Archdiocese of Canberra & Goulburn

(-jo.‘) CATHOLIC EDUCATION

SCHOOL FEES AND
LEVIES POLICY

Title

School Fees and Levies Policy

Description of policy

This policy sets out obligations and procedures to ensure that
school fees are charged consistently and in accordance with the
fee levels and procedures set by the Catholic Education
Commission (CEC) and School Board/School Community Council.

Required because?

To ensure consistent treatment of fees across all CECG schools.
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Summary

1.1

1.2

1.3

14

This policy sets out obligations and procedures to ensure that tuition fees are charged in
accordance with the fee levels and procedures set by the Catholic Education Commission (CEC)
and that local fees are charged with the fee levels approved by the School Board/School
Community Council.

It ensures that:

e schools and parents understand how family structure are relevant for fee billing purposes

e fee reductions and write offs are authorised appropriately and consistently, to support
those in genuine financial need and allow these parents to maintain their dignity

o refunds are granted consistently if children are removed from schools

e appropriate action is taken to recover unpaid school fees.

It applies to all Catholic Education Archdiocese of Canberra and Goulburn (CECG) schools in the
ACT and NSW.

The policy is applicable to all students who are Australian citizens or Australian Residents (with
either Permanent Resident Visas or Temporary Resident Visas). Overseas students may have
different fee eligibility, which is addressed in Attachment 1.

School Fees and Levies Policy

2.1

2.2

2.3

2.4

2.5

CECG policy is that no child is to be denied Catholic schooling simply because of an inability (as
opposed to an unwillingness) of a parent/guardian to meet financial requirements.

School fees must be charged in accordance with the fee levels and principles set annually by the
CEC. The CEC-determined percentage of tuition fees is remitted to the Catholic Education Office
at the end of each term.

To ensure that no child is denied Catholic schooling, schools may discount or remit fees in line
with the fee concessions procedures set out below. Where families are deemed to have the
capacity to pay but they are experiencing temporary cash flow problems, schools may decide to
accept reduced payments over longer periods (a Payment Plan).

Every effort is to be made by the school to recover fees from parents who are deemed to have
the capacity to pay, in line with procedures below.

For billing purposes, the person who has responsibility for paying school fees and levies is the
person(s) who signed the Enrolment Form or (from 2020 onwards) the Enrolment Form and
Parent Commitment Agreement (PCA).

School Fees

3.1

School fees consist of:

e |ocal school fees set by the School Board/Community Council
e the CEO tuition fee which is set annually by the CEC

e for ACT schools only: a voluntary Building Fund contribution which is also set annually by
the CEC.
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3.2 The local school fee structure and amounts are set annually by the School Board/Community
Council as part of the school’s annual budget process.

3.3  School Boards/Community Councils are encouraged to review and adjust local fees each year as
required, as opposed to larger, less frequent increases, to plan for expenditure price increases
and future maintenance and capital needs.

4.  Eligibility to be Treated as a Family for Billing Purposes

4.1 Establishing who is in the family relationship is important in order to apply sibling discounts, to
determine enrolment priority, and for invoicing.

4.2 Where parents reside at different addresses, shared parental responsibility for fees is evidenced
for CECG by signing the Enrolment Form or (from 2020 onwards) the Enrolment Form and
Parent Commitment Agreement.

4.3  Schools will assume 50% shared parental responsibility and invoice each parent accordingly
unless advised otherwise. In line with the CECG Family Law Policy, parents must give to the
school copies of any relevant parenting agreements or orders.

4.4  Asibling relationship exists where two or more children have one or both parents in common,
including adopted children and step-children, and the shared parent(s) have parental
responsibility for the children.

4.5 Schools may apply sibling discounts to fees, which respects the choice to enrol multiple children
in Catholic Education. Families are eligible to receive sibling discounts if they:

e have multiple children in CECG schools, and
e pay full fees for at least one child.

4.6 Full fees apply to the eldest child in the family (subject to fee concession guidelines) with sibling
discounts applied to the younger siblings.

4.7 A child cannot be a sibling for more than one family situation for sibling discount purposes.
Where a child may be considered to be part of two or more family structures, they can only
have the sibling discount arrangement for that child applied to one family (usually the family
where the child predominately resides).

5. Invoicing School Fees

5.1 Allfamilies must be invoiced the full fees and the invoiced amounts processed through the
school’s accounts, with remissions and write-offs processed separately.

5.2 Schools must send fee invoices at the beginning of each term (preferably in the first two weeks).
The front office staff will check invoice batches to make sure all relevant families have been
invoiced each term.

6. Fee Reduction and Fees Committee

6.1 Parents may apply for fees reduction in circumstances of financial hardship by completing the

CECG Application for Fee Reduction. Parents may also discuss payment plans with schools.
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6.2

6.3

6.4

6.5

6.6

Please note Full Fee Paying Overseas Students (FFPOS) are not entitled to apply for fee
concessions of any kind. This is as a result of the visa type, terms and conditions. Refer to
Attachment A for more information.

The School Board/School Community Council will establish a Fees Committee to consider all
applications. The Fees Committee will consider all requests for fee remissions in the strictest
confidence. Personal information of applicants must not be divulged to non-Fee Committee
members (personal information is any information from which a person could reasonably be
identified).

Fee reductions and write-offs are approved by the Fees Committee in line with the CECG School
Fee Concession Guide. The Committee may also extend the time over which it will accept the
payment of outstanding fees (a payment plan).

The Fees Committee may grant full remission, part remission, or decide that a family is not
eligible for a remission.

The Fees Committee may include the Principal, Board/School Community Council Treasurer (or
other appropriate independent person not employed at the school) and the School Secretary,
Bursar or Business Manager. Other people may be included in the committee if it is necessary to
consider applications, and it is possible to do so while maintaining confidentiality of
applications.

Refund of School Fees Where a Child is Withdrawn During Term Time

7.1

7.2

7.3

7.4

If a child is withdrawn from the school and departs in the first half of the term, and the school
has received at least two weeks written notice, the family is eligible for a refund of 50% of that
term’s fees plus all fees for any subsequent terms paid.

If notice is not received at least two weeks’ before the midpoint of the term, refunds are at the
discretion of the Principal giving regard to the circumstances of departure.

Where the date of departure is in the second half of the term, the family is not entitled to a
refund of fees for that term but are eligible to a refund for subsequent terms paid.

This approach ensures a balance between the needs of families and costs already incurred by
schools.

Collection of Unpaid Fees

8.1

8.2

The processes under the CECG School Fee Concession Guide ensure no child is denied Catholic
schooling simply because of an inability (as opposed to an unwillingness) of a parent/guardian,
to meet financial requirements.

In the absence of fee waiver under the Fee Concession Guide, schools are expected to make
every effort to recover unpaid fees. This respects every family’s individual circumstances, their
commitments to their school, and the needs of our students and schools.
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8.3 The fees process includes the following stages and possible timeframes:

Schools issue an

invoice

If payment is not
received, Reminder 1

If no response, If no response, school If no satisfactory
Reminder 2 is sent Fees Committee will resolution, referred
with invitation to meet to determine for independent debt

is sent . . .
apply for reduction action collection

Step

One

Two

Three

Four

Five

Stage of
Process

Invoicing

Reminder 1

Reminder 2

Consultation

Legal action

Action

The school sends and invoice indicating total fees, the due date, and
methods of payment

If fees are not received within two (2) weeks of the due date, the school
will send a reminder letter notifying the parents that payment has not
been received

If no satisfactory response is received six (6) weeks after the due date, the
school will send a second letter formally notifying parents of the missed
payment. The letter also invites parents to arrange an appointment with
the Principal to discuss, in confidence, any difficulty in paying their
outstanding fees, and outlines the collection process

If no satisfactory response is received ten (10) weeks after the due date,
the School Fees Committee will decide whether formal recovery processes
are appropriate

When considering debt recovery action, the Fees Committee takes into
account the cost and value of recovery, the likelihood of success

The school will refer the matter to an independent collection agency to
make a final request for payment before commencing legal proceedings
through the ACT or NSW Civil and Administrative Tribunal

The school must contact the CECG Legal Counsel and Finance,
Infrastructure and Strategy team to obtain a Power of Attorney (POA) for
the independent collection agency to bring the action before the Tribunal

8.4  Under no circumstances is the school or its agents permitted to conduct matters in an
intimidating or threatening manner, or seize goods and chattels for the recovery of outstanding
debts.

9. Definitions

9.1 Full Fee Paying Overseas Students: overseas students that are not covered by Government
Recurrent Funding. They must pay in advance, per term, the full fee for overseas students
determined by the Catholic Education Commission. They include all Overseas students except
Overseas students on official student exchange programs.

9.2 Fee Reduction: an arrangement under the CECG School Fees Concession Guide where a parent
is not required to pay the full amount of fees.
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9.3 Fee Write-Off: the process by which a school no longer records a fee as outstanding on its books
and deems the fee to be irrecoverable.

9.4 Overseas student: students that do not have Australian Citizenship, Permanent Residence Visa
or Temporary Residence Visa. They may have temporary student visas (visa number 500) or, in
certain circumstances, Tourist visas (visa numbers 600 and 651).

9.5 Parent: an adult with shared, primary or sole Parental Responsibility for the Student’s care. This
can include a biological parent, a legal guardian, a carer, a foster parent or a step parent.

9.6 Parental Responsibility: all the duties, powers, responsibilities and authority which by law,
Parents have in relation to children.

9.7 Sibling Relationship: a sibling relationship exists where two or more children have one or both
parents in common, which would include adopted children and step children where one or both
parents in common have parental responsibility for all children.

10. Related Documents and Legislation

10.1 Related CECG Documents:

e Application for Fee Reduction
e School Fee Concession Guide
e Finance Administration for Schools Policy and Procedures
11. Contact
11.1 For support or further questions relating to this policy, contact the CECG Finance and

Infrastructure Service Area.
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12. Appendix 1 — Overseas Student Fees

12.1 This section deals with Fee information. It should be read together with section 8 of the CECG
Enrolment Policy, which outlines enrolment considerations for Overseas Students. Australian
schools generally do not receive Recurrent Government Funding for overseas students?.

Full Fee Paying Overseas students — Visas 500, 600, 651

12.2 Students on specified Temporary student visas (visa subclass 500) or Tourist visas (visa subclass
600 and 651) are not covered by Government Recurrent Funding. These students are classified
as Full Fee Paying Overseas Students (FFPOS).

12.3 CECG Schools in NSW do not enrol FFPOS. NSW-specific requirements make it prohibitive for
NSW schools to meet the requirements to enrol these students.

12.4 FFPOS in ACT schools must pay in advance, per term, the full fee for overseas students. The
term’s fee is calculated by dividing the annual full fee over the year’s 4 terms (K to Year 11) or 3
terms (Year 12).

12.5 No fee concessions are given for students who are Full Fee Paying Overseas Students. An
exception to Overseas Students being full fee paying in this category, is where they are on a
Temporary student visa AND on a Student Exchange Program (see below).

Overseas Students on Student Exchange Programs Visa 500

12.6 Exchange students on a Student Visa Subclass 500 Secondary School Exchange Program are
treated as local students (Section 6 Australian Education Regulation 2013) and covered by
Recurrent Grant Funding. They pay school fees and levies as a local student.

Students on Bridging Visas

12.7 A bridging visa is a temporary visa that is granted to allow the visa holder to stay in Australia
while their application is processed for a new longer-term visa (aka ‘substantive visa’). It creates
a ‘bridge’ from the old substantive visa to the new one.

12.8 Students on bridging visas are not considered overseas students. They are entitled to recurrent
government funding and pay fees as local students.

Refund of School Fees and Levies for FFPOS

Refund if the Full Fee Paying Overseas Student is withdrawn from school:

12.9 |If a student is withdrawn from the school and the date of departure is in the first half of the
term, and the school has received at least two weeks written notice, the family is eligible for a
refund of 50% of the term’s fees and all fees paid for subsequent terms.

12.10 If at least two weeks written notice is not provided to the school, any refund will be at the
discretion of the Principal, who will consider the circumstances of departure.

! Section 33 and section 6 Australian Education Act 2013

. [&=i
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Refund if the Full Fee Paying Overseas Student visa class changes:

12.11 If a FFPOS transitions to a permanent or temporary residence visa during term, a refund of the
difference between the full fee and local fee will not be provided by the School in the term the
change takes place. The local fee and payment conditions will apply from the beginning of the
first term after the visa class change.
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