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Terms of Reference

This policy has been written in conjunction with the 16 to 19 Bursary Fund guide: 2024 to 2025 academic year which is produced by the Education and Skills Funding Agency (ESFA) and can be accessed on the following website: 

https://www.gov.uk/government/publications/16-to-19-bursary-fund-guide-2024-to-2025-academic-year/16-to-19-bursary-fund-guide-2024-to-2025-academic-year
 
General 

1. This policy sets out the arrangements for administering the ESFA 16-19 Bursary Fund allocation. 

2. The policy will be reviewed each academic year as new guidance is issued by the ESFA and must be read in conjunction with the Bursary Statement. 

3. Each school will make every effort to publicise the scheme and will adopt an application process which is clear and transparent. 

4. The fund will be administered by either sixth form staff or by the school finance team. If administered by sixth form staff, then final sign off will need to be carried out by the finance team.

5. All students must be made aware of the scheme at the beginning of the Autumn term and should be reminded of the deadline at regular intervals. There should be a known contact at each school available to assist with applications and queries.
Eligibility, Assessment and Award of Bursaries 

6. The student must be a current pupil of the sixth form and meet the age criteria to receive the bursary funding and must provide evidence of eligibility.

7. The student’s financial needs should be assessed to confirm actual financial need and amount of support required. 

a. In respect of the bursary for defined vulnerable groups, no student should automatically receive £1,200 (or the equivalent pro-rated amount based on their hours of study).   
b. Similarly in respect of the discretionary bursary, an assessment of the student’s actual financial needs should be carried out. Under the ESFA guidance, flat rate payments are not permitted, and the bursary award should reflect the actual costs the student has.  

8. Once application forms are received, the applications should be assessed using the ESFA 16 to 19 bursary checklist.

9. Receipt of a bursary is conditional on the student meeting all expectations set by the school, with regards to attendance, punctuality, behaviour, and academic achievement. Failure to comply could result in part of the bursary award being withheld. All students will sign an agreement at the start of the academic year, which must be complied with. 

10. Under the updated ESFA guidance, schools can now exercise discretion as to whether they carry out checks annually or just once at the beginning of a student’s study programme. This decision is at the discretion of the school, and should the school decide not to carry out annual checks of bursary fund eligibility, it must ensure a signed and dated (hard copy or electronic) self-declaration form is obtained from the student to confirm that their household circumstances have not changed.
Intended Use of the Bursary Fund

11. [bookmark: _Hlk13129269]Most discretionary bursary allocation payments will be ‘in kind’ and purchased by the school for the pupil using their allocation e.g., buying books or travel passes, providing credits or vouchers for meals, for example. 

12. Items purchased by the students can be reimbursed following submission of receipts as proof of purchase, these will be held on file and payments will be made directly to students via BACS transfer. 

13. Trips to university can be funded using the bursary but only upon submission of receipts or school purchasing the travel tickets.

14. In cases of severe hardship, under the ESFA guidance, the fund can now also support students considered to be in real need and the school is able to provide food support whilst a student attends their study programme, without undertaking the checks on household income or gathering other evidence that would normally be required. For audit purposes, institutions must retain a copy of:

a) a record of the number of students supported in this way
b) the number of days this support is given
c) the £’s value of support given to each student along with the rationale for the food support
d) receipts to support expenditure on food, or signed confirmation by the student of receipt of funding to be spent on food that day

15. It should be noted that under the EFSA guidance, the Bursary fund should not be used for:

a. Support of general household incomes 
b. Extra-curricular activities where these are not essential to the students’ study programme
c. Learning support; e.g. counselling, mentoring or extra tutoring

Other Key Information

16. Schools can retain up to 5% of the fund to allow for the cost of administration.

17. Each school will retain a small contingency to cover the cost of bursaries awarded throughout the academic year due to possible changes in the financial or domestic circumstances of individual students. 

18. Unused funds from 2023/24 can be carried forward into 2024/25 but must be fully used before using the new academic year allocation.

19. Funding for discretionary bursary cannot be carried forward for more than one year and each school must inform the ESFA of the total amount of any unspent funds (not previously reported) from any year up to and including the 2022 to 2023 academic year. This can be reported to the ESFA using the customer help portal, no later than 31 March each year.
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