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University Policy on: Non-Award Course Fees for Domestic Students
Overtype “Policy Name” with the name of the policy.  This must convey specifically, accurately and succinctly what the policy addresses eg Award of Honours, Study Leave. 

Purpose of the policy and summary of issues it addresses:
This policy sets out the principles applying to the setting and levying of tuition fees applicable to domestic students enrolled in an undergraduate or postgraduate non-award course at UWA.

This policy does not apply to University Extension students, students studying an award course at a higher education provider listed in Table A of the Higher Education Support Act 2003 and enrolled at UWA on a cross-institutional basis, or non-award courses operated by the Graduate Research School.
This must be in Normal, Policy style. 

Provide a brief summary of the reasons for the policy and issues it addresses.  This section is designed to stand alone.  The aim is to provide the reader with enough information to make a decision about whether or not this is the policy they are looking for.  It must not be longer than 200 words.  

Example 1

This policy defines the nature and purpose of study leave provisions for academic staff and sets out eligibility criteria and other conditions that apply. 

Example 2

This policy seeks to rationalise the award of honours across the University by addressing such issues as: entry standards, course content and structure, supervision, assessment, examination, grades, classifications, benchmarking and the maintenance and provision of documentation relating to these matters.  It is based on resolutions of the Academic Board flowing from the 1999 report of the Honours Working Party.
Definitions:

Place your cursor immediately under the definitions heading to get the definitions style.
Policy statement:
1 General Principles

1.1 Non-award course enrolment may include:

· Students enrolled in a unit or units at UWA for credit to a degree course at a higher education provider not listed in Table A of the Higher Education Support Act 2003;

· Students enrolled in a Bridging Course for Overseas Trained Professionals;

· Domestic Study Abroad students: that is, Australian citizens or permanent residents or New Zealand citizens who are studying for an award at an overseas university, but are enrolled at UWA for credit towards their award from the overseas university;

· UWA students who are enrolled in a non-award course to receive an academic record for a programme of study which supports their current or next award enrolment at UWA.

1.2 Students must be charged a fee for participating in a programme of study on a non-award basis.

1.3 Except for those enrolling in a Bridging Course for Overseas Trained Professionals who are eligible to defer payment, non-award course students are not eligible for HECS-HELP or FEE-HELP, and must pay their fees upfront.

1.4 A student who enrols in a Bridging Course for Overseas Professionals in any year, withdraws before completing a unit in that year, and re-enrols in the course in a subsequent year is liable for the initial fee applying to new course entrants in that year.

2 Determination of Fees 

2.1 The fee charged must be greater than or equal to the highest student contribution amount being charged for that unit under the Higher Education Support Act 2003.

2.2 Except for Bridging Courses for Overseas Trained Professionals and Study Abroad enrolments, fees are equivalent to the undiscounted HECS-HELP rate on the basis that one EFTSL equals 48 points. 

2.3 Fees are levied for each semester/trimester and are based on the points value of each unit for which the student enrols in that semester trimester. 

2.4 Schools must set an initial fee for each Bridging Course for Overseas Trained Professionals.

2.5 Fees for full-time domestic Study Abroad students are equivalent to the rate charged to International Study Abroad students undertaking the same programme of study.

2.6 Fees for part-time domestic Study Abroad students are levied on a proportional basis according to the points value of each unit in which the student enrols.

3 Changes to Non-Award Course Fees

3.1 Heads of Schools must review the initial fees to apply to students in non-award courses each year and may submit a recommendation to increase or decrease them to the Deputy Vice-Chancellor (Education).

3.2 Increases or decreases to an initial fee referred to in Clause 2.1 must not exceed ten per cent except in exceptional cases approved by the Deputy Vice-Chancellor (Education) after considering a case submitted by the Head of School(s).

3.3 Unless the Deputy Vice-Chancellor (Education) approves otherwise, ongoing fees are normally adjusted each year in line with Consumer Price Index (CPI) movements.
Policy or Procedure?

Policies are statements of the principles1 which govern decision-making.

Procedures are the functional steps used to implement policies.

1 Principles in this context are to be understood as being both broad and detailed.

The policy statement makes clear the intent of the policy.  It must be written in clear, precise and direct language.  Short sentences are preferable.  Any specialist words or acronyms must be defined at the beginning of the statement.  (A guide to writing styles will be available soon.)

If the policy includes procedural elements you will need to identify these as Procedures by including this word above the relevant text.  The procedures style from the styles drop-down list must be applied to the whole of the procedures text, including the word Procedures.  Note: Administrative procedures can be approved by the relevant Director.
Related forms: (Link)

Provide links to any forms associated with the policy (eg Approved Leave form) and/or to information on on-line submission. 

Note: Forms are a means through which policy is processed, not made.  Forms must reflect policy and must not be used to create policy.
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Make an enquiry to Archives and Records.
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Switch off the instructions by clicking the hide/show button on your toolbar.

Check the content of the document for clarity and accuracy. 

Submit the document to the relevant position or body for approval.

When the document is approved -
if the policy does not already have a University Policy number, apply for one by completing the form at http://intranet.uwa.edu.au/archives/new_university_policy_number (Control and click to follow the link.)
include the University Policy number in the relevant table box in the template; and
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Save the document in Filtered HTML format to a convenient location on your network drive (Go to File – Save As and select Web Page, Filtered from the drop-down list under the filename box.)

Apply the style-checker as follows:

Go to the following URL http://www.admin.uwa.edu.au/policytidy (Control and click to follow the link.)

Browse to find the policy document you have saved in Filtered HTML.

Hit “Submit” to bring up the preview of the converted document.
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Once the document is correct, click on “Download Document” to download the document to the preferred folder on your network drive.

Appropriate Director emails (rorett@admin.uwa.edu.au) the policy to University Records for storing in TRIM and publishing on the University Policies website.
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