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1. Introduction

The purpose of this policy is to outline the College process in respect of course fees, offering instalment facilities, fee waivers, refunds and write-offs.  This policy should be read in conjunction with the most up-to-date Scottish Funding Council (SFC) regulations and related policies and guidance, all as listed in Appendix 1.
2. Responsibilities

The Director of Finance is responsible for annually reviewing this policy to ensure compliance with the most recent SFC regulations and related internal policies.  This policy will be fully reviewed every three years taking into account value for money and environmental impact.  The Director of Finance will also be responsible for ensuring that this policy and its associated procedures are equality impact assessed.
The Student Finance Officer will ensure appropriate and prompt implementation of this policy within the agreed performance targets.  
All processes and procedures are to be reviewed annually by the Student Finance Officer to ensure compliance with current SFC regulations.  

3. Key Principle
The College sets FE course fees annually.  HE fees as set by The University of the Highlands and Islands (UHI) are adopted under the conditions of the partnership agreement between the academic partners.  This policy takes cognisance of UHI policy relating to HE course fees.
Directors of Curriculum and Quality are responsible for setting course fees for non-standard courses.

All students will be made aware of the course fee before the course begins.
4. What Course Fees Include
Course fees normally include all assessment and examination fees and the cost of materials except in the case of full time courses where uniforms, kit and personal materials should be purchased by the student from any bursary or student loan entitlement.  Students will be advised in advance if additional fees are to be paid for a specific course, or for certification or examinations.  
The cost of materials for evening classes is not included in course fees. 
5. Payment of Course Fees
Fees are due at enrolment.  Pre-payment is taken for evening classes and short courses. 

In the case of cheque and card details for electronic prepayment, details are not processed
until the course is approved as viable.
It is the responsibility of the student to pay the course fee at the point of enrolment or to
provide evidence that an alternative arrangement has been put in place.  Failure to do so will
result in the student not being enrolled.
	At the College’s discretion, a student may be allowed to start a course without paying the relevant fee if they provide one of the following pieces of properly authorised documentary evidence:

	

	· Fees being paid by a third party – Student Award Agency for Scotland (SAAS)*, employer, ILA award, etc

· Part Time Fee Waiver Claim

· Instalment Payment Plan 

· Credit Note or Fee Transfer (under the Fee Refund provision)

· College Fee Waiver



	* SAAS stipulate that a student must remain on the course until 01 December to be entitled to payment of the course fee (for courses starting in the Autumn term, other dates apply for other course start dates).  If the student leaves before the qualifying date the student becomes liable for the payment that would have been received from SAAS.

	

	Where a student is to be supported by a third party and in the event that the third party does not accept liability for the payment, liability for the course fee will revert to the student.


6. False Starts
The College acknowledges that despite all attempts to inform students in advance of 
enrolment, a student may undertake a course of study that they soon discover is not what 
they had expected.  It is anticipated that this will be determined within two weeks after the 
date of enrolment or commencing the course.  Should a student withdraw from the course 
within this time the withdrawal will be considered as a ‘false start’ and no fee will be 
charged for the two weeks of attendance on the course.  This dispensation applies to full 

time courses only.
7 Recognition of Prior Learning (RPL) and Credit Transfer (CT)
Fees will be charged for RPL at the full module/unit rate.  Where CT is applied no fee will be charged, however where CT is being applied for more than one credit the College reserves the right to charge the qualification Group Award fee charged by SQA. 


INSTALMENT PAYMENT FACILITY (IPF)
8 Key Principle
The purpose of the IPF is to allow enrolment on a course for students who are not in a position to pay the full course fee at the time of enrolment.

Where an IPF has been offered and the student subsequently withdraws from the course liability for the full course fee remains unless otherwise approved by the relevant Director of Curriculum and Quality.  An IPF is a route of access to a course and not a pro rata payment agreement.

9. Eligibility
An IPF will be based on the:
· Method of study

· Amount of the course fee

· Student’s ordinary residency

· Student’s personal/family circumstances

· Student’s ability to pay

	10.  Full Time Students

	

	Full time students, classed as Home/EU who are not entitled to funding from a sponsor, will be given the option to pay course fees on an IPF by consecutive monthly payments.  This option will be given to assist the student budget throughout the College year and to avoid unnecessary hardship.

	

	Only in exceptional circumstances will full time, Non-Home/EU students be granted an IPF.  The College takes the view that Non-Home/EU students will have undertaken long term planning of their education and should have budgeted accordingly.  These students should also have taken account of the higher rate of course fees chargeable.


11.  Part Time Students

Part time students, classed as Home or EU, are required to apply for an IPF in writing to the SFO as soon as they are aware of their inability to meet the cost of the course.  Students are expected to make provision for the cost of the course from the time of submitting their application.  This is required to establish the student’s ‘need’ for the facility whilst giving the College the opportunity to monitor and plan course fee income flow.  Awarding of an IPF for part time study is not automatic.  The student must demonstrate their inability to meet the course fee at enrolment.  
12.  Rates
For full-time home/EU students there is no cap on the fee amount which can be subject to an IPF (spread August to April) but for part-time there is a minimum of £650 (spread over a max of four consecutive months). 
FEE WAIVER

13.  Key Principle
	The College Fee Waiver policy acknowledges that there are occasions when it is appropriate for course fees to be waived for students whose circumstances do not allow them to qualify for the SFC Fee Waiver scheme.  Such circumstances are exceptional.  In the event of a waiver being requested the College will adopt a fair and consistent approach to ensure no disparity between the spirit of the SFC Fee Waiver Policy and prior applications.  
The financial sustainability of College operations is an important consideration.  

	14.  Eligibility



	The College will consider requests from both full- time and part- time students who do not qualify for fee support through the SFC Fee Waiver Schemes or mainstream funding bodies such as SAAS.  In these cases, students’ requests should give a full account of :

	

	· The course to be studied

· The reason for undertaking this specific course

· Why they are ineligible for the mainstream funding support

· What they intend to do after the course

· The domestic and financial circumstances of their family



	Applications will be considered by the relevant Director of Curriculum and Quality on individual merit and within the context of the College’s strategic and operational objectives.  

In all cases applications for College Fee Waiver must be made in writing or by email.




FEE REFUND

15.  Key Principle

The Course Fee Refund policy acknowledges that there are occasions when a student may request that the course fee be refunded.  In the event of a refund being requested the College will adopt a fair and consistent approach both to ensure no disparity with prior applications.  

The financial sustainability of College operations is an important consideration.   
16.  Eligibility
	Course fees are not normally refundable, except in special circumstances and at the College's discretion.  

	

	Refunds will be made automatically only if a course is full or does not run as advertised, for example for an evening class.   


	A course fee refund is a possible outcome from a complaint successfully upheld.

	

	Particular arrangements apply for servicemen being supported through the Ministry of Defence Enhanced Learning Credits (ELCAS).

Applications for refunds for other reasons will be considered only in special circumstances by the relevant Director of Curriculum and Quality on individual merit and within the context of the College’s strategic and operational objectives. 

	

	In all cases applications for a Fee Refund must be made in writing or by email.

FEE WRITE-OFF

17.  Key Principle

	

	The Fee Write-Off policy acknowledges that there are occasions when, after taking all reasonable steps to recover the course fee, the only remaining sensible and pragmatic course of action is to write it off.  In this event the College will adopt a consistent approach having due regard for the financial sustainability of College operations. 

	

	18.  Eligibility


Fee Write-off is applicable to all course fee categories and will be considered under five broad headings:
· False start

· Ceased students – pro rata apportionment for withdrawal prior to the SAAS qualifying date

· Non-payment – after all reasonable efforts to recover

· Complaint

· Special circumstances
Fee Write-Off must be authorised by the relevant Director of Curriculum and Quality, taking into account all the circumstances of each case.
The financial sustainability of College operations is an important consideration.   
19.  Student Appeals
Students are informed of their right to appeal against the outcome of any application in relation to course fees that they make.  The appeal must be submitted in writing to the relevant Director of Curriculum and Quality and must clearly state the grounds for the appeal.  Any appeal must be submitted within ten working days of receiving the outcome of the application.

The Director of Curriculum and Quality will acknowledge receipt of the appeal and undertake to reply within fifteen working days.  If the student is dissatisfied with the outcome of the appeal they must submit their case in writing to the relevant Assistant Principal within ten working days.

The decision of the Assistant Principal is final and will be notified in writing to the student within ten working days.
20.  Performance Targets
It is imperative that any application from a student in respect of course fees is dealt with speedily and in this respect, notwithstanding the above details in respect of appeals, the key performance target is that the outcome to any course fees application is communicated to the student within 10 working days.

APPENDIX 1 - References
Internal

Social Inclusion Policy

Equality and Diversity Policy

Student Induction Policy

Student Disciplinary Procedure 

Student Confidentiality Policy

UHI Academic Standards and Quality Regulations

FE Student Support Funds Policy

Student Advice and Personal Development Plan Policy

Student Charter

Student Communication and Engagement Strategy

Complaints Policy
External
SFC FE Fee Waiver Grant Policy

SFC HE Fee Waiver Grant Policy
SAAS regulations and guidance
ELCAS regulations and guidance
ILA regulations and guidance
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