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The University’s debt collection policy states that:

“Any student that has debts outstanding 60 days following invoice state, and who has not contacted Finance Department staff to make arrangements to pay, will be advised in writing (to term and home addresses on University records), that they are being withdrawn from the University. The Finance department will allow a period of up to two weeks for the student to respond before notifying the school.

The finance department will notify the School Registrar that a student should be withdrawn from a programme due to non-payment of fees. The Finance department will also notify the IT helpline, the Library, Accommodation Services and Student Services. The School Registrar will remove the student from the University administration system. This will mean that the student will no longer have a student record, be timetabled for tuition, be issued on exam lists nor will there be any marks recording. Additional to this they will no longer be able to use computer or library facilities or attend any award congregations.”

In order to ensure that this procedure is adhered to, the following actions must be undertaken:

· Email notification of student withdrawal received. Schools must ensure that Finance Department have a current list of contacts for receipt of notification.

· Designated person will inform the student in writing that they are to be officially withdrawn from their programme of study.

· Designated person will amend the student record on the Student Admin. System. (Enclosure 1A)

· Designated person will ensure that all paper records are  updated.(Enclosure 2A)

· Designated person will ensure that appropriate academic staff are informed of the student withdrawal. (Enclosure 3)

· Programme Leader

· Placement Tutor

· Guidance Tutor

· Designated person will write to appropriate external bodies (eg LEA/Loans Company) to confirm withdrawal of the student. (Notice of Withdrawal)

Procedures to administer the reinstatement of Debtors
However in some cases the student will pay the debt and will then expect to be reinstated on their programme.  The decision as to when the student should rejoin the programme must be made by the Programme Leader.  Every case will need to be considered on an individual basis as it will depend on 

· The date of withdrawal and how much teaching/assessment has been missed – if more than 4 weeks in the semester have been missed the student will normally be required to re-commence the semester at the next available opportunity

· If examinations have been missed when the next available opportunity for assessment occurs

· Whether the student is in good academic standing

The process will therefore be as follows:

· School contact will receive email notification from Finance that student has now paid the debt and may be considered for reinstatement.

· Designated administrator will inform the programme leader (Enclosure 4)

· Programme leader will inform the designated administrator when the student should be reinstated

· Designated administrator will inform the student, appropriate external bodies (eg LEA/Loans Company) and other sections of the University (Student Services, Library, IT Services, Accommodation Services ) (Notice of Student Resuming Study)

· Designated Administrator will amend the Student Administration System (Enclosure 1B)

· Designated Administrator will ensure that all paper records are updated and file all necessary paperwork in the student file (Enclosure 2B)
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1A) Removal of debtors

STUDENT ADMINISTRATION SYSTEM (SAS)
On receipt of notification from the Finance Department that a student has been excluded from the University for failing to pay tuition fees the following procedures are to be followed for updating the SAS.

1. Access student personal record.

2. Select Stage record via Course History menu.

3. Enter in Progress/Withdrawal field code WD.(Withdrawal)

4. Select Course Screen

5. Enter in Exit Code field code X3 (Withdrawal – Exclusion)

1B) Reinstatement of Debtors

STUDENT ADMINISTRATION SYSTEM (SAS)
Upon confirmation from the Finance Department that a student can be reinstated on university record systems following the agreement for a payment plan or full payment of outstanding debts, the following procedures are to be followed for updating the SAS.

SAME ACADEMIC YEAR 

1. Access student personal record.

2. Select Stage record via Course History menu.

3. Delete Progress/Withdrawal field code WD.(Withdrawal)

4. Select Course Screen

5. Delete Exit Code field code X3 (Withdrawal – Exclusion)

DIFFERENT ACADEMIC YEAR

1. Access student personal record.

2. Generate additional stage record against candidate

3. Proceed to enrol as per usual.
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Note for Student File to be copied on coloured paper

2A) STUDENT EXCLUSION

In accordance with the University’s Debt Collection Policy this student has been advised that they have been withdrawn from their course of study as from. (enter date).

Student Name…………………………………………………………………………………………..

Programme Title ……………………………………………………………………………………….

	ACTION
	DATE

	SAS UPDATED AND WITHDRAWAL/EXCLUSION CODING ENTERED
	

	WRITTEN NOTICE TO ACADEMIC STAFF ADVISING THEM OF STUDENT WITHDRAWAL
	

	NOTICE OF WITHDRAWAL FORM COMPLETED AND SENT TO LEA/STUDENT LOAN COMPANY/
	


2B) STUDENT REINSTATEMENT
This student has been reinstated to their programme of study on ………… (date)

Student Name:

Programme:

	ACTION
	DATE

	Programme leader notified
	

	Student informed of date of return
	

	External bodies (LEA, SLC) informed
	

	IT Services, Accommodation Services, Library, Student Services informed
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Note To Academic Staff

	To


	See Distribution
	
	

	From


	Senior Administrator, School of  
	
	

	Date


	21 February 2003
	
	

	Subject


	NAME OF STUDENT

PROGRAMME TITLE AND YEAR

NOTIFICATION OF STUDENT EXCLUSION

In accordance with the University Debt Collection Policy the above student has been required to withdraw from their programme of study as from (enter date).

The student records have now been updated to record the date of exclusion.  This student is not entitled to sit any further assessment, receive any further  examination timetable/assessment  information , and no marks will be entered on to the Marks Recording System.  The student is not eligible to attend the Academic Congregation.  

If you need to discuss this matter further please do not hesitate to contact  Senior Administrator, extension X.
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To: Programme Leader

From: Designated Administrator

Date:

NAME OF STUDENT;

PROGRAMME TITLE AND YEAR:

NOTIFICATION OF REINSTATEMENT

As you will recall the student named above was required to withdraw from their programme of study on [enter date] in accordance with the University Debt Collection Policy.  The student has now paid their debt and wishes to be reinstated.

Please can you complete the proforma below to indicate a suitable date for this student to recommence study.  When making your decision you should take the following factors into consideration.

· The date of withdrawal and how much teaching/assessment has been missed – if more than 4 weeks in the semester have been missed the student will normally be required to re-commence the semester at the next available opportunity.

· If examinations have been missed when the next available opportunity for assessment occurs

· Whether the student is in good academic standing

Please can you let me have a response within 1 week of the date of this memo

To: Designated Administrator

From: Programme Leader

Date:

NAME OF STUDENT:

PROGRAMME TITLE AND YEAR:

NOTIFICATION OF REINSTATEMENT

The student should be permitted to recommence the programme on the following date

· Immediately

· Start of Semester One

· Start of Semester Two

· Other – please give details ……………………………………………………………………………………………………………………………………………………………………………………………………

· The student should not be permitted to recommence the programme – please give justification ………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………...

� Debt Collection Policy, P 4, Credit Control and Debt Management Policy, June 2002.
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