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Student Tuition Fee Liability, Payment and Debt Intervention Policy 
[bookmark: _Toc235028859]Purpose
The University has a responsibility to current and future students to ensure that it has sufficient funds to support the provision of high-quality learning and teaching and student services. Timely payment of tuition fees by students ensures the institution can maintain facilities, invest in resources, and deliver academic programmes effectively for the benefit of the entire student body.
This policy sets out:
· Your responsibilities as a student for paying tuition fees 
· How tuition fee liability works 
· How we will work with you if issues arise 
· What will happen if you do not pay your tuition fees on time.
The University is committed to: 
· Ensuring students understand and meet their tuition fee obligations
· Providing timely support where difficulties arise
· Taking a fair, proportionate and consistent approach to managing unpaid fees
· Helping students remain engaged with their studies wherever possible.
[bookmark: _Toc235028860]Scope
This policy applies to:
· All students registered or enrolled to undertake a programme of study at the University
· All former students who have outstanding debt with the University.
The policy concerns tuition fees only. 
· Accommodation fees and associated charges (where relevant) are subject to different rules and legal frameworks and are addressed in a separate Residential Accommodation Debt Policy and Procedure.
· Other charges that you may owe the University such as library fines or payment for events or resources are also addressed separately, under the Trade Debtor Policy. 
· Fines imposed for misconduct arising from the Student Discipline Procedure are also excluded from this policy. Students who fail to pay such fines may be subject to further disciplinary action.
Detailed arrangements for payment of tuition fees, liability timelines and intervention processes are set out in the supporting procedures (Annex 1) and in other annexes, which sit alongside this policy. 
[bookmark: _Toc235028861]Definitions
In this policy, the following definitions apply:
· Tuition fees: The fees charged by the University for participation in a programme of study.
· Tuition fee liability: The amount a student is required to pay to the University for tuition based on their programme of study, fee status and individual circumstances.
· Fee status: Whether a student is required to pay the “Home” or “International” fee rate for a programme of study. Fee status is determined using national regulations. 
· Action plan: A documented set of agreed actions between the student and the University, which may include payment arrangements, engagement with support services and review points.
· Case management: A coordinated approach in which a named member of staff works with the student to understand their circumstances, agree an action plan and support resolution of the issue.
· Debt: Any outstanding balance owed to the University after a payment due date has passed.
· Payment plan: An agreed arrangement between the student and the University to pay tuition fees in instalments over a defined period.
· Engagement: Meaningful and timely communication with the University in response to contact about fees or payment concerns, including taking agreed actions where required.
· Formal action: Actions taken by the University where earlier stages have not resolved the issue, which may include the application of sanctions or referral to external debt recovery processes.
· Non-engagement: Failure to respond to communications or to take agreed actions within a reasonable timeframe.
· Outstanding balance: Any amount of tuition fees owed to the University, whether or not the payment due date has passed.
· Overdue payment: A payment that has not been made by the stated due date.
· Support: Information, advice and guidance provided by the University to help students understand and manage their financial obligations, including budgeting advice, wellbeing support and access to specialist services where appropriate.
· Sanctions: Arrangements the University may put in place where tuition fees remain unpaid and issues are not resolved through engagement and support. They may affect a student’s access to services, facilities and events, their ability to continue with their studies, and/ or the release of their award certificate. 
· Student Debt Review Panel: A University panel responsible for ensuring the fair and consistent application of this policy, including decisions on complex cases and the application of sanctions.
[bookmark: _Toc235028862]Principles
This policy is underpinned by the following principles:
· Mutual responsibility: Students are responsible for understanding and meeting their financial obligations, with clear information provided by the University to support this.
· Early clarity and transparency: The University will provide clear, accessible information about tuition fees, payment expectations and potential consequences of non-payment at key points throughout the student journey.
· Support-led approach: The University will prioritise early engagement, advice and support to help students manage their financial commitments and remain engaged in their studies.
· Shared commitment to resolution: Students are expected to engage promptly with the University where issues arise and to work collaboratively towards a realistic resolution.
· Proportionate and staged response: Concerns about non-payment of fees will be addressed through a staged approach, with escalation only where issues are not resolved through engagement and support.
· Fairness and consistency: Decisions will be applied consistently, while taking account of individual circumstances where appropriate.
· Inclusive and contextual approach: The University recognises that different students may face different financial challenges and will seek to respond appropriately to individual contexts.
· Protection of the University community: The University will manage tuition fee debt in a manner that safeguards institutional resources, supports effective cashflow management and protects the interests of the wider student community.
· Compliance with legal requirements: The University will operate in line with applicable legislation, and statutory processes will apply alongside this policy.

[bookmark: _Toc235028863]Your responsibilities
As a student of the University, you are responsible for:
· Understanding your tuition fees and when they are due.
· Ensuring your tuition fees are paid in full and on time.
· Making sure you have sufficient funding in place to cover your tuition fees when they are due.
If your funding changes, is delayed, or is not received, you will need to make arrangements to cover any outstanding balance. This remains the case if the University has sent an invoice directly to your sponsor, but the sponsor has not made the payment.
We recognise that funding arrangements can sometimes be complex. If you are unsure about your position, you are expected to contact the University at an early stage so that we can support you.
Paying your tuition fees on time, and engaging with us to resolve any issues, is an important part of your enrolment and continued study with the University.
While the University will provide information, advice, support and opportunities to resolve difficulties where they arise, responsibility for payment of tuition fees ultimately remains with the student.
[bookmark: _Toc235028864]How tuition fee liability works
Your tuition fees are based on your programme of study and your fee status, that is whether you qualify for “Home” or “International” fees.
Your tuition fee status is determined in line with national regulations; it is not set by the University.
You are normally responsible for tuition fees for each academic year in which you are enrolled.
If your circumstances change during your studies, for example because you withdraw, suspend or defer your studies, you may still be liable for part or all of the tuition fees due. The exact liability will depend on the timing and terms of your change in status. Full details are set out in Annex 2.
[bookmark: _Toc235028865]Paying your tuition fees
Funding arrangements
You can fund the cost of the tuition fees you need to pay in several ways:
· Student finance or other statutory funding (for Home fee status students only).
· Sponsorship (such as via an employer or government body)
· Your own funds
· A combination of these.
It is your responsibility to secure suitable funding to cover your costs and to understand the conditions of any funding that you secure. 
Tuition fees may be paid directly by you or, where eligible, through student finance or other funding arrangements.
If another person or organisation is expected to pay your tuition fees:
· Responsibility for ensuring that payment is received by the University remains with you.
· You will need to cover any shortfall if the expected payment is not received.
· If payment is delayed, reduced or not made, you remain responsible for resolving the outstanding balance with the University.


Payment arrangements
The University offers various payment arrangements, including instalment plans, to help you manage payments. Full details are set out in Annex 3.
For some courses, full payment of tuition fees may be required in advance.
Once you have agreed to a particular payment plan, you are expected to meet the terms of the arrangement.
If you miss a payment, the University will use the Student Finance and Debt Intervention Framework set out in this policy and supporting procedures to address this with you.
[bookmark: _Toc235028866]Communication about your tuition fees
We will communicate with you about your tuition fees using the contact details we hold in your student record, including your University email account and your personal email account if you provide one. Where appropriate, we may also telephone you or send you a letter. 
You are expected to:
· Check your University email regularly
· Keep your contact details up to date
· Respond to communications from us promptly, where a response is required. 
We will make reasonable efforts to ensure you are informed about your tuition fees and any actions required.
[bookmark: _Toc235028867]Students experiencing financial difficulties
The University adopts a staged approach to supporting students to manage their financial commitments as follows: 
Support and early engagement
We recognise that some students may experience financial difficulties during their studies.
The University will:
· Provide clear information about tuition fees and payments
· Offer access to advice and guidance, including regarding money management
· Encourage and facilitate early conversations where issues arise
If you are unable to make a payment on time, you are expected to:
· Let us know as soon as possible
· Engage with available support
· Work with us to agree a realistic plan
Our approach will take account of your individual circumstances wherever possible.
If there are concerns about payment
If you miss a payment, or there are signs of difficulty with the organisation you are expecting to pay your tuition fees on your behalf, we will take swift action to resolve the situation.
This will normally include:
· Contacting you to make you aware of the issue
· Providing information and support options
· Working with you to agree a way forward.
Our aim is to resolve issues as early as possible and to support you to continue your studies.
However, if you do not respond to communication from us, or if you do not follow an agreed plan, we will escalate your case in line with our Student Finance and Debt Intervention Framework.
Possible outcomes if issues are not resolved
In most cases, issues can be resolved through early engagement and support.
However, where fees remain unpaid and/or there is limited or no engagement, the University will take further action. This may include:
· Placing temporary restrictions on your access to some services or facilities
· Preventing you from re-enrolling at the next enrolment point (if relevant)
· Not supporting an extension to a student visa (if relevant)
· Suspending your studies for a period of time or withdrawing you from your programme entirely, which may have implications for your funding and/ or visa status
· Withholding your final transcript and/or award certificate
· Excluding you from participating in your graduation ceremony
· Not supporting a graduate visa application (if relevant).
Any action we take will:
· Follow a staged process
· Take account of your individual circumstances
· Be proportionate to the situation.
Decision-making and fairness
Any decision that may affect your student status will be considered through a formal review process that is overseen by the Student Debt Review Panel.
The Student Debt Review Panel also considers complex and exceptional cases. 
This ensures that:
· Cases are considered consistently
· Individual circumstances are taken into account
· Decisions are fair, proportionate and transparent.
The Panel’s role and responsibilities are set out in Annex 4. 

[bookmark: _Toc235028868]Appeals
Right of appeal
You have the right to appeal certain decisions made under this policy where they have a direct impact on your student status or progression.
This includes decisions to:
· Withdraw or suspend you from your programme of study
· Place restrictions on your re-enrolment
· Withhold results, transcripts or awards
· Apply other significant sanctions at Stage 4 of the Student Finance and Debt Intervention Framework.
Grounds for appeal
An appeal will normally only be considered if you can demonstrate one or more of the following:
· There is new or additional relevant information about your circumstances that was not available at the time the decision was made
· The University has not followed the processes set out in this policy and procedure and this has affected the outcome
· The decision made was not proportionate given your individual circumstances.
How to appeal
You must submit your appeal within 7 calendar days of receiving the decision.
 You must submit your appeal in writing, following the instructions in the letter confirming the Panel’s decision. Your appeal should clearly state:
· Which decision you are appealing
· The reason for your appeal
· Any evidence that supports your appeal.
Consideration of appeals
Appeals will be reviewed by an appropriate University officer who was not involved in the original Panel decision. The reviewer will consider: 
· The information available at the time of the original decision
· Any new evidence you have provided
· Whether the decision was fair, proportionate and consistent with this policy.
You will be informed of the outcome in writing.
Possible outcomes
Following review, the University may:
· Uphold the original decision
· Amend the decision (for example, vary or remove a sanction)
· Refer the case back for reconsideration
· Take an alternative action that is considered fair and proportionate
Support during the appeals process
The Students’ Union provides independent advice and support to students considering appealing against University decisions. For further information, please visit the Students’ Union website at https://www.cardiffmetsu.co.uk/support/.

[bookmark: _Toc235028869]Relationship to other documents
This policy should be read alongside:
· The supporting procedures and annexes to this policy
· The Student Terms and Conditions
· The University’s Financial Regulations

[bookmark: _Toc235027887][bookmark: _Toc235028870]Annexes
Supporting annexes to this policy are set out below. These annexes provide the detailed procedural and operational information that sits alongside the main policy.
· Annex 1: Student Fee Payment and Debt Intervention Procedures
Sets out the operational procedures for implementing the University’s staged Student Finance and Debt Intervention Framework, including roles, responsibilities, escalation points, complex case handling, recording and monitoring.
· Annex 2: Fee Liability on Withdrawal or Suspension
Sets out how tuition fee liability is calculated where a student withdraws or suspends their studies, including the points at which full or partial liability applies.
· Annex 3: Payment Arrangements and Instalment Plans
Sets out the payment methods and arrangements available to students, including instalment plans, eligibility, expectations for maintaining an agreed arrangement, and the consequences of missed payments.
· Annex 4: Student Debt Review Panel Terms of Reference
Sets out the purpose, membership, role, responsibilities and decision-making arrangements of the Student Debt Review Panel, including its oversight of complex and exceptional cases.
· Annex 5: Potential sanctions that may be imposed under the policy
Sets out the range of sanctions that the University may impose on students who remain in debt to the University after Stage 3 of Student Finance and Debt Intervention Framework has been concluded. 
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[bookmark: _Toc235028871]Annex 1: Student Tuition Fee Payment and Debt Intervention Procedures
1. [bookmark: _Toc235025214][bookmark: _Toc235025879][bookmark: _Toc235027780][bookmark: _Toc235027889][bookmark: _Toc235028872]Purpose
These procedures explain how the University implements the Student Tuition Fee and Debt Management Policy and how we will use the Student Finance and Debt Intervention Framework where we have concerns about unpaid tuition fees.
The procedures are intended to ensure that the University:
· Provides clear information, advice and support about tuition fees
· Identifies concerns as early as possible
· Applies a fair, consistent and proportionate staged response to concerns
· Records decisions and actions appropriately
· Takes account of individual circumstances where relevant.
These procedures should be read alongside the main policy and the supporting annexes, including:
· Annex 2: Fee Liability on Withdrawal, Suspension and Deferral
· Annex 3: Payment Arrangements and Instalment Plans
· Annex 4: Student Debt Review Panel Terms of Reference
· Annex 5: Potential Sanctions that may be Imposed under the Policy
[bookmark: _Toc235025215][bookmark: _Toc235025880][bookmark: _Toc235027781][bookmark: _Toc235027890][bookmark: _Toc235028873]Overview of the Student Finance and Debt Intervention Framework
The University operates a staged approach to responding to concerns about unpaid tuition fees. The framework is designed to support early resolution wherever possible, while allowing for escalation where payment issues are not resolved through engagement and support.
The framework applies to both tuition fee and accommodation fee debt. While the stages are consistent, the specific actions and outcomes may differ to reflect the academic and contractual nature of different types of debt. Information about how the framework applies to accommodation debt are set out in the Residential Accommodation Debt Policy and Procedure. 
The stages of the framework are:
· Stage 0 – Information and financial awareness
· Stage 1 – Early intervention
· Stage 2 – Coordinated support
· Stage 3 – Final warning
· Stage 4 – Formal action (application of sanctions)
A case may be identified as complex or exceptional at any stage. Where this happens, the case may be referred for additional review in accordance with section 5 of this annex.
The University will apply these procedures in a way that is consistent with the principles set out in the main policy, including fairness, proportionality, transparency and appropriate consideration of individual circumstances.
[bookmark: _Toc235025216][bookmark: _Toc235025881][bookmark: _Toc235027782][bookmark: _Toc235027891][bookmark: _Toc235028874]Roles and Responsibilities 
Finance Directorate will:
· Maintain accurate tuition fee and debt information in the University’s financial and student records systems and on relevant web pages
· Issue invoices, statements and routine payment communications 
· Agree and administer payment arrangements in line with Annex 3 
· Monitor payment status and identify cases that require intervention 
· Confirm outstanding balances and payment status at each stage of the framework
· Lead Stage 1 financial communications 
· Support case management and escalation from Stage 2 onwards 
· Provide periodic management information on tuition fee debt, intervention activity, sanctions applied, write-offs and emerging trends to appropriate University governance bodies.
· Manage formal external debt recovery processes where a case moves beyond the scope of these procedures.
Education and Student Experience Services will:
· Provide information, advice and guidance to students who require support
· Provide or coordinate money advice and related support where appropriate
· Lead case management from Stage 2 onwards
· Help identify vulnerability, welfare concerns or other relevant individual circumstances
· Coordinate consideration of complex or exceptional cases where appropriate
· Support the administration of the Student Debt Review Panel
· Oversee, monitor and evaluate the implementation of the Student Finance and Debt Intervention Framework
· Manage reporting to the Student Loans Company and other funders as necessary.
Global Engagement will:
· Provide specialist advice in relation to international students where appropriate
· Advise on the potential immigration implications of proposed actions
· Contribute to case discussions where visa considerations are relevant
· Ensure that any action taken is managed in line with UK visa and immigration requirements.
Marketing, Communications and Student Recruitment will:
· Ensure that tuition fee information presented in marketing materials and in communications with prospective students and applicants is clear, transparent and accurate. 
· Support effective communication with the student body about financial matters.
Academic Schools will:
· Support student engagement with the policy and procedure where this is appropriate 
· Contribute relevant contextual information about a student’s academic engagement or circumstances 
· Participate in case management discussions where required 
· Support implementation of decisions that affect a student’s continuation or re-enrolment.
The Student Debt Review Panel will:
· Provide oversight of the Student Finance and Debt Review Framework
· Review and make decisions on cases referred to it under Stage 4 of the Framework
· Review and make decisions on complex and exceptional cases identified at any stage of the Framework. 
Full details of the Panel’s role, membership and responsibilities are set out in Annex 4.

[bookmark: _Toc235025217][bookmark: _Toc235025882][bookmark: _Toc235027783][bookmark: _Toc235027892][bookmark: _Toc235028875]Operation of the Student Finance and Debt Intervention Framework
Stage 0 – Information and early financial awareness
When this stage applies
Stage 0 applies before payment concerns arise. It focuses on helping students understand their financial responsibilities and the support available to them.
What the University will do
At this stage, the University will provide clear information about:
· Tuition fees 
· Payment deadlines and available payment options
· The student’s responsibility for ensuring payment is made
· The consequences of missed payments and non-engagement regarding missed payments
· Sources of support, advice and guidance
Responsibility
Stage 0 activity will normally be led by Finance Directorate with support from Marketing, Communications and Student Recruitment, Education and Student Experience Services, and Global Engagement as appropriate.
Intended outcome
The intended outcome of Stage 0 is that students understand:
· What they are required to pay
· When payment is due
· What support is available if difficulties arise
· What may happen if payment issues are not addressed
Stage 1 – Early intervention
When this stage applies
Stage 1 applies where:
· A payment has been missed
· A payment is incomplete and no agreed arrangement is in place
· A student has not responded to communications regarding tuition fee payments
What the University will do
At Stage 1, the University will normally:
· Contact the student to explain the concern, normally using the student’s university email address (and personal email address where supplied) or by personal contact where appropriate
· Confirm the outstanding balance or missed payment
· Explain what action is required and by when
· Provide information about available support and routes to discuss the issue
· Encourage early engagement with support offered to resolve the matter.
Responsibility
Stage 1 will normally be led by the Finance Directorate.
Possible outcomes
The possible outcomes at Stage 1 are that:
· The student pays the outstanding amount
· The student makes contact and the matter is resolved informally
· The student is directed to appropriate support
· The case moves to Stage 2 if the issue is not resolved or if further support is required
· The case is referred to the Student Debt Review Panel for consideration as a complex or exceptional case.
The University will not normally escalate a case to the next stage if the student is engaging actively with the process and taking steps to resolve the situation. 
Stage 2 – Supported intervention
When this stage applies
Stage 2 applies where:
· The matter has not been resolved at Stage 1
· The student has repeatedly missed payments
· The student has not responded to communications about the matter from the University or otherwise sought support 
· The circumstances suggest that a more coordinated response is needed.
Before determining that a student is not engaging with the process, the University will normally make reasonable attempts to contact the student using the contact details held on the student record.
What the University will do
A key purpose of Stage 2 is to work with the student to understand the circumstances contributing to the issue and to identify the most appropriate route to resolution.
At Stage 2, the University will normally:
· Review the case in more detail
· Identify a named contact for the student who will arrange structured contact with the student, which may include a meeting or other direct engagement
· Consider the student’s circumstances and any relevant supporting information
· Discuss available options for resolution
· Consider whether additional support or specialist input is required
· Agree and record an action plan, where appropriate.
In some circumstances, the University may temporarily restrict a student’s access to certain systems or facilities to prompt engagement with the process. Any such restrictions will be proportionate and will be lifted once the student engages with the process.
Responsibility
Stage 2 will normally be led by Education and Student Experience Services via a case management approach, coordinating with the Finance Directorate, Global Engagement (where relevant) and the Academic School as appropriate. 
Possible outcomes
The possible outcomes at Stage 2 are that:
· The student pays the outstanding amount
· An agreed action plan is put in place and monitored
· The case remains at Stage 2 while the student is engaging and meeting agreed actions
· The case moves to Stage 3 if the student continues not to engage with the process or fails comply with the agreed action plan
· The case is referred to the Student Debt Review Panel for consideration as a complex or exceptional case. 
Action plans
An action plan may include:
· Payment of the outstanding balance
· A revised agreed payment arrangement in line with Annex 3
· Referral to relevant support services
· Agreed actions for the student and/or the University
· Arrangements for follow-up and review. 

Students who are complying with an agreed action plan or payment arrangement will not normally progress to a later stage of the Framework.
Stage 3 – Final warning
When this stage applies
Stage 3 applies where:
· The issue has not been resolved at Stage 2
· The student has continued not to respond to communications about the matter from the University or otherwise seek support 
· The student has not complied with an agreed action plan or payment arrangement
· The University considers that a final formal opportunity to resolve the matter is required before sanctions are considered.
What the University will do
At Stage 3, the University will issue a formal written communication that will:
· Restate the amount outstanding
· Summarise the steps already taken
· Set out the action now required of the student and the deadline for a response 
· Explain the possible consequences if the matter is not resolved
· Remind the student of the support available.
As at Stage 2, the University may temporarily restrict a student’s access to certain systems or facilities in some circumstances to prompt engagement with the process. Any restrictions will remain proportionate and will normally be lifted once the student engages with the process.
Students will be given a clear and reasonable timeframe to respond before further action is taken.
Responsibility
The formal Stage 3 communication will normally be issued by Finance, with input from Education and Student Experience Services as required.

Possible outcomes
The possible outcomes at Stage 3 are that:
· The student pays the outstanding amount
· The student re-engages and an appropriate payment plan is agreed
· The case is referred to the Student Debt Review Panel for consideration as a complex or exception case 
· The case is escalated to Stage 4 for formal action (application of sanctions).
Stage 4 – Formal action (application of sanctions)
When this stage applies
Stage 4 is only reached where earlier stages have not resolved the matter and tuition fee debt remains unpaid. Stage 4 applies where:
· The tuition fee debt remains unpaid after earlier stages of intervention
· The student has not engaged sufficiently with the earlier stages of the process
· The student has not complied with agreed actions or arrangements
· The University determines that further formal action is required.
What the University will do
At Stage 4, the University may apply sanctions on a student for continued non-payment of tuition fee debt. The sanctions applied will take into account both the nature of the debt and the student’s enrolment status. Possible sanctions are set out in Annex 5.  

Decision-making
Any sanctions applied under this stage must be:
· Fair, proportionate and consistent with the main policy
· Based on the circumstances of the case
· Informed by any relevant individual circumstances, including the student’s academic and personal circumstances.
Decisions to apply sanctions will be made by the Student Debt Review Panel.

Possible outcomes
The outcome of Stage 4 may be:
· Application of one or more sanctions under the policy until the outstanding tuition fee debt is paid
· Reclassification of the case as a complex or exception case
· Referral for external debt recovery, where internal intervention and resolution processes have been exhausted and tuition fee debt remains outstanding.
Communication
Where sanctions are applied, the University will confirm this in writing and will explain:
· The nature of the sanction(s) to be applied
· The reason for the decision to apply sanctions
· The effect of the decision, including any external bodies the University may be required to notify as a result
· Any relevant next steps for the student
· Support available to understand the implications of the decision 
· Any applicable right of appeal or review.
Removal and review of sanctions
The University will normally remove or review any sanction once the outstanding matter has been resolved or an alternative resolution has been agreed.
The removal of a sanction will be subject to any academic, regulatory or operational requirements that apply at the time.
Where a student has been withdrawn or prevented from re-enrolling, further action may be required before studies can recommence.
[bookmark: _Toc235025218][bookmark: _Toc235025883][bookmark: _Toc235027784][bookmark: _Toc235027893][bookmark: _Toc235028876]Complex and exceptional cases
A case may be treated as complex or exceptional where the University considers that standard progression through the framework may not be appropriate. 
Education and Student Experiences Services is responsible for determining whether a case should be treated as complex or exceptional, drawing on available information. 
Such cases are likely to include at least some of the following features:
· Significant personal or welfare circumstances
· Disability, health or wellbeing considerations
· Complex funding or sponsorship issues
· Disputed liability or disputed factual circumstances
· Immigration or visa implications
· Wider contextual factors that may affect the fairness or practicality of a standard response, including those impacting defined groups of students.
Where a case is identified as complex or exceptional, it will be referred to the Student Debt Review Panel for consideration. The purpose of referral is to ensure that decisions remain fair, proportionate and properly informed. 
Referral as a complex or exceptional case does not automatically result in progression to Stage 4 of the Framework. Following review, the Student Debt Review Panel may recommend additional support, further case management activity, revised timescales, alternative interventions, or progression through the Framework, as appropriate to the circumstances of the case.
Where a case has been identified as complex or exceptional, progression through the standard stages of the Framework may be paused or varied where this is necessary to ensure a fair and proportionate response.
The Terms of Reference and membership of the Student Debt Review Panel are set out in Annex 4.
[bookmark: _Toc235025219][bookmark: _Toc235025884][bookmark: _Toc235027785][bookmark: _Toc235027894][bookmark: _Toc235028877]Appeals
Students have a right of appeal against certain decisions made under Stage 4 of the Student Finance and Debt Intervention Framework. Details of the right of appeal, grounds, timescales and arrangements are set out in Section 10 of the Student Tuition Fee Liability, Payment and Debt Intervention Policy. Information on how to submit an appeal will be provided to the student when the decision is communicated.
[bookmark: _Toc235025220][bookmark: _Toc235025885][bookmark: _Toc235027786][bookmark: _Toc235027895][bookmark: _Toc235028878]Recording and monitoring
The University will maintain accurate, relevant and proportionate records relating to the operation of this framework including:
· Communications issued
· Student responses
· Support offered
· Agreed action plans or payment arrangements
· Referrals and case reviews
· Decisions taken under the framework.
All records will be created, maintained, stored and disposed of in accordance with the University’s Data Protection Policy, Records Management Policy, retention schedules, and applicable data protection legislation, including the UK General Data Protection Regulation (UK GDPR) and the Data Protection Act 2018.
Records will be held within secure University systems with access restricted to authorised staff who require the information for legitimate purposes. Information collected and recorded under this procedure will be used only for legitimate purposes connected with the management of student fees, debt recovery, student support and the administration of these procedures. Records may be used to support:
· Case management
· Consistent decision-making
· Monitoring of outcomes and trends
· Ongoing evaluation of the effectiveness of the Framework
The University will ensure that any processing of personal data is carried out lawfully, fairly and transparently, in accordance with the University’s Data Protection Policy, applicable data protection legislation, and any relevant regulatory or statutory requirements.
Information will be shared internally or externally only where there is a lawful basis to do so or where it is necessary for the operation of these procedures. 
[bookmark: _Toc235025221][bookmark: _Toc235025886][bookmark: _Toc235027787][bookmark: _Toc235027896]

[bookmark: _Toc235028879]Interface with other University policies, procedures and processes
These procedures operate alongside other University policies, procedures and processes, including those relating to:
· The Student Terms and Conditions
· Student support and wellbeing
· Academic engagement and attendance
· Interruption, withdrawal and deferral
· Student immigration compliance
· Student appeals
· Debt recovery and financial regulations
Where another University policy or procedure is more appropriate for dealing with a specific issue, the University may manage the matter under that policy or procedure, or under both where appropriate. 
These procedures do not replace the detailed provisions set out in the other annexes to the policy.



[bookmark: _Toc235028880]Annex 2: Fee Liability following withdrawal or suspension of studies
1. [bookmark: _Toc235025222][bookmark: _Toc235025887][bookmark: _Toc235027898][bookmark: _Toc235028881]Purpose
This annex sets out the methodology for calculating tuition fee liability when a student withdraws from or suspends their programme of study. The amount payable is determined by the date of withdrawal/ suspension, level and mode of study, funding arrangement, and applicable academic year.
1. [bookmark: _Toc235025223][bookmark: _Toc235025888][bookmark: _Toc235027899][bookmark: _Toc235028882]General Principles
Students may be liable for part or all of their tuition fees depending on their recorded withdrawal/suspension date. International students may be subject to separate refund arrangements. Non-standard entry points and short courses may require bespoke liability calculations.
1. [bookmark: _Toc235025224][bookmark: _Toc235025889][bookmark: _Toc235027900][bookmark: _Toc235028883]Undergraduate, Postgraduate Taught and PGCE Students
Fee liability is calculated as follows:
	Withdrawal/Suspension Period
	Non-Student Finance Funded Fees

	First two weeks of 1st term
	0%

	Period 1 (to end of 1st Term)
	40%

	Period 2 (to end of 2nd Term)
	70%

	Period 3
	100%



Formula: Fee Liability = Annual Tuition Fee × Applicable Liability Percentage
Term Dates are available here - Term Dates | Cardiff Metropolitan University
1. [bookmark: _Toc235025225][bookmark: _Toc235025890][bookmark: _Toc235027901][bookmark: _Toc235028884]Research Students
Fee liability is calculated on a pro-rata basis according to the period of attendance before withdrawal.
Formula: Fee Liability = Annual Tuition Fee × (Months in Attendance ÷ Total Months in Academic Year)
1. [bookmark: _Toc235025226][bookmark: _Toc235025891][bookmark: _Toc235027902][bookmark: _Toc235028885]Non-Standard Entry Points
Students commencing outside the standard September intake, including January and April entry cohorts, and students on short courses, will have liability periods determined separately.
1. [bookmark: _Toc235025227][bookmark: _Toc235025892][bookmark: _Toc235027903][bookmark: _Toc235028886]Governance and Exceptions
The institution may review calculations where administrative errors are identified. Approved exceptions must follow institutional governance processes.


[bookmark: _Toc235028887]Annex 3: Payment Arrangements and Instalment Plans

1. [bookmark: _Toc235027905][bookmark: _Toc235028888]Key Principle
· Instalment arrangements allow eligible students to spread the cost of study. Continued access depends on maintaining payments in accordance with agreed arrangements and engaging with the University where difficulties arise.
1. [bookmark: _Toc235027906][bookmark: _Toc235028889]Available Payment Methods
· Online debit/credit card payments via MetPay.
· Instalment plans through Recurring Card Payment (RCP) arrangements.
· International payment services include Flywire, TransferMate, Convera and EasyTransfer.
· In-person payments on campus at i-Zone in Llandaff and Student Information Point (SIP) in Cyncoed.
1. [bookmark: _Toc235027907][bookmark: _Toc235028890]Instalment Plans and Eligibility
· Self-funding students may pay by instalments subject to published payment deadlines.
· Eligibility depends on course, fee type and payment method.
· Instalments are normally set up through MetPay using RCP (Recurring Card Payment).
· International students are generally required to pay a tuition fee deposit as specified in their offer letter.
· Some instalment plans are restricted to eligible pre-approved students.
· The structure of annual instalment plans is detailed here - Payment Deadlines | Cardiff Metropolitan University
[bookmark: _Toc235027908][bookmark: _Toc235028891]Maintaining an Agreed Payment Arrangement
· Students must ensure instalments are paid by the published deadlines.
· Students should monitor outstanding balances and make payments when due.
· Students whose Student Finance payments fall outside standard dates may request amended arrangements by providing evidence of their payment schedule.
· Students should allow time for payments to be processed.


[bookmark: _Toc235028892]Annex 4: Student Debt Review Panel Terms of Reference

1. [bookmark: _Toc235028893]Purpose
The Student Debt Review Panel is responsible for overseeing the fair and consistent application of the Student Finance and Debt Intervention Framework. The Panel makes decisions on cases referred under Stage 4 of the Framework. It also reviews complex and exceptional cases referred to it at any stage of the Framework. 
1. [bookmark: _Toc235028894]Responsibilities
The Panel will:
· Review cases referred under Stage 4 of the Student Finance and Debt Intervention Framework.
· Review complex and exceptional cases referred from any stage of the Framework.
· Determine appropriate outcomes and sanctions in accordance with University policy and procedure.
· Review themes and trends arising from cases and make recommendations for improvements to policy or practice where appropriate.
[bookmark: _Toc235028895]Membership
Core Membership
Chief Student Officer (or nominee) (Chair)
Senior representative of Education and Student Experience Services
Senior representative of Finance Directorate
Senior representative of Global Engagement
Senior academic representative, nominated by the Deputy Vice-Chancellor
Attendees (as required to support consideration of individual cases)
The student's case manager
A representative of the student's academic School
Specialist advisers involved in the case (e.g. disability, wellbeing, immigration or student money)
Other University staff as relevant to the case

Attendees who are not members of the Panel may provide information and advice but will not participate in decision-making.
[bookmark: _Toc235028896]Operation of the Panel
The Panel will meet as required.
Ordinarily cases will be considered on the basis of written information, case records, supporting evidence and recommendations submitted through the case management process. Students will not normally attend Panel meetings but may submit information and supporting evidence for consideration by the Panel, either directly or through an appropriate representative or adviser.
The student's case manager will normally attend to present the case, provide relevant background information and answer questions from the Panel.
Where a case has significant immigration implications, advice from Global Engagement must be available to the Panel before a decision is made.
The Panel may:
· Request further information 
· Defer consideration of a case 
· Refer a case for further support or case management activity 
· Determine an outcome under Stage 4 of the Framework 
· Classify a case as complex or exceptional.
[bookmark: _Toc235028897]Decision-Making
Decisions will normally be reached by consensus. Where consensus cannot be reached, decisions will be made by a simple majority of members present. In the event of a tie, the Chair will have a casting vote.
[bookmark: _Toc235028898]Reporting and Review
The Panel will provide periodic reports on its activity, decisions, outcomes and emerging themes to relevant University committees and senior leaders.
These Terms of Reference will be reviewed alongside the Student Tuition Fee Liability, Payment and Debt Intervention Policy and associated procedures. 



[bookmark: _Toc235028899]Annex 5: Potential sanctions that may be imposed under the policy
1. [bookmark: _Toc235028900]Purpose
This annex sets out the range of sanctions that may be considered where tuition fee debt remains unresolved following completion of the earlier stages of the Student Finance and Debt Intervention Framework.
The sanctions listed below are not sequential and will not apply in every case. The Student Debt Review Panel will determine whether any sanction is appropriate, taking account of the individual circumstances of the case, the amount and nature of the debt, the student's engagement with the process, and any relevant legal or regulatory requirements.
[bookmark: _Toc235028901]Possible Sanctions
The University may apply one or more of the following sanctions where this is considered fair, proportionate and appropriate to ensure students meet their financial obligations to the University in relation to payment of tuition fees:
1. 
Access and administrative restrictions
· Restriction of access to selected University systems, services or facilities
· Restriction of participation in certain non-academic activities or events
Academic status
· Suspension of studies for a specified period
· Withdrawal from a programme of study
· Refusal of re-enrolment until outstanding matters have been resolved.
Awards and completion
· Withholding of academic transcripts
· Withholding of award certificates
· Exclusion from graduation ceremonies and related activities.
Immigration and sponsorship matters
Where relevant and where permitted by law or regulatory requirements:
· The University may be unable to support continuation of student sponsorship arrangements
· The University may be required to report changes in student status to relevant external bodies.
· The University may be unable to support future immigration-related applications linked to continued student status.
Debt Recovery
· Referral of outstanding debt for external recovery action in accordance with the University's financial regulations and applicable legal requirements.


[bookmark: _Toc235028902]Removal of Sanctions
2. 
Sanctions will normally be reviewed where the outstanding matter has been resolved or where an alternative resolution has been agreed.
The removal of a sanction may be subject to academic, regulatory, operational or legal requirements that apply at the time.
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