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Fee Collection Policy 

The purpose of this policy is to provide St John’s Heidelberg with support related to the                
payment of fees and the collection of unpaid fees that are consistent, fair and equitable. 

Fees and their payment should be discussed with parents at the time of enrolment.              
Relevant fee policies and guidelines should be made available at that time/included in             
the enrolment pack. 

Schools should make provision for parents to pay in a number of ways e.g. direct debit,                
weekly, monthly, per term or yearly. 

A full statement of fees payable for the year should be provided to each parent at the                 
start of the school year and periodic statements (e.g. per term) should follow. 

The steps to be taken in relation to the collection of unpaid fees are as follows: 

1. For those who fail to keep up with their commitments it is essential that St                
John’s bring the matter to their attention promptly and responses sought. 

2. Follow-up on a personal basis should follow no response. This follow-up            
should be conducted by an appropriate person(s) in a sensitive, discreet and            
confidential matter. 

3. If this fails, a formal letter from the school should be used to remind parents of                 
their obligation. This letter should include an invitation to discuss the matter            
with the school and a specified timeframe for a response. 

4. If this course of action is not successful, the school authority may decide to               
send a letter seeking payment and outlining the possible actions, including           
legal action, that could occur if payment is not received within the specified             
timeframe in line with CECV’s procedures for unpaid fees. 

5. As a further step, the school may use the services of a debt collector or issue                 
a letter through a solicitor. In pursuing this course of action, schools should be              
mindful of the expectations of their relevant diocese with respect to any            
relevant procedures, including the need to advise the Diocesan Director of           
their intentions. 

6. As a final step, court proceedings may be initiated but prior approval of the               
Director of Catholic Education must be gained (for Congregational Owned          
Schools the Congregational Leader). Under no circumstances will a child          
enrolled in a school be refused on-going enrolment because their parents           
have not paid fees. 
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