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Fees Payment Policy 
 

 
1. Introduction 
 
Emmanuel College requires all fees and charges to be paid in a timely manner to assist with 
budgeting and operational aspects of the College (as set out in the Enrolment Contract). The 
College is a not-for-profit organisation and payment of fees is critical to cash flow and long-term 
viability. 
 
2. Purpose 
 
The purpose of this policy is to set out clearly the responsibilities and obligations of parents who 
enrol their children at Emmanuel College, and consequences of non-payment or late payment of 
fees and charges, as well as outline the procedure for entering into agreed payment plans with the 
College. This policy supplements, but does not replace, the obligations of parents and rights of the 
College as set out in the Enrolment Contract. 
 
Emmanuel College has always sought to be compassionate in cases of genuine hardship, and will 
continue to seek to be so, but must balance this concern for social justice both with the need for 
sustainable business practices and a concern for client wellbeing that does not allow a client to be 
burdened with an unreasonable debt. 
 
As the College has fixed significant financial commitments, due dates for payment of fees are fixed 
dates and the College is not obliged to provide reasonable time for remedy of default in payment. 
 
3. Policy Detail 

 
a) Tuition fee statements will be issued during the holidays prior to the commencement of each 

term. 
 

b) Full payment of fees, as invoiced, is due by the Friday of the first week of each term (the Due 
Date), unless prior arrangements have been agreed in writing with the College Accountant. 

 
c) Where parents are separated or become separated and both are parties to their child/ren’s 

Enrolment Contract/s the College will not enter into split fee billing arrangements. All contracted 
parties remain jointly and severally responsible for payment of fees. 

 
d) Fees not paid by the Due Date may incur Late Payment Fees as indicated in the Enrolment 

Contract. A late fee of $110.00 per month, (inclusive of GST), may be charged every 30 days 
overdue until fee arrears are paid in full. The late fee seeks to partly defray the cost to the 
College to administer delinquent fees and as such may be changed at any time at its discretion 
without prior notice. 
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e) Parents seeking to pay their fees by a staged payment plan must have contacted the Business 
Office to arrange a mutually agreed payment plan. Such payment plans will subject to the 
requirement that fees are paid in full by the conclusion of the current term. 

 
f) Agreed staged payment plans will either be based on a Direct Debit system or using a method 

and frequency schedule set down by the Business Office. Direct Debit payment will only be 
permitted as long as the Debit is consistently honoured. A default of a Direct Debit process will 
result in the debtor being notified and given one week to rectify. Should more than 2 defaults 
occur in succession the right to pay fees by Direct Debit will be permanently revoked and fees 
will be payable on the College’s standard payment terms. An exception may be granted if it is 
successfully demonstrated that the default was due to bank error, not client action or insufficient 
funds, or another reason that the College finds satisfactory entirely at its own discretion. The 
College may decide to waive late fees in respect of Direct Debit payment, provided there is no 
default in payment. In the event of a default a late fee of $110.00 per month, (inclusive of GST), 
may be charged until fee arrears are paid in full. 

 
g) Parents who cannot pay their fees on time or meet their approved staged payment plan or 

direct debit commitment are required to speak with the College Accountant (or delegate), before 
the payment becomes due and explain their circumstances. Where the College determines that 
a genuine hardship exists the College may choose, entirely at its own discretion, to establish a 
mutually acceptable payment schedule to retire the outstanding fees in the shortest time 
possible or establish an assistance package. Any waiver of late fees will be at the discretion of 
the College. 

 
h) Failure to pay monies owing to the College on time will entitle the College to direct unpaid 

accounts to a Debt Collection Agency and/or institute legal proceedings and/or terminate the 
enrolment of the student/s at any time. Costs and commissions associated with the 
collection/proceedings will be added to the outstanding balance. 

 
i) Parents who fail to meet their obligations as per this policy may have the enrolment of their 

children suspended or terminated with immediate effect, up to and including their final year of 
school. 

 
j) Notwithstanding the College’s contractual right to terminate the Enrolment Contract for 

nonpayment of fees with immediate effect and without notice, the College may at its discretion 
apply the following procedure: 

 
(i) For term fees that are not paid in full 90 days after the due date, the parent may be 

given a period of a further 30 days to clear the total debt (including the current term’s 
debt). Should the total debt not be paid at the end of this time the College, at its sole 
discretion, may terminate enrolment, or enter into a written payment agreement that 
will see the debt (including that being accrued in succeeding terms) paid in full by a 
specified date at the College’s sole discretion. Any waiver of late fees will be at the 
discretion of the College. 

(ii) Notwithstanding clause 3 j)i. a family with a debt outstanding from a previous year will 
not be allowed to commence a new year. unless that debt is in the process of 
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repayment, (and compliantly so), by an agreed repayment schedule as per clause 3 j) i 
above. 

 
k) Parents wishing to withdraw their child / children from the College must give at least one full 

term’s notice prior to the last day of their child’s attendance. Failure to do so will render them 
fully liable to one full term’s fees in lieu of notice, in accordance with the Enrolment Contract. 

 
l) The College reserves the right, at its discretion, to vary these conditions in cases of genuine 

hardship but such cases will need to be clearly demonstrated to be genuine hardship caused by 
unforeseeable events or events beyond reasonable control. 

 
4. Policy Review 
 
This policy will be reviewed every two years. 


