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1 Introduction
The Fee Guidance Policy has been written to offer guidance to colleagues who are involved with enrolling learners on Accrington & Rossendale College courses.

Course fees apply to all learners and will not be reduced if a learner starts the course after the start date.

Adult Course fees are set for all vocational learning programmes after considering the Skills Funding Agency (SFA) funding guidance, income generation, pricing arrangements of local competitors and the effectiveness of the previous year’s Fee Policy in line with the college’s Fee Strategy (available on Sharepoint).
All course fee assessments and subsequent change requests should be directed to the relevant Head of Division for approval.
Full cost recovery fees are calculated using the set formulae and should be directed to the relevant Head of Division for approval.
2 Further Education Course Fee Levels
There are several types of fees which learners and or employers may have to pay and types of learners where course fees may be remitted.  
The Adult Education Budget (AEB) and Education Funding Agency will fund learners for certain courses, refer to the Appendix C Funding Matrix 
Learners in receipt of a means-tested benefit may be required to pay fees, direct to Student Admin for further guidance. 

Other fees include, for example, Professional body registration fees 
3 Higher Education Course Fees 

The full-time course fee entitles a student to register for up to 120 credits at the new level of their programme (pro-rata for part-time students). This fee includes any deferred and/or referred modules/ units carried over from the previous academic year. Any re-registered credits will need to be paid for with a re-assessment fee at a pro-rata rate per module/ unit, in addition to any other fee paid.  Students repeating a full year will be required to pay the full tuition fee.

Course fees are payable at the start of the academic year for all students (refer to payment by Standing Order Scheme), unless in possession of a Student Loan Company Assessment, other form of sponsorship letter or a payment arrangement in place.

The College will receive course fee loan payments from the Student Loan Company at 3 points throughout the year and students will become liable for fee payments at these times: 

- 25%      if student is in attendance at first liability period          15/10/2017

- 25%      if they are in attendance at second liability period       01/02/2018

- 50%      if they are in attendance at third liability period           02/05/2018
It is College policy to charge students for any portion of study/ attendance on a weekly basis, based on a standard 30/32 week term. 

The College reserves the right to impose sanctions including withdrawing a learner from the course, or not allowing the learner to register and or enrol for the following year if they have outstanding debt with the college.   To make arrangements to pay any outstanding balance, the learner should liaise with Student Services in the Info+ Centre.
4 Advanced Learner Loan (ALL)

Advanced Learner Loans (ALL) is available to those aged 19 or over for qualifications at level 3, 4, 5, and 6 (not HE).  

· If the course is approved for ALL funding, the fees must be between £300 (minimum loan value) and the fully funded rate (maximum loan value).  The College can choose to charge more or less than these amounts (if charging more than the maximum loan value, the learner is liable to pay the excess themselves).
· The learner can apply for an ALL to pay for all or part of the course fees 
· ALL are not available to fund qualifications when the course fee is below £300, the learner must pay the course fees themselves (see 5. Payment Methods for All Courses below)
· If an ALL application is not approved (for any reason) the learner is liable to pay the fees themselves

· Student Finance will write off the  Access to HE ALL when the learner progresses to and completes the HE course

This will not affect entitlement to full funding for those aged 19-23 enrolling on their first full level 3 qualification.
5 Payment Methods for all Courses
All fees identified on the course file must be included on the payment plan agreed between Student Admin and the learner at enrolment.

In order to enrol, learners will need to pay all fees in full at enrolment. Payment is accepted by cash, cheque, credit card or debit card. The College holds a Credit Licence and is able to accept payment by Standing Order which will be offered to those wishing to pay monthly (excluding full cost recovery courses).

In exceptional circumstances, when a learner does not have a bank account or credit card, a personalised instalment plan can be arranged with Student Admin – this must be approved in advance by Head of Business Services. 
When fees are to be paid by an employer, the employer must complete a ‘Bill to Firm’ form (available from Student Admin) or provide the College with written evidence of their intention to pay on the employer’s letter-headed paper.  

A learner’s place on the chosen course of study will not be guaranteed unless payment is received.

5.1 Payment by Standing Order Scheme 
Learners can discuss their needs with Student Admin to ensure the appropriate level of support is provided. 
· The scheme will be operated in conjunction with the college’s bank   

· The first payment must be paid at enrolment to secure a place on the chosen course of study

· The course fee must be more than £75 - all costs to be included when setting up individual payment plans 
· The table applies to full year courses commencing in September, and proportionately for those on a course of shorter duration. 
	Fee Range:
	Maximum number of Instalments:
	Instalment Plan to be fully  paid by:

	£75 - £99
	3
	December

	£100 - £200
	4
	January

	£201 - £400
	6
	February

	£401 +
	8
	March


· The course fees must be paid in full before the course end date

· Standing orders can be set up in advance of a course start date to ensure payment is received before the course end date

· For learners enrolling on courses commencing in January, standing order payments are allowed but all fees must be paid in full no later than April of that year 

· The College to be reimbursed on the 15th of the month

· The first bank payment will be deducted from the learner’s account on the month following the signed agreement

· Late entrants to the scheme will pay over a shorter period

· No administration charges will be levied

· Failure to pay agreed amounts on due dates may result in exclusion from class 
6 Refunds and Credit Notes 

When a class is cancelled by the college, all enrolled students will be contacted to arrange a full refund of their payment.

Once a course has commenced, no refund will be given unless there are genuine exceptional circumstances and the refund is approved by the Head of Division. The refund will be dependent upon attendance.

Learners may be eligible, at the college’s discretion, for a full or partial refund of course fees in the following circumstances:

· A formal complaint is recorded through the ‘Getting it Right’ scheme and upheld

· A sickness absence – a ‘Statement of Fitness to Work’ (generally issued by a Doctor) is presented
7 Course Fee Remission:
Many learners at this college on post-16 programmes have their course fees remitted provided they meet the ‘Home Learner’ criteria.
7.1
Categories Entitled to Automatic Course Fee Remission:
· 16-18 year old learners  
· 19-23 year old learners studying an entry or level 1 vocational qualification without a level 2 qualification

· in order to step up to a level 2 qualification must complete a ‘Self Declaration Progression Funding’ form (available from Info+) to qualify for level 1 fee remission to progress and receive level 2 fee remission 

· 19-23 year old learners studying their first full level 2 qualification
· 19-23 year old learners studying their first full level 3 qualification
· 19-24 year old learners who are subject to an or Education, Health and Care Plan (EHC Plan) or Learning Difficulty Assessment (LDA) 
· Those in receipt of the following benefits up to and including qualifications at Level 2, qualifications at Level 3 are funded for those  aged 19-23 only:

· JSA - Job Seekers Allowance (Including those receiving National Insurance Credits only)

· ESA - Employment Support Allowance and are in the work related activity group (WRAG)

· Universal Credit and 
· Earn less than £330 per month and you are in one of the following groups

· All Work Related Requirements Group

· Work Preparation Group 


· Work Focused Interview Group
· Other state benefit (not listed above) and 

· Earn less than £330 per month and are taking the course to gain the skills to enter employment must complete a self-declaration form available from Info+

· In custody released on a temporary license (RoTL) following learning outside a prison environment and not funded through OLASS
· Learners studying English and Maths up to a Level 2 qualification
· must not already have a Grade A*- C or a Grade 4
· must be studying at a level higher than assessed 

7.1 Categories Entitled to Apply for Course Fee Remission
7.1.1 Principal’s Discretion
Learners who are not entitled to automatic fee remission, but are experiencing financial difficulty, can apply for their course fees to be waived under ‘Principal’s Discretion’ providing the ‘Home Learner’ criteria is met.  All applications must be approved in advance by the Head of Business Services 
Principal’s discretion does not cover other course fees, full cost recovery fees or Advanced Learner Loan course fees. 
7.1.2 Staff Learning & Development 
Learning is our core activity and is at the heart of everything we do. The college encourages and welcomes staff to engage in learning and development activities whether or not these relate to their role at the college.

Applications are welcomed from staff who wish to undertake courses offered by the college and where possible, these courses will be offered with fees remitted, reduced or a contribution towards course fees made by the college. Each application will be considered on merit and the decision on the level of fee payable will depend of factors including;

· Level of the qualification

· Funding rules relating to the qualification

· Cost of the course

· Delivery method of the course

In all cases, where certification and registration fees are payable, this cost must be met by the member of staff. 

Fees will not be remitted against full cost recovery courses or courses offered by sub-contract partners

Members of staff undertaking a College courses will, like any other learner have an influence on College retention, achievement and success rates and should therefore provide a firm commitment to complete the course before enrolling. Failure to complete the course will result in colleagues being charged the full course fees. Where there are exceptional circumstances that prevent the completion of a course, the individual should discuss this with the staff development team in the first instance.

Staff wishing to apply to undertake a college course must complete the relevant Staff Development form, have this approved by their line manager and submit to the Staff Development Team for approval.  If approved you must also complete a College enrolment form.  Further information is available in the College’s Staff Development Policy.

When a development need is identified through appraisal, probationary review or through the college quality processes, the appropriate course will normally be financed through the staff learning and development budget.  Attendance and funding of college courses identified as priority areas will also be managed through the staff development budget.

Again, staff must complete the relevant Staff Development form, have this approved by their line manager and submit to the Staff Development Team for final approval. 

It is unlikely that the cost of full cost recovery courses will be met by the learning and development budget. 

The above will be reviewed in light of any changes to EFA/SFA funding and national policy. The Senior Leadership Team reserve the right to amend fees where genuine errors have occurred in the Course File or where it is in the best interest of the College
8 Appendices

8.1 Appendix A – Eligibility for Funding - Residency Tree

8.1.1 Learner

The individual will be eligible for funding if the learning is taking place in England and they:
· Are a citizen of a country within the European Economic Area (EEA) or other countries determined within the European Economic Area, or 
· have the Right of Abode in the UK or
· have been ordinarily resident in the European Economic Area (EEA) for at least the previous three years on the first day of learning 
· A non EEA citizen is eligible for funding if they have permission granted by the UK Government to live in the UK (which is not for educational purposes) for at least three years before the start of learning.

8.1.2 Family Members

The Principal is the European Union or EEA National.  

The ‘Family’ or ‘Family Member’ is the learner and must be the husband/ wife/civil partner/child/grandchild and dependent parent or grandparent of the Principal. 

	
	‘Principal’ ordinarily resident in EEA for three years

	
	EU including UK Citizen
	Non EU EEA Citizen
	Non EEA Citizen

	Family member not ordinarily resident in EEA for three years
	EU including UK Citizen
	Eligible
	Eligible
	Not Eligible

	
	Non EU EEA Citizen
	Eligible
	Not Eligible
	Not Eligible

	
	Non EEA Citizen
	Eligible
	Not Eligible
	Not Eligible


8.1.3 Individuals with certain types of Immigration Status and Their Family Members 
Any individual with any of the statuses listed below is eligible to receive funding and are exempt from the three year residency rule – learner’s immigration permission document must be presented:
· Refugee

· Discretionary leave to enter/remain

· Exceptional leave to enter/remain

· Indefinite leave to enter/remain

· Humanitarian protection

· Leave outside the rules
· Husband, wife, civil partner and child of any of the above

8.2 Appendix B - European Union (EU) and European Economic Area (EEA) Member Countries
This list contains the qualifying countries and/or areas that establish individual eligibility for Agency programme funding
8.2.1 European Union (EU)

	Austria 
Belgium 

Bulgaria
Croatia

Cyprus 

Czech Republic 

Denmark 
Estonia 

Finland 
France 
Germany 
Greece 
Hungary 

Ireland
	Italy
Latvia 

Lithuania 
Luxembourg 
Malta 

Netherlands 
Poland 

Portugal 

Romania
Slovakia 

Slovenia 

Spain 
Sweden 
United Kingdom


Notes 
· Channel Islands and the Isle of Man have Associate Member status.  A person on the relevant date (learner start date) who is settled in the UK and who has been ordinarily resident in the UK and Islands (Channel Islands or the Isle of Man) for the 3 years preceding the relevant date are eligible to funding.
· Other territories categorised as being within the European Union, for example Gibraltar is part of the UK – Refer to Funding Guidance
8.2.2 European Economic Area (EEA)
In addition to the above countries in the EU and EEA, the following countries are in the EEA, but are not members of the European Union.

Refer to the AEB funding and performance management rules for further details.
Link to EU website: 

https://europa.eu/european-union/about-eu/countries_en
	2017/18 Funding Matrix

	2017/18 Funding Matrix
	EFA
	SFA

	
	16-18 year olds
	Unemployed on Active Benefits: JSA, ESA WRAG, *Universal Credit.  +Self-Dec - check aim is ASB funded 
	19-23 year olds
	Classroom Based 24+ 

	
	
	
	
	

	GCSE English Language & Math (must not already have Grade A*-C/ Grade 4 or higher)
	Fully Funded
	Fully Funded
	Fully Funded
	Fully Funded

 

	FS English & Math up to Level 2
	Fully Funded
	Fully Funded
	Fully Funded
	Fully Funded

	ESOL
	Fully Funded
	Fully Funded
	Co-Funded
	Co-Funded

	Progression Funding  

Provision to progress to a level 2:

Entry, Level 1 and Level 2 (not full)
	Fully Funded
	Fully funded all ages

with or without a level 2
	Fully Funded 

without a Level 2
	Co- Funded with or without a Level 2 or above

	
	
	
	Co- Funded with a Level 2 or above
	

	Full Level 2
	Fully Funded
	Fully funded all ages

with or without a level 2
	Fully Funded (first full)
	Co- Funded with or without a Level 2 or above

	
	
	
	Co- Funded with a Level 2 or above
	

	Full level 3
	Fully Funded
	Fully Funded (first full level 3)

Aged 19-23 only
	Fully Funded (first full)
	Loans Funded

	
	
	Loans Funded with a Level 3

Aged 19-23
	Loans Funded with a Level 3


	

	
	
	Loans Funded Aged 24+
	
	

	Level 4, 5, 6 
	Fully Funded
	Loans Funded Aged 19+
	Loans Funded Aged 19+
	Loans Funded Aged 19+

	Apprenticeship 
	Refer to Apprenticeship Reforms for Employer Fees (LEVY)

	Traineeships – must be unemployed or earn less than £330 pm
	Fully funded without a first full level 3
	Fully funded without a first full level 3  Aged 19-24
	Fully funded without a first full level 3 Aged 19-24
	Not Available


*Universal Credit and Earn less than £330 per month and are in one of the following groups:

All Work Related requirements Group
/
Work Preparation Group 
/ Work Focused Interview Group

+Self Dec - Other state benefit (not listed above) and Earn less than £330 per month and are taking the course to gain the skills to enter employment must complete a self-declaration form available from Info+



19/06/17


Final
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