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Fee Billing and Payment Terms - General 

 
The Fees/Credit Controller issues termly fee bills in advance of the start of each term.  The bills include 
tuition fees and other extra charges.  Each bill carries a reminder of the payment terms and collection 
dates for the Direct Debit Scheme.  A Remittance Advice is attached to the bill with payment options 
for non-Direct Debit payers. 
 
Payment Methods 

Direct Debit Scheme 

 
The School offers two options for paying by Direct Debit: 
 

1) One payment per term (three per year) in which case parents will be charged with the full term's 
fees on 1 September, 1 January and 1 April. 

 
2) Three monthly payments per term (9 per year) in which case parents will be charged on: 

1 September, 1 October and 1 November (Autumn Term) 
1 January, 1 February and 1 March (Spring Term) 
1 April, 1 May and 1 June (Summer Term). 
 

Non Direct Debit Payers 

For parents who choose not to join the Direct Debit Scheme, fees must be paid in full on or before the 
first day of each term. 

Alternative Payment Arrangement (12 monthly payments) 

The Schools’ preferred method of payment is by Direct Debit over the normal payment terms, as stated 
above. However, in some cases where circumstances dictate (e.g. in the case of debts), a 12 month 
arrangement may be acceptable.  There are strict conditions attached to this method and these 
accounts must be closely monitored.  
 

1) Payment must be made via Standing Order. 
2) The payment date must be the first of each month from 1st September through to 1st August. 
3) If the 1st of the month is not suitable then the arrangement must run from August to July each 

year on a date which is suitable to the parents and agreed by the School (via the Fees/Credit 
Controller). 

4) In no instance can any arrears be carried forward to the new academic year. 
5) In the event of any default of 30 days or more, the arrangement will cease automatically and the 

outstanding fees will then be payable in full. 
 

Dealing with Arrears 

Direct Debit Defaults 

A list of all unpaid items will be issued by the BACS Payment Scheme within 2 days of the processing 
date, detailing Direct Debits that have been returned and the reason for the default.   A letter will then 
be sent to all parents concerned giving 7 days to bring their account up to date.  If, for any reason, the 
account is not brought up to date, the outstanding amount will be included in the next Direct Debit 
collection. Parents who default on a regular basis will run the risk of being removed from the scheme.   

Non Direct Debit Payers  

A chase letter from the Fees/Credit Controller will be sent to parents within 10-14 days of the first day 
of each term, for any outstanding fees.  A second chase letter from the DFO is then sent 7-10 days after 
the first letter, for any fees that remain unpaid.  The letter from the DFO advises parents that if immediate 
payment is not made, the matter may be referred to the Heads for further action, which may include 
exclusion. 
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Setting a Cap  

1) At every half term point, non-Direct Debit payers must have paid at least 50% of the term’s fees.  

Before pupils are considered for exclusion, some leeway may be given at this stage depending 

on specific circumstances; however, parents should be encouraged to make some payment at 

this stage, even if it is small i.e. there must be clear evidence that there is intent to pay in full. 

2) If at the term end, the fees remain unpaid, pupils will be excluded as from the start of the next 

term except in exceptional circumstances.  This therefore limits arrears to one term only. 

3) To avoid exclusion, a payment arrangement for outstanding fees can be put into place to run until 

the end of the academic year, if necessary and if agreed with the School (via the Fees/Credit 

Controller and DFO).  If monthly payments under the arrangement are not adhered to, pupils will 

again be faced with exclusion. 

4) Parents with arrears will be asked to attend a meeting with DFO/Fees & Credit Controller and to 

provide details of their financial circumstances in writing. 

5) Parents may also be referred to Bursary Administration Limited for a financial assessment to 

determine their true financial situation. This may include a home visit.  If the School requires this, 

and the parents refuse, no financial assistance will be given. 

6) Under no circumstances will pupils with fee arrears be allowed to join Sixth Form. 

7) Under no circumstances will pupils with fee arrears be allowed to repeat Years 12 or 13. 

8) Under no circumstances will pupils with fee arrears be allowed to sign up for expensive tips.  In 

accordance with the parent contract, any money paid towards a trip, whilst there are school fees 

outstanding, will be first put towards paying the outstanding fees. To assist with this, a list of 

pupils who wish to attend expensive trips, should be provided to the Fees/Credit Controller by 

the teacher organising the trip – pupils with arrears will be flagged up immediately. 

9) Under no circumstances will “payment holidays” be acceptable. 

10) At the end of each term, if a member of staff has outstanding fees in excess of 50% of the terms 

fees then they will be asked to attend a formal meeting to agree a payment plan. 

Exceptions 

The School may, at its entire discretion (agreed by the Head/DFO and Chair of Finance), grant an 

exception to the cap for the following reasons: 

 
1) Bereavement 
2) Redundancy 

 
However, in each case, an agreement will be made and must be adhered to if exclusion is to be avoided.  

Informing the Heads 

Half-Term 

The Fees/Credit Controller will meet with Heads individually, prior to each half term to provide details 
of all unpaid fees that require action.  The Heads will determine, in accordance with the above 
procedures, if pupils with arrears should be excluded after half term, or if not, then a specific amount 
must be paid to prevent this course of action, usually 50% of the arrears.  A third letter from the Head’s 
office will then be issued to parents to confirm what action will be taken as a consequence of being in 
arrears.  The Heads are kept informed at the start of the second half of each term of the status of the 
individual pupils who received a third letter. 

End of Term 

The Fees/Credit Controller will meet with the Heads prior to the end of each term to provide details of 
all unpaid fees that require action.  The Heads will determine if pupils with arrears are to be excluded 
at the start of the next term - which should be the case except in exceptional circumstances.  If this is 
the case, letters will be sent to parents from the Head’s office to advise of this course of action. 
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Exclusions 

For pupils who meet the criteria for exclusion, parents should be informed by the Head’s office either 
by letter, telephone or both.  Likewise, if a pupil who has been excluded attends School, a call to the 
parents to collect/send home a pupil should come from the Head’s office. Once exclusion has been 
agreed the following procedure should be adhered to: 
 

1) The Fees/Credit Controller will inform the Head/Head’s office that fees remain unpaid. 
2) Reception staff must also be informed to ensure parents are not contacted to report their child’s 

absence. 
3) A record of “exclusion days” must be kept on the pupil’s file. 
4) Form teachers must be informed to ensure the register is marked up correctly. 
5) If the fee arrears are paid during the exclusion period, the Fees/Credit Controller must inform the 

Head/Head’s office and Reception staff as soon as possible, and the pupil will be allowed back 
to School. 

6) After a period of 28 days of non-attendance for unpaid fees, a pupil maybe permanently excluded 
from the School at any time and will be deemed withdrawn without notice. 

 
Fees & Agreements Meetings 

Once per term the Heads meet with the DFO and Fees/Credit Controller to discuss fee arrears cases 
and agree appropriate actions; a School Governor must also attend.  A list of pupils and outstanding 
fee amounts, together with a summary of the case history, is provided to all attendees prior to the 
meeting.  New requests for financial assistance will also be included on the schedule for discussion.   If 
at this stage, there are some cases where all previous attempts to recover payment or to agree a 
suitable repayment plan have failed, the meeting may recommend legal action. 
 
Legal action will be considered on a case by case basis and will, in the main, be determined by the 
following: 
 

1) The amount of the debt outstanding. 
2) The costs involved to recover and likelihood of success. 
3) The reason the debt is outstanding (e.g. fees in lieu, bereavement). 

 
If legal action is agreed, the case is then referred to Brabners by the Fees/Credit Controller. Progress 
on legal action will be updated at the next Fees & Agreements Meeting unless required otherwise. 
 

Financial Assistance Mid-Term 

Requests for Financial Assistance 

Requests received by the Fees/Credit Controller for financial assistance will be referred to the relevant 

Head.  If the Head thinks the School is in a position to offer help then the case must be subject to an 

assessment by Bursary Administration Limited before any offer of financial assistance is offered. 

Parents are informed that financial assistance is limited and an application does not guarantee an offer. 

The awards are made to students who best meet the criteria of the family’s ability to pay the remaining 

fees and a student’s academic merit and overall behaviour. 

Overview 

The Fees/Credit Controller will establish good lines of communication with parents who have 
outstanding fees, ensuring details of meetings and phone calls are noted, copies of which will be sent 
to the Heads.  Any concerns will be reported to the DFO for advice. 
 
 
 
 


