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Fee Collection Policy 
 
 
 

 

Love God. Love One Another.  
 

 
STATEMENT OF POLICY 

 
St Kieran’s Catholic Primary School welcomes families who wish to participate in and support 
Catholic education and are committed to the mission and values of the school.  
 
Parents have a responsibility and an obligation to pay school fees and levies according to Diocesan 
Policy Guidelines and account procedures. The continuing provision of quality Catholic Education for 
all students in the Townville Diocese requires that all parents assume responsibility for the payment of 
school fees and levies as they fall due. 
 
No student desiring a Catholic Education should be excluded from a Catholic school because of 
his/her parents’ inability to pay the prescribed fee in whole or in part as a result of genuine financial 
hardship. 
 

VALUES 
 
St Kieran’s Catholic Primary School is committed to; 

 Justice, fairness, responsibility, community, growth and equity.  
 

 
FEE COLLECTION PROCESS 

 

 Concessions for school fees and levies are available and are to be approved by the Principal.  
Each family will be judged confidentially on its specific circumstances.  In arriving at the fee, 
the Principal should have in mind a responsibility toward those families who are making 
sacrifices to pay fees. 

 

 Parents seeking a concession must complete and sign an Application for Concessional Fees 
form. 

 

 Concessions shall be reviewed each term.  This may necessitate a new application for a fees 
concession for the following year. 

 

 Parents whose fees are in arrears and who do not seek a fees concession will be subject to the 
diocesan fee collection procedures. 

 

 Where concessions are granted, the possibility of parents making contributions to the school 
through voluntary work should be investigated. 



 

 An annual audit shall be carried out to ensure the policy and guidelines are being adhered to. 
 

 At all times in the process strict confidentiality should be adhered to. 
 

LATE FEE PROCESS 
 

 Due dates are sent on the Term invoice; requiring payment within 30 days. 
 

 All parents with overdue accounts who have not contacted the school and do not have payment 
arrangements will receive an Urgent Notice-Over Due Account. This letter is also followed up 
with a phone call. 
 

 If no payment is received or contact made to the school within 14 days of sending the “Urgent 
Notice – Overdue Account’ letter, a follow up phone call and email will be sent out to the 
parents. 

 
 

DEBT COLLECTION PROCESS 
 

 If no payment is received or contact made to the school a follow-up letter will be sent. The 
letter “Final demand – Overdue Account” and an interview with the Principal will be made on 
their behalf. 
 

 If no response or reply is following from this letter, 14 days after it is sent, the matter is to be 
referred to the Principal, who may then place the responsibility for collection in the hands of 
the Diocesan Collection Agency, George Laurens (GC) Pty Ltd. 

 
 

 



3:00 DIOCESAN POLICY AND GUIDELINES FOR THE COLLECTION OF SCHOOL FEES: 

 

3:01 Bursars/Secretaries must ensure that the school accounting system accurately reflects each family’s 

current fee liability and any concessions granted.  For families who have arranged to pay weekly or 

monthly, etc a record of individual payment plans should be maintained. 

 

3:02 Where practicable accounts should be sent out in the second week of every term requiring payment 

within 30 days. 
3:03 All parents with overdue accounts who have not contacted the school and do not have a payment plan 

should receive a copy of “Urgent Notice – Overdue Account”.  (See Annex 1.) 

  Note: Overdue shall be defined as for more than one (1) term. 

 
 

3:04 If no payment is received or contact made with the school within 14 days of sending the “Urgent Notice 

– Overdue Account” letter, a follow-up letter will be sent.  The letter, “Final Demand – Overdue 

Account”, (See Annex 2), states that if the amount is not paid within 14 days, or if no immediate contact 

is made with the school, the matter will be handed over to our collection agency. 

 

3:05 If no response or reply is following from this second letter, 14 days after it is sent, the matter is to be 

referred to the Principal, who may then place responsibility for collection in the hands of the Diocesan 

Collection Agency, George Laurens (GC) Pty Ltd. 

 

3:06 Legal action to recover is initiated only after the following procedures have been carried out. 

 

Discussions have been held between the non fee paying parents and the school and the CEO 

authorities.  These discussions should inform the parents that this is “an opportunity of last resort” 

before it is referred to legal action.  If the parents refuse such an opportunity for discussion the 

school authorities should be able to demonstrate that every effort was made to initiate such 

discussions. 

If the above discussions are unsatisfactory, the child is to be withdrawn from school/college. 

Review by panel comprising Principal, Parish Priest, Director Catholic Education Office and the 

Chair of the Diocesan Finance and Property Council or his/her nominee.  The panel may request 

consultation with the Diocesan Media Officer on the matter. 

Upon their recommendation the matter will be referred to George Laurens (GC) Pty Ltd to 

commence legal action. 
 

3:07 Regular communication with George Laurens (GC) Pty Ltd as to the progress of legal proceedings.  (On 

issue of Plaint and Summons many debtors pay the account.  If the account is paid to the satisfaction to 

the Director of CEO, legal proceedings can be stopped). 

 
4:00 APPLICATION FOR CONCESSIONAL FEES BASED ON PERSONAL AND FINANCIAL HARDSHIP: 

 

4:01 When a parent requests a discount or concession on school fees, the Principal must request financial 

information to support this application. 

 

4:02 The form “APPLICATION FOR CONCESSIONAL FEES FORM” (Annex 3), must be completed 

by the Principal at either the enrolment interview or when a parent requests an interview for concession 

on school fees.  Its purpose is to allow the Principal to make an informed judgment on what concessions 

should be granted.  Information regarding family details and income and expenditure is requested.  It 

should be a true and fair representation of the parents’ financial position, e.g. no allowance should be 

made for repayments on holiday houses or the like.  With this information, the Principal can negotiate 

with parents as to how much the parents can afford for school fees.  The poverty line schedule (Annex 4) 

may be used to assist in a consistent treatment of all applicants.  Updates of this schedule will be 

provided form Catholic Education Office each quarter. 

 



4:03 Principals should be sensitive to families who have children attending different schools.  They should 

liaise with the other schools to ensure that a family completes only one Concession Fee Form. 

 

4:04 The information from the Application for Concessional Fees Form is then used to complete the 

SCHOOL FEES AND LEVY CONCESSION FORM (Annex 5), where the total value of the 

concession is outlined for the Bursar or Secretary to aid in billing the school fees. 

 

4:05 Many parents may not request or require a concession, but just need extra time to pay.  Any such request 

must be to the School Principal or Bursar outlining when they intend to pay their first payment, or their 

payment, plan, e.g. weekly, or monthly.  This information should be kept on file.  If these private 

arrangements with the school are not adhered to, then the normal collection guidelines apply (see 3:00). 

 

4:06 The Principal is encouraged to seek advice from the relevant pastoral leader when determining the level 

of fee concession. 

 

 
5:00 SCHOOL FEES AND LEVY CONCESSION FORM: 

 

5:01 This form (Annex 5), states the school fees and levy concessions for the parents.  It should be filled out 

in consultation with the Principal and Bursar or Accounts Secretary. 

 

5:02 Once these amounts have been set, the parents must sign the “Payment Declaration” section of the 

form.  This then forms a contract between the signatories and the School or College.  This is important 

because the Guidelines for Fee Collection set out in 3:00 for debt collection may be applied. 

 

5:03 The completed form should be then signed by the Bursar or Accounts Secretary and kept on file. 

 

5:04 Concessions should be reviewed annually in order to keep them current, as circumstances may change. 



ANNEX 1 
 

 

 

 

Date   

 

 

Name   

 

Address   

 

Town   

 

 

 

 

 

 

URGENT NOTICE – OVERDUE ACCOUNT 
 

 

 

 

 

Amount of $………………….. owing to School/College 

 

Dear Name/s 

 

We remind you that your school account for the period of …………………. Is overdue for payment and outside 

our fee payment guidelines. 

 

We kindly ask that you arrange payment urgently, or contact me at the school/college if a problem exists. 

 

Yours faithfully 

 

 

 

 

 

 

Bursar/Secretary 

 

 



ANNEX 2 
 

 

 

 

Date   

 

 

Name   

 

Address   

 

Town   

 

 

 

 

FINAL DEMAND – OVERDUE ACCOUNT 

 

 

 

Amount of $………………….. owing to School/College 

 

Dear Name/s 

 

 

We again remind you that your account with the school is overdue for payment and well outside our collection 

guidelines. 

 

Payment is required within 14 days of the above date.  If there is a problem,  again we ask you to contact the 

school. 

 

If you do not contact the school to settle the account as requested, it is school/college policy to place the debt 

with the (name of collection agency) for collection. 

 

We strongly suggest you attend to this matter immediately. 

 

 

Yours faithfully 

 

 

 

 

School Principal 

 



ANNEX 3 
APPLICATION FOR CONNCESSION FEES 

BASED ON PERSONAL AND FINANCIAL HARDSHIP 

(This information is confidential and used for assessment purposes only by the Principal) 

 

HOUSEHOLD DETAILS: 
 

MARITAL STATUS:  (please circle) 

 

MARRIED DIVORCED SEPARATED SINGLE DEFACTO  WIDOWED 

 

WEEKLY INCOME DETAILS  GUARDIAN (1) GUARDIAN (2)  TOTAL 

 

Current Occupation         

 

Name of Employer           

 

Avg Weekly Earnings (not after tax)         

 

Family Allowances           

 

Astudy            

 

Abstudy            

 

Other Income            

 

TOTAL WEEKLY INCOME (A)   

      +  

  +   

 

 

WEEKLY COMMITMENTS 

 

Rent            

Home Loan/Mortgage           

Medical           

 

                    =  

TOTAL NET WEEKLY INCOME (A – B) 

 

CHILDREN IN FAMILY   AGE  GRADE SCHOOL  

 

CHILD 1            

 

CHILD 2            

 

CHILD 3            

 

CHILD 4            

 

Amount to be paid toward schooling  for child/children at this school $    

            Per week/f’night/month/term.  (please indicate) 

 

APPLICANT(S) NAME(S):          

APPLICATON FOR CHILD (NAME)         

SIGNATURES(S) OF APPLICANT(S)         

PRINCIPAL’S SIGNATURE:       DATE:__/__/__ 

   

 



ANNEX 4 

Poverty Lines: Australia, June Quarter, 1995 (a,b) 
 

   

Income Unit Including 

Housing 

$ per week 

Other than 

Housing 

$ per week 

   

   

Head in workforce   

   

Couple 298.33 218.20 

Couple plus 1 358.61 271.23 

Couple plus 2 418.89 324.26 

Couple plus 3 479.16 377.29 

Couple plus 4 539.44 429.74 

   

Single person 223.02 150.09 

Single parent plus 1 286.31 206.13 

Single parent plus 2 346.54 312.20 

Single parent plus 3 406.82 312.20 

Single parent plus 4 467.10 365.23 

   

Head not in workforce   

   

Couple 256.15 175.97 

Couple plus 1 316.43 229.05 

Couple plus 2 376.70 282.08 

Couple plus 3 436.98 335.11 

Couple plus 4 497.26 387.55 

   

Single person 180.83 107.91 

Single parent plus 1 244.09 163.95 

Single parent plus 2 304.36 216.98 

Single parent plus 3 364.64 270.01 

Single parent plus 4 424.92 323.05 

   

   

   

(a) Based on seasonally adjusted household disposable income per head per week for the June quarter 

1995 of $324.10 

 

(b) All figures refer to income after tax. 

 

From:  University of Melbourne (IAESR) – telephone 03 93444000 

 

 



ANNEX 5 

SCHOOL FEES AND LEVY CONCESSION FORM 
(This information is confidential) 

 

Date:    / /  

 

Account Name:            

 

Account Address:           

 

Student Name:        Office Use Only 

        Family Code:     

 

REASON FOR REQUESTED CONCESSION:         
 

            

 

 

TYPE OF CONCESSION:   

(A) (B) 

 

Tuition Fee  $    amount to be paid  $  

Subject levy  $    amount to be paid  $ 

Capital Assist Levy $    amount to be paid  $ 

P & F Levy  $    amount to be paid  $ 

Boarding Fee  $    amount to be paid  $ 

 

TOTAL (A)  $    TOTAL (B)   $ 

 

Total Concession Allowed (A-B) $ 

 

Amount to be paid per week/fortnight/month $ 

 

OTHER COMMENTS:            
 

            

 

PAYMENT DECLARATION: 
 

I/We (name of debtor)                agree to undertake 

Payment of the School Fees and Levies in accordance with those provisions above. 

 

Signature of Debtor(s):           

 

            

 

Approved by the Principal       Date:   __/__/__ 

 

Bursar Acknowledgment:          

Secretary 

 

To be reviewed on the  __/__/__ 



 

COLLECTION OF SCHOOL FEES FLOWCHART 
 

 

 

 

 

 

 

 

  Yes       Yes       Yes 

 

 

No    No    No 

 

 

 

 

 

 

 

 

      Yes 

 

 
 

     No         No 

 

 

 

       Yes 

 

 

     Yes 

 

   No 

 

          

     No    No             No     No 

 

 

Send School 

accounts 2nd week 

of Term 30 days 

Do they have 

overdue 

accounts? 

Send CONCESSION 
APPLICATION FORMS 

to family 

Finalize 
amount/ 
Account. 
Process 

finalized. 

Fill out SCHOOL FEE & 
LEVY CONCESSION 

FORM 

Principal to 

interview applicant 

and assess needs 

Has the family 

contacted the 

school? 

Did family 

request a 

concession? 

Finalize as per 

required arrangements 

eg. Time to pay in 

writing 

Send URGENT 

NOTICE 

OVERDUE A/C 

LETTER 
 

No 

Action  

Required Has family now 

contacted school 

within 14 days? 

Send 

FINAL DEMAND 

OVERDUE A/C LETTER 

Finalize as per 

required arrangements 

eg. Time to pay in 

writing 

Did family 

contact 

school? 

Did school 

receive 

payment?? 

Arrangement finalized, 

monitored or closed 

Did school 

receive 

payment? 

School request 

Director to ask 

Solicitor to write 

indicating legal action 

is pending 

Director confers with 

the people listed in 

Section 3.06 to 

authorize legal action 

DIRECTOR MAY 

AUTHORISE 

LEGAL ACTION 

AS PER SECTION 

3.06 


