Appendix 1
16-19 Financial Support Award Procedures 2019-20
Background
Bursary funds are allocated to students at Activate Learning colleges in line with the Education
and Skills Funding Agency Guidelines. We promote the following bursary schemes to all
students studying at Activate Learning colleges:
• Travel Bursary
• Food Credits (previously Free College Meals)
• Vulnerable Bursary
• Study start-up costs and trips bursary and work placement bursary
• Young Carers Bursary
• Residential Bursary
• Hardship Fund
o Activate Learning raises funds through donations to a Hardship Fund; a small
fund to support students in crisis. Typically, this fund is used for domestic
emergencies and allocation of this fund is made on an individual basis via our
Student Support Team.
• In addition, the colleges promote the Government’s Care to Learn childcare
scheme for young people who began their programme of study when aged under 20.

General Eligibility Criteria
To be eligible students must be:
•
•
•

on a funded course or programme
considered a home’ student for the purposes of further education funding. ‘Home’
status is the same for the bursary as it is for fee eligibility purposes
living in a low-income household or in receipt of an income related benefit or have a
dependent or parents (or someone acting in the place of their parent) on low income or
in receipt of an income related benefit. If students or their parents receive an incomeassessed benefit other than Universal Credit, they will not be financially assessed but
will need to provide up-to-date evidence of the benefit they receive.

•
.
Students will not be eligible if they are you are:
• confirmed as an international student for fee purposes
• a waged apprentice
• A higher education (HE) student
• on a course is funded wholly from other sources (i.e. where the course is not funded by
the ESFA)
• a prison-based learner, learning whilst released on temporary license or learning whilst
in a young offender’s institute
• eligible to receive an alternative source of guaranteed funding

How students are assessed
• Students are financially assessed against the household income for the 2018/2019 tax
year (6 April 2018 to 5 April 2019)
• Relatives, partners and other adults in the household need to declare their gross
income (e.g. wages, income from self- employment, Tax Credits, Universal Credit,
Housing Benefit or other benefits).

Gross household income banding
Gross Household Income
£0 - £16,190
£16,190 - £24,999
£25,000 - £32,000

Band
1
2
3

The following learners will not be assessed
• asylum seekers whose residency application has not been refused.
• Care leavers who can confirm their status via a letter from their social worker or leaving
care adviser
These students have automatic eligibility given their circumstances.
.

Additional specific eligibility criteria for each bursary
Vulnerable Student bursary
To be eligible students must, meet one of the four criteria below and have a financial need
• be In Care
• be a Care Leaver
• receive Income Support, or Universal Credit because t h e y are financially
supporting themselves or financially supporting t h e m s e l v e s and someone
who is dependent on t h e m and living with them such as a child or partner
• Students must be entitled to the benefits in your own right
• receive Disability Living Allowance or Personal Independence Payments in their own
right as well as Employment and Support Allowance or Universal Credit in your own
right
• Receive Universal Credit (UC) / Employment and Support Allowance (ESA) and
Disability Living Allowance (DLA) and Personal Independence Payments (PIP).
Students a r e required to provide a copy of their Universal Credit based claim from
Department for Work and Pensions (DWP) confirming which Employment and Support
Allowance group t h e y have been placed in. The evidence must confirm that they can
be in further education or training

Food Credits (free college meals)
To be eligible students must be:
• aged 16 or over but under 19 on 31st August 2019
or
• continuing on the same study programme they began aged 16 to 18 (including 19+
continuers)
or
• aged 19 – 25 and have a Learning Disability Assessment (LDA) or an Education,
Health and Care Plan (EHCP)
and
• in receipt of / or their parents must be in receipt of one of the following benefits:
o Income Support
o income-based Jobseeker's Allowance
o income-related Employment and Support Allowance (ESA)
o support under part VI of the Immigration and Asylum Act 1999
o the guarantee element of State Pension Credit
o 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 (HMRC))

o
o
o

Working Tax Credit run-on – paid for four weeks after someone stops
qualifying for Working Tax Credit
Universal Credit with net earnings not exceeding the equivalent of £7,400 per
year or £616.67 month
received EFSA free meals in 2018-19, evidenced by pupil premium date
provided by the Local Authority

Young Carers bursary
To be eligible students must:
• have a household income of £32,000 or less
• be a young carer and provide confirmation of t h e i r caring role from one of the
following:
o their doctor
o a young carers service
o a young carers assessment

Travel Bursary
To be eligible students must:
• have a household income of £32,000 or less
• live no less than 2.5 miles walking distance from their college campus (using Google
maps)
• study at the nearest Activate Learning campus providing their chosen course

Study startup costs, trips and work placement bursary
To be eligible students must:
• have a household income of £32,000 or less
• have non-essential course costs and trips
• if a student has additional cost to attend their work placement, they can apply for this
bursary to support with this. Student must meet the general bursary eligibility criteria
and have evidence work placement costs.

Residential Bursary
To be eligible students must:
• attend a specialist course where that provision is not available in the area where the
student lives
• not be in receipt of Housing Benefit
• have a household income of less than £32,000
• be studying their first full-time level 2 or level 3 qualification
• be on a course more than either 15 miles or a 2-hour round trip from home and not
be available any other provider closer than that

Evidence requirements explained
• Household income is a measure of the combined incomes of all people sharing a
household or place of residence.
• If applying as a single income household further evidence will be required to confirm this
i.e. council tax letter, tenancy agreement or employer contract.
• If students live with their parent/s or partner (or someone acting in the place of your
parent/s), they will be required to provide information on their i n c o m e to support the
financial assessment of the application.
• home address must match the bursary evidence
• Household income is the primary evidence of eligibility. Consideration is made based on
the distance of travel from home to the campus and the number of dependent children in

the household.
• Applications will also be considered if they are accompanied by a supporting statement
from Activate Learning Student Support Team.
• Students who live with someone other than their family and are not in care, are required
to provide a supporting statement explaining their circumstances and details of how they
are funding their day to day living expenses. Funds will be awarded if hardship is
evidenced or referral is made from Group Student Support team.

Evidence required:
Applicants are required to apply for all statutory benefits before applying for a bursary. For
further information on government benefits you are eligible for, please visit
www.gov.uk/benefits-calculators
Standard evidence requirements for all applicants.
a. If there is only one adult aged 18 or over in the household, their most recent Council
Tax bill or tenancy agreement in addition to the standard evidence below.
b. All applicants must provide copies of one of the following:
o Evidence that the household receives an income-assessed benefit, with the
letter to be dated within the past three months. If their household receives
Universal Credit, three months of Universal Credit Statements each showing
the net monthly earnings.
o If the household does not receive income assessed benefits all pages of their
household’s Tax Credit Award Notice TC602) showing income for 2018/19 or
later.
o If the household does not receive income-assessed benefits or Tax Credits,
three consecutive months’ wage slips for each adult in the household or income
from self-employment, to include all pages of HMRC tax bill for the previous
year.
Note: Child Benefit, Personal Independence Payment and Disability Living Allowance are
not considered when assessing bursary applications.
c. If the student is eligible for the vulnerable bursary of live independently
• If they receive a qualifying benefit, a letter from DWP that states the benefit they are
entitled to in their own right. The evidence must confirm that they can be in further
education or training.
• A statement from a support worker identifying their support needs
• If t h e y are in Local Authority Care or a Care Leaver a letter or email confirming their
current or previous looked-after status from the relevant local authority.
• If they live independently but are not eligible for the vulnerable bursary evidence of their
household income and that they are financially independent. If they are financially
supported with their day to day living costs by their family, the bursary award will be
based on their family’s income.

Support provided through each bursary
Vulnerable Bursary
• Students may be awarded a vulnerable bursary of up to £1,200 (if they are participating
on a study programme that lasts for 30 weeks or more). If the study programme lasts for
less than 30 weeks or if on a part-time programme they will be awarded a pro-rata
amount.
• Payments are paid pro- rata from the date the fully completed bursary application is
received
• Students may receive a reduced bursary or no bursary if they do not have any financial
need, for example their financial needs have already been met and/or they have no
relevant costs. Students will be provided with an explanation of the reason for the

decision.
• Students may also be awarded additional discretionary bursaries, e.g. travel bursary if
they need extra help to remain in education.
• Payments are made weekly and may be reduced or not authorised if the student has not
met the attendance and behavior criteria the previous week. Consideration of any
extenuating circumstances is taken into account before withholding a payment.
• If the student is absent for a period of four continuous weeks or more (excluding college
holidays) payments will be stopped unless there is evidence that they intend to return.
.

Food Credits
• If students have been awarded food credits bursary they are entitled to receive a
breakfast and lunch meal deal £4.50 on the days they are timetabled to attend college.
• Students scan or show your college ID card at the till as payment for their meal.
• Students attending a placement or who are studying at a site without the cashless
payment system will receive a monthly BACS payment to enable them to purchase a
meal.
• Students not eligible under the funding guidelines but have been assessed by a support
worker as needing free meals credits, may be awarded college discretionary food
credits under hardship.

Young Carers Bursary
• Students may be awarded a young carers bursary of up to £1,200 (if they are
participating on a study programme that lasts for 30 weeks or more). If the study
programme lasts for less than 30 weeks or if on a part-time programme they will be
awarded a pro-rata amount.
• Payments are paid pro- rata from the date the fully completed bursary application is
received
• Students may receive a reduced bursary or no bursary if they do not have any financial
need, for example their financial needs have already been met and/or they have no
relevant costs. Students will be provided with an explanation of the reason for the
decision.
• Students may also be awarded additional discretionary bursaries, e.g. travel bursary if
they need extra help to remain in education.
• Payments are made weekly and may be reduced or not authorised if the student has not
met the attendance and behavior criteria the previous week. Consideration of any
extenuating circumstances is taken into account before withholding a payment.
• If the student is absent for a period of four continuous weeks or more (excluding college
holidays) payments will be stopped unless there is evidence that they intend to return.

Travel Bursary
• The maximum award for travel is £2,000 unless exceptional circumstances are
evidenced.

Travel Passes
•
•
•
•

•

Travel passes are provided to eligible students who attend college for a minimum of
three days per week.
We will purchase a travel pass on a student’s behalf for the journey detailed on bursary
application form or for the most cost-effective method of travel.
We will not usually support the cost of travel using a different mode of transport for the
same journey when the pass has been issued
Passes will be purchased for the journey from the address on the college system. We
do not support the cost of travel to college from additional addresses. Where possible
we will purchase an annual pass, if this is not available, we will buy a travel pass for
each term..
If a student moves home within the year we will support the cost of travel from the new

•
•
•
•

•
•
•
•

•
•
•
•

address providing the change of address is after two months of receiving the original
pass.
Passes will be available for collection from the Advice Centre at the college usually
within three weeks of making the award.
Students will receive a text message when their travel pass is ready for collection
Funds will not usually be backdated; students are responsible for the cost of travel until
their pass arrives. Any passes not collected within two weeks will be returned to the
travel company and there may be a fee for reissuing the pass.
Students are responsible for contacting the travel company if they need a replacement
travel pass. (Exception for Great Western Railway (GWR), South Western Railway
(SWR) West Midlands Railway (WMR) and Arriva passes). Students are responsible for
paying any fees to the travel company to replace the pass.
To apply for a replacement GWR.SWR WMR or Arriva pass students should complete
a Replacement Pass / Damaged Pass form, available from the Advice Centre, which
we will submit to the travel company.
Travel companies will issue a maximum of two replacement passes, if the pass is lost a
third time students are responsible for paying for a new pass.
Oxford SmartZone passes need to be used on an Oxford Bus Company bus first before
they will be accepted on a Stagecoach bus.
If the students’ attendance falls below 50% and they have been provided with a termly
travel pass, travel expenses will be awarded for the following terms instead of issuing a
travel pass. Students who have a travel smartcard may have a stop placed on their
travel card by the travel provider if their attendance falls below 50%.
If a student leaves or withdraws from the course before the end of the year, their Smart
card travel passes will have a ‘stop’ placed on them by the travel provider.
Passes that are used fraudulently and confiscated by the travel provider will not be
replaced.
If a student is provided with a Reading Bus pass it is their responsibility to register the
card number at https://readingbusesshop.co.uk/ssp/readingbus_gdpr/account.jsp?productId=3#firstLogin.
We will not provide students with a second travel pass if they have not registered their
bus pass with the Reading Bus Company and as a result are unable to obtain a
replacement for a lost pass.

Travel contributions for travel passes
Gross Household income

Contribution

Band 1

£30 per annum

Band 2

20% of cost of pass

Band 3

30% of cost of pass

• Students’ contribution towards their travel pass is £30.
• Travel contributions are non-refundable.

Travel expenses
Travel expenses are only awarded if:
• public transport is not available for the journey
• we do not have a purchasing agreement with the travel company
• the student is timetabled to attend college less than three days per week.
• a student has exceptional circumstances expense.
Travel expenses for fuel are awarded at 15p per mile for the return journey.
Travel expenses are usually paid monthly in arrears and are paid proportionate to their
attendance the previous month.

Study start - up costs, trips and work placement bursary
• Any equipment and materials that are essential for a course may be borrowed from
college, therefore the course costs bursary cannot support these costs.
• The bursary fund provides a contribution towards course costs and materials, the award
is usually 50% of the cost.
• Receipts are required for any items purchased with the support of bursary funds. If
receipts are not provided within four weeks of the award the student will be required to
return the bursary funds awarded to them.
Students may be awarded funds for:
• equipment and materials that are not essential for the course
• non-essential trips that support the learning aim including trips abroad
• the travel, food and residential element of trips that are essential to the course
• fees for add-on courses that are not essential part of the programme e.g. spray tanning,
personal trainer courses
• UCAS fee
• costs associated with attending university interviews/open events
• costs to respond to emergencies
• Work Placement costs
o Where a work placement is in an area not supported by their travel pass,
o If a student has been awarded food credits, we can make payments to by BACS
towards meals
o If students need protective clothing
Note: bursary funds do not support the purchase of laptops or any other IT equipment.

Residential Bursary
• The bursary provides a contribution towards residential costs if you are attending a
specialist course where the provision is not available in the area where you live. Each
award is based on individual circumstances and the type of accommodation and length
of stay required.
• Payments for accommodation are made directly to the landlord.
• Bursary payments do not support travel from the term time address to college. Students
may be awarded a travel bursary for a weekly return journey from home to the term
time address.
• Bursary awards are as follows
Gross household income

£ per year

Band 1

Up to £3458

Band 2

Up to £2,305

Band 3

Up to £1,152

Discretionary hardship bursaries
• Discretionary hardship bursaries are awarded to students identified by Student Support
as having extenuating circumstances. Awards may be in kind, a single payment or
scheduled payments. Regular payments for living costs will not be awarded.

Appeals

• If the student is not satisfied with the outcome of their bursary application, they may
appeal in to the Group Head of Advice and Admissions.
• The appeal should be submitted in writing with a supporting statement no later than
seven days from receiving notification of the unsuccessful outcome.
• The appeal may be submitted by email or post to;
studentfinance@activatelearning.ac.uk or Group Head of Advice and Admissions,
Activate Learning, c/o Banbury and Bicester College, Broughton Road. Banbury OX16
9QA
• Appeals are processed within five working days and the outcome of the review is
communicated by email or letter. Once their appeal has been considered and a
decision has been communicated, there is no further right of appeal.

Feedback
•

If students are not satisfied with how their bursary application has been handled, they
may write to feedback@activatelearning.ac.uk
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