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University Policy on: Incidental Student Fees and Charges
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 outlines the principles and requirements which govern the charging of incidental student fees and charges to students at UWA.

The purpose of the policy is to ensure:

· compliance with relevant Commonwealth legislation;

· the adoption of a consistent approach across the University; and

· equity and fairness in the application of incidental student fees and charges.

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:
the University means The University of Western Australia

HESA means the Higher Education Support Act 2003 (Cth)

DET means the Department of Education and Training
Place your cursor immediately under the definitions heading to get the definitions style.
Policy statement:
1 Background

1.1 This policy and its application must be in adherence to:

· The Higher Education Support Act 2003
 (HESA);

· The Department of Education and Training (DET):  Administrative Information for Providers on Incidental Fees
;   and

· The University of Western Australia’s interpretations in relation to HESA (refer Section 7).
1.2 The University has discretion, within the provisions of HESA and DET's published guidelines, to determine its own policy, guiding principles, procedures and processes in relation to incidental fees and charges.

2 General principles

2.1 Commonwealth supported students and domestic fee-paying students generally must be able to complete the requirements of their course of study (this includes units whether compulsory or elective) without the imposition of fees that are additional to student contribution amounts or tuition fees except in the following circumstances:

· for a good or service that is not essential to the course of study; or

· for alternative forms of access to a good or service that is an essential component of the course of study, but is otherwise made readily available at no additional charge by the University; or

· the fee is a fine or penalty, provided it is imposed principally as a disincentive and not in order to raise revenue or cover administrative costs; or

· for a service imposed and charged by a third party (for example: first aid certificates, criminal record checks or immunisation costs); or

· for an essential good or service that the student has the choice of acquiring from a supplier other than the University and is for:
(a) equipment or items that become the physical property of the student and that are not consumed during the course of study and have some value in use after graduation; or

(b) food and accommodation costs associated with the provision of field trips in Western Australia that are outside the metropolitan area that form part of the study; or

(c) food, travel and accommodation costs associated with the provision of field trips that are within the metropolitan area, interstate or overseas; or

(d) food, travel and accommodation costs associated with study abroad. 

2.2 In making their assessment as to whether or not an incidental charge should be incurred by students, and if so at what level, the Head of School, and the relevant School Reference Group must take into consideration the following principles:

2.2.1 The key principle to be applied is that Commonwealth supported students and domestic fee-paying students must be able to complete their chosen award without facing course-related charges imposed by the University, within the context of HESA.
2.2.2 Schools must not discriminate between overseas fee-paying and domestic students at the point of imposing an incidental charge and as a result:
(a) an overseas fee-paying student must not be charged an incidental fee that this policy does not allow to be charged to a domestic student; and

(b) the course fee charged to an overseas fee-paying student must be calculated to be sufficient so as to avoid any discrimination.

2.2.3 Schools must consider the relationship between the service provided, the proposed charge, and the ability of the school to offer high-quality learning experiences.
2.2.4 Schools must consider the capacity of the average student to pay when considering the level of charges to be levied and to attempt to minimise all charges as a matter of policy.
2.2.5 Schools must consider the possible equity/access aspects of charging for what had been a free service - for example by the effective exclusion (due to the student's financial circumstances) of some students from the unit or from the service for which a charge is imposed.

2.2.6 Students must not be penalised if they elect not to purchase an item for which a charge is made, but tries to assemble the material or information in other ways.

2.2.7 Any item for which an allowable incidental charge is made under this policy must pass the test of facilitating superior teaching and learning practice.

2.2.8 Students must be provided with information about alternative free sources, where these are required under section 2.1.

2.3 Schools must make clear to all students (Commonwealth supported and fee-paying) prior to enrolment, through Handbooks etc. if incidental fees are likely to be incurred if they elect to enrol in a particular unit, and provide the details of specific incidental fees and charges to enrolled students by inclusion in unit outlines.

2.4 The Head of School must monitor overall practice within their school to ensure that the cumulative effect on students is equitable and reasonable.

2.5 Some goods or services may remain, until such time as the University specifies otherwise, at no charge to students, even though a charge is allowable under HESA.  
3 Requirements for levying a fee or charge 

3.1 Schools must not make a charge for a good or service which is in excess of the actual cost of the good or service.

3.2 Schools must not require students to pay general unspecified fees or charges.

3.3 Goods or services for which a charge is levied may, if necessary, contain a component for which a charge or fee is not allowed on condition that the non-chargeable component is included at no cost to the student.
3.4 Each School must utilise a relevant reference group or committee which includes student representatives to review proposed charges and recommend approval/disapproval to the Head of School in accordance with HESA and this policy. 

3.5 The relevant Head of School must approve any incidental fee or charge prior to its implementation in accordance with this policy, after considering the recommendation of the relevant reference group or committee. referred to in 3.4.
PROCEDURES
4 Bonds and Deposits

4.1 The University must not require or accept bonds and deposits related to the payment of tuition fees (whether refundable or not), as such bonds and deposits are not allowed under HESA on the basis that HELP ensures that there are no financial barriers for entry to higher education for those students unable to pay upfront for the cost of their tuition.

5 Willingness of students to accept a charge

5.1 Schools must not negotiate with a student(s) in relation to charges which would otherwise not be allowable, as a student’s willingness to accept a charge has no relevance to whether or not a charge is allowable.

6 Student Complaints

6.1 A student, or group of students, who considers that they have been charged a fee contrary to the Higher Education Support Act, this policy, or any principle that must be taken into account, may register a complaint as follows:

· first, with the Head of Discipline, in either a formal or informal manner;

· second, if not satisfied with the resolution by the Head of Discipline/Department, formally in writing, with documentary evidence, with the Head of School and

· third, if not satisfactorily resolved at that level, formally in writing with at least the same documentary evidence to the Pro Vice-Chancellor (Academic). 
6.2
By delegation of the Vice-Chancellor, the decision of the Pro Vice-Chancellor (Education) is final. 
6.2 A student may elect to have the Guild represent them, and/or may be accompanied to any meeting by a person provided by the Guild. 

6.3 A Head of School or the Pro Vice-Chancellor (Academic)  may elect to consider the complaint entirely on the basis of the documentation or may elect also to meet with the student

7 Related Information

7.1 The following documents may assist in determining whether a fee or charge can be levied for goods or services:

(a) Proposed Incidental Student Fees and Charges: University Interpretations 


(b) Incidental Student Fees and Charges Flow Chart 


(c) Examples of Incidental Fees that Align with the University Policy



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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