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Aims of the Bursary Award Scheme Policy 
 
The aim of the Bursary Award Scheme Policy is to provide guidance to NHS 24 
staff, including those with line management responsibility, on the eligibility of 
NHS 24 staff to apply for funding support to undertake courses of study or 
development that, if successful, would lead to the award of a recognised 
educational or professional qualification.  
 
The aim of the Bursary Award Scheme Policy is also to provide information on 
the application process, award criteria and funding arrangements, including 
circumstances where the repayment of the Bursary Award may be appropriate.  
 

 
1. Introduction 
 
1.1 NHS 24 is committed to investment in the education, training and ongoing 
 development of all staff in line with the evolving changes from Agenda for 
 Change and the Knowledge and Skills Framework (KSF). 
 
1.2 NHS 24 aim to ensure that all staff members are treated in a fair and 
 equitable manner and with dignity and respect in accordance with the 
 organisational values set out in the NHS Scotland Workforce 2020 Vision 
 Plan. 
 
1.3 NHS 24 strives to ensure that learning is embedded into the organisation, 
 and further supports the ongoing development of staff through the 
 provision of opportunities to gain new skills and knowledge in the 
 workplace and through experiential learning.  With the introduction of the 
 Knowledge and Skills Framework, all post holders within NHS 24 may 
 require ongoing development to ensure that they are able to apply and 
 develop their knowledge and skills in their post. The Bursary Award 
 Scheme provides one opportunity for staff to contribute towards 
 evidencing their KSF. 
 
1.4 The Bursary Award Scheme applies to courses of study or development 
 that, if successfully completed, will lead to the award of a recognised 
 educational or professional qualification (e.g. HNC, HND, degree, 
 Diploma). The bursary scheme is one means by which NHS 24 provides 
 commitment to the development of staff’s current and future potential 
 within their job role, through a structured approach and process. 

  The Bursary Award Scheme is one means by which staff  development is 
 supported and funded in NHS 24, specifically for courses as described in 
 section 1.3.  There are alternative options for staff members’ development 
 including, but not restricted to, involvement in organisational projects; 
 participation in coaching or mentoring; internal classroom training 
 activities; eLearning; short courses or conferences.  The External Events 
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 Policy provides full funding for conferences and short courses which are 
 considered essential for a staff member’s role – further details on this 
 policy can be found on the NHS 24 intranet under Human Resources, 
 Policies, Guidelines and Forms. 

1.5   NHS 24 strive to be an employer of choice , treating staff with dignity, 
 respect, care and compassion.  NHS 24  recognises the quality of the 
 contribution that staff make and aim for both the organisation and staff to 
 be open, honest and responsible for both the work done and the way it is 
 carried out. 

1.6 The General Data Protection Regulation (GDPR), which is in force from 25 
 May 2018, requires employers to comply with principles for processing 
 personal data, including protecting against unauthorised access of 
 personal data. Personal data that is inappropriately accessed or disclosed 
 may constitute a data breach. The GDPR requires organisations to keep a 
 record of all data breaches and, where the breach is likely to result in a 
 risk to the rights and freedoms of individuals, the organisation must notify 
 the Information Commissioner within 72 hours of becoming aware of the 
 breach. If the data breach results in a high risk to the rights and freedoms 
 of individuals, those individuals must be notified without undue delay.  

 
 
2. Eligibility 
 
2.1 This policy applies to all NHS 24 staff, irrespective of role or location, 

and has been developed to ensure there is equity of access and 
opportunity to learning and development for all NHS 24 staff. 
 

2.2 All staff must have been with the organisation for a minimum of 6 months 
prior to making an application – this is to allow reasonable time for the 
staff member to be inducted fully into the role and therefore to 
appropriately identify learning and development needs.  In addition, staff 
may only apply for bursary funding where their contract of employment 
extends beyond the duration of the course for which funding is being 
applied for. 

 
 

3. Application Process 
 

3.1 The Bursary Award Scheme is advertised annually across the 
organisation.  After the stated closing date, and following the receipt of 
applications, the Learning and Professional Education Team will prepare 
a paper for consideration by the Bursary Award Panel, providing a 
summary of all applications received.    

 
 All panel members will receive a copy of each application received 

(applications will be anonymised in the interests of equity).   
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 Awards are made against set criteria (outlined in paragraph 4.3).  Please 
note that applications received after the annual application process will  

 only be considered should there be funds remaining, therefore it is 
encouraged that applicants should apply in time for the closing date, 
irrespective of when the course of study commences (e.g. where a 
course commences in November, the application for funding should still 
be made prior to the closing date). 
 

3.2 All applications for funding must be made through full completion of the 
Bursary Application Form – applications via any other means will not be 
considered. Applicants requiring support to complete the form can 
discuss this with their line manager.  

 

 Prior to completion and submission of an application, a discussion 
should take place with the staff member’s line manager regarding 
the course of study and the relevance to the staff members overall 
KSF outline and Personal Development Plan.   

  Applicants and line managers should refer to the appropriate 
guidance documents, in particular the information in Section 4.3, for 
further information on completion of the form. 

  Only one application per staff member, for one course of study in 
any academic year, will be accepted. 

  Applications should be made prior to the start date of the course (or 
specific unit/module) for which funding is being requested.  
Retrospective applications, made after the relevant course (or 
specific unit/module) has already commenced, will not be 
considered. However, where the full course of study continues into 
future academic years, applications will require to be made in the 
subsequent year(s).  

  All applications should be completed in full and returned to the 
Learning and Professional Education Team by the closing date. 
Applications may be completed in hard copy or electronic format 
(and sent by e-mail).  Partial applications (e.g. those still requiring 
the line manager statement) will not be accepted.  

 Where line managers are not supportive of the application and do 
not wish to approve it, they should still complete the line manager’s 
statement section giving their reasons for this. 

 Applicants and line managers are required to sign the form 
accepting that they have read and understood the Bursary Award 
Scheme terms and conditions.  

 Before submission to the panel, all applications will be anonymised, 
by assigning an application number in place of the applicant’s name 
and leaving only the role name and the course/ cost details of the 
application.  This is to assist the panel in reviewing each application 
equitably. 
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4. Considering Applications for Bursary Funding: Funding 

Arrangements and Award Criteria 
 
4.1 Bursary funding is held and managed centrally by the Director of 

Workforce.  The actual disbursement of funds is through NHS 24’s 
Bursary Award Panel, who meet twice annually and further as required.  
The panel consider applications in the context of current organisation 
goals and with reference to the criteria noted in section 4.3.  The panel 
includes individuals drawn from across NHS 24 Directorates and Staff 
Side, and is chaired by the Director of Workforce. 

 
4.2 Courses supported through the Bursary Award Scheme will lead to the 

recipient gaining a transferable qualification which has mutual benefit to 
both the staff member and NHS 24.  Therefore, partial funding only is 
awarded.  Please see information on intranet for current arrangements. 

 
4.3 Awards will be made subject to the following criteria: 
 

o The relevance of the course of study to the staff member’s’ current role 
and to the overall goals of NHS 24, with specific and direct relevance 
to the individual’s Turas outline and agreed development needs and 
career aspirations as documented in their Personal Development Plan; 

 
o The relevance of the course of study to NHS 24’s learning and 

development priorities for the year, in the context of current 
organisational goals; 
 

o Demonstrable benefit of the study to both the staff member, team 
members and organisation; 
 

o Funding awards are also influenced by the volume of applications in 
any year and by the cost and duration of the particular course of study, 
and applications may require to be prioritised for funding, even where 
the above criteria is met.   
 

o NHS 24 has a duty of care to all staff and, in the interests of providing 
appropriate support, line managers must carefully consider an 
individual’s readiness to undertake an academic qualification, referring 
to the Line Manager Guidance and Staff Guidance documents for 
further clarity and guidance.   

 
o Whilst applications without line manager approval may still be 

submitted, it is unlikely that the Bursary Award Panel would approve 
such applications other than in exceptional circumstances. 
Exceptional circumstances can include line managers being 
unavailable to provide approval.  
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4.4 All awards are made for one academic year only.  If the course of study 
spans subsequent years then applications are required to be made 
annually, and no guarantee can be made of continued funding in 
subsequent years.  The level of funding awarded to an applicant, or for a 
particular course, in one year cannot be guaranteed in future years.  
 

4.5 All applicants will be notified in writing of the decision which has been 
made by the panel and, in the case of unsuccessful applications, 
reasons will be provided for the decision. Where a request has been 
declined and the individual feels that the proper process has not been 
followed a request for a review can be submitted to the Chair of the 
Panel.  The individual should clearly state their grounds for the review.  

 
 Where a staff member’s application has been successful, they will be 

notified of the amount awarded and the next steps in the Bursary Award 
Scheme process.  The staff member’s line manager will also be notified 
of the decision which has been made.   

 
4.6 On receipt of the award letter, successful applicants should complete 

and sign the enclosed “Acceptance of Bursary Award” form.  The signed 
“Acceptance of Bursary Award” form must be returned within the stated 
time frame as failure to do so may result in the award being withdrawn 
and re-allocated.  Staff members must complete a salary mandate form 
to authorise that the organisation may re-claim bursary funding direct 
from salary in the event of a staff member leaving the organisation or not 
completing/passing the course (see sections 9 & 10 below). 
 

4.7 In March of the following year, each staff member in receipt of a bursary 
award, and their line manager, will be required to complete an End of 
Year Evaluation form to provide evidence of the value of the course to 
the staff member, team members and organisation, and to support any 
applications for further bursary funding.  Provision of both evaluations is 
a condition of the Bursary Award Scheme and failure to submit one or 
both could have an impact on a staff member’s application in 
subsequent years.  
 

 
5. For Successful Applicants: Time Away From Work 

 
5.1 It is recognised that many staff members who are successful in their 

application for a bursary award may also require time away during 
normal working hours to attend classes, sit exams or attend to other 
course-related matters.  Please note that a successful application for 
funding does not suggest or guarantee that time off from work will also 
be granted - this decision lies outwith the authority of the panel.  In the 
interests of clarification, the guidelines below have been developed: 
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5.1.1 The bursary scheme is offered in addition to a range of other study 
options which staff may participate in as part of their working day.  It is 
likely that staff members in receipt of a bursary will still participate in 
other Continuing Professional Development activities. Taking this into 
consideration, staff who receive bursary support have no automatic right 
to leave during normal working hours in connection with this study.  This 
is clearly outlined in the award letter as well as being contained within 
the policy. 

 
5.1.2 Where leave is requested, staff are required to negotiate this with their 

line manager.  It is expected that time off from work for study would 
consist of a combination of the following;  study leave, shift swap, 
working time back, annual leave, unpaid leave. 

 
5.1.3 Where managers agree that “study leave” is appropriate, this should 

not exceed 5 days in the 12 month period covering the duration of the 
course.  This is not to say that staff members have a right to the 
maximum number of days, rather it is a guide to increase flexibility of 
options - staff who receive bursary support have no automatic right to 
leave during normal working hours in connection with this study.  The 
study leave which is authorised can be used to attend classes, sit 
exams, work for assignments, or any such combination of relevant study 
activities.   

 
 Staff members should agree with their Line Manager a detailed plan for 

any days of this nature to be taken, and submit this to the panel as part 
of their application for Bursary Award. This does not exclude staff 
members from taking part in other training/development activities during 
working hours as long as these are agreed by the line manager to be 
appropriate. 

 
 

6. Additional Course Costs – E.G. Additional Course Fees 
and Course Materials (E.G. Textbooks, Journals) 
 

6.1 The bursary award, where granted, covers a portion of the course fees 
as stated in the award letter.  However, any additonal course costs (e.g. 
registration fees) or any textbooks, journals or other course materials 
required for the staff member’s study are not covered by the Bursary 
Award Scheme. NHS 24’s Library Service would consider purchasing 
course materials for the use of the organisation as a whole where 
particular recommendations are made. These materials would then 
remain the property of NHS 24 and be held within the Library resource 
areas for the use of all staff.  Recommendations on the purchase of 
these materials should be made to the Librarian. 
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7. Additional Support 
 

7.1 It is recognised that staff members with a disabilty who are in receipt of 
bursary may require additional support in order to attend classes at their 
chosen education provider or to study effectively.  For example, this may 
be audio or visual aids to assist with completing course work. Any 
additional requirements should be discussed with the educational 
provider and in most cases should be met by them, however in cases 
where they state that they are unable to meet identified requirements, 
reasonable requests for additonal support will be considered by NHS 24.  

 

 
8. Failure To Take Up Bursary Funding 

 
8.1 It is recognised that there may be cases where staff who are in receipt of 

a Bursary award decide that they no longer wish to accept the offer of 
funding, or carry on with their course.  In this event, the staff member 
must notify the Learning and Professional Education Team in writing as 
soon as possible, as it may be possible to re-allocate funding to other 
applicants.    

 
 
9. Incomplete/Failed Courses 

 
9.1 It is recognised that there may be cases where staff who are in receipt of 

a Bursary award may be unable to successfully complete or finish their 
course of study.  In this event, the staff member must notify the Learning 
and Professional Education Team as soon as possible in order that their 
situation can be reviewed. The staff member may be asked to repay 
NHS 24 in part or in full for the course fees which have been provided 
through the Bursary Award scheme, following consideration of their 
circumstances on a person centred basis by members of the Bursary 
Award Panel.   

 

 
10. Leaving NHS 24: Repayment Arrangements 
 
10.1 The NHS 24 Bursary Award Scheme recognises that the recipient 

gaining a transferable qualification has mutual benefits to both the staff 
member and NHS 24.  In view of this, staff members who leave the 
employment of NHS 24 during their course, or within 12 months after the 
completion of their course will be required to repay the bursary funding 
awarded for this course (Note: completion of the course is defined as 
when formal notification has been received by the staff member from the 
educational institution that they have passed/completed the specific 
course component/module for which bursary funding was awarded).  
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 Successful applicants will be required to agree to this as a condition of 
accepting the award, and are required to complete a salary mandate 
form to authorise that the organisation is able to re-claim bursary funding 
directly from salary in the event of a staff member leaving the 
organisation.  Funding may be re-claimed if a staff member has not 
completed or has not passed the course, however this is dependant on 
review of individual circumstances. 

 
 

11. Leaving NHS 24: Organisational Change 
 

11.1 Where an individual’s post has been displaced due to organisational 
change, and they are in receipt of bursary funding, the organisation 
would not seek to reclaim funds in the event that the staff member left to 
pursue another post.  

 
 
12. Monitoring and Reviewing  
 
12.1  NHS 24 will monitor and review this policy in Partnership every 2 years.  
 
12.2  This review process will include: 
 
 Anonymised monitoring and analysis of the diversity of staff applying for 

bursary funding support; the number of successful applications; and, the 
administration of course fees which have been provided through the 
Bursary Award scheme. Monitoring will be progressed through the Staff 
Governance Committee. 

 
 Publishing this anonymised information in line with the reporting 

requirements of the Equality Act 2010 (Specific Duties) (Scotland) 
Regulations 2012.  
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APPENDIX 1 
 

Process for Application For Bursary Funding 
 

STAGE 1:  
Obtain a Bursary Application Form - from the Learning and Professional 
Education Team at Cardonald Contact Centre, or from the Learning and 
Professional Education pages on the intranet. 
 
STAGE 2:  
The Bursary Application Form consists of sections A to E.  Complete the 
application form fully as it provides key information for the Bursary Panel 
meeting, and decisions can only be made based on the information provided 
in the form.  Please note that, as per paragraph 3.1 of the policy, all 
applications will be anonymised prior to submission to the panel and an 
application number will be assigned in place of the applicant’s name, leaving 
only the role name and the course/cost details of the application.  This is to 
assist the panel in reviewing each application equitably. 
 
Incomplete applications or those that do not contain sufficient detail may 
impact on the ability of the Bursary Panel to consider the staff member’s 
application.  It is useful to attach copies or include electronic references (e.g. 
websites) of any further course information you may have from a university/ 
college prospectus, website or other source. 

 
STAGE 3:  
Prior to completion of sections A to C, a discussion should take place 
between the staff member and their line manager.  Following this discussion, 
the line manager should complete section D (giving their reasons for either 
supporting or not supporting the application) and sign the form. Please note 
that whilst applications without line manager approval may still be submitted, 
it is unlikely that the Bursary Award Panel would approve such applications 
without exceptional circumstances. 
 
STAGE 4:  
The fully completed form should be submitted to the address below prior to 
the closing date.  Late or incomplete applications will NOT be accepted.  It is 
the responsibility of the applicant and their line manager to ensure that the 
form is received by the Learning and Professional Education Team on time: 
 
Learning & Development Administrator 
Cardonald Contact Centre 
NHS 24 
Caledonia House 
140 Fifty Pitches Road 
Cardonald Park 
Glasgow 
G51 4EB 
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STAGE 5:  
All applications will be collated by the Director of Workforce, who will prepare 
a paper for consideration by NHS 24 Bursary Panel.   

 
STAGE 6:  

 All applications will be considered by the Bursary Award Panel against the 
set criteria, as mentioned previously in this document Applicants have the 
right to request a formal review where they consider that the Bursary Award 
Scheme has not been appropriately adhered to.  This request should be 
made to the Chair of the Panel who will arrange for a senior manager to 
review the paper work.. 

 
STAGE 7:  
All applicants will be notified in writing of the decision which has been made 
and, in the case of an unsuccessful application, reasons will be provided for 
the decision. Where an staff member’s application has been successful, they 
will be notified of the amount awarded.  The staff member’s line manager will 
also be notified of the decision which has been made. 

 
STAGE 8:  
On receipt of the award letter, the applicant will be sent a Mandate form, 
which should be completed and signed.  The signed Mandate form must be 
returned within the stated time frame as failure to do so may result in the 
award being withdrawn and re-allocated.   
Staff members must complete the form to authorise that the organisation is 
able to re-claim bursary funding directly from their salary in the event of an 
staff member leaving the organisation.   
The mandate form may also be used to reclaim bursary funding in the event 
of a course not being completed or not passed – in this instance, individual 
circumstances would be reviewed and an agreement reached with the staff 
member before any money is recouped.  

 
STAGE 9:  
In March of the following year, each staff member in receipt of a bursary 
award will be sent an End of Year Evaluation form.  This form must be 
completed fully, in conjunction with the line manager, and returned to the 
Learning and Professional Education Team.  If the staff member is continuing 
with the same course of study and will be re-applying for funding, the End of 
Year Evaluation form is considered by the Bursary Award Panel together with 
the Bursary Award Form as part of the application process. 

 
 
 
 

 


