KENSINGTON & CHELSEA COLLEGE

Policy on Payment of Fees by Instalments

Introduction and Background

The College has a strong interest in collecting fees as early as possible for cash flow reasons and to reduce the effort and cost involved in chasing debts.

However it is also in the College’s interests to attract as many students to its courses as possible and some students find it difficult to pay all of their fees in advance of their course starting.  This is particularly true for some overseas students who pay much higher fees than home and EU students.

In some, limited, circumstances the College will therefore allow students to pay by instalments.  However, in order to minimise the risk of losses, these procedures must be strictly followed.  Failure to follow these procedures may result in disciplinary action being taken.

Policy

Payment of fees by instalments is only permitted in the following circumstances:

1. For overseas students requiring a home office letter:

· Payment can be paid by a number of instalments prior to the course starting but fees must be fully paid up before the course starts and before a Home Office letter will be issued.

In these circumstances students are simply refused enrolment and a letter if full payment is not received.  The procedure described below does not apply in these cases.

2. All other students:  ALL of these conditions must be met:

· The student is required to pay £500 or more for a single course.

· The course lasts for two months or more.

· It is the last week before the course starts.

· The course has less than 75% of the maximum number of students enrolled.

· The student has provided a letter and utility bill from a guarantor resident in the UK.

· The Head of Department has given their approval.

In these circumstances fees may be paid in a maximum of two instalments, two thirds of the fee being paid in the first instalment and one third in the second.  The first instalment must be paid at enrolment, the second is due half way through the course.

Procedure for Approving Payment by Instalments

A Payment by Instalments form (attached) must be completed in every case.  The receptionist is required to check that the form has been completed correctly and a letter of guarantee and recent bank statement showing sufficient funds to meet the 2nd instalment has been provided by a guarantor.  A post-dated cheque (or post-dated credit card payment form) must also be provided by the student for the second instalment.  The form must be signed by the Head of Dept or their nominated deputy.  The form is kept in a file in reception.

Procedure for Collection of Instalments

Normally the Reception Team Leader includes post-dated cheques/credit card payment in bankings when they become due.  Provided the cheque clears, no further action is needed.  However, if the cheque does not clear then instalments become overdue and further measures are needed to collect the debt.

If payment by instalments has been agreed and a post dated cheque has not been provided then the Reception Team Leader should put a letter (template attached) for the student in the register a week before the instalment falls due requesting payment.  If the student does not pay on time then the procedure described below comes into action.

Overdue Instalments

One week after the instalment became due the Reception Team Leader gives one week’s written notice to the student (template attached) that they will be excluded from their class, exams and access to College facilities will be withdrawn if the second instalment is not received within the week.  A specific date and time should be given.

If payment is not received within the specified deadline then the Reception Team Leader instructs the exams officer to withdraw the student’s exam entry and instructs the lecturer to exclude the student from the class.  The student is then treated as a withdrawal.

Details of the debt are passed to the Finance Department and subject to their standard debt recovery procedure.  The guarantor may also be contacted in order to recover the debt.

Withdrawals and Refund of Fees

The second instalment remains payable if the student withdraws from the course before it has been paid.

KENSINGTON & CHELSEA COLLEGE

Payment of Fees by Instalments Form

Student and Course Details

First Name
__________________  Surname
   ___________________

Student Number  ________________

Address
____________________________



____________________________



____________________________

Course code/title
_______________________

Total fee payable
_______________________

Guarantor

First Name
__________________  Surname
   ___________________

Address
____________________________



____________________________



____________________________

Phone Number
_______________________

Signed letter and bank statement evidence attached

(  (/(
1st Instalment:  Amount £___________ Date payment made  ___________

2nd Instalment: Amount £___________ Date payment due     ___________

(Note this instalment remains payable even if the student withdraws from the course before it falls due).

Post dated cheque provided



(  (/(
I agree to pay the second instalment on the due date as specified above.

Signed by Student 

_____________________
Date
_____________

Checked by Receptionist 
_____________________
Date
_____________

Approved by Head of Dept
_____________________
Date
_____________

Letter of Guarantee

To: 
The Director of Resources


Kensington & Chelsea College

Date

Dear Sir

Letter of Guarantee for ____________________________

I am writing to confirm that I will take full responsibility for settling any unpaid debts to the College incurred by the above-mentioned student.

Yours sincerely,

Attached: Copy of a recent bank statement.

1st Reminder Letter

Student’s name

Student’s address

Date

Dear

Second Instalment of Fees

The second instalment of your tuition fees will shortly be due.  The amount due is £____________.  Please come to reception at your earliest convenience to settle your account.

Yours sincerely,

Reception Team Leader

2nd Reminder Letter

Student’s name

Student’s address

Date

Dear

Urgent - Overdue Fees

The second instalment of your tuition is now overdue.  The amount overdue is £____________.  Please come to reception immediately to settle your account.

If you fail to settle your fee account by 12 noon on _________ (7 days time) you will no longer be permitted to attend classes and examination entries will be withdrawn.

Yours sincerely,

Reception Team Leader

