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1. Purpose 

1.1 The Government has set aside funding for schools, colleges, training providers and local 
authorities to allocate to young people who need financial support to stay in further 
education or training. This is called the 16-19 Bursary Fund.  

1.2 There are two elements to the 16-19 Bursary Fund: 

• Vulnerable Group Bursary – up to £1,200 per year 

• Discretionary Bursary  

1.3 Both types of bursary funding are to help eligible students with essential costs of 
participating such as travel to and from school or to buy essential books, equipment, 
specialist clothing that the pupil would need to pay for to participate.  

1.4 Young people placed in independent settings by the local authority, are only eligible for help 
from the vulnerable bursary. 

1.4 Jigsaw is dedicated to: 

• Distributing 16-19 bursaries via a fair and equal process that is transparent, 
accountable and easily understood 

• Ensuring that information regarding the application, award and administration of 
1-19 bursaries is publicly available on the school’s website 

• Monitoring and reviewing our policies to ensure effectiveness 

1.5  This policy sets out the arrangements for the 16-19 Bursary Fund and governs how funds are 
allocated and distributed. 

2. Definitions 

2.1 ‘The school’, and ‘Jigsaw’ mean Jigsaw CABAS® School 

2.2 ‘ESFA’ refers to the Education & Skills Funding Agency, which is an executive agency of the 
Department for Education (DfE) responsible for funding education and skills providers in 
England.  

3. Scope 

3.1 This policy applies to all pupils between the age of 16 and 19, in the school’s Sixth Form 
provision.  

3.2  Due to the needs of pupils at Jigsaw, parents/carers may complete the application and 
receive payments on behalf of their young person.  

3.3 This policy operates in conjunction with the following policies: 

• Complaints 

• Pupil Attendance 

• Behaviour Management 

• Data Protection. 



 

 

 

 

4. Legal framework 

4.1  This policy has due regard to all relevant legislation and statutory guidance including, but not 
limited to, the following: 

• Department for Education ’16 to 19 Bursary Fund guide: 2025 to 2026 

• Equality Act 2010 

5. The Policy 

5.1 Jigsaw CABAS School is committed to ensuring the bursary fund is used to support financially 
disadvantaged young people who attend Jigsaw’s Sixth Form provision.  

5.2 The Co-Headteachers and Governing Body have overall responsibility for ensuring the 16-19 
Bursary Fund is used in accordance with the Department for Education guidelines. The 
implementation of this policy will be monitored by the Governing Body and remains under 
constant review by the School Management Team. 

5.3 The named contacts for 16-19 bursary support/enquiries are: 

• Mariann Szabo, Co-Headteacher 

• Teresa Baker, Administration Manager 

5.4 The School will share information with parents/carers at the start of each academic year 
regarding the 16-19 Bursary Fund and will ensure procedures are in place to manage 
applications, checking eligibility, confirming eligibility, assessing actual financial need, record 
keeping and notifying relevant local authorities.  

5.5  For independent settings, local authorities are responsible for submitting funding claims to 
the Department for Education. Jigsaw has a responsibility for verifying that pupils meet 
eligibility criteria for a bursary, including obtaining evidence and assessing actual need for 
help.  

5.6 Where a pupil’s eligibility for support is confirmed, Jigsaw CABAS School will notify the 
relevant local authority of the pupil’s eligibility and outline in writing/by email to the local 
authority the evidence that was seen. If requested by the local authority, the school will 
provide a copy of the evidence confirming eligibility. 

5.7 Meeting the eligibility criteria for the defined vulnerable group bursary does not mean 
automatic entitlement to funding. Pupils may have their financial needs already met and/or 
they may not have any relevant costs e.g., a pupil who is in the care of the local authority 
whose educational costs are covered in full by the local authority.  

5.8 Jigsaw will assess each application individually and decide the amount of funding to be paid. 
The amount a pupil receives, depends on the actual cost they have and resources they may 
need to enable them to participate in their study programme.   

5.9 Jigsaw CABAS School will comply with the requirements of the Equality Act, 2010 and will not 
discriminate against pupils or their families, either directly or indirectly, because of their 
protected characteristics.  

5.10  This policy and any subsequent updates and amendments will be published on the school’s 
website.  



 

 

 

 

6. Eligibility  

6.1  General eligibility criteria: 

 To be eligible for the Bursary in 2025/26 academic year, the young person must: 

• be aged 16 or over but under 19 at 31 August 2025. 

• meet residency criteria outlined in the ESFA funding regulations for post-16 provision 
(Advice: funding regulations for post-16 provision - GOV.UK) 

6.2 Defined vulnerable groups eligibility criteria: 

 The defined vulnerable groups include pupils who: 

• are currently in care; 

• recently left local authority care (care leavers); 

• are receiving Income Support (IS), or Universal Credit (UC) in their own right 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; 

• are 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 

6.3 A ‘care leaver’ is defined as: 

• 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 amounting to 13 weeks), which began 
after the age of 14 and ended after the age of 16.  

6.4 A young person placed with a foster carer by the local authority, including where the foster 
carer is on the books of an independent fostering agency, is classed as looked after. They 
meet the criteria for the ‘in care’ vulnerable group if they have a financial need. 

6.5 A child who is privately fostered (in other words, a private arrangement is made between the 
parent and the person who will care for the child) is not classed as a looked after child and is 
not eligible for the bursary for vulnerable groups. 

6.6 In some instances, a young person may have been in the care of the local authority and the 
care transferred to another party via a permanent form of fostering such as a Special 
Guardianship Order. In these circumstances, the young person is defined as having left care 
so is now a care leaver. They must meet the definition of a ‘care leaver’ in full (so, the period 
of weeks and age range set out above). If they do, they are eligible for help from the bursary 
for vulnerable groups, where they need financial support to participate.  

7. Evidence of eligibility 

7.1 All applications to access the 16-19 Bursary Fund must be supported by appropriate 
evidence. Evidence of application and supporting documentation will be retained for 6 years. 

https://www.gov.uk/government/publications/advice-funding-regulations-for-post-16-provision


 

 

 

 

7.2  Acceptable supporting evidence for the defined vulnerable group bursary include: 

• Statement confirming the pupil’s current or previous looked after status from the 
relevant local authority – this is the local authority that looks after the pupil or 
provides their leaving care services. Jigsaw will be able to clarify/obtain this 
information. 

• Recent entitlement or award statement setting out the benefits to which the pupil is 
entitled e.g., for pupils receiving UC/ESA and DLA and PIP, a copy of their UC claim 
from Department for Work and Pensions (DWP) and evidence of receipt 
of DLA or PIP. 

8. Application 

8.1 Please email administration@jigsawschool.co.uk to request a copy of the application form. 
Once completed, email the application form to headteacher@jigsawschool.co.uk with any 
supporting evidence.  

8.2 Applications will need to be submitted in each academic year and eligibility checks will be 
completed. 

9. Permitted Use of the Bursary Fund 

9.1 Bursary funding exists to support pupils with the cost of travel, to buy essential books, 
equipment or specialist clothing; i.e., items and activities pupils/parents would otherwise 
need to pay for to participate.   

10. Exclusions – what the Bursary Fund cannot be used for 

10.1  The bursary funding is not intended to: 

• support costs not related to education i.e., living costs 

• provide learning support – services that institutions give to pupils. Examples include 
counselling, mentoring, extra tutoring or support such as servicing laptops/tablets 

• support extra-curricular or non-compulsory activities i.e., activities that are not 
essential to the pupils’ study programme 

10.2 Schools cannot use the bursary funds in any way that would give them a competitive 
advantage over other institutions, for example: 

• fees for access to facilities in the institution 

• block subsidy of transport, or support for travel for all pupils regardless of family 
incomes 

• block provision of equipment, material or books 

• making bonus payments to reward attendance or achievement 

• payments to support pupils’ general living costs 

11. Paying bursary funding to eligible pupils 

11.1  The school will liaise with parents to discuss how the funding can provide the best support 

mailto:administration@jigsawschool.co.uk
mailto:headteacher@jigsawschool.co.uk


 

 

 

 

possible, based on an individual basis. Where possible, Jigsaw will purchase resources 
directly (in kind). The cost of these payments will be deducted from the pupil’s total bursary 
award. Where payments are made directly to a parent, this will be done via a BACS transfer 
directly into the parent’s bank account. Parents must use the funding for its intended use 
e.g., to pay for travel costs.  

11.2 Payment schedules will be outlined in an itemised costed plan for each young person and 
shared with parents. 

12. Conditions for receiving bursary funding 

12.1  Receipt of bursary funding will be conditional on the pupil meeting attendance standards.  

12.2 Students in receipt of bursaries must have 85 percent attendance, unless the absence is 
authorised. Consideration will be given to the impact on attendance that might be caused by 
illness or other exceptional circumstances. 

12.3 Where there are concerns regarding a pupil’s attendance, Jigsaw will discuss the issue with 
the parents and consider individual exceptional circumstances before withholding any 
payments.  

12.4 Jigsaw will require receipts for expenditure, where appropriate, to confirm that funding is 
being used for the reason it was awarded. For standard weekly costs, e.g., travel and food, 
receipts will not be collected for each transaction, and will instead be evidenced initially by 
receipts and then paid afterwards linked to attendance. Parents may be asked at various 
points in the year to provide further receipts. For one-off or infrequent costs, receipts will 
always be collected.  

12.5 Any resources or equipment purchased for the pupil through the bursary, such as a laptop, 
must be returned at the end of the pupil’s study programme for use by other pupils. This will 
be clearly communicated to parents upon confirming eligibility for the bursary. 

13. Underspends 

13.1 Schools are permitted to carry any unspent funds over to the next academic year. Any 
unspent funds that are carried forward cannot be added to general institution funds  and 
must continue to be used to support pupils in post-16 education. Any unspent funds will be 
returned to the relevant local authority.  

14. Pupil transferring from, or leaving Jigsaw  

14.1 Where a pupil in receipt of a bursary transfers from Jigsaw to another education or training 
provider in-year, the school will liaise with that provider to ensure continuity of bursary 
payments.  

14.2 Where a young person in receipt of a bursary withdraws and does not transfer to another 
education/training provider, bursary payments made prior to the date of withdrawal will not 
be recovered, but any scheduled payments to be made after the date of withdrawal will not 
be made. 

15. Keeping records 

15.1  Jigsaw will retain relevant records (hard or scanned copies) to support eligibility and the 



 

 

 

 

funding claimed for assurance and audit purposes. All evidence will be treated as confidential 
and destroyed/deleted after 6 years of the pupil leaving Jigsaw CABAS School.  

15.2 Jigsaw will keep an itemised costed plan for each pupil which will include, a breakdown of the 
value, purpose, type of cost, whether paid or not, and a brief justification for the decision. 

15.3 Records that will be retained by Jigsaw include: 

• application form and signed formal agreement by parents 

• evidence showing that the student is eligible, for example, a letter from DWP or the 
local authority or a copy of the pupil’s online UC statement 

• a copy of the email sent to local authority to advise of a young person’s eligibility and 
any further correspondence  

• a copy of the pupil’s individual assessment of actual financial need, including 

breakdown of the calculation that has determined the amount required 

• evidence of payments received by local authority 

• receipts of purchases or in-kind support provided to young person, e.g., receipts for 
food vouchers, café lunches 

• evidence to support the value of any cash payments made to parents  

• award letter issued to parents confirming the amount of support, what support will 
be made in kind and any payment conditions 

• attendance evidence to support payments where applicable 

16. Bursary fund and other benefits 

16.1  Receipt of bursary funding will not impact the receipt of other means-tested benefits paid to 
families, e.g., Income Support. 

16.2  Receipt of Disability Living Allowance or Employment Support Allowance will mean parents 
can no longer receive certain benefits for that child, e.g., Child Benefit. 

17. Complaints 

17.1 Parents who are unhappy with how Jigsaw has managed their application for bursary funding 
or the support that has been provided, should refer to the school’s Complaints Policy and 
Procedures.  

18. Policy Review 

18.1 This policy will be reviewed and updated at least annually or as necessary to reflect best 
practice and to ensure compliance with any changes or amendments to relevant legislation 
and guidance.  

18.2 This policy was last reviewed in July 2025. 

  



 

 

 

 

19. Version History 

No. Date Amendment 

1.1 March 2025 Original policy adopted 

   

   

   

   

   

   

   

   

   

   

   

   

 
20. Related Legislation & Guidance 

Document Location 

16 to 19 Bursary Fund guide: 2025 to 2026 
academic year 16 to 19 Bursary Fund guide: 2025 to 2026 - GOV.UK 

  

 

 

21. Related Internal Documentation 

 
Document Electronic Copy Location 

Complaints Home page (common drive) / POLICIES /  

Pupil Attendance Home page (common drive) / POLICIES / 

Behaviour Management Home page (common drive) / POLICIES / 

Data Protection Home page (common drive) / POLICIES / 

  

 

 
 
  

https://www.gov.uk/government/publications/16-to-19-bursary-fund-guidance/16-to-19-bursary-fund-guide-2025-to-2026


 

 

 

 

APPENDIX 1 – 16-19 Bursary Fund Application Form 
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