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16-19 BURSARY CONTRACT 

ATTENDANCE AND ABSENCE PROCEDURE 
 
In addition to meeting the criteria set out by the ESFA, applicants for the 16-19 Bursary must also 
comply with the School policies on behaviour, effort and attendance. The attendance procedure is 
detailed below: 

 Absences known beforehand must be notified in writing or email to your tutor or Mrs Midgley 
(sixthform@qegs.lincs.sch.uk) e.g. doctor’s appointment, University Open Days etc. 

 Unexpected absences must be reported to the school by parents on the day of the absence and 
followed up by a note from parents on your return.   

 Only school can authorise your absence and if there is any doubt about the validity of a reason for 
absence, the Head of Sixth Form, Mrs Fieldsend, will make the final decision. 

 Acceptable reasons for absence include: medical appointments that cannot be arranged outside 
school hours, illness, a particular need to look after a family member or another person for whom 
you have caring responsibilities, religious holidays, appointments with Careers Service, a work 
experience placement, authorised extra-curricular activities, attendance at a funeral, severe 
disruption to transport, or a driving test. NB If students use alternative transport arrangements, 
where school transport is available, no allowance will be made for transport disruption e.g. a car 
not starting. 

 Examples of reasons that are not acceptable: holidays, part or full time work, leisure activities, 
birthdays or similar celebrations, babysitting younger siblings, shopping, driving lessons. 

 The Government considers any student achieving less than 90% attendance as having persistent 
absence.  

BEHAVIOUR AND EFFORT 

Students are expected to meet the School’s general expectations in terms of behaviour and effort as 
outlined in the school’s Code of Conduct in the Student Declaration you have signed and in the Introduction 
to Sixth Form letter issued at the start of term. 

Failure to do so, will lead to your Bursary application being reviewed and potential non-payment of 
expenses.  
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APPLICATION FOR THE BURSARY 
 
Applications for the Bursary Scheme must be made on the appropriate form, which is available from the 
Sixth Form Administrator, Mrs Midgley, and the school website. Forms should be submitted with the 
necessary supporting paperwork to the Sixth Form Administrator, when they will be passed to the Finance 
Department, to verify and authorise the application.  
 
Requests for payment / reimbursement should be made on the 16-19 Bursary Fund Reimbursement Form, 
and where payment has been made, receipts must be attached. 
 
 

APPEALS 

Where a decision has been taken that you should have your funding withdrawn, or a payment to reimburse 
will not be made, you have a right of appeal. The following principles apply: 

 The school will explain in writing why the payment has been stopped. 
 The appeal will be handled within school by Mr Furness, Headteacher. 
 You will have the opportunity to present your case and to have an advisor present (who may 

state the case on your behalf). Legal representation is not appropriate. 
 The school is obliged to provide only one appeal hearing; an appeal decision is final. 

 

FURTHER SUPPORT 
 
If you need further information or clarification, contact Miss Nathan, 
finance@horncastleeducationtrust.org, or Mrs Fieldsend. 
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Return Slip 

 

I have read, and understand the 16-19 Bursary Contract. 

 

I have been resident in the UK for 3 years.  (The Finance Office may require you to provide 
evidence.) 

 

 

Name ………………………………………………………    Form ………………… 

 

Signed ……………………………………………..….         Date ………………. 

 
Please sign and date and return to Mrs Midgley in person. 
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