Fees Policy

1.
INTRODUCTION

1.1 This policy has been established by the Shetland College Senior Management Team in agreement with the Shetland College Board of Management and taking account of relevant recommendations of the Scottish Funding Council and the UHI.

1.2
References


SMT

Senior Management Team


BoM

Board of Management


SIC

Shetland Islands Council


ILA

Individual Learning Account


SAAS

Students Awards Agency for Scotland


SFC

Scottish Funding Council

1.3
Responsibilities

It is the responsibility of the SMT that the Course Fees Policy is adhered to.

2.
DESCRIPTION
2.1
The purpose of this policy is to outline the process of setting and collecting course fees and make reference to areas where this is scope for discretion in payment of fees, fee waivers and refunds.  

3.
COURSE FEES
3.1 Key Principles
The College sets its Further Education course fees annually.  The Higher Education fees as set by the UHI are adopted under the conditions of the partnership agreement.  

Fee charges are reviewed annually by the SMT and are agreed at the BOM.  

All students will be made aware of the course fees at interview, in their offer letter and through the Course Fees leaflet.

3.2 What Course Fees Include
3.2.1 Course fees normally include all assessment and examination fees and the cost of materials used in teaching, (except, in the case of full time courses, those materials to be purchased by the student from any bursary/student loan entitlement). Students will be told if additional fees are to be paid for specific courses and/or certification/examinations.

3.3 Payment of Course Fees

3.3.1 Fees are due at enrolment day(s).  Payment is taken for part-time and evening classes either in advance or at the 1st session.

3.3.2 It is the student’s responsibility to pay the course fee at the point of enrolment or to provide evidence that an alternative arrangement has been agreed.   Failure to do so may result in the student not being enrolled.

3.3.3 Payment can be made by: Cash, Cheque (payable to ‘Shetland College’), Switch, Maestro, Delta, Electron, Visa, Access or MasterCard Credit Cards.  ILAs are acceptable payment against courses registered with ILA Scotland.

3.3.4 At the College’s discretion, a student may be allowed to start a course without paying the fee (provided they have appropriate documentation) for the following reasons:

· College Fee Waiver

· Instalment Payment through Invoicing

· Fees paid by 3rd party, eg SAAS*, employer (need to supply written evidence)

· Part-time 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.

3.3.5 Where a student does not have evidence of one of the above arrangements and the student has enrolled or has participated in classes for at least three weeks after the date of enrolment (demonstrating their intention to study under the enrolment contract), the College reserves the right to raise an invoice for the full fee.  
Students who subsequently present fee waiver/SAAS/ILA information which leads to fees being awarded will be liable for a £20 non-refundable admin fee.

3.4
Non Payment of Course Fees

The College, through Shetland Islands Council Income and Recovery section, will take all necessary action to recover course fees.

3.5
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 frame, the withdrawal will be considered as a ‘false start’ and no fee will be charged for the two weeks of attendance on the course.

3.6
Early Leavers

In instances where students leave early, the College reserves the right to apply pro-rata apportionment of the full course fees.  In this event the College will automatically invoice the student for the time of attendance on the course

3.7 Re-Sits
Students who need to undertake re-sits of units or modules will be liable for the full cost of unit or module as per current prices.

4. COURSE FEE INSTALMENT PAYMENT FACILITY
4.1 Students who are not in a position to pay full course fees on enrolment can apply to the SIC Income and Recovery section to pay by instalments.  For this option, an invoice for the full amount of the course will be raised prior to commencement of course and the onus is on the student to contact SIC I&R to arrange suitable repayment schedule.  

5.
FEE WAIVER

5.1
Shetland College operates the Fee Waiver policy in line with guidelines set by Scottish Funding Council.  

5.2
Students can apply for Fee waiver either for full-time FE course or part-time HE course and should ensure that correct application form is completed.  All applications need to be completed in advance of enrolment day and submitted with relevant supporting documentation.  

5.3
Where a student has requested that fee waiver be used as payment for their course they must supply form and supporting documentation within three weeks of commencement of their course.  If necessary documentation is not received within this timescale, the college will raise an invoice to the student for the full amount of the fees.    

Students who subsequently present fee waiver information which leads to fees being awarded will be liable for a £20 non-refundable admin fee.

6.
REFUNDS

6.1
Course fees will not be refunded unless requested in writing by the student (or student’s representative).  

6.2 
Refunds will only be made in special circumstances and at the discretion of the College Director.

6.3
Refunds will be made automatically for any course (where course fees have been paid in advance) which fails to run or does not run as advertised.

7.
WRITE OFF
7.1 Any course fees written off will only happen after all other options have been exhausted, and in line with the SIC policies regarding bad debts.

