
UNIVERSITY OF ABERTAY DUNDEE

DEBT MANAGEMENT POLICY: STUDENTS

1. INTRODUCTION

This document sets out the policy of the University in relation to student debt, along with the debt management procedures followed in furtherance of this policy.

The University’s policy is to minimise levels of debt, and of bad debts, in order to protect the overall financial health of the University and to allow it to continue to invest in excellence in teaching and research.

The policy relates to all fees and charges payable to the University by current and former students for tuition, accommodation, library services and other miscellaneous services.

The Head of Finance is responsible for managing and reviewing this policy; Finance staff are responsible for the effective operation of debt management procedures; all University staff are expected to be familiar with this policy and to contribute to its effective implementation.

2. SUPPORT TO STUDENTS

In applying the policy, the University will at all times seek to be sympathetic to, and understanding of, individual students’ financial circumstances. However, for the University to do so, students must communicate with the University if they are experiencing difficulties. Action to enforce settlement of debt for outstanding fees and charges will be taken against all current and former students who have failed to engage with the University to find a solution to any outstanding debt, or who have failed to honour agreements to pay.

Students experiencing difficulties in paying any fees and charges should seek help at the earliest opportunity through:

· making contact with the Finance Office
Finance can be contacted by various means- by email at  finance@abertay.ac.uk, calling 01382-308026, 308963 or 308017, speaking to a member of staff on the Cash Desk, or booking an appointment, to speak directly to a member of Finance staff, via student services.

· making contact with the Accommodation Office
Accommodation can be contacted by various means – either by e-mail at accommo@abertay.ac.uk, calling 01382-308059 or booking an appointment via Student Services.
· seeking advice from Student Services
Student Services can provide information on a number of finance-related issues. Advisory staff can be contacted by various means. You can e-mail advisory@abertay.ac.uk, or phone 01382-308051. 

3. FEES

The following provides details of tuition and accommodation fees, along with payment options.

3.1 Tuition fees

Many students receive full or partial support for their fees, either from a grant-awarding body such as SAAS, or from an employer or other sponsoring agency. Students will be asked to provide proof of this support to University staff when they register for the new session .
If a student receives no support, or only partial support, they will be required to make arrangements for paying their fees. Although fees become due on the date of registration, the University makes various instalment options available to students to enable them to spread the cost over a number of months. (Finance Appendix 1 applies)
3.2 Accommodation fees

The University provides a range of residences accommodation for its students. Students are required to sign/accept a contract, usually for 38 weeks, and are required to pay a prepayment of rent as part of the acceptance process.
Students may pay for their accommodation in nine or twelve instalments [twelve instalments only possible if the student has accepted a 51 week lease] by direct debit, online via OASIS, BACS or credit/debit card.  They can also pay in full [in advance] and receive a 2.5% discount provided that  the signed/accepted documents and payment are received within 14 days.
4. DEBT MANAGEMENT PROCEDURES

If any student falls into arrears with any fees or charges, the University will take the following steps to recover the debt.
4.1 Tuition fees 
· Day -14 (before due date)
Finance staff will issue an email to remind the student of their due payment.

(For students on 3 instalments payment option only)

· Day 5 (after due date)
Finance staff will issue an email asking the student to pay the arrears within 10 days or contact Finance to discuss arrears. This meeting might result in the arrears being cleared or there might be an agreement to reschedule the remaining amounts due.

· Day 15 (after due date)

If there is no response to the email, Finance will arrange for access to Library and IT facilities to be suspended and the student record is amended to reflect this. These will only be reinstated once the arrears have been cleared in full or an agreement has been reached to reschedule the remaining amounts due. 
· Day 31 (after due date)

If there is no response to the suspension of Library and IT facilities, Finance will issue a letter informing the student that they will be withdrawn from the University if the debt is not cleared. 

· Day 38 (after due date)

Procedure for withdrawal from the University will be put in place if the debt is still not cleared or the student fails to contact the Finance Office to put an acceptable arrangement in place. Schools will be notified of our actions.
The University reserves the right to levy a £20 plus VAT late payment fee to any persistent defaulters and/or request the outstanding balance to be paid immediately in full.
4.2 Accommodation fees 
· Day -14 (before due date)

Accommodation staff will email those students not paying by direct debit that their instalment is due on 20th.

· Day 1 (after due date)
Accommodation staff will issue an email to students advising them to contact the Accommodation Office to discuss the arrears and confirm when payment will be made.

· Day 5 (after due date)

Accommodation staff will send a further email advising the student of their arrears and to contact the Accommodation Office to discuss payment. Failure to make payment at this stage may result in the application of an administration charge of £20 plus VAT being levied.

· Day 11 (after due date)

Accommodation staff will issue an e-mail to those who haven’t paid advising them to do so and also reminding them of the late payment fee or to contact Accommodation Office to discuss.

· Day 14 (after due date)

Accommodation staff will issue an e-mail to those who haven’t paid advising them to do so by a specific time on day 15 after the due date or a late payment fee will be charged to their account. The student is also reminded that they can come to the Accommodation Office to discuss.

· Day 16 (after due date)

A member of Accommodation staff will visit the student at their residence to discuss the outstanding debt and investigate the reason for non-payment and, where appropriate, obtain payment. 

· Various dates depending on circumstances

A 40 day notice to quit will be issued if we have continuing problems with a student in arrears of 2 or more months and who continually fails to keep to agreed rent payment schedules or refuses to discuss the relevant rent arrears

Having gone through the full process outlined above to recover accommodation debt from the student, and payment has not been made to the Accommodation Office, officers will refer outstanding debt to the Head of Estates and Campus Services who will, in consultation with the Head of Finance and other senior managers where appropriate, implement other such actions as are deemed necessary to recover the outstanding debt. 

The level of student debt will be monitored closely and recovery of overdue student rent will be a standing item on monthly Estates/Finance liaison meetings.

4.3 Library Services
The University Library has a comprehensive debt chasing system in place which will result in suspension of facilities and, in the case of former students, will result in the debt being referred to one of the University’s debt collections agencies up to and including court action (see separate procedures for Library debt).
4.4 Debt from previous years

Continuing students with any debt of up to £250 raised in the previous academic session only are allowed to register for the new session but will be required to clear the “old debt” by 1 December (31 March for semester 2 starts), as well as keeping up to date with any instalment plan for the current year fees. 
The University will refuse an application for residences from a returning student if they have a poor payment record for accommodation fees.

4.5 Graduation

Students with any debt, including library debt, will not be allowed to graduate at the end of their studies until the debt is cleared. Conferment of degrees will be withheld and no certificate will be issued until debt is cleared
4.6 Withdrawal from the University

If a student withdraws from their programme before the end of the fourth teaching week of Semester 1, they will not be charged any tuition fees. If a student withdraws after the fourth week of Semester 1 and before the fourth teaching week of Semester 2, they will be eligible for a credit for Semester 2 fees. After the fourth teaching week of Semester 2, fees must be paid in full. The date of withdrawal will be deemed to be the date on which Registry receives the completed Withdrawal Form [if only signed by the student otherwise that date of withdrawal is deemed as the date the form has been signed by a member of the academic staff.] The full procedure can be found on OASIS under My UAD – important forms. .

In addition to the above, any student required to pay a deposit in order to secure their place on a programme will forfeit the deposit in full if they fail to register, unless they are unable to take up their place as a result of being refused a visa.

Please note that the above withdrawal policy applies to self-funding students. Different rules regarding withdrawal apply to students who receive full or partial support from SAAS, their LEA or NLB. Please refer to SAAS, LEA or NLB websites for details.
4.7 Former students

If a student leaves their programme with debt still owing to the University, Finance will continue to pursue recovery of the debt. If the former student fails to make arrangements to settle the outstanding amounts, they will be referred to one of the University’s debt collection agencies for further action, up to and including court action.  A late payment charge of £35 plus VAT will be added to the outstanding balance prior to the debt being sent. Our debt collection agency will add further recovery costs to the balances in line with legislation laid down by the government.
Former students who later decide to return to the University to study are not allowed to do so unless any former debt is paid in full before registration.  This includes any outstanding amounts at one of the University’s debt collection agencies.

4.8 Appeals

Should a student wish to appeal a decision concerning the payment of fees, they should contact the Head of Finance in writing. If this fails to resolve the issue to the student’s satisfaction, a further appeal is available by writing to the University Secretary.

5. BAD AND DOUBTFUL DEBTS

Through the Finance, People & General Purposes Committee, each meeting of University Court will receive a report on current levels of student debt prepared by the Head of Finance. This will set out by category the number of students in arrears and the total amounts outstanding, along with comparative figures from the previous session and a commentary on factors to which Court’s attention should be drawn.

At the end of the financial year, the total amounts outstanding are reviewed and appropriate provision for bad and doubtful debts is made 
Where debt collection actions have been exhausted, the outstanding amounts are written off to the cost centre which originally received the income. The Head of Finance has delegated authority to write off debts up to £5,000. Above this value, authorisation has to be sought from the Finance, People & General Purposes Committee.

6. REVIEW OF POLICY

The Debt Policy will be reviewed by the Head of Finance in March each year and, if required, re-submitted to Finance, People & General Purposes Committee for consideration of changes.

This policy has been assessed as to its impact on equality and is deemed to have a “Low” potential for adverse impact.

Updated and Approved by University Court 16th April 2011 
FINANCE APPENDIX 1
This document sets out the various options given to self funding students in respect of the payment of their tuition fees.
Overseas Students
Option 1
50% on or before registration [30% must be paid in order to receive CAS number]


2 further instalments of 25% payable by cash or cheque at the cash desk, online through OASIS by debit/credit card or via a bank transfer. Due 30th November & 11th January
Option 2
50% on or before registration [30% must be paid in order to receive CAS number]


7 equal instalments payable by direct debit from a UK bank account. Due 20th November to 20th May (Please note this date will change to 7th from 2012/13 academic session)
Students who are beginning their course in semester 2 have the following options

Option 1
50% on or before registration [30% must be paid in order to receive CAS number]


50% payable by cash or cheque at the cash desk, online through OASIS by debit/credit card or via bank transfer. Due 15th March 

Option 2
50% on or before registration [30% must be paid in order to receive CAS number]


4 equal instalments payable by direct debit from a UK bank account. Due 20th February to 20th May (Please note this date will change to 7th from 2012/13 academic session)
Home/EU Students
Students who are studying in both semester1 & 2 and are either full or part time can choose from the following options

Option 1
3 equal instalments payable by cash or cheque at the cash desk, online through OASIS by debit/credit card or via bank transfer.


Due 15th November, 31st January & 30th April

Option 2
7 equal instalments payable by direct debit from a UK bank account. Due 20th November to 20th May (Please note this date will change to 7th from 2012/13 academic session)


Students who are studying in semester 1 only

Option 1
2 equal instalments payable by cash or cheque at the cash desk, online through OASIS by debit/credit card or via bank transfer. Due 10th November & 10th December

Students who are studying in semester 2 only

Option 1
2 equal instalments payable by cash or cheque at the cash desk, online through OASIS by debit/credit card or via bank transfer. Due 28th February & 30th April

Option 2
4 equal instalments payable by direct debit from a UK bank account. Due 20th February to 20th May (Please note this date will change to 7th from 2012/13 academic session)
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FINANCE APPENDIX 2


Approved Overseas (Non-European) Sponsors

Effective from academic session 2010/11 all sponsors of overseas students will need to pay 50% of the expected tuition fee in order for the student to receive an unconditional offer letter from the Admissions Office. The remaining 50% will be paid by invoice as issued by the finance department in accordance with its normal procedures.

However there are some overseas sponsors whereby we have a special relationship that we would not wish to harm and therefore the following sponsors are excluded from the above and will be invoiced for the full tuition fee by the finance department in accordance with its standard procedures.

Nigerian National Petroleum Corporation (NNPC)

Petroleum Technology Development Fund (PTDF)

British Council

MARA Institute of Technology

PT PLN

Saudi Embassy

The Royal Thai Embassy

Nanchang University
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