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1 Policy Statement  

1.1 This policy is intended to:  

• support CLF Post-16 students in overcoming the specific financial barriers to participation 
they face to allow them to remain in education.  

• provide fair and equitable access to the bursary fund across its Post-16 provisions, within 
the framework set out by ESFA bursary fund guidance and in compliance with CLF Financial 
Regulations.  

 
2 Bursary Criteria 

 
2.1 Bursary entitlement is assessed against two main criteria: Student Eligibility and Student 

Financial Need. 

2.2 Student Eligibility is defined as: 

3 A student must be aged 16 or over but under 19 on 31 August 2025 to be eligible for help 
from the bursary fund in the 2025 to 2026 academic year. 

• Students aged 19 or over are only eligible to receive a discretionary bursary if they are 
continuing on a study programme they began aged 16 to 18 (19+ continuers) or have 
an Education, Health and Care (ECH) Plan. 

• These two groups of aged 19+ students can receive a discretionary bursary while they 
continue to attend education (in the case of a 19+ continuer, this must be the same 
programme they started before they turned 19), as long as their eligibility continues 
and their institution considers they need the support to continue their participation.  

• Students aged 19 or over are not eligible for bursaries for vulnerable groups. 

• Students must meet the residency criteria in EFSA funding regulations for Post-16 
provision in the 2024/2025 academic year. Please see Appendix 1 for ESFA residency 
criteria.  

• Students under 16 - Students are only eligible for bursary funding if they are aged 16 or 
over. In exceptional circumstances students under 16 on funded 16 to 19 programmes 
may be eligible i.e where the student is on an accelerated study programme.  

• Asylum-seeking children - Accompanied asylum seeking children those under 18 with 
an adult relative or partner and those aged 18 and above are entitled to education, but 
not to public funds. As long as an asylum seeker has not had their application for asylum 
refused, the bursary fund can be used to provide in-kind Student support such as books, 
equipment, or a travel pass. Under no circumstances should cash be given to an 
accompanied asylum seeker.  

• Unaccompanied asylum-seeking children are treated as looked after children and are 
eligible for a bursary for vulnerable groups (‘in care’ group), where they have a financial 
need. When they reach 18 their immigration status must be considered. If the asylum 
claim is decided in their favour, they continue to be eligible for a bursary as a student 
from a vulnerable group. Where the claim is not decided in their favour, the individual 
may not be able to legally stay in the UK. In this instance, once the asylum claim has 
been fully heard/ appeals process exhausted, the individual has no claim to public 
funds, but will continue to do so until this point is reached. 

• Distance Learning - Students accessing CLF Post-16 courses attend site. Where distance-
learning arrangements are in place, students are not expected to require help from the 
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bursary fund because they are not subject to the types of costs the bursary is intended 
to cover (travel, equipment, and uniform for example). Where these students require 
financial help, support should be provided in-kind i.e. a temporary travel pass for the 
student to attend exams. 

• Distance Learning - in extenuating circumstances, distance learning arrangements may 
be in place i.e. remote lessons due to staff absence, emergency school closures etc. 
Where this is the case, costs incurred to enable course participation may be covered 
i.e. meals for pupils in receipt of FSM. 

2.3     Student Financial Need is defined as: 

• Students individual financial need must be assessed when awarding bursary funding. 
Blanket and flat / fixed rate payments without an assessment of actual financial need is 
prohibited across all priority groups. 

3.1 Provisions may decide that although a young person may be eligible for a bursary, they 
do not have any actual financial need. This might be because their financial needs are 
already met and/or because they have no relevant costs and a students’ application can 
be refused on this basis. 

• Financial need is determined based on students’ actual course-related costs to enable 
participation, including: 

• meals on the day of study for students eligible for FSM 

• books, equipment 

• Coursework materials 

• Off-site curriculum visits and fieldwork  

• uniform/specialist clothing 

• transport to education provision 

• transport to industry placements 

• University interviews/open days or job interviews 

• Exam resits 

• It should be noted that for items of equipment including books and laptops, students 
must return them once they have completed their study programme so they can be used 
again by another student where appropriate. If keeping equipment on site is the best way 
of ensuring this happens, provisions have the right to set this as a condition.  

• Bursaries cannot be used for the following: 

• Learning support costs i.e. counselling, mentoring, additional tutoring, 

servicing of laptops/tablets 

• Support for extra-curricular activities where not essential to the student’s 

study programme 

• General household income support (rent, bills, wi-fi etc.) 

• to incentivise/ reward attendance 

• to encourage students to choose CLF over non-CLF Post-16 provisions 

• Support the costs of foreign/overseas field trips where the content can be 

found within England at a much cheaper cost and/or to support the costs of 

field trips that are not an essential part of the students study programme 
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4 Types of Bursary 

4.1 There are three types of bursary available:  

• Vulnerable Groups Bursary (Priority Group 1)  

• Discretionary Bursary (Priority Groups 2 – 4) 

• Emergency Meal Support (ad-hoc and by exception; see Section 3.3) 

3.2     Vulnerable Groups Bursary                       

Priority Criteria Potential Award 

1 

Students must meet one of the following criteria to qualify for the 

Vulnerable Groups Bursary: 

 

In care/ Care leavers: 

• In care – a young person aged 16 and 17 looked after by a local 
authority on a voluntary basis. 

• Care leavers: 
- A young person aged 16 and 17 who was previously looked after 

for a period of 13 weeks consecutively (or periods amounting to 13 
weeks), which began after the age of 14 and ended after the age of 
16: or, 

- A young person aged 18 or above who was looked after prior to 
becoming 18 for a period of 13 weeks consecutively (or periods of 
13 weeks), which began after the age of 14 and ended after the age 
of 16. 

 

Up to 100% of course-related costs per 
section 2.2. 

Up to £1,200 per year. 

 

Students should only receive the amount 

they actually need to participate. Automatic 

awards of £1,200 must not be made. 

 

If a student’s financial need exceeds £1,200, 

any amount over this must be paid from the 

discretionary bursary allocation and subject 

to the same eligibility/ assessment criteria. 

1 

Recipients of Universal Credit 

• In receipt of Universal Credit (UC) because they are financially 
supporting themselves, or financially supporting themselves and 
someone who is dependent on them and living with them, such as a 
child or partner. 

UC is now fully rolled out and so students aged 16 to 18 will no longer be 
in receipt of the other benefits noted below. 
 
Recipients of Income Support (19+ only) 

• In receipt of Income Support (IS) because they are financially 
supporting themselves or financially supporting themselves and 
someone who is dependent on them and living with them, such as a 
child or partner. 

 
Recipients of Disability Living Allowance or Personal Independent 
Payments (19+ only) 

• Receiving Disability Living Allowance (DLA) or Personal 

Independence Payments (PIP) in their own right as well as 

Employment and Support Allowance (ESA) or UC in their own right 

Up to 100% of course-related costs per 

section 2.2. 

Up to £1,200 per year. 
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3.3    Discretionary Bursary 

Priority Criteria Potential Award 

2 

Students who are unable to access other forms of Student support 
funding and either Parent/Carer is in receipt of: 

• Universal Credit 

• Support under Part VI of the Immigration and Asylum Act 
1999. 

• The Guarantee element of State Pension Credit. 
 

Students who are unable to access any other form of student 
support funding and parental income, including child tax credit and 
working tax credit is below £29,869 

Up to 100% of course-related costs per 
section 2.2  

  

3 
Students who are unable to access any other form of student 
support funding and parental income, including child tax credit and 
working tax credit is between £29,869 to £39,829 

Up to 75% course-related costs per 

section 2.2 

4 

Students who are unable to access other forms of Student support 
funding and: 

• Parental income including child tax credit and working tax credit is 
between £39,829 and £49,782 

• whose circumstances are causing them to suffer hardship and 
they require financial assistance, during their period of study 

Up to 50% course-related costs per 
section 2.2 

  
 

5 

Students who do not fall into any of the above categories but 
whose circumstances are causing them to suffer hardship or who 
are at risk of being unable to continue their studies because of 
hardship. 

 
At the discretion of the Post-16 

provision 
 
 

Please see Appendix 2 for the calculations used to determine the Priority Group income bandings. 

3.31   Discretionary bursary funding is limited, as such it should be noted that students who are 

eligible for support are not automatically entitled to bursaries. The level of support offered 

may be at variance with the above based on overall cohort need relative to available funding. 

Where available funding is insufficient to meet the awards for students in Priority Groups 2-

4 outlined above, a percentage reduction should be applied across all discretionary groups 

so that bursary awards match available funding 
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3.4   Emergency Meal support 

 Where the academy identifies a student that is in real need emergency meal support can be 
provided on the days a student is in school.  This is a short term arrangement and the 
following applies: 

5 A small provision from the academy’s discretionary bursary funding should be retained 
for emergency meal support for students not in receipt of bursary funding.  

• This is ad-hoc support to be provided to students in financial hardship, without checks 
required to determine student eligibility or student financial need.  

• Academy staff should provide a lunch pass to pupils to allow them to claim a free lunch 
from the academy’s catering facility. This should show the pupil’s name and the date for 
the pass. 

6 Academy staff must retain a record of the meals supplied to pupils and provide the 
information to the academy finance assistant to process  a journal to transfer the cost of 
the meals provided  

• It is expected that this should only apply to a small number of students and is not 
intended to be a long-term solution. Where a student’s situation of financial hardship is 
expected to continue, the academy should direct them to the bursary policy and support 
them in completing an application to access bursary funds. 

7 Evidence requirements 

7.1 Vulnerable Groups Bursary (Priority Group 1) Evidence 

Evidence of students’ eligibility for Vulnerable Groups bursary funding must be submitted each 
year, even if this means re-submitting the same evidence as the previous year (i.e. to evidence 
looked-after status). This is in line with requirements for Vulnerable Group funding claims 
submitted to the Student Bursary Support Service. 

In care/ Care 
leavers 

Written confirmation of the student’s current or previous looked-after status from the Student’s Local 
Authority that looks after them or provides their leaving care services. This evidence can be a letter or an 
email, but must be clearly from the Local Authority 

Recipients 
of UC or IS 

 

A copy of the student’s UC / IS current award notice. The student must be entitled to the benefit in their 
own right. UC claimants will be able to print off details of their award from their online account, or provide a 
screenshot. 
.  
OR 
A copy of the student’s Bank/Building Society statement, clearly showing the most recent Child Benefit 
payment  

  

Recipients of 
DLA or PIP  

A copy of the current Student’s Employment Support Allowance (ESA), Universal Credit Statement and 
Disability Living Allowance (DLA) or Personal Independence Payment (PIP) Award letter from the DWP,  

7.2 Discretionary Bursary (Priority Groups 2 – 4) Evidence  

The criteria for Priority Groups 2 – 4 require checks on Parent(s) / Carer(s) (P/C) household 
income that must be submitted at the beginning of the students’ studies. In subsequent years 
students must provide conformation on the Applicaa portal that their circumstances have not 
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changed to the extent that their level of bursary entitlement would be affected per the 
conditions of their Priority Group.  

P/C receiving of 
Tax Credits’ 

A copy of ALL PAGES of P/C most recent Tax Credits Award. This must clearly show the total ‘Income for 
the year 06 April 2024 to 5 April 2025 and ‘Amounts to be paid for Working and Child Tax Credit’ for the 
period. Accepted versions will have one of the following Award letter titles: 
 
Tax Credits Award for 06/04/2024 to 05/04/2025  
Amended Tax Credit Award for 06/04/2024 to 05/04/2025 
Final Tax Credits Decision for 2024/2025 
OR 
Tax Credits – Annual Review for Year Ended 05/04/25 

P/C receiving  
Universal Credit 

 
Copies of ALL PAGES of P/C latest award statement.  
 

P/C receiving 
Benefits 

 
A copy of P/C Benefit Award letter from the DWP, dated within the last 3 months. 

 
P/C not receiving  

Tax Credits, 
Universal Credit 

or Income related 
Benefits’ 

Employed P/C: 
A copy of your P60 for the 2024/2025 Tax Year  OR Copies of three of P/C most recent payslips 
 
Self-employed P/C 
A copy of P/C SA302 for the 2024/2025 Tax Year 
 

8 Bursary Applications 

5.1 Student applications should be submitted and administered via the Applicaa online portal and 
must be supported with accompanying evidence uploaded to the portal.  

5.2  Evidence must be reviewed against students’ applications by the academy to ensure that the 
evidence submitted meets policy requirements and is in alignment with the student’s 
application. 

5.3 Paper application forms are  available to students to ensure that all students are able to access 
the bursary application process. A copy of the paper application form can be found in Appendix 
3.  All applications  received on paper application forms are to be reviewed and uploaded by 
Academy staff to administer the students’ bursary on the online portal with the original 
paperwork and supporting documents returned to the student. 

5.4 It is imperative that students are able to access support in applying for and subsequently 
administering their bursaries. Provisions must therefore clearly publish up-to-date 
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information for a contact within the academy that they are able to liaise with in the event of 
queries.  

9 Complaints 

9.1 Where a student has any concerns or queries regarding their bursary application, in the first 
instance they should e-mail the bursary inbox for the relevant academy. The complaint will then 
be reviewed by the CLF bursary panel. 

9.2 The panel will comprise three members of CLF staff, with one finance representative and two 
Post-16 representatives. The academy receiving the complaint will reach out to colleagues to 
create the panel reviewing complaints as they are received. 

9.3  Should a student feel that their concerns remain outstanding, they can then request that the 
complaint is escalated through the academy formal complaints process 

10 Payment of bursary to Students 

10.1 Bursary payments will be made to students as 10 monthly payments per the below schedule. 
The payment timetable is structured to ensure that students are not out of pocket and access 
to their course is not limited by a shortfall in bursary support; 

Application Deadline (Sept) Second Friday of Term 1 

September payment Second Friday of October 
November – July payment Second Friday of the month 

Application Deadline (Sept onwards) Last Friday of the month 

10.2 All students are encouraged to submit their applications by the September deadline. Late 
applications will be accepted per the deadlines outlined above and will follow the same 
payment arrangements as other bursary payments 

10.3 Where possible, support should be provided in-kind rather than as a monetary payment. The 
below table notes the preferred route through which course-related costs should be met. It is 
understood that this may sometimes not be practical and so it is expected that provisions 
exercise reasonable discretion in deviating from these guidelines, ensuring that evidence 
requirements are met and records are maintained at student level in the Applicaa system in 
doing so 

10.4 Payments will be backdated by a maximum of 3 months in line with CLF finance policy, 
particularly as it is recognised that students can face challenges in securing the evidence 
required to process their bursary applications 

10.5 Whilst late applications are accepted, applications will close once the bursary budget has been 
fully utilised 

10.6 Payment of bursary will be linked to attendance where possible, to ensure that bursary 
payments match actual financial need.  
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Course-related 
cost 

Purchasing Guidelines Evidence required 

Meals on day of 
study 

• Meal to be provided from on-site canteen where 
students are eligible for FSM 

• Where off-site for course-related reasons, FSM 
students can source meals from elsewhere  

• Catering provider to provide details of 
FSM P16 students accessing on-site 
meals. The respective costs can then 
be reimbursed from the bursary pot to 
the academy budget. The students 
record must also be periodically 
updated on Applica to ensure that 
student-level bursary balances are 
correct. 

• Where meals are sourced off-site, the 
student must provide a copy of meal 
receipts for each meal. 

Laptops • Where specialist hardware is required for a 

course, it should firstly be considered whether the 

institution should be providing equipment from 

the academy budget for general on-site use.  

• Where this isn’t possible and it is deemed that the 

student requires their own laptop from the 

bursary fund, the provision will procure the item 

on the students behalf once any contribution from 

the student/ their carer has been received.  

• Laptops must be returned to the academy once 

study is complete 

• Where the academy wishes to purchase laptops in 

anticipation of assigning to a student in receipt of 

bursary funding, the laptop will be purchased 

from the academy budget and charged to the 

bursary once the laptop has been assigned. This is 

only possible where the laptop is purchased and 

assigned to a student in the same academic year. 

• Receipt/ invoice for the purchase of 

the laptop actioned by the academy 

• Where the student / their carer 

purchases the laptop themselves, the 

purchase must be approved in 

advance by the Principal.  The student/ 

carer should provide the academy with 

a copy of all supporting documents 

relating to the purchase (i.e. receipt/ 

confirmation of order/ delivery 

address) to demonstrate that the 

laptop has been purchased for and 

resides with the student, at which 

point the academy will reimburse the 

agreed cost from the student’s bursary 

fund.  

Public transport • Where possible, tickets for public transport 

services should be purchased directly by the 

academy in advance as a monthly or weekly pass, 

depending on how term-dates fall in the relevant 

month. 

• Where it isn’t practical to purchase tickets on the 
students’ behalf, money can be paid directly to 
the student via the bursary fund.  

• Where travel passes are purchased on a contract 
basis by the academy, the purchase will be made 
by the academy budget and then charged to the 
bursary pot once travel passes are assigned to 
individual pupils. 

• Where transport costs are not covered by the 
local authority 

 

• Where pupils purchase their own 
travel passes, picture evidence must 
be uploaded to Applicaa. In line with 
ESFA guidelines, it is not necessary for 
students to provide copies of all travel 
passes. CLF Post-16 students must 
provide a copy of their travel pass at 
the start of each term, after which 
bursary payments will be actioned by 
linking this cost to attendance. 

• Where travel passes are purchased on 
a students behalf, either as an 
individual purchase or as part of a 
contract, the students record must be 
updated on Applicaa to maintain an 
overview of their bursary spend/ 
balance. 
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Course-related 
Cost 

Purchasing Guidelines Evidence Required 

Private transport • Fuel costs will be subsidised where it isn’t practical 
or feasible for the student to travel via public 
transport. It is expected that such cases are rare 
and so will be assessed and agreed on a case-by-
case basis between the Academy and the student.  

• Taxis may also be offered to pupils in exceptional 
circumstances (i.e. safeguarding concerns) 

• Where public transport costs are not covered by 
the local authority 

• Mileage claim to be submitted via 
online portal. The rate payable will 
depend on the vehicle used by the 
student – see Appendix 4 for 
applicable mileage rates. 

• Written statement from Student to 
confirm reason for using private 
transport. 

• Copy of taxi receipt where applicable. 
 

Other (books, 
uniforms, 
specialist clothing) 

• Where possible these should be purchased 
directly by the academy.  

• Where a student is contributing towards the cost 
of materials, the academy will procure the item on 
the student’s behalf once the contribution from 
the student/ their carer has been received.  

• Where the academy wishes to purchase books in 
anticipation of assigning to a student in receipt of 
bursary funding, the books will be purchased from 
the academy budget and charged to the bursary 
once the books have been assigned  to an 
individual student. This is only possible where the 
books are purchased and assigned to a student in 
the same academic year. 

• Where a student needs items of 
clothing/footwear to be able to access education, 
this is possible as an exceptional circumstance 
where the academy has agreed on the need and 
impact on accessing education provision 
 
 

• Receipt/ invoice for the purchase of 

materials actioned by the Academy 

• If for any reason the student / their 
carer purchases materials instead of 
the academy, they should provide the 
academy with a copy of the receipt 

University 

interviews/open 

days/ job 

interviews/ off-

site 

fieldwork/industry 

placement 

 

• Where possible, tickets for public transport 

services should be purchased directly by the 

academy for the cheapest method of public 

transport that would enable the student to attend 

the full event. 

• Where it isn’t practical for the academy to 

purchase tickets on a students behalf, money can 

be paid directly to them to the value of the 

cheapest method of public transport that would 

enable the student to attend the full event. 

• A student is entitled to support for meal costs 
where they are eligible for FSM. This should be to 
the value of a standard lunchtime meal deal as 
evidenced by their receipt. 

• A copy of public transport receipt 

relating to the interview/ open day. 

• A copy of the receipt for meal costs. 

• A copy of documentation to 

demonstrate attendance (i.e. 

confirmation e-mail/ letter for an 

interview/ a screenshot to show 

university open day date) 

• Any other purchases further to the 

above must be evidenced by receipts. 
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• Any costs further to the above must be assessed 
and agreed on a case-by-case basis between the 
academy and the student.  

Exam Resits • Exam resits must be paid for by the student, which 
will then be reimbursed from the bursary fund 
once the student has sat the exam.  

• Update of student record on Applica 

to assign resit costs to students’ 

bursary fund. 

11 CLF Bursary Funding 

11.1 Funding for Vulnerable Groups (Priority 1): Draw-down  

11.11 Funding claims for vulnerable groups will be centrally manged and claimed. 

8.12   Funding should be drawn down from the Student Bursary Support Service (SBSS) on an 

ad-hoc basis throughout the year, as soon as is practicable once new Students have 

been identified and verified. 

11.13 Funding can be drawn down by completing and submitting a bursary for vulnerable 

groups funding claim via the SBSS online portal by 31st July of the relevant academic year. 

Any submissions made after this date will not be paid.  

11.14 Only the amount of funding needed should be drawn down based on the student’s 

financial need – the full £1,200 should not be drawn down if not required. 

11.15 The SBSS portal doesn’t function as a filing system, and so a copy of funding claims 

submitted must be retained, along with records of funding paid to them through the 

claims process.  

11.16 Where unused bursaries for vulnerable groups accrue (i.e. where there is a difference 

between predicted and actual financial need, a student leaves etc), this funding should 

be recycled to offset funding claims for other eligible students until 30 April. Where there 

remains unused funding after this, P16 provisions can add this to their discretionary 

bursary allocation from 1 May. 

11.17 Where incorrect submissions have been made, the respective funding should be recycled 

on subsequent Vulnerable Group funding claims. If there are no others students eligible 

for vulnerable group funding however, this allocation cannot be added to the 

discretionary bursary (as it has been claimed in error), and the central team must contact 

SBSS to return the funds 

8.2     Funding for Priority Groups 2 -4: Discretionary Bursary Allocation 

8.21  The ESFA makes a lump-sum discretionary bursary allocation for provisions to distribute 
to individual Students based on 2 elements; 1) financial disadvantage; 2) student costs to 
support travel and industry placements. Please see Appendix 5 for more information on 
the calculation.  

11.22 Where a Post-16 provision operates through subcontracts or from more than one 
location across England, the allocation is made to the lead institution. The lead institution 
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is responsible for ensuring the bursary fund is administered appropriately at each site, 
and that students are able to access support. 

11.23 Allocations are paid by the ESFA to the Academy in 2 payments :  2/3 in September and 
1/3 in April 

12 Use of Bursary 

12.1 Up to 5% of the bursary allocation may be used for administrative costs relating to the 16 to 19 
Bursary Fund per the ESFA guidance. 

12.2 The Trust will use the allocation to fund the costs of the online bursary management software 
and to support central staffing costs incurred in administering the bursary process.  

12.3 Any remaining allocation can be applied for by academies to support costs directly relating to 
the administration of bursaries. Requests should be submitted to the Deputy Finance Director. 

 

13 Unspent Bursary 

13.1 Unspent bursary funds may be carried over to the bursary fund for the next academic year. The 
funds are ringfenced for this purpose and cannot support the academy budget. 

13.2 Provisions must be able to confirm the amount of unspent funds carried forward from the 
previous year, and they must ensure that they fully use unspent funds before using the new 
academic year allocation. 

13.3 Unspent funds of more than a year must be returned and reported by 31 March. 

13.4 The central CLF Treasury Team will maintain a reconciliation of the bursary by Academy to track 
bursary spend and balances. 

 

14 Audit & Assurance 

14.1 Bursary awards are made based on hardship. This must be substantiated by evidence at the 
point of application, which will be securely retained for 6 years per ESFA guidance. 

14.2 16 to 19 Bursary Funds are subject to audit and all  bursary applications and supporting 
information are must be maintained at student level.  

14.3 The CLF operates a bursary application and administration process through an online bursary 
management platform that supports and satisfies audit requirements.   Academy staff retain a 
role in ensuring and demonstrating that the guidelines per this policy document are observed. 

 

15 Equality and Diversity 

15.1 The implementation of this policy and its processes will not discriminate against students on 
the basis of any protected characteristics as set out in equalities legislation  
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16 Policy Monitoring 

16.1 This policy will be reviewed annually in line with the annual ESFA 16 to 19 Bursary Fund guidance 

16.2 This review will be completed each year to support the new round of applications for the 
subsequent academic year.  

 

17 Maters beyond policy scope 

17.1 Any circumstances or situations not covered by this policy must be resolved with reference to 
the ESFA 16 to 19 Bursary Fund Guide for the 2025-26 Academic Year, with central finance 
guidance and approval sought as appropriate.  
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Appendix 1: ESFA Funding guidance for young people 2024 to 2025 - Residency Eligibility 
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Appendix 2 – Priority Groups 2-4 Income Thresholds 

To determine the income thresholds applicable across Priority Groups 2-4, reference has been made 

to the national low-income threshold. A household is deemed to be low income where they live on 

60% of the UK’s median income 

The median income for the UK based on the most recent ‘People in low income households’ 

government report was £37,430 as at March 2024 (see Figure 1). This has then been multiplied by 

1.33 to provide an equivalised median income figure that takes the student into account as an 

additional member of the household (See Figure 2) 

Priority Group 2 threshold: £19,380 / 0.6 = £37,430 x 1.33 =  £49,782 x 0.6 = £29,869 

Priority Group 3 threshold: £49,782 x 0.8 = £39,826 

Priority Group 4 threshold: £49,782 (median income for UK household with one child) 

Figure 1 (taken from ons.gov.ukStatista.com) 
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Figure 2 
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Appendix 3 – Paper-based application form 

Available from the academy 
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Appendix 4 – Private transport mileage rates  
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Appendix 5 – Discretionary bursary funding calculation 
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	1 Policy Statement
	1.1 This policy is intended to:
	• support CLF Post-16 students in overcoming the specific financial barriers to participation they face to allow them to remain in education.
	• provide fair and equitable access to the bursary fund across its Post-16 provisions, within the framework set out by ESFA bursary fund guidance and in compliance with CLF Financial Regulations.

	2 Bursary Criteria
	2.1 Bursary entitlement is assessed against two main criteria: Student Eligibility and Student Financial Need.
	2.2 Student Eligibility is defined as:

	3 A student must be aged 16 or over but under 19 on 31 August 2025 to be eligible for help from the bursary fund in the 2025 to 2026 academic year.
	• Students aged 19 or over are only eligible to receive a discretionary bursary if they are continuing on a study programme they began aged 16 to 18 (19+ continuers) or have an Education, Health and Care (ECH) Plan.
	• These two groups of aged 19+ students can receive a discretionary bursary while they continue to attend education (in the case of a 19+ continuer, this must be the same programme they started before they turned 19), as long as their eligibility cont...
	• Students aged 19 or over are not eligible for bursaries for vulnerable groups.

	• Students must meet the residency criteria in EFSA funding regulations for Post-16 provision in the 2024/2025 academic year. Please see Appendix 1 for ESFA residency criteria.
	• Students under 16 - Students are only eligible for bursary funding if they are aged 16 or over. In exceptional circumstances students under 16 on funded 16 to 19 programmes may be eligible i.e where the student is on an accelerated study programme.
	• Asylum-seeking children - Accompanied asylum seeking children those under 18 with an adult relative or partner and those aged 18 and above are entitled to education, but not to public funds. As long as an asylum seeker has not had their application ...
	• Unaccompanied asylum-seeking children are treated as looked after children and are eligible for a bursary for vulnerable groups (‘in care’ group), where they have a financial need. When they reach 18 their immigration status must be considered. If t...
	• Distance Learning - Students accessing CLF Post-16 courses attend site. Where distance-learning arrangements are in place, students are not expected to require help from the bursary fund because they are not subject to the types of costs the bursary...
	• Distance Learning - in extenuating circumstances, distance learning arrangements may be in place i.e. remote lessons due to staff absence, emergency school closures etc. Where this is the case, costs incurred to enable course participation may be co...
	2.3     Student Financial Need is defined as:
	3.1 Provisions may decide that although a young person may be eligible for a bursary, they do not have any actual financial need. This might be because their financial needs are already met and/or because they have no relevant costs and a students’ ap...
	• Financial need is determined based on students’ actual course-related costs to enable participation, including:
	• It should be noted that for items of equipment including books and laptops, students must return them once they have completed their study programme so they can be used again by another student where appropriate. If keeping equipment on site is the ...
	• Bursaries cannot be used for the following:

	4 Types of Bursary
	4.1 There are three types of bursary available:
	• Vulnerable Groups Bursary (Priority Group 1)
	• Discretionary Bursary (Priority Groups 2 – 4)
	• Emergency Meal Support (ad-hoc and by exception; see Section 3.3)
	3.3    Discretionary Bursary

	3.4   Emergency Meal support
	Where the academy identifies a student that is in real need emergency meal support can be provided on the days a student is in school.  This is a short term arrangement and the following applies:
	5 A small provision from the academy’s discretionary bursary funding should be retained for emergency meal support for students not in receipt of bursary funding.
	• This is ad-hoc support to be provided to students in financial hardship, without checks required to determine student eligibility or student financial need.
	• Academy staff should provide a lunch pass to pupils to allow them to claim a free lunch from the academy’s catering facility. This should show the pupil’s name and the date for the pass.
	6 Academy staff must retain a record of the meals supplied to pupils and provide the information to the academy finance assistant to process  a journal to transfer the cost of the meals provided
	• It is expected that this should only apply to a small number of students and is not intended to be a long-term solution. Where a student’s situation of financial hardship is expected to continue, the academy should direct them to the bursary policy ...

	7 Evidence requirements
	7.1 Vulnerable Groups Bursary (Priority Group 1) Evidence

	Evidence of students’ eligibility for Vulnerable Groups bursary funding must be submitted each year, even if this means re-submitting the same evidence as the previous year (i.e. to evidence looked-after status). This is in line with requirements for ...
	7.2 Discretionary Bursary (Priority Groups 2 – 4) Evidence

	The criteria for Priority Groups 2 – 4 require checks on Parent(s) / Carer(s) (P/C) household income that must be submitted at the beginning of the students’ studies. In subsequent years students must provide conformation on the Applicaa portal that t...
	8 Bursary Applications
	5.1 Student applications should be submitted and administered via the Applicaa online portal and must be supported with accompanying evidence uploaded to the portal.
	5.2  Evidence must be reviewed against students’ applications by the academy to ensure that the evidence submitted meets policy requirements and is in alignment with the student’s application.
	5.3 Paper application forms are  available to students to ensure that all students are able to access the bursary application process. A copy of the paper application form can be found in Appendix 3.  All applications  received on paper application fo...
	5.4 It is imperative that students are able to access support in applying for and subsequently administering their bursaries. Provisions must therefore clearly publish up-to-date information for a contact within the academy that they are able to liais...

	9 Complaints
	9.1 Where a student has any concerns or queries regarding their bursary application, in the first instance they should e-mail the bursary inbox for the relevant academy. The complaint will then be reviewed by the CLF bursary panel.
	9.2 The panel will comprise three members of CLF staff, with one finance representative and two Post-16 representatives. The academy receiving the complaint will reach out to colleagues to create the panel reviewing complaints as they are received.
	9.3  Should a student feel that their concerns remain outstanding, they can then request that the complaint is escalated through the academy formal complaints process

	10 Payment of bursary to Students
	10.1 Bursary payments will be made to students as 10 monthly payments per the below schedule. The payment timetable is structured to ensure that students are not out of pocket and access to their course is not limited by a shortfall in bursary support;
	10.2 All students are encouraged to submit their applications by the September deadline. Late applications will be accepted per the deadlines outlined above and will follow the same payment arrangements as other bursary payments
	10.3 Where possible, support should be provided in-kind rather than as a monetary payment. The below table notes the preferred route through which course-related costs should be met. It is understood that this may sometimes not be practical and so it ...
	10.4 Payments will be backdated by a maximum of 3 months in line with CLF finance policy, particularly as it is recognised that students can face challenges in securing the evidence required to process their bursary applications
	10.5 Whilst late applications are accepted, applications will close once the bursary budget has been fully utilised
	10.6 Payment of bursary will be linked to attendance where possible, to ensure that bursary payments match actual financial need.

	11 CLF Bursary Funding
	11.1 Funding for Vulnerable Groups (Priority 1): Draw-down
	11.11 Funding claims for vulnerable groups will be centrally manged and claimed.

	8.12   Funding should be drawn down from the Student Bursary Support Service (SBSS) on an ad-hoc basis throughout the year, as soon as is practicable once new Students have been identified and verified.
	11.13 Funding can be drawn down by completing and submitting a bursary for vulnerable groups funding claim via the SBSS online portal by 31st July of the relevant academic year. Any submissions made after this date will not be paid.
	11.14 Only the amount of funding needed should be drawn down based on the student’s financial need – the full £1,200 should not be drawn down if not required.
	11.15 The SBSS portal doesn’t function as a filing system, and so a copy of funding claims submitted must be retained, along with records of funding paid to them through the claims process.
	11.16 Where unused bursaries for vulnerable groups accrue (i.e. where there is a difference between predicted and actual financial need, a student leaves etc), this funding should be recycled to offset funding claims for other eligible students until ...
	11.17 Where incorrect submissions have been made, the respective funding should be recycled on subsequent Vulnerable Group funding claims. If there are no others students eligible for vulnerable group funding however, this allocation cannot be added t...
	8.2     Funding for Priority Groups 2 -4: Discretionary Bursary Allocation
	8.21  The ESFA makes a lump-sum discretionary bursary allocation for provisions to distribute to individual Students based on 2 elements; 1) financial disadvantage; 2) student costs to support travel and industry placements. Please see Appendix 5 for ...
	11.22 Where a Post-16 provision operates through subcontracts or from more than one location across England, the allocation is made to the lead institution. The lead institution is responsible for ensuring the bursary fund is administered appropriatel...
	11.23 Allocations are paid by the ESFA to the Academy in 2 payments :  2/3 in September and 1/3 in April

	12 Use of Bursary
	12.1 Up to 5% of the bursary allocation may be used for administrative costs relating to the 16 to 19 Bursary Fund per the ESFA guidance.
	12.2 The Trust will use the allocation to fund the costs of the online bursary management software and to support central staffing costs incurred in administering the bursary process.
	12.3 Any remaining allocation can be applied for by academies to support costs directly relating to the administration of bursaries. Requests should be submitted to the Deputy Finance Director.

	13 Unspent Bursary
	13.1 Unspent bursary funds may be carried over to the bursary fund for the next academic year. The funds are ringfenced for this purpose and cannot support the academy budget.
	13.2 Provisions must be able to confirm the amount of unspent funds carried forward from the previous year, and they must ensure that they fully use unspent funds before using the new academic year allocation.
	13.3 Unspent funds of more than a year must be returned and reported by 31 March.
	13.4 The central CLF Treasury Team will maintain a reconciliation of the bursary by Academy to track bursary spend and balances.

	14 Audit & Assurance
	14.1 Bursary awards are made based on hardship. This must be substantiated by evidence at the point of application, which will be securely retained for 6 years per ESFA guidance.
	14.2 16 to 19 Bursary Funds are subject to audit and all  bursary applications and supporting information are must be maintained at student level.
	14.3 The CLF operates a bursary application and administration process through an online bursary management platform that supports and satisfies audit requirements.   Academy staff retain a role in ensuring and demonstrating that the guidelines per th...

	15 Equality and Diversity
	15.1 The implementation of this policy and its processes will not discriminate against students on the basis of any protected characteristics as set out in equalities legislation

	16 Policy Monitoring
	16.1 This policy will be reviewed annually in line with the annual ESFA 16 to 19 Bursary Fund guidance
	16.2 This review will be completed each year to support the new round of applications for the subsequent academic year.

	17 Maters beyond policy scope
	17.1 Any circumstances or situations not covered by this policy must be resolved with reference to the ESFA 16 to 19 Bursary Fund Guide for the 2025-26 Academic Year, with central finance guidance and approval sought as appropriate.


