
  
 
 

16-19 BURSARY PROCEDURE 2021-22 

 
1. Aim 

 
1.1 The 16 to 19 bursary is designed to support young people aged 16-19 to continue in 
education or training in sixth forms, academies or providers.  The fund is designed to 
remove barriers to participation.  It is not designed to be a cash incentive to participate in 
education or training.  It is intended that these funds should target those who are 
experiencing severe financial hardship.  All beneficiaries of this fund will need to meet 
eligibility criteria and conditions as laid out by the Academy.  Failure to do so will result in 
bursaries not being awarded or withdrawn.  As a point of principle bursary funds should 
not be used to displace other types of support available to young people e.g. childcare 
costs should not be covered that can be covered via Care to Learn or Transport costs 
that are met by the Local Authority. 
 

1.2 Those schools, academies and providers that are funded by the Education Funding 
Agency have received a Bursary Fund Allocation for 2021/22.  The allocation from the 
EFA is for the academic year 2020/21.  

 
1.3 All schools, providers and Academies will adhere to the 16-19 Bursary Fund-

Guide for 2020/21 published in April 2020. 
 

1.4 The allocation of vulnerable bursaries will be subject the Academy receiving the 
appropriate level of funding from the Young Persons Learning Agency. 

 
 

2 Vulnerable bursaries for the most vulnerable learners 
 
2.1 The Academy will pay a vulnerable bursary of at least £1,200 to learners in the 

following  
       categories; 

• Those in care 

• Care leavers  

• Young People in receipt of Income Support or Universal Credit 

• Disabled young people who are in receipt of Employment Support Allowance who are 
also in receipt of Disability Living Allowance or Personal Independence Payments 

 

The definition of a Care Leaver or ‘former relevant child’ according to the Children 
(Leaving Care) Act 2000 is:  

   ‘Any 18 – 21 year old (or until the end of an agreed programme of education 
or training) who has been looked after for at least 13 weeks since the age of 14 
and who is still looked after or recently left care.’  

Therefore, any 16-19 year old accessing learning at a post 16 organisation 
funded by the EFA will be classed as a care leaver if they were in care for 13 
weeks (not necessarily consecutively) or more since the age of 14. 

 
2.2 If a learner becomes entitled during the year the payments will be pro-rate to the 
number of whole weeks remaining in the academic year. 
 
 



2.3 Vulnerable bursaries will be pro rata for any courses that are less than 30 weeks. 
 

2.4 If a learners’ situation changes during the course of the year then their eligibility can 
be re-assessed and the level of support offered may be increased or withdrawn 
completely.  There is a responsibility on learners to notify the Academy to changes in 
their circumstances that might affect their continued eligibility for a bursary. 

 
2.5 Young people can re-apply for a bursary if their circumstances change throughout the 

year or if they had a previous award withdrawn.   
 

2.6 At the beginning of the academic year the Academy will encourage young people to 
apply for vulnerable bursaries. Deadlines will be set for applications and a date will be 
published for panels to review applications, make decisions and communicate their 
decisions to young people. However, this will not preclude schools, providers and 
Academies from considering applications beyond this date, but this will enable them 
to distribute the funds they have as fairly as possibly, having assessed the overall 
demand for support.  Schools, Academies and providers will hold back funds to 
support in year applications (where they have start dates outside of the academic 
year) and anticipated at risk discretionary bursaries. 

 
 

3 Discretionary Bursaries 
 

Discretionary bursaries will be awarded as a full or part contribution towards the cost 
of the following types of expenditure where young people are unable to meet those 
costs through any other means. Qualifying expenditure is defined as anything 
identified by the Academy as a barrier to participation.  Examples of qualifying 
expenditure are as follows; 
 

• Transport 

• Meals at school or academy 

• Sixth form dress 

• Equipment and materials required in order to complete the course  

• Educational visits or work-related activities that are a compulsory element of 
the programme of study. 

• Other expenses approved by the Academy that are related to supporting 
attendance & participation. 

 
3.1 In order to assess ability to meet the costs of expenditure schools, the Academy will 

request information relating to all aspects of household income.  Information supplied 
may be verified with relevant agencies such as Jobcentre Plus.  Applicants may also be 
requested to provide information on other funding you might be receiving to support 
these activities e.g. LA support for transport or childcare support. Failure to supply 
requested evidence of income may invalidate your application. 
 

3.2 Discretionary bursaries will only be awarded where the household income is assessed 
as being either; 

 

• Band 1 – Household income less than £16,190 per annum (or eligible for free 
school meals in the previous academic year) 
 

• Band 2 – Household income less than £30,000 per annum 
 

3.3 The maximum award for a discretionary bursary will be £1,200 per annum. 



 
 

4 At risk discretionary bursaries 
 
4.1 Any young person can be considered for an at-risk discretionary bursary if it is deemed 

by the Academy that they are at risk of dropping out.  This type of bursary is intended to 
support any young person who having engaged in learning, begins to experience 
financial difficulties that are severe enough to put them at risk of dropping out.  Bursaries 
will be awarded subject to the availability of funding.  The level of award will be 
dependent on need.   

 
4.2 Schools, Academies and providers will identify young people who are deemed to be “at 

risk”. They will do this in accordance with their normal processes and policies for 
providing welfare support and pastoral care. 

 
4.3 At risk discretionary bursaries can only be awarded to young people if they were 

engaged in learning up until the census point in October or for at least one sixth of their 
intended programme if the course does not start at the beginning of the academic year.  
At risk bursaries can be used to support the following young people; 

 

• Those receiving the vulnerable bursary where they need additional support in the 
year because financial hardship leads to them being at risk of dropping out 

• Those receiving a discretionary bursary (band 1 or band 2) where they need 
additional support in the year because financial hardship has led to them being at 
risk of dropping out. 

• Any other learner attending the Academy where they need additional support in 
the year because financial hardship leads to them being at risk of dropping out 

 
 
5 Application Process 

 
5.1 All applications must be made using the following link – an MS Form.  

https://forms.office.com/r/4BSxXLu55F 
 

5.2 The first and main closing date for applications will be the 18 September 2021. 
Thereafter, applications will be considered on an ad hoc basis e.g. from those learners 
who enrol later, apply later or whose financial circumstances change. 

 
5.3 Applicants will be required to provide evidence to verify their eligibility for the bursary.  

The applicant will need to provide relevant information to establish the household 
income.  An exception to this will be those applying for vulnerable or discretionary 
bursaries band 1.  Eligibility for band 1 can be met by verification that the applicant was 
in receipt of free school meals in the previous academic year. 

 
5.4 Evidence of income will include any source of income e.g. employment, investment, 

benefits for both the applicant and the adults living with the applicants as well as any 
parents who live elsewhere.  Any savings of the above parties may also be considered.  
This information will be self-declared but also evidenced by P60’s, Tax Credit Awards 
and self-employment accounts and letters of confirmation of benefits from the Job 
Centre.  Applicants will be required to give permission for this information to be verified 
before the Academy progresses the application. 

 
6  Assessment 

 

https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fforms.office.com%2Fr%2F4BSxXLu55F&data=04%7C01%7Cjmckenzie%40stangroundacademy.org%7Cf773f8236ea54befdf2a08d93fcff289%7Ca091745ab7d84d7ab2a61359053d4510%7C0%7C0%7C637610984631598367%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=exdnVLcCramrrntcEgwXn6Ewx004nl3%2Fa%2BAd%2FFdGst0%3D&reserved=0


6.1 Your application will be assessed by a panel of staff employed by the Academy.  
 

6.2 All applications will be assessed by a panel of staff in accordance with this policy & EFA 
guidance.  Panel members will not know the identity of applicants when they make their 
recommendations.  The Principal will approve recommendations before applicants are 
notified of the decision. 

 
6.3 Documentary evidence to support applications will be checked and copies retained by 

the Academy for audit purposes. 
 

6.4 Applicants will be informed, in writing of the outcome of their application by 16 October 
2021 or within 14 days if the date the application is received is after 16 October 2021. 

 
6.5 The panel will assess the eligibility of each application and make decisions on the level 

of award to be given.  They will also decide the type of support to be offered (in kind or 
cash) and the frequency of the payments to be made.  Payment arrangements can be 
reviewed where either requested by the applicant or if the school, provider or Academy 
feel it appropriate to do so in order to support continued participation in learning. 
 
 

7 Payments 
 

7.1 There will be a presumption that support will be provided in kind or payments will be 
made for specific goods or services (e.g. uniform or transport), direct to the supplier.   
 

7.2 Cash payments or transfer of funds to a bank account may be taken into account as 
income by the Job Centre. Therefore, cash payments will only be made for those young 
people awarded vulnerable bursaries and where there is no other appropriate in-kind 
payment that can be made.  It is recommended that young people seek individual advice 
from the special benefits advisor at the Job Centre before accepting any cash payments. 

 
7.3 Payments will be made dependent on need i.e. weekly, fortnightly, monthly, half termly 

or termly. 
 
7.4 Where a young person has submitted an application for either the vulnerable or 

discretionary bursary they may be awarded provisional/emergency support pending the 
approval of that application.  Provisional/emergency payments will only be made where 
absolutely necessary and where a preliminary review of the young person’s applications 
indicates that they meet eligibility criteria for one of the 3 types of bursaries (vulnerable, 
discretionary or at risk discretionary).  The payment of an interim/ emergency payment 
does not indicate that an annual bursary will be awarded.   

 
7.5 Interim/emergency payments are not subject to the clawback of cash unless the 

information on the application form has been falsified.  However, if the emergency 
payments are in kind e.g. books equipment etc then this can be reclaimed by the 
Academy should they wish to. 

 
7.6 Interim/emergency payments will only be made weekly and should seek to cover short 

term costs only. Where a young person is awaiting the outcome of an application for 
benefits this normally takes a maximum of three weeks.  It is envisaged that emergency 
payments would not normally continue beyond 4 weeks. 

 
7.7 Any benefits in kind are the property of the Academy.  If they can be re-used for other 

learners’ young people may be required to hand these back to the Academy at the end 
of the course or programme of study. 



 
7.8 All discretionary payments are subject to availability of funds, but the following principles 

would apply.  All eligible applicants for Band 1 discretionary bursaries will receive a 
bursary to cover the costs of any qualifying expenditure deemed to be necessary for 
them to participate in their course or programme e.g. material, equipment of educational 
visits.  This will include full support towards meals at the Academy. All eligible applicants 
for band 2 discretionary awards will be asked to contribute towards the qualifying 
expenditure related to that young person and any bursary awarded will be a contribution 
towards the costs of participation.  The level of award and level of contribution from the 
applicant will be subject to both need and the availability of discretionary funds. The 
availability of discretionary funds and the demand placed upon those funds will vary 
between Academies. 

 
 

8 Participation 
 

8.1 Payment of bursaries will be conditional upon a range of factors. This will include regular 
attendance, satisfactory behaviour and completion of coursework.  The detailed 
arrangements will vary across Academies.  What is deemed to be satisfactory behaviour 
and what is expected in terms of coursework completion will be driven by the policies 
and requirements of individual Academies.  

 
8.2 All young people will be expected to maintain a minimum level of attendance (as defined 

by the policies and practices of the Academy) and throughout the year in order to 
continue to be eligible for bursary support. Attendance will be monitored regularly but at 
least half termly.  Authorised absence will be classified as attendance.  If a student only 
attends for part weeks with no explained reason this will result in part payment of the 
vulnerable bursary and part payment for any transport costs accrued. 

 
8.3 If the conditions of payment are not met, then young people will receive a written 

warning.  Continued non-compliance after the written warning will result in any 
outstanding bursary payments being withdrawn.  Young people can re-apply for a 
bursary in the event of it being withdrawn.  The Academy will want to see evidence of 
compliance of the conditions before approving another bursary. 

 
 
9 Appeals 

 
9.1 Applicants may appeal in writing against the decision of the Bursary Panel. 

 
9.2 Appeals will be determined by the Principal who is not a member of the Bursary Panel & 

a member of the governing body where applicable. 
 
9.3 If the decision of the appeals panel fails to resolve the issue then applicants should 

follow the Academy’s normal complaints procedure. 
 
 
10 Data Protection 
 
10.1 All partners under this policy agree to share data and information in order to verify a 
young person’s eligibility and to verify the position for any young people that move between 
providers during the year.  

 
10.2 The information contained within the application will be treated as confidential and only 
shared where necessary to progress an application. 



 
10.3 Hard copy information associated with applications, decisions and panels will be kept to 
satisfy EFA audit expectations.  The Academy might also decide to keep information 
electronically.  Any personal information that is kept will kept securely and for a period of 7 
years. 
 
10.4 Evidence of income will be validated, and a member of staff will confirm that this has 
been seen on the application form.  The Academy will not keep copies of this personal data 
(as per EFA guidance). 

 
 

11 Equal Opportunities 
 
11.1 All aspects of the applications process ad associated decisions will be managed with 
due regard to equal opportunities legislation.   
 
 
 
Procedure updated 29 June 2021 

 
 

 
 

 
 
 
 
 
 

       
 

 
 


