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Policy Scope   

 

The Lighthouse Learning Trust is committed to helping students overcome financial barriers by 

ensuring that students, parents/carers and relevant external agencies have access to high quality 

information and advice regarding the financial support we offer.  The Trust’s Financial Support for 

Learners fund (sometimes referred to as a bursary) is available to assist students who are in 

proven financial need so that they can successfully complete their programme of study.  The 

Trust aims to comply with the relevant funding guidelines provided by the Department of 

Education (“DfE”).   
  

Policy Aims 

The aims of the policy are to: 

• ensure that Bursary Funds are allocated and administered in accordance with DfE 

guidelines and policies 

• describe the guiding principles and eligibility for how financial support is allocated 

• explain the procedure for dealing with any appeals or complaints in relation to financial 

support.  
  

Roles and Responsibilities  

 

The Bursary Panel (which consists of Assistant Principal Student Services, Administrator Team 

Leader, Safeguarding and Welfare Team Lead, Trust Finance Manager, Lead Counsellor) is 

responsible for: 

• Reviewing appeals from students where bursary funding has been declined and making 

decisions 

• Reviewing requests or circumstances which are not covered by this Policy and making 

decisions 

• Providing feedback and comment on Bursary Policy & procedures.   

 
The Executive Principal has responsibility for: 

• Ensuring that this policy and related procedures are properly implemented and is 

accountable for the College’s use of the funds. 

 

The Assistant Principal Student Services is responsible for: 

• Updating this policy 
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• Setting criteria for implementation 

• Ensuring effective promotion of the financial support offer 

• Oversight of effectiveness of procedures in relation to student experience 

• Decision making - alongside panel - on allocation of funds 

• Reporting of uptake and use of bursary funds, including effectiveness and impact. 
 

 

The Trust Finance Manager is responsible for: 

• Ensuring compliance with funding rules 

• Ensuring strong financial management of each bursary fund 

• Software set up, implementation and ongoing management of software  

• Production of monthly Financial Forecasts from October Half Term 

 

Administration Team Leader is responsible for:  

• Overseeing the administration of the fund. 

• Ensuring the Tutors,  Schools Liaison and Guidance Teams are trained and all well 

informed. 

• Making recommendations on decisions on allocation of funds to the Assistant Principal 

Student Services. 

• Liaising with Finance regarding the administration and procurement of resources for 

students. 

• Ensuring that audit requirements are met. 

• Liaising with students and staff, including  Tutors regarding appropriate interventions to 

support students with their studies.  

• Acting as the first point of contact for any appeal or complaint in relation to the funds. 

• Identifying training needs and ensuring those requiring training receive to access training 

resources. 

• Ensuring that the fund is publicised in a timely and appropriate manner to inform young 

people starting college in the following academic year. 

 

Administration team members are responsible for: 

• Liaising with students and staff to support students to make applications to the bursary 

fund, either through the enrolment cycle, or at ad hoc points in the year, or, in the case of 

students returning for second years, to ensure they have confirmed their financial 

circumstances are unchanged. 

• Reviewing applications against the criteria, using our Pay My Student software platform. 

 

Admissions are responsible for: 

• Liaising with students and staff to support students to make applications to the bursary 

fund, either through the enrolment cycle. 

• Ensuring that the fund is publicised in a timely and appropriate manner to inform young 

people starting college in the following academic year. 

 

Personal Tutors are responsible for: 

• Liaising with students and staff to support students to make applications to the bursary 

fund through the enrolment cycle and weekly throughout the academic year, utilising the 

Bursary Form Completed report to focus support. 

• Communicate with returning learners the policy updates and to ensure they have confirmed 

their financial circumstances are unchanged on Pay My Student. 
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• Ensuring that the fund is publicised in a timely and appropriate manner to inform young 

people starting college in the following academic year. 

• Reviewing attendance and behaviour data for their tutees who are in receipt of bursary. 

• For students in receipt of bursary whose attendance is below 90%, meeting with those 

students and agreeing action plans for improving attendance and/ or behaviour. 

 

The Trust Board is responsible for ensuring that the Trust has appropriate policies and 

procedures in place for the distribution of financial support funds.  

 

 

How we publicise the support available  

• Prior to enrolling at one of our colleges:  publicise in college marketing materials and 

communications, at Open Evenings, and presentations in school.  

• At Enrolment all applicants, and their parents/guardians will be invited to meet with staff 

to discuss the bursary fund.  Staff will be able to provide assistance with the financial 

support application process.  

• At Parent Information Evening Bursary support will be available including support to 

complete the application form on Pay My Student. 

• During a student’s programme of study - financial support information is advertised 

through a number of media including college websites, college bulletins, student portal, 

posters, tutorial, counselling and wellbeing support, and student & parent guides.   

• Subject and Personal Tutors will also be reminded of the funds so that they are able to 

direct appropriate students for financial support during the year.  

 

What support we can offer  

Support is based on proven need, an individual’s specific circumstances and availability of funds.   

The list of things that we are able to support may include items on the list below.  It should be 

noted that the list is non-exhaustive.  Where a bursary award is made for one or more items, 

further requests for support for other items will be treated as new requests, and award is not 

automatic.  

 

• Travel Costs 

Bus or train transport to and from college: for students living over 1 mile from campus 

Support to purchase a bike and helmet to travel to College: for all students living over 1 

mile away from College (this is not available in conjunction with a Bus or Train pass) 

Fuel costs for travel to and from college: in exceptional circumstances where alternative 

transport cannot be accessed (this is not available in conjunction with a Bus or Train pass) 

• Course Related Materials 

Expenditure must be related to the qualification being studied, but not a mandatory 

requirement to achieve the qualification 

E.G: Textbooks, Personal Safety Equipment (e.g. boots), Art Starter Packs, Sports Kit 

• Print Credit 

In addition to the amount provided to all learners for on-site printers 

• Educational Trip and Visits 

The trip must be related to the qualification being studied, but not a mandatory 

requirement to achieve the qualification 

• University Progression 

UCAS Admin Fee 

Support to visit university up to a total of £75 each academic year (based on evidenced 

costs) 
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• Meal Support (part of the Free College Meals fund) 

A free meal is available from the College Cafe to learners in receipt of Universal Credit 

while attending College 

Vouchers will be provided to cover meal costs while on Work Experience (subject to an 

approved  

• Childcare (part of the Care 2 Learn Fund) 

For students who are parents themselves 

To help with childcare costs (maximum £180 per week) while you study 

 

Bursary criteria for awarding bursary, and for ongoing provision of bursary 

There are two sets of criteria governing bursary- criteria governing initial award, and criteria that 

we require students to meet throughout their time with us at college.  Details of these are as 

follows: 

 

Criteria to be met at application stage- learners aged 16 to 19  

• Students aged over 16 - but under 19 - on 31 August 2026.  We do not receive funding for 

students who are aged 19 or over immediately preceding the start of the academic year. A 

student aged 19+ would only be eligible to apply for financial support if they are completing 

a learning programme started at College whilst they were aged under 19 at the start of 

their first year of study, or they have an Education, Health & Care Plan (EHCP).   

• Eligible under Government and/or local charity guidelines - students accessing financial 

support must meet the eligibility criteria set out in the latest DFE 16-19 Bursary Fund Guide 

and should be participating in provision which is funded by the DFE.  

• Enrolled with a signed Learner Agreement and undertaking a programme of study 

• Fully completed Financial Support application submitted, with appropriate supporting 

evidence.  

  

Criteria to be met throughout the student’s time at college 

• Attendance expectation is 100%.  Where a student’s attendance falls below 90%, bursary 

support may be reduced or withdrawn   

• Appropriate behaviour in accordance with Student Behaviour Policy. Where a student’s 

behaviour is in breach of our policy, bursary support may be reduced or withdrawn   

  

When criteria are not met during the student’s time at college  

• Students will be required to meet with their Personal Tutors to discuss issue(s) and agree 

targets for improvement to support progress  

• Through the Attendance and Behaviour process, recommendations may be made to 

Bursary Panel regarding the continuation or withdrawal of financial support 

• Bursary Panel will make decisions regarding the continuation, reduction or withdrawal of 

financial support based on given evidence 

• If improvements are not made and targets continue not to be met, financial support may 

be withdrawn  

• If attendance is below 90% the value of support given may be reduced to reflect the 

reduced attendance, for example, for support of value £100 for a student with attendance 

of 80% the support will be reduced to £80. Or if transport support is given the cost reflected 

between current percentage attendance and 100% attendance will be invoiced to the 

student at the end of each term 

• Items purchased with Bursary funds will be recuperated by the College if a learner’s place 

is withdrawn within 6 weeks of the purchase date or beginning of the academic year 
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Appeals  

 

If an award is refused, or the award is subject to any conditions, this will be communicated in 

writing. 

Students have the right to appeal. Appeals must be: 

• made within 10 working days of the award notice 

• made via the Appeals Questionnaire in Pay My Student  

• state the grounds on which they wish to appeal 
 
Grounds for Appeal 
 
Grounds for appeal are limited to: 

1. Incorrect interpretation by us of income evidence 
2. Incorrect calculation of income 
3. Change of family income or other family circumstance between date of application and 

date of decline of award or award 
4. Exceptional circumstances 

 
Appeals submitted under grounds 1 and 2 will be reviewed by the Administration Team Leader 
(or, if unavailable, the Trust Finance Manager). If based on this review the decision is overturned, 
an updated award notification will be issued (or additional information requested, if needed). 
If the initial decision is upheld following this review, the appeal will then be referred to the Bursary 
Panel for further consideration. 
 
Appeals based on grounds 3 and 4 will be reviewed by the Bursary Panel.  

We will provide a response to all appeals within 10 working days of receipt of appeal, or receipt 
of further relevant information and evidence, whichever is the later date. 
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 Types of Support Available 

 Note 1:  Criteria apply to a student’s time at college as well as at application stage. 

 Note 2:   The Trust’s policy, and the values contained within it, are subject to change in 

accordance with updates to the “16-19 Bursary Fund Guide 2025 to 2025/6 Academic Year”, as 

and when updates are published by the Department for Education (“DfE”). 

 

Fund name Main Criteria What support may be available 

Vulnerable 

Learner 

Bursary  

 

Care leavers 

 

Up to £1,200 is available to support students with their 

educational costs and needs to complete their study 

programme including travel educational resources and 

trip funding. 

 

Students looked after by the 

Local Authority 

Up to £1,200 is available to support students with their 

educational costs and needs to complete their study 

programme including travel educational resources and 

trip funding. 

Students in receipt of 

Income Support or 

Universal Credit in their own 

right 

Up to £1,200 is available to support students with their 

educational costs and needs to complete their study 

programme including travel educational resources and 

trip funding. 

Disabled and in receipt of 
Employment Support 

Allowance and Disability 
Living Allowance or 

Personal Independence 

Payments 

Up to £1,200 is available to support students with their 

educational costs and needs to complete their study 

programme including travel educational resources and 

trip funding. 

Discretionary 

Bursary 

Fund 

Household income under 

£33,000 net (income after tax 

and deductions) 

Finances are available to support students with their 

educational costs and needs to complete their study 

programme including travel educational resources and 

trip funding. 

Free College 

Meals 

All students from households 

in receipt of Universal Credit 

will be entitled to receive a 

free meal. 

Further details of the governments guidance can be 
found at Apply for free school meals - GOV.UK 
(www.gov.uk)   The process for applying for free 
college meals is incorporated as part of this policy.  
  

Lighthouse 

Learning 

Trust Welfare 

Fund 

 

 

 

Available to all                   

students 

The Trust allocates a small sum of money to assist 
students in immediate financial need.   

  

All students may apply to this fund through the bursary 

channel.  The Assistant Principal Student Services will 

make decisions on values up to £50.  The fund can 

support specific small costs at any time throughout the 

year, such as lunch costs or one-off travel costs.  

Child Care 

 

 

For students who are parents 

themselves 

Once students make a bursary application, if support 

with childcare is requested, a questionnaire will be 

published in their account within Pay My Student for 

the student to complete to apply for funding for up to 

£180 per child per week.  

We are able to support with funding from Care To 

Learn -Care to Learn: Overview - GOV.UK 

https://www.gov.uk/apply-free-school-meals
https://www.gov.uk/apply-free-school-meals
https://www.gov.uk/care-to-learn
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How and When to Apply  

Students and their families must apply for support using our software, PayMyStudent, the link to 

which can be found on College websites.   

 

Students, and parents/guardians of those under 18-year-old, must accept and agree to abide by 

the criteria outlined above in the declaration at the end of the application form. 

 

Giving false or incomplete information that leads to incorrect/overpayment may result in future 

payments being stopped and any incorrectly paid funds being recovered. Incorrect information 

may also result in a referral to the police with the possibility of the student and/or their family facing 

prosecution.  

 

The deadline for First Round Applications is 30th September. A completed application with the 

relevant supporting documentation is mandatory. If your financial position changes, applicants 

can appeal the decision and provide new evidence. Applications are dealt with in date order and 

we aim to assess and confirm the financial support decision within 10 working days. We cannot 

guarantee support for all applications, early applications are more likely to be successful given 

the availability of funds.  

 

All grants will be subject to a detailed financial assessment based on total household income of 

all adults living in the same household as the student, unless the student is living in shared 

accommodation. 

 

For the purpose of this assessment, shared accommodation is defined as living arrangements 

where the student resides independently of a parent, legal guardian, or carer. This typically 

includes accommodation such as student housing, hostels, supported accommodation, or house 

shares with non-related adults. 

 

Where a student is living in shared accommodation, only the student’s own income will be 

considered. Proof of independent living will be required. 

 

The assessment will include any Personal Independence Payment (PIP) received by the student. 

However, PIP received by other members of the household will not be counted as part of the 

household income. 

  

Documentary evidence, to support figures given, must be submitted via the PayMyStudent portal.   

No assessment can be made without supporting evidence. If any of the evidence given is 

later found to be fraudulent support will be withdrawn and this will be reported to the relevant 

authorities.   

 

The deadline for Second Round Applications is 31st October. Applications submitted after the 

second deadline will be considered on a case-by-case basis and must include a clear explanation 

for the late submission. 

 

How and when we will tell you whether you have been awarded a bursary 

Once you have supplied all the requested evidence, we will assess your application. 

Fully completed applications will be assessed and applicant notified within 10 working days.  
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Students/parents will be notified of their award by email. If an award is refused, or the award is 

subject to any conditions, this will be explained within the email.  

If the learner fails to achieve the criteria set above, the College reserves the right to withdraw any 

further bursary support.   

  

If the student is asked to leave college or chooses to leave college before the end of the course, 

no further bursary support will be given after the leaving date.    

 

Equality, Diversity & Inclusion 

The Trust celebrates and promotes equality and diversity for all. We aim to create an environment 

where everyone feels safe and valued and within which they are treated with dignity and respect.  

We recognise that all individuals are different and have different needs.  We confirm an 

entitlement of equality, diversity and inclusion for all those who make up the college, including 

prospective students.  

  

Links to other policies:  
Student Attendance Policy 
Student Behaviour Policy 
 
Document History   

Version  Purpose / Change  Author  Date  

 1.1  Significant revisions Deputy Principal –  
Inclusion & Student 
Experience   

 22.10.2025 

1.2 Introduction of bike support 
Tiered contributions 
Updating of external agencies 
Updating of staff structure 
Updates in line with FCM guidance 
Update in income threshold 

Assistant Principal 
Student Experience 

16.06.2026 

  
  


