
Page | 1                                                                                                       
 

 

 

 

 

 

Student Bursaries & Financial 
Support Policy 

 

School Name Clarendon Academy  

  

Person responsible David Cade 

Approved by directors  

First written  

 

For review Reviewed Signature 

July 2022 David Cade [Signed electronically] 

July 2023   

July 2024   

July 2025   

   
 

   
All policies are renewed annually. If no change then just signed. If an amendment or full change is required, this is 

recorded. 
 

 

  



Page | 2                                                                                                       
 

 

Contents 

 

1. INTRODUCTION ....................................................................................................... 3 

2. INFORMATION…………………………………………………………………….……3  

3. ELIGIBILITY CRITERIA ............................................................................................... 3 

4.     ASSESSING  ELIGIBILITY………………………………………………………….......3 

5.   HELP TOWARDS MEETING COURSE RELATED COSTS..………………………….…5 

6.   HELP TOWARDS TRAVEL COSTS………………………………………………………5 

7.   HELP TOWARDS MEALS…………………………………………………………..…....5 

8. HELP TOWARDS CHILDCARE COSTS ..................................................................... 5 

9. HELP TOWARDS COURSE FEES ............................................................................... 5 

10. HELP TOWARDS ADDITIONAL LEARNING SUPPORT NEEDS (Advance Learner 

Loan only) ...................................................................................................................... 6 

11. VULNERABLE GROUP BURSARIES……………………………………………………6 

12.  MAXIMUM LEVEL OF SUPPORT AVAILABLE……………………………………….6 

13. ADMINISTRATION OF THE STUDENT SUPPORT FUND ……………………………7 

14.  ALLOCATION …………………………………………………………………………7 

15.  APPEALS ………………………………………………………………………………..7 

16.  LINKS TO RELATED SCHOOL POLICIES / PROCEDURES …………………………8 

 

 

 



Page | 3                                                                                                       
 

 

1. INTRODUCTION  

   

Clarendon Academy receives an allocation of funds from the Education and 

Skills Funding Agency (ESFA), to support eligible students to meet the costs of 

participating in education.  The ESFA publish guidelines which set out the 

criteria for the use of these funds.  Eligible students will be required to show 

supporting evidence that they meet the required criteria. In certain 

exceptional circumstances, Clarendon Academy may exercise its ability to 

make discretionary awards. 

 

2. INFORMATION 

 

Clarendon Academy provides information about, and promotes access to 

financial support via information leaflets, the website, at interviews and at 

promotional events i.e. Open Evenings.  All students must be conversant with 

the initial application for funding, and the submission of subsequent claims.   

  

3. ELIGIBILITY CRITERIA 

 

All students aged 16 and over and who meet the residency criteria set out in 

national funding guidance, and are studying an ESFA funded course are 

eligible to apply. Waged apprentices are not eligible. 

  

4. ASSESSING ELIGIBILITY 

 

All applicants will be asked to complete an application form (Appendix 1).  

All new applicants will be sent details on applying via email prior to 

September. Assistance with completing the application form is available from 

any of the 6th Form staff. 

 

The 16-19 Bursary Fund, 19+ Discretionary Learner Support Fund and 

Advanced Learner Loans Bursaries are means-tested and applicants will be 

required to provide evidence to verify total household income.  Students 

applying through the Advanced Learner Loan Bursaries for Additional 

Learning Support costs ONLY will not be means tested. 

 

Students aged 19 or over who have an Education, Health and Care Plan 

(EHCP) are eligible for the 16-19 bursary. Applicants will be required to 

provide a copy of an up to date EHCP to access support if not already held 

by the school.  

 

Priority for support will be given to those students with a household income of 

under £28,000 per annum gross increased by £2000 (per additional child) 

where three of more children aged under 18 are in full time education.  
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Evidence of household income will usually be an up-to-date Tax Credit 

Award Notice or Universal Credit statements.  If the household is not in receipt 

of tax credits, other proof of income related benefits, bank or building society 

statements, wage slips’, self-assessment tax form and other documents may 

be requested. 

 

To be eligible for financial support, it is expected that households have 

claimed ALL funds available to them from other sources. Therefore, if the 

student is aged under 20 and in full time education your household should 

be in receipt of Tax Credits or Universal Credit in order to be eligible for 

support from the Bursary Fund. 

 

If parents and carers have not yet claimed Tax Credits or Universal Credit, 

you would be expected to do so BEFORE applying for support from the 

Bursary Scheme. For more information, visit https://www.gov.uk/welfare 

 

If your income is higher but you are in hardship you can still apply and your 

case will be considered, however, a supporting statement and evidence of 

serious financial difficulties must be included. 

 

Students aged 16 – 19 in defined vulnerable groups are entitled to a bursary 

of up to £1200 where a financial need and relevant costs are identified (pro-

rata according to length of course and hours of attendance). The defined 

vulnerable groups are: 

 

• Students in the care of the Local Authority including unaccompanied 

asylum seeking children. 

• Care Leavers, supported by the Leaving Care Team. 

• Students living independently and in receipt of Income Support or the 

equivalent Universal Credit (and can provide a letter from DWP 

evidencing that they are allowed to enter full time study as well as a 

tenancy agreement or child benefit letter for a dependent). 

• Students in receipt of both Disability Living Allowance  (or the new 

Personal Independence Payment) and Employment Support 

Allowance (or Universal Credit as a replacement for ESA). 

 

In some cases, a student might be eligible for a bursary for vulnerable groups, 

however, their financial needs are already met and/or they have no relevant 

costs. Meeting the criteria for a bursary for vulnerable groups does not 

automatically mean funding will be given. 

 

Students who believe they qualify for the £1200 bursary are required to 

provide evidence of their care status or benefits as above to support their 

application. 

 

 

 

https://www.gov.uk/welfare


Page | 5                                                                                                       
 

 

5. HELP TOWARDS MEETING COURSE RELATED COSTS 

 

Assessment of the level of support needed for each programme of study will 

be carried out in conjunction with information supplied by direct delivery 

teams regarding course related costs. 

 

The 16 – 19 Bursary Fund and the 19+ discretionary Learner Support Fund and 

Advanced Learner Loans Bursary may be able to assist with costs where 

equipment is required to enhance a student’s access to learning or to 

increase levels of achievement.  Where trips are supported payment will be 

made through internal transfers only.  

 

Funds will be made payable directly to the equipment or uniform provider 

where possible. Where paid to the student, a BACS payment will be made 

directly to the student.  It is not possible to make payments to family 

members or guardians, however, exemptions may apply where an applicant 

to the bursary is formally assessed as not having the capacity to manage 

their own financial affairs. 

 

The bursary will only support costs where the items being paid for are in 

excess of £10.  All items purchased by the support funds remain the property 

of the school and must be returned if students do not complete their course.  

 

6. HELP TOWARDS TRAVEL COSTS 

 

Bursary funds for students aged 16-18 will be administered in conjunction with 

Local Authority Transport Scheme’s and Policies. In most cases, Bursary funds 

will be used to provide additional financial support where transport costs are 

not met in full or present a barrier to learning. 

 

Support through bursary funds with the cost of travel is available to students 

who travel more than three miles to their site of study or work placement. 

Distance will be calculated using the shortest safe walking distance as 

identified on Google maps. Exceptional circumstances and Special 

Educational Needs that do not meet the Local Authority Transport Policy will 

be considered during assessment and through the appeals procedure where 

necessary. 

 

Travel support will usually be in the form of a bus pass however the school will 

exercise discretion on this decision where another form of support is deemed 

more suitable or cost effective.  The school will support transport costs during 

term time only. 

 

7. HELP TOWARDS MEALS 

 

Students aged 16-18 at the beginning of the academic year who live in a  
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household that is in receipt of one of the benefits  below are entitled to free 

meals in further education on days they attend study or activity that is part of 

their course. (i.e. work experience).  

 

• Income Support. 

• Income based Jobseekers Allowance. 

• Universal Credit with an income less than £7400 per annum. 

• Income related Employment Support Allowance. 

• Support under part IV of the immigration an Asylum Act 1999. 

• The Guaranteed Element of Pension Credit. 

• Child Tax Credit (provided they are not entitled to Working Tax Credit) 

and have an annual gross income of no more than £16,190 as assessed 

by Her Majesty’s Revenue and Customs. 

• Aged 19-24 with a valid EHCP. 

 

Meals provided will not exceed a maximum value of £2.35 per day and in 

most cases will be supplied through the school’s  catering outlets. Where this 

arrangement is not possible, alternative arrangements will be made. 

 

Students in receipt of a £1200 bursary who do not qualify for free school 

meals, are able to opt into the scheme using their award where funds allow.  

 

Students aged 19 at the beginning of the academic year are not eligible to 

apply for help with free school meals unless they are in possession of an EHCP 

plan. 

 

8. HELP TOWARDS CHILDCARE COSTS 

 

Students aged under 20 at the start of the academic year should apply for 

support with childcare costs through the Care to Learn scheme.  

 

Students aged over 20 can apply for support with childcare costs through the 

Discretionary Learner Support Fund / Advanced Learner Loans Bursary. 

 

Where funding is awarded towards the cost of childcare with a registered 

provider, the award will only apply to the days on which the course runs. 

Funds will only be paid to a third party. The third party must be registered with 

OFSTED as well as the school. 

 

The amount of funding available for childcare is limited and there is no 

guaranteed entitlement to the funds. 

 

9. HELP TOWARDS COURSE FEES 

 

There are limited funds available to assist with the cost of tuition fees for 19+ 

learners who are not fully-funded for their course costs. These are only 

available where exception circumstances can be evidenced.  
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Students will only be supported where alternative means of financial support 

are not available and exceptional circumstances can be evidenced. 

 

In exceptional circumstances the school bursary funds may also help with 

exam fees. Each application will be considered on its own merit within the 

school criteria/budget constraints. 

 

Students who are eligible for an Advanced Learner Loan are unable to apply 

for financial support with course fees. 

 

10. HELP TOWARDS ADDITIONAL LEARNING SUPPORT NEEDS (Advance Learner 

Loan Students Only) 

 

Support through bursary funds with the cost of Additional Learning Support 

needs is available to students who are formally assessed by the school as 

needing support with learning. Awards are available each academic year to 

a maximum award value of £1500 per student, however, the school reserves 

its right to consider exceptional levels of need/circumstances.  

 

11. VULNERABLE GROUP BURSARIES 

 

Where students are identified as being eligible for a vulnerable group bursary 

to support relevant costs for education, (to a maximum award level of 

£1,200) they will be awarded support to cover essential course costs, 

including kit, equipment, and travel (pro-rata for courses less than 30 weeks). 

 

The school will consider all reasonable requests for the balance of an award 

to be used for additional relevant activities or relevant items that aid the 

development of a student’s education. 

 

The school does not support the purchase of personal computers or laptops.  

 

12. MAXIMUM LEVEL OF SUPPORT AVAILABLE 

 

The maximum levels of support for students aged 16-18 are as highlighted 

below. Student awards are strictly limited to a maximum award level of £5000 

per student. 

 

Age Level of 

Income 

Equipment Travel Trips 

16-18 Income 

under 

£28,000  

100% 100%  100%  

16-18 Income 

based 

benefits 

100% 100%  100%   
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16-18 Income over 

£28,000 

0% 0% 0% 

16 -18  Further Education Free Meals available to students who meet 

published criteria in section 7 of this document. 

 

Students aged 19 or over who have an Education, Health and Care Plan 

(EHCP) are also eligible for the discretionary bursary.  

 

Students aged over 19 who have previously accessed the 16-18 bursary in the 

preceding year (second year of a two year course) will be supported using 

the 16-18 bursary fund. 

 

The school will consider applications from families with an income of £30,000 

or under where exceptional need is identified. 

Maximum levels of support for students aged 19+: 

 

Age/Study Level of 

Income 

Equipment Travel Course Fees Learning 

Support 

Childcare  Trips 

19+ FT Income 

under 

£26,000 

100% 100%  Exceptional 

Circumstances 

0% 100% * 

 

100%   

19+ PT Income 

under 

£26,000 

100% 100% 

 

Exceptional 

Circumstances 

0% 100% * 100%  

Advanced 

Learner 

Loans 

recipients 

Income 

under 

£26,000 

100% 100%  0% Maximum 

award of 

£1500 per 

year ** 

100% * 100%  

 

The school will consider applications from families with an income of £30,000 

or under where a need is identified. 

 

* Timetabled hours only. Students in receipt of Early Years Funding will have 

this deducted from their award. 

 

** Exceptional need/circumstances will be considered  

 

 

13.ADMINISTRATION OF THE STUDENT SUPPORT FUND 

 

Students who believe they are eligible for this allowance, should complete 

Appendix 1, Application for 16-19 Bursary, and submit it with supporting 

evidence to Mrs Maidment, 6th Form Administrator, by 30th September 2022. 

 

Students with special educational needs or under the care of the local 

authority will be offered 1:1 support with completing the application process 

if requested/required. 
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Applications for each purchase should then be submitted on Appendix 2, 

Payment/Receipt Form, to Mrs Maidment, 6th Form Administrator.  No 

payments will be made without prior authority. 

 

Students must sign the Payment/Receipt Form (Appendix 2) once payment 

has been made.  Any adjustments to the payment amount must also be 

made and signed upon receipt by the student. 

 

Applications will be assessed and either approved by the Head of 6th Form, Dr 

Hidalgo-Curtis.   

 

Staff administering the fund will examine all applicants’ attendance levels no 

less than once a term. Should an applicant’s attendance drop below 90%, 

their award may be reviewed or adjusted. 

 

Should an applicant withdraw from their chosen course of study and decide 

to leave school, they may be required to repay monies or return equipment 

supplied/bought by the support fund. 

 

14.ALLOCATION 

 

Applicants will be notified via email of the funding that has been awarded. 

All awards will be paid directly to the third party where possible, or via internal 

transfers between school cost centres.  In all cases, the application will be 

judged on its individual merits as outlined in the ESFA guidelines. The amount 

awarded will be specific to each individual application. 

 

15.AUDITING  

 

Mr Cade/Mr Griffiths, Deputy Headteachers, will carry out random checking 

on each completed batch of applications/and payment forms, alongside 

termly audits.   

 

16.APPEALS 

 

If any student is dissatisfied with the decision regarding their award, they will 

be advised to complete Appendix 3, Financial Support Appeals Form, within  

5 days of the application submission date. They should state clear reasons for 

their appeal and produce supporting evidence if needed. The appeal should 

be sent to the Head of 6th Form, Dr Hidalgo-Curtis, who will investigate and 

respond to the student within 10 working days of receipt of the appeal letter. 

The appeal will be heard by the Deputy Headteachers.  

 

17.RETENTION OF APPLICATION, PAYMENT AND RECEIPTS 
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All applications, and copies of any payment requests/receipts must be 

collated and retained with Mrs Maidment, 6th Form Administrator.  Auditing 

will occur termly using the cost ledger by Mr Cade/Mr Griffiths.  All 

documentation must be available ready for auditing.  Emphasis must be on 

students acknowledging receipt of payment by signing the bottom of 

Appendix 2.   
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Appendix: 1 

APPLICATION FOR 16-19 BURSARY 2022/2023 

Student Name:  

 

Address:  

 

 

 

Student ID:  

 

 

Please tick which of the following applies and provide the appropriate evidence 

with this application.  Please not that applications will not be considered without the 

appropriate supporting evidence. 

I am in receipt of Free School Meals  

I am Looked After by the Local Authority (In Care)  

I was Looked After by the Local Authority in Year 10 or 11 (Care 

Leaver) 

 

I am personally in receipt of Income Support or Universal Credit  

I am personally in receipt of Disability Living Allowance or Personal 

Independence Payments, as well as Employment and Support 

Allowance or Universal Credit.   

 

I am in receipt work/child tax credits  

My household income does not exceed £28000  

 

Supporting Evidence: 

• Confirmation from Local Authority of Entitlement to Free School Meals 

• Confirmation from Local Authority of current or previous looked after status 

• A copy of Income Support or Universal Credit award notice. This must clearly 

state your name and confirm you are entitled to benefits in your own right. 

• If you are in receipt of Disability Living Allowance or Personal Independence 

Payments, as well as Employment and Support Allowance or Universal Credit, a 

copy of your Universal Credit claim from the Department of Work and Pensions. 

Evidence of receipt of Disability Living Allowance or Personal Independence 

Payment must also be provided 

• A letter confirming receipt of working/child tax credits 

• Your most recent P60 or proof of annual household income  

 

I certify that the information given is, to the best of my knowledge and belief, 

correct, and that I understand that the School may make enquiries as necessary to 

verify the information given.  I confirm that I will notify the Local Authority of any 

change in my circumstances. 

Student Signature:       

Student Name:        
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The 16-19 Bursary Fund: Key Points: 

Full details of the 16-19 Bursary are available via the following website: 

https://www.gov.uk/1619-bursary-fund 

The 16 - 19 Bursary is designed to help support young people who face financial 

barriers to continuing in education and training after the age of 16. It is to be used to 

support the costs of transport, books and equipment. 

The payment can be claimed by pupils identifying educational resources/support 

that they require and then completing a Clarendon Academy purchase order.  This 

must be verified by Mrs Maidment and the school will then place the order.   

Eligibility 

To receive a bursary, the young person must be over 16 on 1st September and under 

19 on 31st August in the academic year in which they start their programme of study.  

There are two types of award from the Bursary Fund: 

Guaranteed Bursary 

This group covers young people who are looked after by the Local Authority (In 

Care), care leavers, and those in receipt of Income Support and disabled young 

people in receipt of both Employment Support Allowance and Disability Living 

Allowance.  The award for this group of young people is up to £1,200 per academic 

year.  

Discretionary Bursary 

A Bursary of up to £800 per academic year will be awarded to young people in 

receipt of free school meals. 

Additional Discretionary Bursaries 

A Bursary of up to £300 per academic year will be awarded to young people whose 

parents are in receipt of working/child tax credits. 

Data Protection 

Information collected and processed by Clarendon Academy complies with and is 

stored in accordance with the UK Data Protection Act.  The information provided on 

this form will be used to process your application for an award from the 16 - 19 

Bursary Fund and will not be shared with third parties other than Government 

Departments administering the fund centrally and to whom we have to report 

Management Information as requested. 

 

https://www.gov.uk/1619-bursary-fund
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Appendix: 2 

PAYMENT/RECEIPT FORM 2022/23 

 
This form should be completed by student with your tutor or a member of the 6th 

form team. In all cases, Teaching Staff will be consulted as to the appropriateness of 

the request in supporting your learning.  

• Examples of what we cannot help with include: legal fees, private medical 

treatment, laptops and PC Purchase, debt repayments (please note that this 

list is not exhaustive). 

• Examples of what we can help with include: additional books, additional 

learning materials, enrichment trips, UCAS fees (please note that this list is not 

exhaustive). 

Student Name:  

 

Student ID:  Date of 

request: 

 

School staff member request discussed 

with? 

 

 

 

 

What do you need 

extra  help with? 

How much 

does it cost? 

Who will 

supply it? 

(company) 

Which member of school 

staff have you discussed it 

with?  

 

 

   

 

 

   

 

 

   

 

 

   

 

 

   

 

 

   

 

 

 

I confirm I have received the item/payment, as listed above  

Student Signature:       

Student Name:        

Date:          
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Appendix: 3  

FINANCIAL SUPPORT APPEALS FORM 2022/23 

 

You have the right to appeal if:  

• You believe your application has been assessed incorrectly 

• You have exceptional circumstances that you wish to be considered. 

(i.e. medical condition, financial  hardship caused by debt relief plan, loss or 

significant change in employment) 

 

You are unable to appeal if you are simply unhappy with your award. You must 

meet the essential criteria for assessment or be able to provide evidence of 

exceptional circumstances.  Appeals for additional funding in addition to the 

maximum award of £5000 per student will not be considered.  

 

Your appeal should be made within 10 working days of receiving either your 

bursary support meeting or a letter notifying you that you are not eligible for 

support.   

 

 

 

  

 

 

 

 

 

 

 

 

Please detail below your grounds for appeal including any exceptional 

circumstances you wish to be taken into consideration.  

 

 

 

 

Student ID: 

First Name(s):  Surname:  

Part 1 – Student Details 

What are you appealing for? 

  Transport    Kit & Equipment     

  Other     Trips    

  Childcare   Free School Meals  

  Tuition Fees    

 

 Part 2 – Appeal Grounds 

 

 

 

 

Evidence of any exceptional circumstances attached  

Applicant Signature:              Date: 
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Please return this form to Mrs Maidment. You will be advised of the outcome 

within 10 working days of receipt of this form. The decision of the appeals 

panel will be final. 

OFFICE USE ONLY 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Assessment 

Does the appeal meet the essential criteria for bursary awards?   Yes   No  

Is the student able to evidence exceptional circumstances?  Yes   No  

 

 

 

 Outcome of appeal 

Appeal upheld?          Yes   No  

   

 

 

 

 

Feedback for student (letter) 

Unfortunately your appeal does not meet the essential criteria for bursary awards    

    

Unfortunately your appeal does not provide sufficient evidence exceptional circumstances 

   

 

Offer Instalments (bus pass and fees only)       

   

Other: 

 

 

 Name: 

 

 

 

 

Date: 

 

 

 

 


