BAD DEBT POLICY

CONTROL PROCEDURES

1.
Invoices for workshops, courses and any other relevant costs incurred by students are produced on the instruction of the relevant Course Administrator. A list of names and student numbers is generated by the Administrator and passed in writing to the Accounts Assistant/Finance Manager. This usually follows the receipt of a deposit from the student.  

2.
Invoices are raised and distributed to the students together with a statement. The statement shows the invoice amount, the deposit already made by the student, and the balance owing.

3.
The Finance Manager reviews student payments on a regular basis.  This provides two control functions:

(a)
Ensures all invoicing has been correctly carried out.

(b)
Identifies students who have not maintained their agreed payment schedule.

FEE POLICY FOR RECOVERY OF LATE FEES FROM CURRENT STUDENTS

1.
Statements are sent to students who have not maintained their agreed payment schedule.

If no satisfactory reply is received a letter is sent asking for the balance owed, or for a workable promise of when we may expect to receive payment where a student is suffering temporary adverse circumstances.  (In the majority of cases this letter receives a response and an arrangement for payment is agreed.)

2.
If the statement and first letter elicit no response, the Finance Manager asks for the assistance of the Head of Department, who contacts the student.  

3.
If a student is continuing on a course it is made clear to them that they may not receive any credit or attendance certificate while fees remain unpaid

4.
If a student informs Metanoia Institute that (s)he is facing adverse financial difficulties, a realistic payment plan is negotiated. 

5.
Students are informed that they may not continue training in the next academic year if there are outstanding course fees.  

6.
If a student fails to maintain the agreed payment schedule, they are sent a letter advising that if they do not contact Metanoia Institute with 14 days, action to recover the debt will be taken through the small claims court.

7.
If the student then makes contact a second agreement is made regarding a realistic payment plan.  They are advised that any further default will result in small claims court action without further recourse to them.

8.
If the student defaults, action is taken via the on-line small claims court system.

FEE POLICY FOR STUDENTS WHO HAVE WITHDRAWN FROM TRAINING

1. The Primary tutor confirms that the student has left the course by completing the “Student Leaving Course Form” provided in their tutor pack.

2.
The student may write to the Management Committee requesting fee waiver and describing in full their personal circumstances.  

3.
If the Management Committee agrees the request, the following formula is used to determine the fees payable:

· Payment for all modules taken

· Payment of a £100 cancellation fee

· Payment of Metanoia membership fee

If the student has indicated that they intend to return to training, the balance of any fees is held towards the next academic year’s training.

If the student has indicated that they intend to abandon training completely, the management committee may agree to refund the balance of any fees paid.  

4.
If the student has not written requesting a fee waiver or the Management Committee refuses the request, the student is advised that (s)he must be honour the contract which they have signed.  An invitation to negotiate a realistic payment schedule is given.

5.
If a student fails to negotiate an agreed payment schedule, they are sent a letter advising that if they do not contact Metanoia Institute with 14 days, action to recover the debt will be taken through the small claims court.

6.
If the student then makes contact a second agreement is made regarding a realistic payment plan.  They are advised that any further default will result in small claims court action without further recourse to them.

7.
If the student defaults, action is taken via the on-line small claims court system.

