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Procedure for FE Student Bursary

Procedure Statement

This procedure outlines the internal process for managing FE student bursary applications at
Activate Learning. It is designed to support consistent handling of applications, evidence checks,
decisions, awards, payments and appeals.

A step-by-step guide to how we receive, assess and award financial support to further education
students who face financial barriers to continue in education.

Bursaries are discretionary and subject to funding availability, eligibility criteria and the conditions
below.

Students are sign posted to our full bursary

offering on our college specific websites through:
e Course application and enrolment
communications
Social Media
Course guides
School Liaison events

Chatbot/live chat on our college websites
GATHER INFORMATION

ON FE STUDENT : :
BURSARY Students can gather information on the college

specific bursary pages on:
e Available Bursaries

e Student Guidance

e How to apply

Additionally students can find information via Open

Attract

events, or one of our advisers by contacting our
Advice Centres or Contact Centre.

Before applying — benefits.

Students complete the online bursary application
form and select the bursaries they are applying for.

They must upload all required evidence and
submit a signed declaration.

When to apply:
e Returning students - from June
e New students starting in September — from July

Our Bursary Team checks the application and
evidence.

If anything is missing or unclear, we contact the
student to request it.

IMPORTANT!

AGLEICAIEII Applications must be fully complete with all

RECEIVED BY STUDENT

FINANCE required evidence before submission.

Complete applications are processed in the order
they are received'

Application that requires further evidence will be
placed on hold until this is received. (include the
section of if we need more info)

We send an acknowledgement by email within 5
working days of receiving a complete application.
ACKNOWLEDGEMENT
SENT The email confirms what happens next and how
long we expect the assessment to take.

Application

We review the application, evidence and
household income information.

e We may contact the student for further information
if needed.

All assessments are made in line with the Student
Bursary Policy and funding rules.

Viewing your student application portal
RIEEDLO) S AR S Tlel] Speaking with an adviser at your college
ON THE PROGRESS OF Advice Centre
YOUR APPLICATION o : :
Submitting a web enquiry form via your college
website
Calling 0800 612 6008

Contact student
We contact the student to request missing or
additional information

Application on hold
The application is place on hold until we receive
the information.

IF WE NEED MORE Evidence reviewed
INFORMATION We review the information once received.

Offer

Outcome confirmed
We confirm the new expected timescale.

IMPORTANT!

\ If we do not receive the information within 4
weeks, we may close the application. The student
can reapply at any time.

We will email the student with our decision.

This will confirm:
e Bursaries awarded and amounts
OUTCOME e Payment start date and method
COMMUNICATED e Any conditions that must be met
e How to request a review/appeal

We aim to notify students within 20 working days
of a complete application.

We set up the bursary in our system.
AWARD SET UP AND
I§AIDU Payments are made in accordance to the payment
schedule (usually fortnightly, in arrears) directly to
the student.

Award

Students must be enrolled on an eligible course
and meet attendance and behaviour expectations.

Students must provide accurate information and
evidence. False information may result in

CONDTICNSOE withdrawal of the bursary and recovery of

BURSARY AWARD payments.

Bursary payments are not backdated for
applications received after the start of the course.

Important conditions

All information is handled in line with out Privacy
Policy and Data Protection legislation.

Students facing an unexpected financial crisis can
apply for one-off discretionary support.

Contact made
Student contacts us, their tutor, or Group Student
Support team

Need assessed

R We assess the request and may ask for evidence

SUPPORT
Emergency support provided

If approved, meal support would be provided as
vouchers or on student ID cards. Travel would be
fortnightly expenses or a short term pass.

IMPORTANT!
Emergency support if not automatic and is subject
to funding availability

Students can ask us to review a decision they
disagree with.

Appeal submitted
Student submits a written appeal within 10 working
days of receiving our decision

Review completed
A different member of staff reviews the case and
any new evidence provided.

APPEALS

Outcome confirmed
We confirm the outcome of the appeal in writing
within 10 working days of the it being received.

IMPORTANT!
The appeal decision is final.
It does not affect the right to complain.

Suuport

Request received

Students should tell us as soon as their
circumstances change (e.g. Income, household,
course pattern or support needs).

Need reviewed
Students complete the Change in Circumstances
CHANGES OR IN- form and provide any updated evidence.
YEAR SUPPORT
Support amended or added
We review the information to see if the bursary
should be amended, continued or stopped.

Outcome confirmed
We confirm the outcome in writing and update
payments if applicable.

FE Student Bursary Policy

Student facing bursary guidance

Household income evidence guide and bursary
forms

Attendance, student code of conduct, positive
behaviour management and privacy /data
protection policies

16 to 19 Bursary Fund guide: 2026 to 2027 - GOV.UK

LINKED DOCUMENTS , ; ,
Eree meals in further education guide - GOV.UK
AND GUIDANCE Free meals in further ion gui V.UK

Residential Bursary Fund: 2026 to 2027 - GOV.UK

Care to Learn academic year 2026 to 2027: conditions
of grant funding - GOV.UK

Adult education and skills funding allocation technical
guidance: 2026 to 2027 - GOV.UK
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