if you have one), which shows the number of
Q for payment
o If you still think the number of entitlements shown in the ‘View

ntitlements that were held on 15 May 2018 and were available
§ entitlements’ screen is wrong, email or write to us.
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Ifyou... ‘ You need to...

think your Rural Payments click ‘Help’ in the ‘View entitlements’ screen to read more
service screen shows the information about your entitlements.

rong number of entitlements
wrongnu ! Ifyou still think the Rural Payments service shows the wrong

number of entitlements, fillin and send us a ‘BPS Payment
Query’ form giving as much detail as you can. This is available on
GOV.UK at www.gov.uk/rpa/bps2017.

Onyour application, declare your land and BPS eligible area as
you normally would. When we process your claim, we’ll check
your entitlements balance and make any updates we need to.

NOTE: If there are any planned adjustments or you have an
outstanding query about your BPS payment for 2015, 2016
and/or 2017, any entitlement transfers ill show asq nding’

on the ‘View entitlements’ screen unt adju
query has been completed. @&
|ven

Onc sfer will
be completed with the effectiv
insufficient entitlements).

s there are

applied for entitlements under | declare yourland and B igible area asy normally would
the ‘young or new farmer’ onyour application. ppllcabl¢er to anyinformation
rules in 2017, but they are not we have sent to

your e@ ents. When we process
included inyour balance on your claim, we’ll your en ents balance and make any
the Rural Payments service updates we n sowe ou for the correct number
screens of entitle u held o% May 2018 (based on the eligible
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Making changes online will update your
application automatically. If you don’t need
to make any changes, go to page 37.

Use the different links on your ‘Business overview’ screen to make changes to the information shown
on your application summary. If you are still on the ‘Apply for BPS screen’ (where you downloaded
your application summary), click ‘Back to applications’ then ‘Back to Business overview’ to see the
Business overview screen.

A guide about where you can make changes in the Rural Payments service is at annex 2 of this
booklet. When you’re using the Rural Payments service, whenever you see the ‘Help’ link, you
can click it to read information about how to use the screen you’re on. P

y 4

When you’ve finished making your changes, you’ll need to go back to the®Apply for BPS’ sereen so you
can complete your declarations (for more information, read page 37):

Part A: Business details

To update your business name, click ‘View full business defailsifrom the ‘Business overview’ screen,
then ‘Amend business details and reference numbers’

Make changes to Part C: Field data.sheet
The information in Part C and Part D: ecolodicalfogus areas,comes from the ‘Land use’ screen. You can
find it by clicking the ‘Land’ link on the Business,overview s¢reen, then ‘Land use’.
You can make the following changes te Part C:
* add orremove land parcels fromyour applicatien
« change your ‘land use’ (columns C6 andC7onyour application summary)

* reduce the area you wantito claim foppayment (C8).

N4
Change th@t‘e lessE® area’ screen

You should checkithe ‘acti s BPS area’ screen whether or not you’ve made any changes
to your land informatio‘g ages 37 and 38 for more information. If the information shown
in the ‘activate less a’isincorrect, update the ‘Applied for’ column to show the area you
want to claim for p‘%t.

You can’t change thginformation in columns C3 or C4 of your application summary online - and you
won’t need to when you make an application. You just need to:

* make sure your land use (C7) and areas (C6) are correct, and

« sendus an RLE1form and sketch map (if you haven’t already done so) if there has been a
permanent boundary change (the total size of the parcel has changed), or if non-agricultural
areas and features have been added or removed from it.
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In the Rural Payments service, declare all of the land information to 4 decimal places x.xxxxha).
If you have any problems doing this we recommend you round down rather than using normal
rounding rules.

For example if the parcelis 2.47725ha, record as 2.4772ha, rather than 2.4773ha.

If you see the ‘Plan not editable’ message on the ‘Land use’ table, call us on 03000 200 301 and tell
us you have this message. We’'ll change the status on the Rural Payments service so that you can make
your changes.

Change ‘Land use’ - columns C6 and C7

From the ‘Business overview’ screen, click ‘Land’, then ‘Land use’. The information on the land use
screen will be submitted to us as part of your BPS application (in Parts C and D), so it’s important that
it’s correct.

Making a change in the ‘Land Use’ screen won’t automatically upda
‘View land’ screens. For more information about the ‘View land’ s
digital maps’ on page 48. $

IMPORTANT: if you are changing the land use for a land'parcel that i rea'dy includedina
Countryside Stewardship (CS) agreement, make sure that the L is compatible with
the CS management option or it may affect yot ag reeme\ ayment.

Searching for a land parcel

If you have a large number of land parcelsgthe easiest way tofind the parcel you are looking foris to
use the ‘Filters’. When you use a filter, you can update'your land use and you’ll return to the filtered
view (rather than the top of the landwseitable). This,means you can make a number of changes to a
land parcel without having to searéh,forit each time.

To see thefilters, click the plus symbol next toithe ‘Filters’ heading.

Filters &\" ‘AAW :

You can filter by:
» sheet reference (for example, ‘2435’ or ‘AB1234")

» parcel D (for example, ‘11457)

+ land use - using this filter will show all the instances of a single land use (for example, if you
search for permanent grassland it will show you all the land uses for ‘PGO1 - Permanent
Grassland’ for each National Grid reference)

* ‘Undeclared’ or ‘Overdeclared’ to see all the parcels and land use areas which have these
warnings
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Land Uses National Grid TM =| Undeclared | Overdeclared

Filters 2 parcels 0 parcels

Sheet |2450 Parcel Land use

Al -

To filter, type the information you want to search for in to one of the white boxes, then click the
‘Search’ button. To filter for warnings, click the arrow next to “All’:

To remove afilter:
+ delete the text you’'ve typed into one of the white boxes, then click ‘Search’
» the drop drown box to “all’ (if you’ve used it), then click ‘Search’

If you use the filter to search by OS Sheet number you will rarely have m 10 fi %ok
through and generally all are displayed on the screen. Q
Make changes to land use ‘»

<E>n

To make changes to land use, use the icons on the left of the

#" Edit-change aland use area (and add a catch orc pifyo 0)

== Add - include another land use in the land parc ell usd sé measurement

Click ‘+’ to search fora
\ land parcel or land use

@ Delete -remove aland use from a land mrcg

4 parcels 1 pascels

ha =C6, m = lengths declared in Part D

Edit Add Del Rot ha m
S v 0 0.0200
7 + 0 0.3352
+ 0.0853 B
F A N | 2 TO5T
£ + O 2 8070
S 4+ D 2 8875
P I - - 5,000
28819
P I | 38T
F 4+ B 15.4860
£ += B 6,617
£ + O 74268
£ += D 89264
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When you are changing your land use there are checks built into the Rural Payments service. They will
highlight to you if the land uses you have declared for a parcel add up to more or less than the total
field size that we currently have mapped. The total field size is shown in the ‘Parcel size’ column (and
column C3 on your application summary).

If you see an amber ‘undeclared’ box, this means you haven’t declared the land use for the whole area
of the land parcel we currently have mapped. To add a land use for this area, click the ‘Add’ icon for the
row shown as undeclared.

If you have an ‘undeclared’ box, the greening checker may not work correctly. For more information,
read page 16.

Overdeclared

If you see a red ‘overdeclared’ box, this means you have declareddanduse thatiis larger than the total
size of the land parcel we currently have mapped. Use the ‘Edit’ icons on the landsise screen to reduce
the size of one or more of the land uses in the land parcel.

You can update your land use to remove these boxes,‘butyou may not’heedto if:

* you need to tell us about a change to the total Size,of the field<send us an RLE1 form and sketch
map to tell us about the changes and make sureithe land'useyou’ve entered is correct

* you have already sent us an RLE1 to téll us.about changestbut we haven’t updated your maps
yet. You need to make sure the land Usesifor the,parceland their areas are correct

* only part of the land parcelis ‘at yourdisposal’ forBPS, then you should only declare the land
use(s) and area for your part of the parcel.

If any of these apply, you can still submit yougapplication if the ‘undeclared’ or ‘overdeclared’ box is
showing.
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Ifyou... You need to...

have a land parcelin the ‘land

use’ table showing an area of - SP7568 3805 0.0000 0.0000 0.0000
0.0000 and an ‘undeclared’
flag next toiit do one of the following:

* ifthe parcel should not be linked to your SBI because, for
example, you do not have control of the parcel or have sold
it, and you want to remove it from your holding, or transfer
it to the new owner, follow the instructions on page 28.

* ifyou can’t remove or transfer the parcel online, leave the
area as undeclared in your online application, and send us
an RLE 1 form to make the transfer.

* ifyouwantto claimonit, add the land uses to Eie land use

table using the information you
+ ifyou don’twantto claim fo n this N en leave
the parcel as undeclared wi area 000 whenyou

submit your BPS application.
Note that the land use tﬁ/ill still show as'an ‘undeclared’
000 an rence number.

area and flag against
uded ir@s of ‘undeclared areas’ at
show% ).

However it will f
the top of the t

S

Adding or editingala e

Use the screen below to entera and use@a clicking the ‘Add’ icon) or edit an existing one
k

(afterclickingthe‘Edit’i’co@yo et&, ck the ‘Help’ link.

Land Uses g National Grid S5E H‘ Undeclared | Overdeclared

Sheet SE2979, parcel 3571 12 parcels | 0 parcels

\

Land use

Type the land use on
15 May 2018 here -
willbringup alisto

relevant codes ha

Rotations

Land use

Rotation |Z|

Some EFA land uses

Add an area for i - have a length rather .

the land . than an area. Lengthsiin
elandusein metres can be entered

this bor =N Tl
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When you add or edit a land use, the screen will let you choose ‘Rotations’ on the land use. You only
need to use this to add an EFA catch or cover crop to your land use. These should be entered as
rotation 2.

When you have made your changes on this screen, click the ‘Save’ button, then ‘Back’.




Add orremove land parcels at Part C
The tables below explain how to add or remove a land parcel at Part C of your application summary.

If you transfer land online, you won’t see this straightaway on your digital maps in the ‘View land’
screens. |t can take up to 24 hours to appear. You should see it straightway in the ‘Land use’ screen.

If youwant to...

You need to...

add a land parcel to your
application

do either option 1if the land parcelis already registered with us or
option 2 if it is not registered with us.

1. If the land parcelis already registered with us
You need to do one of the following:

» askthe previous owner or claimant to transfer the land
parcel to you online (this will link the parcel to your SBI). We
recommend online transfers are made as early asypossible so
they appear on your online application in time tosubmit it.

+ fillin a BP5 continuation booklet (availablte,on GOV.UK)
with the details of the land Parcel and.send itito us when you

apply.

* send us an email (from an email address registered for a
person in the business on the Rural Payments service, with
at least ‘BPS:.Amefd’ permission)to let us know - put ‘BPS
2018 add landiin the subjectiline and include the following
information:

s “the SBIl and name of the business the land should be
linkedito (so.it appears on your online claim)

* the landparcel reference numbers for the parcels
yow want to add, including sheet reference numbers
and parcel IDs.

« your name and contact number in case of any issues
Sendgrour email to: ruralpayments@defra.gsi.gov.uk

Wemust received your email by 4 May to make sure we can get
back to you in time for you to complete your application by the
15 May deadline.

We will send you an email (to the email address you sent the
request from) after the change has been made. In some cases, for
example, the land has an outstanding mapping change, we may
not be able to link the parcel to your SBI. If this happens we will
emailyou and provide you with a link to the continuation sheets
that you will need.

Please note: the person requesting this will need a minimum of
‘Amend’ permissions for land and/or ‘BPS Amend’ permission.

2. If the land parcelis not registered with us

Fillin a BP5 continuation booklet with the details of the land
parcel and send it to us when you apply, and

fillin an RLE1 form and sketch map to register the land parcel (if
you haven’t already done so).
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If you want to...

You need to...

transfer orremove aland
parcel from your application

do one of the following:

1. transfer the land parcel to the right business on the Rural
Payments service (this will remove it from your business).
After you have transferred the land parcel, you need to make
sure you do not claim it for BPS before you submit your claim -
see below for more information.

2. ‘Remove’ the land parcel from your business (SBI) if you no
longer have control of it - for example, you don’t farm it any
longer oryou tried to delete it from your application last year
and it’s still appearing.

Then, remove the land parcel from your BPS application - after
you have either transferred or removed the land parcel, you also
need to remove it from your BPS application before yéthsubmit it.

From the ‘Apply for BPS’ screen, go to,"Make changes to'your
application’ and click ‘Activate less\BPA area.Then, click the
button next to the N to answertno in the relévantirow. Then click
Save.

If you are not able to tramsfepor remove the land parcel online, fill
in an RLE1 form and'postitto us. Yol also need to remove the land
parcel from your BPS application® see the information above.

IMPORTANT

If you tranSfertthe land parcel from your SBI, or use the ‘Remove’
land option, this wilbcompléetely remove the land parcel from your
record, you won’t be able to claim for payment on that land parcel
for either BPS anone of the following rural development payment
scheémes.

* Countryside Stewardship

+ Environmental Stewardship

s Habitat Scheme

*w English Woodland Grant Scheme

» Farm Woodland Premium Scheme

* National Forest Changing Landscape Scheme

Do not use the ‘Remove land’ option if you still control the land
parcel for one of these schemes. If you remove a land parcel under
an existing Rural Development Programme agreement, it will be
removed from your land record and from your agreement. It may
also mean that any payments already made to you are reclaimed.

For these cases you should use the correct ‘land use’ for the
scheme you are claiming under. To update your land use, from
‘land use’ screen, use the ‘Edit land use’ option. You also need to
remove the land parcel from your BPS application — see above.

Note: if you apply for BPS on other land that you have control of,
all the land associated with your business (SBI) will be considered
for greening calculations. This includes land that you are not
claiming for BPS.
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Transferring or removing land as a tenant or if you own less than 100% of the land
parcel

You cannot transfer or remove a land parcel online if the ‘Holding’ type on the ‘Transfer land’ screen
shows as:

1. Tenant

2. Owner but the percentage owned is less than 100%

In these cases, you’ll need to fillin and send us an RLE1 form to transfer or remove the land parcel from
your SBI. Read the RLE1 guidance for more information.

Duallinking of land for landlords and tenants

You can add a land parcel to your business by emailing us - follow the instructions detailed on page 27
(‘add a land parcel to your application’), or you canfillin and send an RLE1 form to us. Once the land
parcel has been added to your business, you should then declare the appropriate information in the
‘Land use’ screen.

If the owner of the land parcel is transferring the land to a tenant, they,should transfer itiby lease,
which will allow the tenant to claim on the land parcel. This will not breakthe existingiland link to the
owner but willadd a new link to the land parcel. At the end of the [ease, the parcel [ink will end but the
originalland link to the owner will be retained.

ghe land use. If the
nt for BPS, they should
iming on that land parcel -
en click Save.

»
IMPORTANT: only the person claiming on the lan a@should
parcel is owned by someone else but they are no Ing it for

use the ‘activate less BPS area’ screen to shov@ eya
click the button next tothe N to answer.‘nc’r'l‘ relevan’;b,

The table below explains how to make other' éhanges to yourdand. You can also read more detailin the
onscreen ‘Help’ (see page 7). You might'need to use the'add, edit or delete buttons to make changes
(see page 23).
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If you want to...

You need to...

change the size of a land parcel
(because the permanent
boundary has changed)

increase or reduce the total size of your land parcel.

To increase the size of the land parcel, you must do all of the
following:

* increase the area of land use for the corresponding land
use code(s). Use the ‘Edit’ and/or ‘Add’ icons in the land
use screen to make the changes. The total area of land use
will now be larger than the total parcel size, and will show
as ‘overdeclared’.

* fillinan RLE1 and sketch map to tell us about the change
to the land parcel (if you haven’t already done so).

The area you want to claim for payment for will automatically
default to the new total of eligible land uses - checkgthis in the
‘activate less BPS area’ screen.

To reduce the size of the land parcelyou musis

* reduce the area of land use for the conrespanding code(s).
Use the ‘Edit’ icon in.the land use sCreemto make the
changes. The total@reaof land uses will now be smaller
than the total parcel'size, and will'show as ‘undeclared’.

« fillin an RLE4 form and sketch.map to tell us about the
change (ifiyowhavenit already done so).

split or merge parcels
(permanent splits, not crop
splits)

do either of thefollowing:

+ Merge:Tillin the land use for each parcel and leave as 2
Separate pareels. Use the ‘Edit’, ‘Delete’ or ‘Add’ icons in
the land use screen to do this.

0" Split: fillinythe land use for each parcelin the existing
pargél(and don’t split it other than providing different land
use'where needed). Use the ‘Edit’, ‘Delete’ or ‘Add’ icons in
the land use screen to do this.

Thenill in and send us an RLE1 and sketch form to tell us about
the'change (if you haven’t already done so).
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If you want to...

You need to...

claim for land that is in dual use

agree the land-use code for the land parcel with the other
claimant - make sure it is compatible with both BPS and CS / ES
agreements. Once this is agreed, this is the land use you should
both declare in your land use screen and should not be changed
unless you both agree with the change.

Then, you need to do one of the following if you are:

« Claiming for BPS on the land parcel: claim for the land
parcel but do not amend the land-use code. The person
who IS NOT claiming for BPS on the land parcel should use
the ‘activate less BPS area’ screen to show the ‘eligible
area’ as 0.0000 so that the land parcelis not activated
for payment, ifthey are applying for BPS on other land
parcels.

« Claiming for Countryside Stewardship or Environmental
Stewardship and someoneéelse is claiming for BPS
on the same area: do notactivate the landparcel for
payment on your BPS application, ifyouare claiming for
BPS on other land parcels, use the ‘activate less BPS area’
screen. Do not afend the land-useicode or eligible area on
the ‘Land usejsecreen.

declare an area of a shared
parcel

reduce the areaofland use for the relevant parts of the parcel
-the total area @filand uses willwow be smaller than the total
parcel size,,and you will get@n ‘undeclared’ warning. Use the
‘Edit’ ieéens,in the land usg screen to do this.

tell us about non-agricultural
areas and featuresin aland
parcelwhich are not onyour
maps

enter the land use cede for the non-agricultural area or feature,
and.enter the area. Use the ‘Add’ icon on the land use screen to
add new land uses.

You also need to fillin an RLE1 form and sketch map to tell us
aboutithese features/ areas (if you haven’t already done so)

tell us about non-agricultural
areas and features where they
cover awhole land'parcel and
are either already mappedsas
ineligible or are not mapped

efterthe land use code for the non-agricultural land area or
feature, and enter the area. Use the ‘Add’ icon on the land use
screen to add new land uses.

You don’t need to fillin an RLE1 form or sketch map to tell us
about this.

tell us about temporary non-
agricultural areas and features

give the area or feature a land use code of NAO2 and enter the
area. Use the ‘Add’ icon on the land use screen to add new land
uses.

You don’t need to fillin an RLE1 form or sketch map.

31




If you want to...

You need to...

submit an RLE1 to tell us about
changes to your land

fillin an RLE1 form to tell us about permanent changes to your
land for BPS 2018. Ideally, you should submit the RLE1 form and
sketch map to us by the BPS application deadline of midnight on
15 May. If we receive RLE1s forms after this deadline it could lead
to delays in processing your claim.

When submitting an RLE1 form for land changes, make sure that
the changes are also shown in your online claim.

If land changes occur later in the year and these affect your 2018
claim (for example, some of your land has become permanently
ineligible for BPS), tell us about the change using an RLE1 form
and sketch map, and write to us explaining the changes needed
to your claim.

Read the ‘Basic Payment Scheme: rulesfor 2018 foffmore
information about regarding withdrawing part oralbof a claim.

have a land parcelinyour
‘Land use’ screen on the

Rural Payments serviceand a
single land use is shown over a
number of lines (for example,
permanent grassland is shown
3timesin one land parcel)

do one of the following:

* leaveitsoit shows as,more than one lin€’in the ‘Land use’
screen, or

* delete and edit'the informatiéh,sé'the land use only shows
on one lineforthat land parcel.

change the land cover fora
land parcel

do oneof the following:

1. wherethere is oneland cover for the whole land parcel, call
us

2. 9where there is more than one land cover for a land parcel,
you mustfillth an RLE1 form and send it to us with a sketch
map €learly marked with the land covers and areas.

Make changesfto,Part D:)Greening; ecological focus area

The information in Part D comes4rom the information in the ‘Land use’ screen. So it’s important to
make sure all the features and,areas you want to use as EFAs are included on your land use screen.
You can edit, add or delete information as you did when making changes to Part C. If you have any
difficulty, click the ‘Help’link."For more information, read page 23.

If you want to reducejanysareas you are declaring as an EFA, read page 38.

EFA area or features: what you need to include in the ‘Land use’ screen

If you have...

You need to...

EFA nitrogen-fixing crops or
fallow land

include at Part C using the ‘Land use’ screen — C6 (area) and C7
(land use).

EFA catch or cover crops

include them at Part C using the ‘Land use’ screen - C6 (area)
and C7 (land use) at 15 May 2018. The catch and cover crops
need to be included as a rotation crop (entered as rotation 2,
see above).
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If you have... You need to...

EFA buffer strips and field separately identify them by giving them a land use (C7), and
margins, and EFA hedges or record their length recorded in metres.
treesinaline:

There are specific codes you can use on the Rural Payments service. For more information read the list
of land use codes on GOV.UK at www.gov.uk/rpa/bps2018.

You don’t need to send us an RLE1 form or sketch map to identify your buffer strips and field margins
for EFA purposes, or hedges or trees in a line that you want to use for EFA purposes.

How to declare EFAs

The measurements for EFA features/areas should be the actual physical measurements of the areas or
features (in metres or hectares), not what they are worth for greening.

To declare a buffer strip and field margin as an EFA, you only need to declare*the length @fithe buffer
strip and field margin.

You should include the area of the buffer strip and field margin within the'main landuse of the parcel
—-you don’t need to declare the area of an EFA buffer strip and fiel@margin separately from the main
land use unless:

* the buffer strip and field margin is permanent grassland,or

* theremaining area over the first Im width is beipgtsed‘as fallowyforEFA.

In these cases, the area of the buffer strip and field margin should be'declared separately in Part C
using the land use code for permanent grassland orfaltow land,as appropriate.

When to use an RLE1form
You will need to fillin an RLE1 form and sketeh map if:
+ youwanttoinclude a hedge astan EFA featuréen your claim but the hedge does not appearin
the ‘View land’ screen

* the length or location ef the hedgeds shown incorrectly on the ‘View land’ screen.

If youwant to..&c @ed to...

show a greening feature, sughe, | update your land use to show EFA greening features. Use the
asan EFAhedgeandtreesina ‘Add’ icon on the land use screen to add new land uses. You can
line also add linear EFA features such as hedges or trees in a line,
and buffer strips and field margins.

You may also need to reduce an EFA field area (for example,
nitrogen fixing crops, fallow land, catch/cover crops) to take
account of the greening feature.

Read the ‘Basic Payment Scheme: rules for 2018’ for more
information about ecological focus areas (EFAs).

add anew hedge toyour claim | add the correct land use code for the hedge (BF11 or BF12) in the
which doesn’t appearin the ‘Edit Land Use’ screen
‘View land’ screen

Enter the hedge length you want to add.

Fillin and return an RLE1 form and sketch map to have the new
hedge mapped, if you haven’t done so already.
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Make changes to Part E: Common land grazing rights

Changing E1to E5

If you need to make changes to your common land, you can do this in the ‘Update rights for common
land’ screen. From the ‘Business overview’ screen click ‘Commons’.

Onscreen ‘Help’is available and will guide you through using the commons screens step-by-step.

Update rights for common
land

A Farmer

Tell us about any changes to your grazing rights for
common land.

Healp

ol TECLARED BLGHTS heked pages Q V
g > 9

> e W o
Fieea por Ui Dilan st praw ,hm L] PO, g Er ]
COAACR_REHTS_FOR 2017 VR - Coow Mooy CATTLE

Click on the row you want to change and a“Common Dec¢lared Rights’ table will appear on the screen.
If the table is empty and you want to add cemmon landkights’ click ‘New page’. Then, follow the steps
below under the heading ‘If you have common land rightsinot showing in the application summary’.

Changesto E3 orE4

If any information has changed, please send us supporting evidence to show the updated type of
commons rights or number©ifsights. Clearly write your SBI on everything you send to us, and then
post your evidence to us —eufaddress iS.on page 56.

Changing E6

The information in column E6_onyour application summary automatically updates based on the
information in the ‘Updatefights for common land’ screen.

It willupdate to make sure you are always claiming the rights that you have. If, for any reason, you want
to reduce the rightsyotare claiming for, you can do this in the ‘Activate less commons’ screen (read
page 39).

If you have common land rights not showing in the application summary
Make sure your common land appears in your online application:

* Gotoyourapplication, from the ‘Business overview’ screen, click ‘Applications’, ‘Apply for BPS’,
then ‘Open’.

* Click ‘Make changes to your application’, then ‘activate less commons’.

* Make sure the rights you want to claim in the column ‘Do you want to activate entitlements’ have
the Yes (*Y’) box filled in. You canfillin all the Yes boxes by clicking ‘Activate all’.

* Click ‘Save’ then close the ‘activate less commons’ screen.
When you generate a new application summary your common land rights should show on it.
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Part H: Entitlements

This part of your application summary is for information only. If you think the information is incorrect,
you can check it on the ‘View entitlements’ screen.

Transferring entitlements

If you want to transfer entitlements online, click ‘Entitlements’ from the ‘Business overview’ screen.
Then click ‘Transfer entitlements’, ‘Help’ is available onscreen.

If you think the “View entitlements’ screen shows the incorrect number of entitlements and you still
want to transfer them, fillin an RLE1 form and send it to us.

Onyour application, declare your land and BPS eligible area as you normally would. When we process
your claim, we’ll check your entitlements balance and make any updates we need to. So we can pay
you for the correct number of entitlements you have based on the eligible land you claim for.

Only the business that has the entitlements at midnight on 15 May 2018 can use them to.be paid in
that scheme year. This means all entitlement transfers for the BPS 2018 scheme year alse'fAeed to be
made by midnight on 15 May 2018.

If you want to lease your entitlements to the same business year afteryear calLus'en 93000 200 301
to extend the original lease. Only the business leasing the land to another buSingss can extend the
lease, not the business leasing the land from another business.

For more information about transferring entitlements 4read the "Basic Rayment Scheme: rules for
2018,

If you’ve already sent us an RLE1 to transfer entitléments

If the transfer was for entitlements to be uséd.in2018 butithe transfer hasn’t yet been completed,

you can still make the transfer online usingthe'Rural Payments service. Once you’ve transferred your
entitlements online, you need to sendUs'aniemail (fromian email address that is registered in the Rural
Payments service for a person with at{east“BPS: Amend™or ‘Entitlements: Amend’ permission), or call
us asking to withdraw your RLE1 formyLhe email subject heading should include ‘BPS 2018 - Withdraw
entitlements transfer RLET". Youlll need to tellws,the following information from your RLE1 form:

* SBl of the business tramsferring theyentitlements

+ SBl of the business receéiving the entitlements

* type of transfer: state that this is‘an entitlement transfer RLE1
* the method of transfer, fopexample, sale, gift or lease

* the number of entitlements and payment region they’re in.
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Before you can confirm your application
and submit it, you need to complete your

declarations.

Every applicant must ad fillin the
‘Active farmer’ declaration and ‘Your
declaration and responsibilities’ section
before submitting their application.

Some farmers may need to make other
declarations too.

To complete your declarations, go to
the ‘Apply for BPS screen’. From the
‘Business overview’ screen, click ‘Basic
Payment Scheme Applications’ and
then ‘Apply for BPS’ (and ‘open’ your
application).

You don’t have tofillin all the
declarations, just the ones that apply to
your application. If you experience any
difficulty, click the ‘Help’ link.

Apply for BPS

A FARMER

Help

Application number: 322440

¥ Make changes to your application
Activate less BPS
Use less EFA than available
r

| ¥ Declarations

¥ Make / manage your application

You no longer need to meet the ‘active farmer’ requireiment under BPS for 2018 onwards.
However, this change to the EU regulation was confirmed too late for us to make changes to

the Rural Payments service for 2018. Therefore, for EPS 2018 you must fill in the first box of the
‘Active farmer declaration’ stating ‘No - | qualify as an active farmer’. You must do this before you

submit your BPS application’

Part B: Paymen\@

epaidi

, go to the ‘Declarations’ section on the ‘Apply for BPS’

To declare that you
screen and click/ ment’. Se‘lea ?,then click ‘Close’.

Part C (Column OQ\\ctivate less BPS area’

From the ‘Apply for BP ’@en, click ‘Activate less BPS area’.

The informationin C8 (Eligible area you want to claim payment for) on your application
summary updates d on the information in the ‘Land use’ screen. It should update to make sure
you are always claiming the maximum eligible area that you can (based on your land use).

The ‘Eligible’ area will show the eligible area you’ve declared in the ‘Land use’ screen (C6 and C7). You
can also see how much land you’ve ‘Applied for’ (C8). For BPS, the total eligible area of a land parcel
must be at least 0.10ha to ‘Apply for’ payment for it. If the land parcelis below 0.10ha then C4 and C8
in your application summary will show as 0.0000ha.

37



Whether or not you’ve made any changes to your land information, it’s very important that you
check the information in this screen to make sure that you’ve correctly declared and applied
foryour land. In some cases, the eligible area you want to claim for payment (C8) may have
defaulted to 0.0000 in this screen. Type the area you want to claim for payment in the ‘Applied
for’ column.

You need to check this after you’ve filled in all the information in your application but before you
submit it. You can do this either online or generate a copy of your application summary - for more
information, read page 43.

How to claim less BPS area Field name | OS Map reference  Field reference Crop type description Declared | Eligible - Applied for | Units
If, you want to reduce the area you are a0 - e sunome IE
Claiming a BPS payment for’ you Can SE2979 3571 PGO1 - PERMANENT GRASSLAND 0.3352| Q0. oy O 0.3352 | HA

SE2979 4582 ACOS - BUCKWHEAT 2.7957| 2.

declare this in the ‘Activate less BPS SE2579 7587 PGO1 - PERMANENT GRASSLAND 2.8070| 2.

SE25979 8376 2.9875| 2.

2.7957 | HA
2.8070 | HA
2.9875| HA

area, SCreen. SE2980 4202 5.0000 5. 5.0000| HA

SE3078 9179 3.8776 38776 HA
You can make changes by typing s o 15000/ 4NN v © foasm -
the areas you want to claim into the 74268 A
‘Applied for’ column. Click the ‘Help’ o - e
link on the screen for more information SO PERMAENT RASSLAND S ‘Zg‘ -

On how to do this. SE3079 503- RIVERS AND ST@E3
L J

If you do not want to claim for payment on a specifi &cel, for @ple, you are in a dual use

situation, or you have transferred or removed the cel, yo lick the button next to the N

to answer ‘no’ in the relevant row. S

Make sure you save any changes before yﬂ\othe sm

Part D: ‘Use less EFAt ai:ae

To reduce an EFA, go to the ‘M gesto E plication’ section of the ‘Apply for BPS’ screen.

Then click ‘Use less EFA than a le’.

You can choose to redutst A area @e declared. For example, if you:
* have fallow D ofy

Apply for scheme

L %
applicatio& ry that is ;me for | Rt = |
crop diversification but® igibleas  |eswmmie ou Coome o
EFA fallow land, or Xonme | oo rmtifrfisie] o R o e[S et
Q s | v | v (0| e o] | v an_n e |

* needtoreducean eabecausean | e s ] \
E FA hedge Or t line ‘Overlaps’ Field name OS5 Map reference Field reference Crop type description Declared Eligible _ Applied for Units
with fallow LgA, Ritrogen-fixing crops, o e
catch or cov ops that are also being

declared as EFA (read the scheme rules
for more information about this), or

Close

* havelandin a Countryside Stewardship option: if EFA is over-declared, it could lead to an overlap
of EFA and CS option. You need to make sure there is sufficient area for both within the land
parcel, and that the land use has been split to show this.

You can make changes by typing the areas you want to claim into the ‘Applied for’ column.

If you don’t want to declare an EFA at all, you must click the button next to the N to answer ‘no’ in the
relevant row. Then click Save.

Click the ‘Help’ link on the screen for more information on how to use this screen.
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Make sure you save any changes before you close the screen.

If you declare less EFA area in Part D for fallow, nitrogen fixing or catch or cover crops, you may also
need to reduce the eligible area you want to claim for payment in Part C.

Read the ‘Basic Payment Scheme: rules for 2018’ on GOV.UK at www.gov.uk/rpa/bps2018 for more
information.

Part E: ‘Activate less commons’

If you don’t want to claim for payment on all your grazing rights (E6 on your application summary), you
need to reduce the number of entitlements you use (activate).

From the ‘Apply for BPS’ screen ,
use the green button to open your
application, choose ‘Make changes to

your application’ then ‘Activate less s
commons’. This shows the grazing _ e
rights from your BPS 2017 application, e |l L

and any additional changes that we’ve o ST — $

ATV Wi SO

already agreed with you. It shows
the maximum number of rights you
can use to activate (use) payment o
entitlements for BPS 2018. . o

Any further changes that we've \\

agreed with you but not yet entered,
or changes that we may agree later,

will show when we enter the updated \o
information into the Rural Payments \
service. Q

Forany common you don’t want t Qor pay@llck N’ in the ‘Do you want to activate
entitlements’ column.

Cloaa

Then choose the relevartc on. Ify more help to do this click the ‘Help’ link on the
screen.) Then click Sav lose to ck to the previous screen.
g I thi

If you make any ¢ is inf Q n please send us any supporting evidence you have showing
the numbers you de L/

Change the information we have about your commons rights

You can also add and reimove commons and change the name of a common, the number of rights
or the type of rights. From the ‘Business overview’ screen, click ‘Commons’.
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Part F: Active Farmer declaration

You no longer need to meet the ‘active farmer’ requirement under BPS for 2018 onwards. However,
this change to the EU regulation was confirmed too late for us to make changes to the Rural Payments
service for 2018. Therefore, for BPS 2018 you must fill in the first box of the ‘Active farmer declaration’
stating ‘No - | qualify as an active farmer’.

Do not click any other options. Then, click ‘Save’.

You must do this before you submit your BPS application’.

| Scheme year-[ 2018 |

1. Do you operate one or more of the following non-agricultural aclivities (as described in the BPS guidance)?
« airports, railway services, waterworks, real estate services, permanent sport and recreational grounds

| % No - | qualify as an active farmer |

Ues
>

You will see a message that will tell you your declaration has been co dsu fully. This

will then allow you to submit your application. You don’t need to t bout gricultural
activities or send us any evidence. %

Part G: Young farmer payment , : Q

To apply for the young farmer payment, go to the ° M nges plication’ section of the
‘Apply for BPS’ screen and click ‘Apply for young f Cllck Qpply for the young farmer
payment, then ‘Close’. You need to fillin and se 5|c Payment Scheme (2018): Young and new
farmer’ form to us together with the acco OlICI ertificate (and covering letter, where
relevant) to prove you are ayoung farmer e ar our BPS application, we must receive
them by midnight on 15 May 2018. Rea SIC P Scheme: rules for 2018’ for more
information.

Partl: Land in more t one ;of the UK

To tell us you are applyi S in mo an one part of the UK, go to the ‘Declarations’ part of the
‘Apply for BPS’ scre Cro r.

Answer the que creen ‘Save’. Then click ‘Close’.

Part J: Organlcl

To tellusyouwanttod @t at you are using the organic greening exemption, go to the
pply for BPS’ screen and click ‘Organic’. Select ‘Yes’, then ‘Close’.

‘Declarations’ part a
You’'llalso needto s a copy of your organic evidence to us to support your application. Please send
it to us by post as we are unable to accept copies sent by email. Read what evidence is accepted in the
Greening section of the ‘Basic Payment Scheme: rules for 2018’".

You don’t need to fill in Part K to apply and you can’t complete it online. This part is just for your

own use.
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Part L: Your declarations and responsibilities

To make your declaration, click ‘“Your declarations and responsibilities’. Please read these carefully
and then click ‘“Yes’ to confirm that you accept the terms of the declarations.

Your declaration and responsibilities (mandatory)

| »

Warnings: RPA can only pay you if you agree with these conditions and comply with them. If you make a false declaration
or if you do not tell us about a change to the information in this application, you may be liable to prosecution. A false
inaccurate or incomplete statement or failure to notify RPA of any change to the information given in this application may
result in loss of entittement and/or recovery of any payments made.

1

Declaration:
Declaration 1 applies to farmers, declaration 2 applies to their representative

1. 1 confirm that | am a farmer as defined in Article 4 of Regulation (EU) 1307/2013.

| understand that my holding may be inspected and | must allow access. co-operate and give assistance as
requested

| have told RPA about all the farming business interests held by any members of this business.
| have read and understood all of the relevant guidance infermation, and confirm that all the details given on the

application. including any supporting documents are true, accurate and completed to the best of my knowledge and
halief | eanfirm

Declaration |

@ves )Mo Do Yyou agree to the terms of the declaration above? (You must select "Yes' before you apply). q

You must complete this declaration before you apply

41



&

L 4

urinformation and apply



After you’ve made your changes and
declarations, check your application
again and submit it.

We recommend that you generate and print a new copy of your application summary.

Check it to make sure you agree with the information before you submit your application online.
Information in the Rural Payments service is ‘live’, so may change after you have submitted your
application. You can do this from the ‘Apply for BPS’ screen, click the drop-down arrow ‘View and
print your application summary’, then click ‘Generate’ to create an updated version. Then click

‘Download’ to read it.
Click the "Generate’ button below to update the summary to include “ngfurmaﬁ

When your summary has been updated, the date and time above v nge. @
g\ a(\

How to check your application summary i,@ate

Checkyou are looking at the latest informa you Wion summary — the date and time on
screen will tell you when your summar t upda& en the summary is up to date, the date
and time will be green. Ifitis red, thi someEEing has changed and you need to generate a

¥ Vigw and print your application summary 6
Click 'Download’ to view and print your application summary. 0
This summary was last updated on 24/04/2018 4:04:07 PM

new summary to view the latesti ion.

Every time you generate a new application su@ry it willupdate and contain the latest

information that is in theR ayments Service for your claim.
We recommend th Xtely af ubmit your application, you ‘generate’ a new
application sum , nload it s her print it or save it to your computer. This will be a direct

copy of the application you’ve ted, and will contain the time and date that you submitted it

Submit your ap ion

You must submit you&) ation by midnight on 15 May 2018. The most recent BPS application
is the one that will epted. It cannot be deleted online. If you want to withdraw it, you need to
write or email us.

We can accept applications until midnight on 11 June 2018 but will apply penalties to applications
submitted after midnight on 15 May 2018 (read the ‘Key dates’ on page 55).

You must complete the “Your declaration and responsibilities’ declaration and fillin the ‘Active
farmer’ declaration before you can submit your application.

Click ‘Submit’ on the ‘Apply for BPS’ screen to apply. A ‘pop up’ notice on the screen should
confirm that RPA has received your application. If the ‘pop up’ notice does not appear, it means
that your application has not been received - read page 45 for more information about what you
need to do.
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Countryside Stewardship option

As part of your BPS 2018 online receipt, you'll see information about applying for a Countryside
Stewardship (CS) Arable Offer online using the Rural Payments service. If you’re interested in
applying, click the link in the receipt — as shown below.

e GOV.UK Rural Payments

PR ——
RN Frei oo cwm ey - g by T & el Va1 gt
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e ey | o
Farw s cormaterad mpty vy e pe e i G i ol T ppligray b Ly By gty ageawy, o
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. a
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Canale a reree Hexigead o afed tF o L oo igapiscletan)
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Crmalin & e AODoend Msrapemesnt Plan sl

If you don’t want to apply at this time, click ‘Back’. You'll return to the ‘Apply for BPS’ screen.

If you want to apply at another time, you can do this from the ‘Business Overview’ screen, click
‘Countryside Stewardship’, then ‘Countryside Stewardship Applications’. The online application
deadline is 31 July 2018.

For more information about the Arable Offer, and other Wildlife Offers, search ‘Wildlife Offers’ on
GOV.UK.

44




Afteryou’ve submitted your BPS application

The ‘status’ on the ‘Apply for BPS’ screen will change to ‘Submitted’ and the date and time it was
submitted will show, as well as the date it was generated (‘Date produced’).

Important: if you need to send us supporting documents, remember that they are part of your
application, so we must receive them by the application deadline. For more information, read page 46.

You do not need to send us a paper application form (BP5) unless you want to withdraw your

online application. If you do send a paper form, it will replace your online application and the date
we receive the paper application will then become the date you submitted your application.

Ifyou... ‘ You need to...

want to submit your BPS check your permission levelin the Rural Payments sirvice -you

application online but can’t see | need ‘BPS submit’. To find out more a this per ion level
a ‘Submit’ button in the ‘BPS read pages 9 and 10.

Applications screens’
PP If you have the correct permlﬁ elthe ‘Submit’

button shows at the bottom ist ofloptio hen your BPS
application is open on th ply for BPS’ s n (from Business
overview, click ‘Basic ent Sche pplications’, ‘Apply for

BPS’, then ‘Open%) e
are unable to submityour BPS | checkyou have
application online " compl r decla 3

2. the %mer declaration - even though
tlve fa atus does not apply from BPS

8 onw;Eds you still need to fillin the ‘Active farmer’

Q declara allow you to submit your application online.
Rea

nd responsibilities’

O for more information.
want to know if your og@ &t following:
application has submi ch for the ‘pop up’ message that appears on your
successfully ¢ screen after you’ve submitted your application

& o « click the ‘messages’ tab on the initial “Your businesses’

screen. You’'ll see a message telling you that you’ve
Q submitted your application successfully
& * gotothe ‘Apply for BPS’ screen which will show the status
of the application as ‘submitted’ and the date and time that
it was submitted. We recommend you save a copy.

* generate a copy of your application summary afteryou’ve
submitted your application and save it. This application
summary shows the time and date you submitted your
application.
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Track your claim

After you’ve submitted your application, you can track its progress from the ‘Apply for BPS’ screen.
Check the status box as this will tell you what stage your claimis at.

*  Submitted — we’ve received your application and it’s ready for us to make our initial checks.
* Claimvalidation — we’re making our main checks on the claim.
* Finalchecking — we’re completing final checks to confirm the claim value.

* Preparing for payment - our checks are complete and the claim will be sent for payment. You
should receive your payment soon unless we’re still waiting for something from you before we
can make your payment, for example, your bank details.

If the status is blank, this means we have not received your application.

Generate and print a new copy of your application summary, check the information, make

any changes, complete your declarations, confirm your information and then submit your
application.

)
Supporting documents (including continu&n sb@)
m .

If you need to send supporting documents as part of your ap?on fore
r é

* young farmer or new farmer form and proof ofyogn orne r status

* organic certificate

* continuation booklets

They are part of your application and we mu e the by |ght on 15 May 2018 to avoid late
application penalties. You must make sur arly w%ﬁe SBIl on every sheet, then send them to

us by post - we recommend that you ed de e cannot accept supporting documents
that are sent by email. The address t em toi |s

Rural Payments Agency
PO Box 352 Q o
Worksop
580 9FG 6

If they are receiv app ic hey are part of willalso be treated as late and a late
application pena e apol our application may be rejected if supporting documents are
received after midnig ton 11 18 Read the ‘Basic Payment Scheme: rules for 2018’ for more
information on appllcatlon and penalties.

We recommend that yge a copy of everything you send to us, including supporting documents.

We do not send acknowledgement receipts for any supporting documents we receive. However,

we do send them for RLE1 forms.

Afteryou’ve applied: how to make changes to your application

You can make certain changes to your application - without getting a penalty - until midnight on
31 May 2018 (as long as we received your application by midnight on 15 May 2018). For more
information, read the 'Basic Payment Scheme: rules for 2018’.

To make the changes, you will need to ‘create’ a new application and submit it when you have made
them. To do this, follow the online ‘Help’ at the ‘Apply for BPS’ screen.
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IMPORTANT: Ifyou submit an updated application after 15 May 2018, you must send an email
to us, explaining that this is a change to your original application. Use ‘Amendments to BPS 2018

application’ as the subject of the email and quote your single business identifier (SBI) in the
email. Send it to ruralpayments@defra.gsi.gov.uk

Any new application will replace a previously submitted application - but you will still be able to see
(and print) any previously submitted applications as an application summary.
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Annex 1: Your digital maps

Check your digital maps

It’s important that you check your digital maps online because we’ve reviewed and updated
our mapping information, where necessary, since applications were made for BPS 2017. We've
updated our digital land maps using the latest available data sources, such as aerial photography

and Ordnance Survey updates. If we’ve updated your land parcels, you will have received
notifications in the ‘Messages’ tab on the Rural Payments service identifying which land parcels
have been updated. We’ll also send you an email to remind you to check your notifications, so it’s
important that you keep your email address up to date.

If you do not agree with the changes, what you need to do is explained on page 51.

You can look at digital maps of the individual land parcels which are linked t our SBI onsthe Rural
Payments service. You can see them as either an OS map or as an aerial ph you cC he OS
map view too. \

From the ‘Business overview’ screen, click the ‘Land’ link, and the@w landw

How to use the ‘Land summary’ screen

Land summary

A Farmer

s O
This is a summary of the information we curra \\v
this land. %

Q
Sumbor of poces Q q 18 Dhis nformation up 1o date®

Fokal areas (Faj Ty bapew mrnachy P o o mais
g o ot sEosd e gl
Frrrrureenl ik (Pll] fi gy Y PR Aol W Futr el
Land parcels SC &0
Ty i R Ehiy lgndd paronls CAch on Ehe
Parcel 1D b wiars i o el i3 about
<&

An i ieon pending lor the pancel

Earosl 10 & CEVErE BP S plgibie ares (P
FTi234 SATE i Foprrmarwerd Ut i arsl ox
FTI234 & =_'.-. D Parrraneend Ceweieag 11 10

You’ll see a summary of your land parcels giving the number of parcels and their total area, and a list of
all the individual land parcels. Click on the individual land parcel details to see more information about
that parcel, for example, BPS eligible area, total area and land cover.

The ‘Land summary’ screen will highlight if there are any changes ‘pending’ on any of the land parcels
-if there are, you will see an ‘" icon (exclamation mark). This means we’re stillworking on changes to
that land parcel, so you should take account of any outstanding RLE1 forms that you’ve sent to us - or
any outstanding inspection reports. You don’t need to send us another RLE1 form.
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If there are no changes ‘pending’, but you need to make changes to the land parcel, send us an RLE1
form and sketch map to tell us about the changes.

If you can’t see a particular land parcel, this could be because it isn’t linked to your SBI - orisn’t
registered on our database at all. For information about what you need to do, read page 27 ‘Add a land
parcel to your application’.

Land cover and how to change it

From the ‘Land summary’ screen, click the details for an individual land parcel and you can see the
‘land cover’ for that land parcelin the ‘Parcel details’ screen. This will be either arable, permanent
pasture, permanent crops or ‘other’ (non-agricultural area, with the type of non-agricultural area if
that has been mapped, such as ungrazeable scrub). It is important that this information is correct, for
example, all EFA features and areas must be on or within 5 metres of land mapped as arable cover.

Parcel details i
A Farmer I %
Farcel IDx FT1234 6780 6 \

i

Tt o i By OF ol Pebadvruinds mih Do riently Pl
Ao Poh LA pares

M Tracw aow changes pendieg for ey land parced . o

o Q
BT eyl e (e | i
frial wea (e vrdd 5

Land lt.'ﬂﬂf'.

Land covers [rer -P-rd- ' v ol e [POF)

Thiiih &% Dl 8% D2l Il 'wil DudTaily Bl

, E up WA
wnmnm
e cosam FoiE el (P

[, read the information on page 51.

IMPORTANT: before you change the land cover for an individual land parcel, check that this will
not affect any Countryside Stewardship or Environmental Stewardship agreement that the land

parcel has beeninciuded in. For more information, read page on ‘Change land use - columns C6
and C7’ on page 22.
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The new hedge layer information

You can view the hedge information we have for your land in the ‘Parcel details’ screen by selecting a
parcel within the ‘Land summary’ screen. If the parcel contains any hedge information, it will display in
atable at the bottom left of the screen. If you want to see where hedges in the map, click the ‘Hedges’
icon. For more information, click the ‘Help’ link on the screen.

Land covers

These are the land covers that we currently have

B I

mapped. h,
Land covers Total area (ha) i -.
Arabie Lard 418 \-//
Total area 4.18
#° NP
These are the hedges that we currently have mapped ™
for this parcel. w
Kumber Lengihim) EFA Eligible /b
1 315 Yas
2 2% Yes *luﬁ 0
3 153

es
* @ a print- Fruar%rsion of this page, (FDF)

have an exclamation
mark (!) icon next to
land parcelin the Lan
summary scree

sentusanRLE1a
sketch map to tellus
about a change toyo
land - but the chan
isnotonyourm
and you cannot
exclamation mar
icon

3 gnsappmg

: * calluson 03000 200 301, giving your SBI

ourapp
asu

of the following:

jon and ensure that the information in your ‘Land
o date. The exclamation mark shows that we’re still
es but you don’t need to wait for us to finish before you

email us at ruralpayments@defra.gsi.gov.uk

» write to us at Rural Payments Agency, PO Box 352, Worksop
S80 9FG

Give your SBl and use ‘Mapping Query’ as the subject heading of an
email or letter and give details of the change that you’'ve requested.

You should still submit your BPS 2018 application based on the
information you have to the best of your knowledge, and send an email
to us to explain what you’ve done.
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You need to...

think we have mapped a
non-agricultural feature
orarea, or land parcel
boundary incorrectly

send us an email or a letter to let us know, if you have already told us
about the change. If you have them, include a copy of any RLE1 forms
and maps you have sent to us (If applicable) about the non-agricultural
area or feature (read the RLE guidance for more information).

Print a copy of the land parcel from the ‘Parcel details’ screen and mark
the change required on it (include any measurements if you have them
and if itis a feature, what the feature is).

Make sure the feature has the correct area/land use code in your land
use screen

have land cover shown
onyour maps which is
incorrect

Do one of the following:
1. where thereis one land cover type for the whole land patcel, call us.
2. ifthereis more than one land cover for a l[and parcely,you must fill

in an RLE1 form and send it to us with @gketch map‘clearly marked
with the land cover and areas.

see achange toyour
maps and aren’t sure
why we have made it
(for exampleitisn’t
achangeyou told us
about)

we use all available data sourcesfiincluding aerial photos and Ordnance
Survey map updates, to keep.ounland information up to date, and to
check any claims you make.

We won’t write to you anymore to tell you When we make a change

to your maps based dn'these data'sourees but you will receive a
notification whenwegnake these changes — check ‘my messages’ tab
regularly in the Rural Paymeénts service.

If you do not agree with'the changes
Ifitis achange to land,cover, see the query above.

If you disagree withy\a'split or merger of parcels, providing you are the
sole claimant andithere is no overall change to the eligible area you are
claiming for,there is no need to update your maps before you claim. If
you wishsusite@' do so, then please tell us later in the year.

If the'changes do affect the eligible area of the land parcel, you need

toifilliman RLE1 form and submit this along with a sketch map. Then,

continue to make your application using the information you’ve given
us on the RLE1form.

When you submit your RLE1 form and sketch map, write the heading
‘Mapping change query’ on both of them.

We must receive the completed form and sketch map before midnight
on 15 May 2018.

For more information read the RLE1 guidance. You can find the RLE1
form and guidance on GOV.UK at www.gov.uk/rpa/bps2018.
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Ifyou... ‘ You need to...

notice a mapping
change made by RPA
afteryou’ve submitted
your 2018 application -
and need to update your
claim

refer to the section ‘After you’ve applied: how to make changes to your
application’ on page 46.

However, you can’t make these changes if:

* you have already been told about any non-compliance affecting
the agricultural parcel you want to amend

* aninspection has revealed a non-compliance affecting the
agricultural parcel you want to amend

* you have received advance warning of an inspection

Read the ‘Basic Payment Scheme: rules for 2018’ for more information.

want to know if you

send us an RLE1 form and sketch map if you are

asineligible lan

should send us an RLE1 - registering new land parcels %
form and sketch map to _ \
tell us about changes to * transferring parcels
your land * dividing or merging parcels Q
* making permanent bound hanges W
* adding or deleting no ltural ar@nd features that are not
already shown on 3@
* changing land wher t)@ ore than one land cover for
aland parc 5
You don’t ne d us m if you’ve already sent one
telling us ab hang exclamation mark (!) icon is showing
against parcel and summary’ screens on the Rural
Paymen
have a small area of elan what is on the ground at 15 May 2018, and send
land at least 0.010f a LE1 for sk us to change it to eligible land.
hectare in size that has
been wrongly map

have aland parcel that
has beenincorrectly
merged with someon
else’s land parcel

n the eligible land area within the parceland then send us an
form and sketch map to correct the land parcel boundaries. Read
6 —Part field size’ on pagel4. Do not fillin a land use code for the
area thatis notyours.

The RLE1 form and

ance is available on GOV.UK at www.gov.uk/rpa/bps2018.

If you need to send us a map showing any changes, print the individual land parcel from the Rural

Payments service - ‘Land summary’ screen- mark it up and send it to us with your RLE1 form.
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Annex 2: At a glance: your online

application

The table below shows you where to change the different parts of your online

application.

Part of your application

summary

Where to click from the Business overview screen

Part A-Your business

Business name: View full business details > Amend business
details and reference numbers

Part B - Your choice of currency

Applications » Apply for BPS » Declarations » Payment

Part C- C1: Field name

Not available to change online.

Part C-C2: OS map sheetref/
National Grid field no

Not available to change online. You €an checksthemiby going to
Land > Land use

Part C- C3: Total field size

You can’t update the Totaldield size within your online
application. But you should make suresyour part field size (C6)
and land use information\(C7) are cortéct. You can update these
in the Land Use screen'(Land » Lahd Use) or by sending us an
RLE1form and_sketeh map.

Part C - C4: Maximum area
eligible for BPS

You can’t update'the Maximum area eligible for BPS within your
online application. Butyou should make sure your part field size
(C6) and.[and usejinformation (C7) are correct. You can update
these inthe LandUse screen (Land » Land use) or by sending us
anRLE1 form and sketch map.

Part C - C5: Part field suffix

This will update automatically, based on the information in your
land use screen.

Part C- C6: Part field

Land@kand use

PartC-C7: Land

l@hd>Land use

This will update when you make any changes to land use.

If, for any reason, you want to reduce this area, go to
Applications > Apply for BPS » Make changes to your application
> Activate less BPS area

PartD- Ecologicwgs Areas

(EFA)

Include EFA areas and features in your land use (Land » Land
use)

If you want to reduce the amount of EFA you want to declare,
go to: Applications > Apply for BPS » Make changes to your
application » Use less EFA than available

Part E- Common land

If you need to make any other changes to your common land, go
to the Update rights for common land screen.

If you want to activate less grazing rights online, to go:
Applications > Apply for BPS > Make changes to your application
> activate less commons

53



Part F - Active farmer Business overview » Active farmer declaration
declaration OR

Applications > Apply for BPS > Declarations » Active farmer
declaration

Select ‘No - | qualify as an active farmer’, then click ‘Save’

Part G - Young farmer payment | Applications > Apply for BPS > Make changes to my application »
Apply for young farmer

Part H - Entitlements Entitlements » Transfer entitlements or View entitlements

Partl-Land in more than one Applications > Apply for BPS » Declarations » Cross border
part of the UK

Part J- Organic land Applications > Apply for BPS > Declarations » Organic

Part K- Checklist Not applicable online, but available o lication mary for
your own use. @D
PartL- Declarations and Applications » Apply for BPS larations

> De ions >
responsibilities and responsibilities.

.oo <

54




Annex 3: Key dates for BPS 2018

1January

Official start of the BPS 2018 scheme year

1January to 31 December

Land used to claim BPS must be eligible all year

Ecological focus area (EFA) period for hedges and trees in
aline (which must be present allyear unless newly planted)
and buffer strips and field margins (which must be present
allyear)

Environmentally sensitive permanent grassland must be
retained allyear

Cross compliance rules must be followed all year

1January to 30 June EFA period for EFA fallow land

13 March Application window opens

1Mayto 30 June Crop diversification period and EEA period fornitrogen-
fixing crops

15 May (midnight) BPS 2018 application deadline to avoid latéapplication

penalties

Deadline for RPAd®Gyeceive supporting evidence to prove
young farmer‘ar new farmer status, to avoid late application
penalties

DeadlineforBPS 2018 ntitlement transfers (only the
person who holds an entitlement on this date can use it to
bepaid for BPSin'2018)

Fandiused to/claim BPS in 2018 has to be ‘at your disposal’
(only the person'who has the land at their disposal on this
date can/Use it to be paid for BPS in 2018)

Deadline for RPA to receive applications for new
entitlements from young or new farmers

Deadline for RPA to receive applications for young farmer

®

9
31May (midnig@

11 June (midnight)

Deadline to make certain changes to an application
received by 15 May without a penalty (for more information
read the ‘Basic Payment Scheme: rules for 2018")

Late application’ deadline. Deadline for late applications,
or late amendments, with penalties. Any applications or
supporting evidence received after this date will not be
accepted.

S
N

20 August EFA catch crops must be established by this date

1 October EFA cover crops must be established by this date

14 October EFA catch crops must be retained until at least this date
1December BPS 2018 payments window opens

31 December

Official end of the BPS 2018 scheme year

15 January 2019

EFA cover crops must be retained until at least this date

30 June 2019

Payment window ends
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Contactus

Visit our website
www.gov.uk/rpa

For more information about the Basic Payment Scheme in 2018, go to
www.gov.uk/rpa/bps2018.

Look on our website for information about when the Rural Payments service
may not be available.

Email
ruralpayments@defra.gsi.gov.uk

Please quote your single business identifier (SBI) @l enquiri%
Callus w

03000 200 301 (Monday to Fridz@m to 5p®xcept bank holidays).
Write to us or send e\@! t applications to

Rural Payments Ag@c x 352

Worksop

S80 9FG \ Q
Please quote lee busi identifier (SBI) for all enquiries.

|%Q lé t ruralpayments blog.gov.uk

w 4
2 i& Twitter @ruralpay
O

@Facebook: https://www.facebook.com/RuralPaymentsAgency/

YouTube: Rural Payments Agency

To complain to RPA, write, email or telephone. Full guidance about how to complain or appealis
available online at www.gov.uk/rpa.
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More information

Fraud and Cyber Crime

We’'re aware that in the past some customers have received emails, texts and telephone calls claiming
to be from RPA or Defra. Links to a website mocked up to look like an RPA or Defra online service are
sometimes included in the message.

We do not send emails or text messages with links to websites asking you to confirm your personal
details or payment information. We will never ask you to reveal your online password, PIN or bank
account details or ask you to make a payment over the telephone.

We strongly advise anyone who receives such a request not to open the link and delete the item.

l@tlona %ﬁg centre
mmeﬁ: uded or

You can do this by using their online reporting service any time fthe ay or night. dhe service

Report

You can report fraud or cyber crime to Action Fraud. Action Fraud is the
for fraud and cyber crime where you should report fraud if you have b
experienced cyber crime.

allows you to both report a fraud, and find help and support. lso pr e help and advice over
the phone through the Action Fraud contact centre. You to the and internet crime
specialists by calling 0300 123 2040. é

)
~<§‘° \“’5
Nl
O@Q 60
<
& o
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>
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Callus now on 03000 200 301 to activate
your BPS 2018 online application

© Crown copyright 2018

You may re-use this document (not including logos) free of charge in any format or medium, under the
terms of the Open Government Licence v3.0.

To view this licence visit http://www.nationalarchives.gov.uk/doc/opengovernment-licence; or write
to the Information Policy Team, The National Archives, Kew, Richmond, Surrey, TW9 4DU or email:
psi@nationalarchives.gsi.gov.uk

This document is also available on our website at www.gov.uk/rpa/bps2018

www.gov.uk/rpa

Produced by the Rural Payments Agency
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