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Preamble
All University formal documents relate to the policies, strategies, procedures and regulations of the
University having been approved by the appropriate formally recognised and constituted body. All
University employees and students are required to adhere to the formal processes and regulations
of the University.
This document should not be read in isolation as other University processes/formal documents
could be relevant. A full listing of all formal documents is available on the University’s website.
Any interpretation of the content of this formal document will be at the discretion of Finance
Directorate
All previous versions of this document as approved by SMT shall be rescinded.
The names of committees and titles of posts may change from time to time. This shall not
invalidate the powers of the equivalent successor committees or post holders.

We will consider any requests for accessible formats eg Braille, tape,
disc, email or a larger font size. Please let us know what you need by
contacting the Finance Directorate
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1.

Introduction
The funding regime changes from 2012/13 necessitate revision of the University’s debt policy
and payment and debt procedures for students charged home and EU fees.
The University’s policies dictate the following:
•
•
•
•

To ensure payment for fees and charges is received at the correct time.
To avoid high levels of debt each year and to reduce the amount of irretrievable debt.
To reduce the amount spent on collection and legal charges.
To introduce sanctions which are fair, but robust enough to be effective but do not penalise
unreasonably.
To provide clarity for students and Bucks employees alike

•

It is acknowledged that debt can be an emotive and sensitive issue. The Procedures are
therefore formulated to allow a degree of flexibility. However, students have an obligation to
ensure their financial affairs are in order.
Students will receive various notices with advice, demands and sanctions clearly highlighted.
Only in those cases where students do not fulfil their responsibilities will the ultimate action be
taken to withdraw them from a course.

2.

3.

Aims
•

The University’s policy is always to try and minimise levels of debt, and of bad debts, in
order to protect the overall financial health of the University.

•

The University will at all times seek to be sympathetic to, and understanding of, individual
student’s financial circumstances. However, for the University to do so, students must
engage in dialogue with the University if financial difficulties are being experienced.

•

Action, including legal action, to enforce settlement of debt for outstanding fees and charges
will be taken against all current and former students who have failed to engage with the
University to find a solution to any outstanding debt, or who have failed to honour
agreements to pay.

Student Responsibilities
•
•
•
•
•

•

Comply with University regulations relating to students
Adhere to the full terms of their contract with the University
Students must arrange for the payment of any fees or other costs associated with studying
at the University
To provide or ensure the payment for fees and other charges by the due dates.
To notify SAS or your Faculty Office as soon as there has been a change in circumstances
o Change of Name
o Change of address (home or term-time)
o Change of telephone number (landline or mobile)
o Change of personal email address
Students must communicate with the University regarding the payment of any fees or
charges.
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A student who believes particular circumstances should be taken into account or a student is not
happy about a decision concerning the payment of tuition fees payable to the University, they
should, in the first instance, write to the Student Centre Manager, The Student Centre, Floor 0,
North Block, Queen Alexandra Road, High Wycombe, Bucks HP11 2JZ.
Thestudentcentre@bucks.ac.uk
If a student is not happy about a decision concerning the payment of any other fees or charges
payable to the University, they should, in the first instance, write to the Finance Operations
Manager, Directorate of Finance, OH2, Queen Alexandra Road, High Wycombe, Bucks HP11
2JZ. Income@bucks.ac.uk

4.

Liability - Students from 2012-13

4.1

Students in receipt of (or who have applied for) SLC funding:
a) Enrolment: Payments from the SLC for fully-funded students are governed by the
Government’s formal announcements. Students should normally be able to supply evidence
of funding or application to funding at enrolment.
b) For these students, the receipt of monies from the SLC is determined by attendance on a
“liability date” in each term; this is day 1 of each term. The University will receive 25% of
fees for students in attendance on day 1 of term 1, 25% for the second term and 50% for
the third term

i)

Funding will be checked against the file received from the SLC

ii)

If not funded the record will be coded ‘Funding Applied For’ and will be given a
notice that allows them a period of approximately 2 weeks to resolve their funding
issues. For 2012/13 this date is 13th October 2012.

iii)

After this date fees will be created and the student immediately becomes
personally liable for the tuition fee.

c) Students, who cannot provide evidence of application or funding will be classed as selffunders, see 4.2 below.

4.2 Students electing to pay own fees (eligible for SLC funding):
a) Fees for self-funders are due in full at enrolment but with an instalment option. It is expected
that students due to pay their own fees will arrive at enrolment with their receipt for payment
and a signed instalment agreement.
b) The first instalment is to be paid on enrolment with subsequent instalments paid at the
beginning of the second and third terms. Instalment forms are available in the
documentation or can be downloaded at
http://bucks.ac.uk/fees_funding/home_eu_tuition_fees/how_to_pay
c) Students being sponsor funded should supply a purchase order, a letter confirming
sponsorship,
or
one
of
our
sponsorship
forms
available
at
http://bucks.ac.uk/fees_funding/home_eu_tuition_fees/how_to_pay
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d) Students only partially sponsor-funded should pay their portion at enrolment, in full or by
instalments.
e) It is expected that students due to pay their own fees will either pay in full or pay the first
instalment at or before enrolment and sign an instalment agreement. Students who do neither
will be in a defaulting position and subject to the collections process.

4.3 Students on all other courses (not eligible for SLC funding):
a) Fees for self-funders are due in full at enrolment but with an instalment option.
b) The first instalment is to be paid on or by enrolment with subsequent instalments paid at the
beginning of the second and third terms. Instalment forms are available in the documentation
or can be downloaded from http://bucks.ac.uk/fees_funding/home_eu_fees/how_to_pay
c) Students being sponsor funded should supply a purchase order, a letter confirming
sponsorship, or one of our sponsorship forms at enrolment – available at
http://bucks.ac.uk/fees_funding/home_eu_fees/how_to_pay
.
d) Students only partially sponsor-funded should pay their portion at enrolment, in full or
instalment.
e) It is expected that students due to pay their own fees will either pay in full or pay the first
instalment at enrolment and sign an instalment agreement. Students who do neither will be
default and the collection process begins.

At Enrolment either full payment or an instalment of one third should be paid.
Students on courses with durations longer or shorter than the normal academic year will have
instalment dates spread evenly during the period of substantive delivery. The specific dates will
be set according to the start date and length of each course. Refer to the payment table at
appendix 3 or at http://bucks.ac.uk/fees_funding/home_eu_fees/instalment_dates
The online payment portal will offer updated instalment options. If in doubt take the first
instalment (one third) of the fee.

5.

Enrolment - Continuing students

5.1 Re-enrolment of students with a debt
a)

It is proposed that substantial debt arising as a consequence of tuition fee debt should prohibit
students from enrolling back with the university.

b)

Students will be marked with a RED DEBTOR flag – this flag flashes within the QL V4 student
record and the Student Finance record. It should NOT be ignored.

c)

The Student Centre will not automatically issue re-enrolment documentation to students
where they have a tuition fee debt. Enrolment forms will be released as accounts are cleared or
satisfactory arrangements are in place.
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d)

Statements of overdue accounts are issued periodically.
outstanding accounts at:

Students can also view their

a. For tuition and other invoiced items on-line at https://epayment.bucks.ac.uk/student
b. For their library account on-line at https://epayment.bucks.ac.uk/library

e)

Even if an arrangement is in place for the payment of a tuition fee debt, the first instalment is
to be paid on or by enrolment with subsequent instalments paid in accordance with the table or
alternative instalment option agreed with Finance.

f)

Students being sponsor-funded should supply a purchase order, a letter confirming
sponsorship, or one of our sponsorship forms at enrolment – available at
http://bucks.ac.uk/fees_funding/home_eu_fees/how_to_pay

g) Students only partially sponsor-funded should pay their portion at enrolment, in full or by
instalments.

Employees responsible for enrolling students should ensure that it is OK to do so. If a RED
DEBTOR flag is shown then they should contact Finance to check an account before confirming
enrolment.

6.

Students returning to study

6.1 Enrolment onto a new course after leaving, withdrawing or suspending with a debt
Students who left owing tuition fee monies to the University are marked with a RED DEBTOR flag.
This debtor flag should be taken into account when students are enquiring about or wanting to enrol
onto a new course. Admissions and enrolment staff should contact finance if they have students in
this position.

a)

Students wanting to enrol onto a new course and who have tuition fee debt from a previous
enrolment will be prevented from doing so.

b)

To enable the student to enrol the outstanding tuition fee debt, including any additional
collection or legal charges, should be cleared in full.

c)

7.

An instalment option, exceptionally, may be agreed at the discretion of Finance.

Students who withdraw

7.1 Students in receipt of SLC funding:
a) The fee amount received from the SLC is retained for each liability period in which they are in
attendance. The University will not seek to recover anything over this but also will not reduce
the fee below the loan levels even if attendance has been minimal.
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b) The SLC will be advised that the student is not in attendance on a particular liability date,
usually day 1 of each term.
c) It is imperative that the Student Centre is informed immediately of a student’s withdrawal.
d) Processes will be in place for Faculties to update the Student Centre with the correct number
of students during the period up to the next liability date. (This will safeguard students from
having a tuition fee loan liability incorrectly attached)

7.2 Self-funded students
a) These students are liable for the instalments falling due in each term in which they are in
attendance on day 1 (typically, this would be one-third of the annual fee for each term) due at
the beginning of each term or
b) Students on courses with durations longer or shorter than the normal academic year will have
instalment dates spread evenly during the period of substantive delivery. The specific dates will
be set according to the start date and length of each course.
c)

If a student withdraws during the first term or study period, they will be liable only for the
instalment paid on enrolment.

d) This places self-funders on a similar footing to SLC funded students.

8.
8.1

Students who suspend
Suspending students will follow the same process as for withdrawing students above.
a) If they are repeating a term in the subsequent year, this will mean an overlap of funding or fee
payment.
b) In very exceptional cases, a fee waiver could be applied in the returning year. Any fee waiver
must be agreed by the Head of School or Faculty Dean.

9.
9.1

Graduating Students
There is no change to the current policy where students may be invited to attend the graduation
ceremony; however, the award certificate will be withheld where students have a tuition fee debt.
Certificates will not be withheld for any other reason.
Students will be made fully aware of their debt in several ways
i. Ongoing debt management
ii. Statements of overdue accounts are issued periodically
iii.

The payment module for purchase of graduation tickets currently directs students to
Finance to resolve tuition fee debt and payment problems.
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Students whose personal sponsor has not paid will be treated as though they personally have a
debt. It is the student’s responsibility to ensure their fees are paid.
Students will receive their award certificate once their tuition fee debts have been cleared in full.

10. Bucks New University Undergraduate 2008 Bursary
(Excludes new entrants 2012/13)
Any Bucks New University bursary payment will be withheld until such time the student has
done one of the following:
• Paid their tuition fee debt in full and
• Paid the required tuition fee relating to the bursary year
• Their private sponsor has paid in full
If a student withdraws or suspends their study, no further bursary payments will be paid for that
academic year. If a student returns to study on a qualifying course, provided the rules are met,
the remaining bursary payments will be made in the returning year on the normal payment date
for that bursary type.
Students who defer are subject to the terms and conditions that apply as of their year of entry

11.

Process for pursuing debt

11.1 When Finance representatives are pursuing tuition fee debts from enrolled students they will:
•

issue a series of reminder notices to
i.
ii.
iii.

•
•
•

their nominated email address or bucks email address
by post to their registered term address or
by post to their registered home address

setting out the implications if they do not pay their debts when due, by reference to their
rights and responsibilities as set out in the regulations. This notification will be well in
advance of any rights being withdrawn
notify students that they can contact the Student Union Advice Centre if they are
experiencing financial difficulties
invite students to contact the Student Centre to discuss their payment problems
not impose sanctions whilst good-faith discussions are going on with the student
concerned or negotiations are continuing on behalf of the student with Student Union
Advice Centre or other personnel, within a reasonable time frame.

11.2 Refer to the Table of Collection actions at appendix 2. These actions are subject to change and
may be varied to meet the needs and circumstances of individual students. Full action notes are
available against the student record.
11.3 Students are encouraged to contact the Student Centre to discuss alternative payment
arrangements. Students should not attempt to make alternative payment arrangements with
faculty personnel or tutors.
In exceptional circumstances, students may be permitted to alter their arrangements. Such
arrangements may only be made with the agreement of Finance. Students should first contact
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the Student Centre who will discuss their account and agree alternative arrangements wherever
possible.
Where an agreement cannot be found within the Student Centre’s guidelines or falls outside the
normal dates available the Student Centre will refer the matter to the Finance.
11.4 Where an alternative arrangement cannot be agreed or the student fails to keep to the agreement
the student’s account will be in default and sanctions will then apply.
Failure to keep to an agreed payment option without prior agreement will invalidate the
agreement and the full amount will become due immediately and sanctions will then apply.
11.5

Allocation of funds
If a student makes a partial payment in respect of an account, the sum paid will be allocated
against the oldest outstanding transaction. Where that transaction is formally in dispute the
amount will be set against the next oldest transaction.

11.6 Student Leaves with a Debt
If a student leaves their programme with debt still owing to the University, Finance will continue
to pursue recovery of the debt. If the former student fails to make arrangements to settle the
outstanding amounts, they will be referred to the University’s debt collection agency for further
action, up to and including court action.
Students whose accounts are in the hands of an external debt collecting agency should
correspond with that agency
The University reserves the right to pass on any collection or legal charges they have incurred in
the collection of any outstanding tuition fees to the student.
11.7 Legal Action
The University may opt to take County Court legal action on any unpaid account. The student
will be liable for any court costs associated with the legal process. If a County Court Judgment
is awarded against the student, this may affect their future ability to raise funds or enter into
credit agreements.

12.

Sanctions for Students with Debt

12.1 Sanctions will be applied to students who do not conform to University policy for the payment of
any amount owing in respect of tuition fees relating to their academic study. The aim is that low
level sanctions will have the desired effect and a student’s debt problem is resolved quickly before
full sanctions are imposed.
12.2 Each year the University Director or Finance or nominee will review the level of debt considered
acceptable. Debt above this level will be classed as “Substantial Debt”. For 2012-13 the level of
substantial debt is set at £500 and above.
12.3 Sanctions will only be applied to students who do not conform to University policy for the payment
of any amount owing in respect of tuition fees relating to academic study as follows:
•

Payment not received at enrolment
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•
•
•
•
•
•

12.4

When a current student defaults in their instalment or does not pay tuition fees at the
correct time.
Continuing students with a tuition fee debt due to progress from one academic period to
another
Current students enrolling onto another course in the same academic period
Students at the end of their course and graduation
Students returning after a period of suspension
Students who have left the University with a debt (including collection and legal charges)
and have applied for a new course

Where a student has defaulted on an instalment, after every reasonable effort has been made
to secure payment, the Finance Directorate will notify the student that their IT network accounts
and ID cards will be temporarily disabled unless payment is received by a specified date.
Students will be informed that on payment of the tuition fee debt (or agreement on a revised
instalment plan is reached with Finance) IT and ID card access will be restored after 24 hours.
Students should:
a) pay their fees or
b) provide evidence of funding or sponsorship or
c) make a suitable arrangement with Finance for the debt to be cleared

12.5 At the same time faculties will be informed by Finance, usually by email, for each student due to
be subject to sanctions.
The Faculty should respond with their comments, within the same timescale given to the student.
Where it is requested that sanctions should not be applied for a particular student, they must
provide an explanation that is deemed to be satisfactory by the Finance Manager (or nominee).
12.6 The student will be sent a further formal notice advising them their IT and ID card access accounts
are now disabled and that they have a specified period of time to correct the matter.
12.7 Where, after all reasonable efforts have been made to secure payment, and no response has
been received from the student in debt, Finance will inform the Faculty to withdraw the student
on the basis of non-payment of tuition fee debt owed to the University.
12.8 Sanctions will be lifted if a student makes an agreement with Finance to pay in instalments and
shall remain lifted provided payments are made in accordance with the agreed schedule.
However, where payments are later rescinded, sanctions will be restored until such time as
cleared funds are received. In such cases, Finance will reapply sanctions and advise the Faculty
accordingly.
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Appendix 1.
Contacts:
The Student Centre operates a counter service for students to discuss their financial accounts.
High Wycombe Student Centre
Floor 1, North Block (opposite the Student Union)
Uxbridge Student Centre
2nd Floor, Uxbridge Campus

Telephone: 01494 603020

Email: Thestudentcentre@bucks.ac.uk

The Bucks Students' Union Advice Centre can provide information and advice on a wide range of
financial issues including loans, debts, budgeting and benefits
Telephone: 01494 603016

Email: suadvice@bucks.ac.uk

Finance will be able to provide advice by telephone, email or letter. All invoices, letters and
sanction notices are issued by Finance.
Telephone: 01494 605083

Email: income@bucks.ac.uk
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Appendix 2 Table of collection actions and indicative sanctions schedule for student tuition fee
debtors 2012-13
The action taken may vary from the time period shown, but will not be before the days specified.

Working
Days

Action

Admissions /Faculty to
check for Debtor flags
on a student account.
1

Pre enrolment

Enrolment and reenrolment
documentation issued
setting
out
requirements

Responsibility

Comment/Action

Everyone

Check with Finance the status of
an account.

Student Centre
and Faculty

Enrolment Forms for students with
a tuition fee debt not issued.

Reminder
to
students
payment due at enrolment.
2
At an
enrolment
session

Check for DEBTOR
flag.
Check
receipt
for
payment
Sponsorship form?
SLC funded?

Student Centre
and Faculty

that

FTUG – students, who at
enrolment state they have applied
for a tuition fee loan are given a
slip giving them a date by which
the SLC notification should be
provided. Usually 2 weeks see 4
below.
Sponsor funded – students given
time, usually 2 weeks to supply
other sponsorship notice.

3

Day 0

Invoice created on
system

Student Centre

2 weeks

Invoices created for
students who have not
supplied SLC or other
sponsorship evidence.

Student Centre

Day 1

Invoice sent by post to
home address or by
email

Finance

Reminder 1
Invoice issued with further
guidance on payment notice.

Ongoing

Account checked for
payments and
instalment agreement
and SLC funding.

Finance

Allocate payments in
Credit and re-raise for SLC
funded

4

5

6
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Working
Days

7

Days
8 – 14

Action

Reminder of amount
due by e-mail or post
to term address.

Responsibility

Finance

Comment/Action

Reminder 2
Payment reminder - student that
invoice is overdue and that
sanctions will be commenced if
payment is not made. Student
directed to SMA if he/she is facing
financial difficulties
Particular reference to
SLC/Sponsor funding notification
required.

3nd

After day 17

reminder/warning
letter send by e-mail or
post to term address.

Finance

After day 17

Copy of Notification to
nominated Faculty
staff.

Finance /
Faculty

After day 24

Library, Computer &
ID card disabled
Warning message
displayed on QLV4.

8

9

10

4th
reminder/withdrawal

Faculty to respond within same
time frame as that given to the
student.
Faculty informed.

Finance

11
After day 24

Reminder 3
Letter gives 7 days notice of
possible removal of access to
library and computer facilities.
Date given by which account
must be settled.

Finance

Student account flagged
DEBTSNCTION

Reminder 4
Letter informing student that ID,
library,computer access
withdrawn and giving 7 days
notice of possible withdrawal from
the University.
Copy to Faculty

12

Day 1 of next
liability period.

Where the first liability
period was paid, but
payment relating to the
next period has not
been paid

Finance

Follow steps 6 to 11 above.
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Appendix 3

Tuition Fee payment
dates

Term Courses

2012/13

Date

Fee

Date

Fee

Date

Fee

17th Sept 2012

33.3%

9th Jan 2013

33.3%

15th Apr 2013

33.4%

24th Sept 2012

33.3%

9th Jan 2013

33.3%

15th Apr 2013

33.4%

Placement
Out
24th Sept 2012
Undergraduates Home /EU

33.3%

9th Jan 2013

33.3%

15th Apr 2013

33.4%

Undergraduate
Associate
24th Sept 2012
Home/EU (Sept 2012 start)

33.3%

9th Jan 2013

33.3%

15th Apr 2013

33.4%

9th Jan 2013

50%

15th Apr 2013

50%

Full-time
Home /EU

Undergraduates

Part-time
Home /EU

Undergraduates

Undergraduate
Associate
Home/EU (Jan 2013 Start)
12 month courses Home/EU
Enrolment date
(Sept 2012 to Jun 2013)

33.3%

9th Jan 2013

33.3%

15th Apr 2013

33.4%

18 month courses Home/EU
Enrolment date
(Sept 2012 to Dec 2013)

33.3%

14th Mar 2013

33.3%

15th Aug 2013

33.4%

24 month courses Home/EU
Enrolment date
(Sept 2012 to Aug 2014)

33.3%

14th May 2013

33.3%

9th Jan 2014

33.4%

12 month courses Home/EU
Enrolment date
(Jan/Feb 2013 to Dec 2013)

33.3%

14th May 2013

33.3%

14th Sep 2013

33.4%

18 month courses Home/EU
Enrolment date
(Jan/Feb 2013 to Jun 2014)

33.3%

14th Jul 2013

33.3%

9th Jan 2014

33.4%

24 month courses Home/EU
Enrolment date
(Jan/Feb 2013 to Dec 2014)

33.3%

14th Sep 2013

33.3%

12th May
2014

33.4%

50%

5th Nov 2012

50%

14th Feb 2013

50%

28th Mar
2013

50%

Semester Courses
Sept 2012 - Dec 2012
Feb 2013 - Jun 2012

24th Sept 2012

NB Occasionally alternative payment dates are available for students setting up an instalment
arrangement by recurring card payment on-line. Log onto https://epayment.bucks.ac.uk/open/
to see what is available
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Appendix 4

Flags on Student Account for Tuition Fee debts
DEBTOR

Debtor refer to Finance - Student is a debtor – NO automatic
enrolment without first referring the matter and seeking
confirmation from Finance that enrolment can continue.

DEBTSNCTION

Student under Level 1 Sanctions - Student’s ID card, IT, Networks
and library. Academics and Faculty employees should also be
mindful of this status.

DEBTLEGAL

DO NOT re-enrol - Student is a debtor and has legal charges. The
account must be cleared in full, including all legal charges, for a
new enrolment to be considered.

Payment and debt procedures (Students charged Home and EU fees) from 1 Aug 2012

page 15 of 16

Buckinghamshire New University

Appendix 5

How to pay – instructions for students
Option 1 – On-line payment
The easiest and most secure method of paying your tuition fees on each of the agreed instalment dates
is by logging on to our on-line secure payment portal on our website to set up the instalment
arrangement.
Simply click on http://bucks.ac.uk/epayments/ . You will need to enter your Student Identification Number
and your date of birth. Simply choose tuition and enter the amount, you will then be prompted to enter
your debit or credit card details. You will be sent an email receipt for any payment made and confirmation
of the instalment arrangement.
A parent or sponsor can also pay direct to this account. The only information required will be your unique
student identification number and your date of birth.

Option 2 – Direct transfer to bank
You can transfer of funds direct to our bank account or set up a standing order with your bank to pay on
the instalment dates. Our bank details are below
Barclays Bank PLC
High Street, High Wycombe,
Bucks,
HP11 2BG,

Account No: 90344443
Sort Code: 20-40-71
Swift Code: BARCGB22
IBAN Number: GB93BARC20407190344443

Please quote your student ID as reference
You may be able to set up a standing order with your bank to make the payments on the agreed
instalment dates. It is your responsibility to ensure your bank pays the required amounts on the due
dates (any bank charges must be covered by the student).
The University may also accept other forms of payment. Cheques and cash can be paid in at the Student
Centre. Please note we are unable to accept euro-cheques.

Other Important Information
Sponsorship by a third party (other than a parent or guardian)
Students should be aware that if the fees are being funded by a sponsor, it is their responsibility to
ensure that they are paid. If a sponsor fails to pay the required fees at the scheduled time students
become liable and the University will ask for immediate payment of any shortfall
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