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Vocational Bursary Application Guide 
 

To apply, you must register on the Grant Management System. 
 
 

This is a Two-Part Application Form 
 

Part 1 – The Student Starts the Application by registering with their own 
email address 

 
Part 2 – The parent/carer/spouse who works as a Grocer, Pharmacist 
or Commercial Traveller completes part 2 of the form, once the student 

has added them to the application (see page 11) 
 
 
IMPORTANT – Students must register using their own email address to start the 
application, not the parent’s.  
 

• You will add your parent/carer/spouse to the application later. 
• Your parent will then receive an email to create their own account to 

complete their part of the application. 
• This means there will be two separate accounts using two different 

email addresses – one for the student and one for the parent. 
• If you are the student and you are also the grocer, pharmacist or 

commercial traveller, you will complete both parts of the form using one 
account. 

 

 

 

 

 

 

 

 

https://grants.leverhulme-trade.org.uk/login
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Part 1 – The Student 
 
Starting an Application 
Follow the steps below to register and start an application on our Grant 
Management System. 
 

1. Click ‘Register’: 
• If you already have an account, log in with your email and password. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://grants.leverhulme-trade.org.uk/login
https://grants.leverhulme-trade.org.uk/login
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2. Registration Page 
• If your college is not in the drop-down list, you can type it in and 

continue with your application. We will add your college to our system 
afterwards. 
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3. On the home page, ‘click here’ to start a new application: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. Click ‘Apply’ to apply for a vocational bursary: 

 

 

 

 

 

 

 

 

 

 

 

 

 



5 
 

Adding the Parent/Carer/Spouse 
Follow the steps below to add your parent/carer/spouse to the application. 
 

5. IMPORTANT – You must have a parent, carer or spouse who works as a 
Grocer, Pharmacist or Commercial Traveller, or you must work in one of 
these roles yourself, to be eligible. If this does not apply, you will not be 
able to proceed with the application. 
 

• Select the person who is employed as the grocer, pharmacist or 
commercial traveller, e.g. your parent, carer, spouse or self. 

 

 

 

 

 

 

 

 

 

6. You now need to add their contact details: 
• The example in this guide shows a parent who has been selected 
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7. Add your parent’s email address to invite them to the application form: 

 

 

 

 

 

 

 

 

 

 

 

8. If your parent is already in the system, you can select them by clicking 
‘Select’. If not, you can add them by clicking ‘Add Person’: 
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9. Type in their name and email address and click ‘Add Contact’: 

 

 

 

 

 

 

 

 

 

 

 

10.  You can then add your parent to the application form by sending them an 
invitation. Tick ‘Confirm that you wish to include the Parent/Spouse’ and 
then click ‘Send the Invitation’ to send them an email: 
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11.  When you have added your parent to the application form, they will appear 
on the ‘Details of qualifying parent/spouse/Self’ page of the application: 
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12.  When you have gone through each page of the application and completed 
it, on the ‘Validation’ page, it will say that the parent/spouse needs to 
confirm their participation and complete their part of the application form, 
before you can submit it. 
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13.  Click ‘Save and Close’ and on the ‘Details’ page of the application, you will 
see where you have added your parent to the application, and that they 
have not yet confirmed their participation in the application: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Your parent will receive an email stating that you have added them to your 
application. They must follow the instructions in the email to confirm their 
participation and complete their part of the form. 

IMPORTANT – You cannot submit your application until your parent has 
submitted their part of the form. Once your parent has submitted their part, you 
need to log back into your account to submit the whole form. 
 
See Part 2 on page 11 below for guidance on how the parent/carer/spouse can 
complete their part of the application on the next page. 
 
IMPORTANT – See Page 15 on How to Submit Your Application. 
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Part 2 – The Grocer, Pharmacist or Commercial Traveller 
 
This section of the form should be completed by the college student’s parent, 
carer or spouse, who is employed in one of the three eligible trades: Grocer, 
Pharmacist and Commercial Traveller. More details on eligibility can be found 
here: Eligibility | Leverhulme Trade Charities Trust  
  
The Eligible Parent, Carer or Spouse  
You must be a Grocer, Pharmacist or Commercial Traveller. 
 
Participating in an Application 
Follow the steps below to participate in the student’s application.  
 

1. Follow the link in the email that invites you to participate in the application 
form. This will allow you to create your own account. 

• You will be able to see the application that the student has started 
and confirm your participation: 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.leverhulme-trade.org.uk/vocational-bursaries/eligibility
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2. Once you have confirmed your participation, you can then complete your 
part of the application form by clicking ‘Edit’. In the form you will confirm 
your role as a Grocer, Pharmacist or Commercial Traveller. 

 

 

 

 

 

 

 

 

 
 

 

 

3. Once you have gone through the application form, click ‘Save and Close’ 
and then ‘Submit’ to submit your part of the form, only: 
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4. Click ‘Submit’: 

 

 

 

 

 

 

 

 

 

 

 

5. IMPORTANT – The application is still not submitted. It is still in pre-
submission, and you will be given a pre-submission number: 
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6. IMPORTANT – The student must now log BACK IN TO THEIR ACCOUNT to 
submit the whole form: 

 

 

 

 

 

 

 

 

 

 

 

 

IMPORTANT – See page 15 below on how the student can submit the 
application. 
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Submitting the Application  
Follow the steps below to submit your application.  
 
IMPORTANT – You can only submit the application once your 
parent/carer/spouse has submitted their part of the form. See page 11 on how 
to do this. 

1. When you, the student, log back into your account, you will see that you 
have ‘one unsubmitted application’: 

• Click on ‘Click here’ to view your application 

 

 

 

 

 

 

 

 

2. You can see that your application is still in ‘Pre-Submission’. Click the icon 
on the right to edit your application: 
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3. You can see now that your parent has confirmed their participation on your 
form.  

• Now click ‘Validate’: 
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4. The validation page tells you that you can only submit your application form 
once your parent has submitted their part. If they have submitted their 
part, you can ignore the message and click ‘Save and Close’: 
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5. You can now click ‘SUBMIT’: 

 

 

 

 

 

 

 

 

 

 

 

 

6. You can see that your application is submitted. Click on ‘Click here’ to see 
your application reference number: 
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7. Under Reference, you can see your application reference number.  
(Example: VB-2025-6360). You will also receive an email confirming that you 
have submitted your application. 

 

 

 

 

 

 

 

 

 

 

Your application will be assessed, and we will be in contact within 6 weeks of the 
application closing date with the result. 


