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University of Suffolk Work Experience Bursary – Terms and Conditions  

Outline 

The University of Suffolk (“the University”) Work Experience Bursary (“the Bursary”) has been 

created to support students in accessing high value work experience opportunities who may have 

otherwise faced financial barriers to undertaking this. The University knows that work experience 

that helps students to develop their employability, gain skills and experience and build confidence is 

extremely important, and wants to support students in achieving their goals and giving them the 

best possible developmental opportunities in preparation for graduation.  

The Bursary is kindly funded by the University of Suffolk Foundation Board and the philanthropic 

donations they have received. As a result, the funds available will be dependent on the amount 

allocated, and are issued on a first come, first served basis. Applications will close on 30th June 2020, 

or when all funds have been allocated, whichever comes first.  

Who can apply for the Bursary? 

The Bursary will be awarded to full or part time undergraduate and postgraduate students 

completing paid or unpaid1 work experience opportunities in the UK or internationally, apart from 

those completing placements as part of their degree programme. The work experience opportunity 

must be completed before, or on, 30th September 2020, except for final year students who must 

complete their opportunity by 31st July 2020. For final year students who anticipate their 

opportunity is going to end after 31st July 2020, please outline this in your application so that 

consideration can be given to this on a case by case basis. Applications can be submitted by those 

that have already been offered an opportunity, or by those that are in the process of submitting an 

application (if we are able to support you, we will provide written confirmation of this, but funds will 

not be disbursed until you can confirm that you have been successfully offered the opportunity).  

What can the Work Experience Bursary cover? 

The Bursary should be used to enable you to pursue a work experience opportunity that you may 

not have otherwise been able to access. Bursary payments could cover travel expenses, 

accommodation, clothing or dependent care costs2, or something else that would help you 

overcome barriers to accessing your opportunity.  

Bursary payments could be used to support you in more than one work experience opportunity 

within the specified timeframe, and more than one application could be submitted. However, to 

ensure we can support as many students as possible with our bursary fund, you will receive no more 

than £100 if your opportunity is in the United Kingdom, or £200 if your opportunity is overseas*, in 

bursary payments during the 2019/20 academic year and up to the closing date for applications of 

30th June 2020. 

                                                           
1 Unpaid opportunities will only be supported if it can be evidenced by the employer that the placement does not 
contravene National Minimum Wage regulations. The University of Suffolk Careers and Employability Team do not endorse 
unpaid opportunities that may contravene National Minimum Wage regulations, and would urge students considering 
unpaid opportunities to contact the Careers team to discuss in further detail. 
2 Dependent care costs are those associated to costs incurred to find suitable support and care for children or dependent 
relatives during the work experience. You will need to provide evidence of the provider and their applicable certifications 
e.g. OFSTED registration if a bursary payment is contributing towards childcare. Please contact 
workexperiencebursary@uos.ac.uk for further details if you have any questions. 
*Please see Appendix A for more details on this split in funds.  

mailto:workexperiencebursary@uos.ac.uk


Page | 2 
 

What do you mean by work experience? 

It is important to note that you are responsible for securing your own placement. The University Job 

Board, found within FutureMe, includes a variety of job vacancies that may be appropriate, and the 

University would encourage students to research opportunities available on the job board, as well as 

undertaking their own research and networking to source an appropriate opportunity. The Careers 

team are available to offer support with where to search, applications and interview skills, and can 

be contacted on careers@uos.ac.uk.  

To ensure you access the highest quality opportunities, the work experience must  

1. provide you with both personal and skills development; and  

2. offer enhancements to your employability.  

The University will not support work experience opportunities that: 

1. are going to be used as part of a work placement or sandwich year module (including those 

undertaking professional practice placements within Health and Professional courses);  

2. will be above 16 hours per week term time, or above 40 hours per week during holiday 

periods (and for those with a Tier 4 visa, do not exceed the working hour allowance set out 

within your visa); 

3. promote or endorse illegal activity; 

4. be immoral, unethical, offensive, or otherwise detrimental to the University’s reputation or 

interests;  

5. be connected with a pyramid, multi-level marketing or similar style selling scheme; 

6. represent an undue health and safety risk;  

7. be connected with the adult industry or be associated with adult content;  

8. involve writing or sharing academic related material for use by other students; and/or 

9. be connected with the tobacco industry. 

When should I apply? 

The bursary for 2019/20 will close for applications on 30th June 2020, with all disbursements needing 

to be made by 31st July 2020. If a work experience opportunity may require payments after 31st July 

2020, please state this clearly in your application as this will be considered on a case by case basis. 

Please note that it cannot be guaranteed that payments could be made after this date, and planning 

for this should be taken into account. For those in their final year of study, payments will not be 

made after 31st July 2020.  

The University reserves the right to close the Bursary earlier if all funds are disbursed before the 

closing date, and University wide announcements will be made should this occur.  

How to apply 

A work experience bursary application form should be completed as soon as possible as applications 

will be screened, the first stage of assessment, on a fortnightly basis (or sooner if a large number of 

applications). In addition to full completion of the application form, the following documentation, 

containing as much information as possible, should be sent to workexperiencebursary@uos.ac.uk 

upon submission of your application form, or as soon as is possible. A final decision cannot be made 

until all documentation has been received: 

1.  

https://login.uos.ac.uk/module.php/core/loginuserpass.php?AuthState=_252bd1ec13a00c4f790fbe4dbafdf7b83d14ad28fd%3Ahttps%3A%2F%2Flogin.uos.ac.uk%2Fsaml2%2Fidp%2FSSOService.php%3Fspentityid%3Dhttps%253A%252F%252Fwww.abintegro.com%252Fshibboleth%26cookieTime%3D1537443896%26RelayState%3Dss%253Amem%253Ae9996ebc3f74575ec681eb79a64f30a28eff8c85a3e5c024e6713091496b8913
mailto:careers@uos.ac.uk
https://uos.libwizard.com/Work-Experience-Bursary
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a. If you have received a job offer: Evidence of your work experience opportunity e.g. 

a signed letter from your employer or contract of employment, AND a job 

description or job outline from your employer;  

b. If you have not received a job offer yet, but are in the process of applying for an 

opportunity, and need confirmation of the intention for us to support you before 

being able to commit: the job advert, AND receipt from the employer of your 

application; and 

2. A breakdown of the amount of funds required, including evidence of why you have 

requested the specified amount of funds; and 

3. Evidence to outline why you require the financial support of the Bursary e.g. copy of bank 

statements. 

The University may need to verify any of the information included in your application form, and will 

discuss this with you, as necessary, should the need arise.  All data will be stored securely in line with 

the General Data Protection Regulations (GDPR), and only used by applicable staff to administer and 

record processing of the Bursary. Please visit the Student Services Privacy Notice to find out more.  

Application Process 

Members of Student Services will hold fortnightly meetings to screen applications. Applicants 

successful at this stage will be invited to meet with the applicable representatives of the Student 

Services team for an assessment. During this assessment, Student Services Advisers reserve the right 

to offer suggestions and alternative purchases, methods of funding and/or something else, as 

applicable to each individual case. The University currently offers a number of other methods of 

financial support, and Student Services Finance Advisers may deem that your application would be 

better suited to one of these other sources. We will work with you to ensure that you are able to 

access the most appropriate support for your needs.  

During the application process, the University will review the work experience opportunity that you 

have been offered to ensure that: 

3. it is not an experience that we are unable to support (please see page 2 for a full list); and  

4. will provide you with both personal and skills development; and  

5. will offer enhancements to your employability.  

Work experience that the University deems does not fulfil this will not be supported; however you 

will be signposted to relevant support services, including the Careers and Employability team, to 

support you in finding an appropriate opportunity.  

In typical circumstances, the following application process will occur: 

1. Student submits application form via the application form, and then submits applicable 

documentation to workexperiencebursary@uos.ac.uk; 

2. Where possible, fortnightly meetings will be held by the screening panel, containing relevant 

members of Student Services, to assess which applications should proceed to the next stage 

(please email workexperiencebursary@uos.ac.uk to find out when the next meeting is taking 

place); 

3. Students are updated with the outcome within three working days of this screening panel, 

and invited to an assessment appointment to discuss their application further, and discuss 

the terms of the agreement; and payment process; 

https://www.uos.ac.uk/content/student-services-privacy-notice
https://uos.libwizard.com/Work-Experience-Bursary
mailto:workexperiencebursary@uos.ac.uk
mailto:workexperiencebursary@uos.ac.uk
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4. Further appointments will be booked, as applicable and necessary, to issue further 

payments, and return receipts and evidence of expenditure.  

5. A review will be scheduled to discuss the work experience opportunity and discuss the piece 

of reflective work submitted (please see “expectations of recipients after your work 

experience has been completed” for further information on this).  

By applying for a Work Experience Bursary, you acknowledge and agree:  

1. that the University reserves the right to decide at its absolute discretion how it allocates 

Work Experience Bursaries to applicants; and  

2.  any personal data submitted as part of an application will be held securely and used only for 

the purposes of participating in, administering and awarding the Work Experience Bursaries; 

3. For your application and associated data to be shared with applicable members of the 

Student Services team at the University of Suffolk (Ipswich campus) as part of the 

application and screening process.  

 

What happens if I am successful? 

All successful applicants will be required to sign a Bursary Agreement (“Agreement”) prior to the 

issue of funds setting out the terms of the bursary, including the expectations of you, the student, 

and us, the University. All will also be required to complete a Bank Details Form to enable the 

University to transfer the agreed bursary amount to your nominated bank account.  

Recipients will be required to provide original receipts as evidence of their bursary spend in a timely 

manner, with timescales agreed between the University and the student when the Agreement is 

signed. The University reserves the right to withhold further payments if evidence is not returned 

within the agreed timescales, and, where appropriate, will claw back payments if it becomes evident 

that the work experience opportunity is no longer being attended, or funds have been spent 

inappropriately. The Bursary has been created as a result of philanthropic donations, and abuse by 

Bursary recipients could hinder the future of the scheme, and the opportunity for other students to 

access funds in the future.  

Expectations of recipients after your work experience has been completed 

As set out within your Agreement, upon completion of your work experience opportunity, you will 

be required to submit a short, reflective piece that expresses how the work experience has 

benefitted you, your development and your employability. The University wants to ensure that the 

Bursary is accessible to all, and it will be agreed between the student and the University, on signing 

of the agreement, the format this will take. This could be, but is not limited to: 

1. A 500-word log; 

2. A 5-minute video or audio recording; 

3. A 5-minute presentation, either face to face or via Skype or other electronic software; 

4. A mini game to outline your development; 

5. A blog piece; or 

6. Something else!  

If you have any further questions, or would like to know more, please contact the team on 

workexperiencebursary@uos.ac.uk or 01473 338400.  
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Appendix A – added 25 March 2019 

The Work Experience Bursary panel met on 15 March 2019, and agreed to increase the maximum 

payment that would be issued to students to £200, if they are pursuing opportunities outside of the 

United Kingdom, due to an unexpected increase in applications by students to support them with 

this type of opportunities. 

Rationale 

This decision was made as a result of a higher than anticipated number of applications for support to 

pursue opportunities in destinations such as the United States of America (USA) and Asia. Long-haul 

destinations such as these typically require additional expenditure in comparison to opportunities 

within the UK, for example due to visa costs and long-haul flights, and can add thousands of pounds 

to the overall required level of expenditure. Some opportunities offer additional support as part of 

their recruitment package: Intern China and the British Council provide financial support to students 

who are successful in being offered an internship through their programme. However, this does not 

cover all expenditure, and costs such as visas and flights, in addition to many employment contracts 

requiring students to arrive with a specified amount of money in their bank account, means students 

typically need to spend well over £1000, just to be able to commence their internship.  

How this will work 

Students that are pursuing international opportunities will still be subject to the same criteria, 

application method and payment process as outlined within the terms and conditions above. The 

only difference is that students will be able to apply for up to £200 to support them with accessing 

their international opportunity. 

Should a student wish to pursue more than one opportunity, e.g. one in the UK and one 

internationally, as with the standard £100 awards, students will still only be entitled to a maximum 

of £200 for the academic year they are applying within, and can use this to support them as they feel 

most appropriate.  


