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Definitions

Additional fees are fees which are charged for additional materials, tools or services required by (and compulsory for) students enrolled on some programmes.  In some cases a student enrolled on such a programme may already have these additional required tools etc and will not be required to pay for them again.  
Tuition fees are teaching related  fees eg course fee

Non-tuition fees are non teaching related fee eg tools for a carpentry course
Credit notes are amounts to be credited to the student - debt is cancelled
Written off is when a bad debt is not pursued, however in such cases the debt must still be paid before a student may re-enrol at the Institute.
Documents and Forms

n/a


1
INTRODUCTION

1.1
This policy aims to provide for fair and equitable treatment of all students with regard to the payment of fees, and forms part of the Institute procedures for enrolment of students, along with the policies on cancellations, withdrawals and transfers, admission and enrolment and Statute 11 Academic Regulations.

1.2
This policy relates to semester length or longer courses.  The Academic Registry will work alongside the Centre for Business Development and departments in developing procedures for shorter courses.

1.3
This policy relates to the payment of fees (including tuition and non tuition fees) by:

· New Zealand citizens and permanent residents

· International Students

· Companies

1.4
This policy does not relate to the payment of fees for:

· Secondary-Tertiary Alignment Resource (STAR) programmes and courses 
· Training Opportunities (TOPs) programmes
· Youth Training programmes
· Tertiary Education Commission (TEC) funded students
· Industry Training Organisation (ITO) funded courses and programmes
· Staff members of Manukau Institute of Technology - (permanent and limited tenure, full-time and pro rata) whose fees are paid or waived by the Institute in accordance with Policy 009 Payment of Study Fees for Staff
2
POLICY

2.1
Payment of fees
2.1.1
Fees should be paid in full or arrangements made for payment by the start of the course.   International students will be charged a late enrolment/late payment fee of $100.00.
2.1.2
For distance learning and flexible learning programmes/courses students will be liable for payment of fees once they have commenced communication with the lecturer eg. email, phone call, Emit access.  In all other cases students will be liable for payment of fees once they have started attending classes at Manukau Institute of Technology.

2.1.3
To be eligible for government subsidy towards tuition fees a student must provide documentation to the Institute verifying New Zealand citizenship or permanent residency in the same academic year that the student enrols.   Until New Zealand citizenship or permanent residency documentation is provided a student will be liable to pay the full fees owing, which is more than the current New Zealand student fee.

2.1.4
The student will be liable for all unpaid tuition fees/non tuition fees (including additional fees where relevant) plus all external costs of collection from appointed agencies.    An additional fee is not compulsory for all students enrolled on a programme and therefore cannot be paid direct to MIT by a student loan.    However, once allocated to a student the fee is compulsory for that student and must be paid.
2.1.5
For semester length or longer courses, attendance registers for students must be produced by departments and completed by lecturers for the first fifteen working days from the commencement of the course, irrespective of whether a course is full-time or part-time.  Departments must have a system that ensures that non attendees are deleted from the student management system in a timely manner.

2.1.6
Registers are to be returned by the lecturer to the departmental office for actioning within twenty working days from the commencement of the course.  During this period the department concerned will delete off the student management system any students who have not paid any fees and not attended for the qualifying period as determined by Policy 022 Cancellations, Withdrawals and Transfers and Policy 057 Cancellations, Withdrawals and Transfers for International Students. 
2.1.7
Students with unpaid fees may be eligible to sit an examination but will not obtain their results until they have paid their fees in full for that course.

2.1.8
No student with unpaid fees will be accepted on further Manukau Institute of Technology courses or be allowed to graduate with any award until either the debt is paid in full, or a student with unpaid fees has made, and is fully adhering to, an arrangement made with authorisation from the Academic Registrar to pay that debt by instalments.
2.1.9
Debts $100.00 and over will be referred to a debt collection agency.

2.1.10
The minimum amount to be approved for a debt collection agency to continue with legal proceedings is $1,000.00.
2.1.11
Any field visits recommended by a debt collection agency for Manukau Institute of Technology’s debtors will only be approved by the Academic Registrar if the debt is $500.00 or over.

2.1.12
Departments will be liable for any charges incurred from a debt collection agency if they decide, for reasons of departmental error, to retract a student debt after it has been referred and actioned.

2.2
Companies Paying Student’s Fees

2.2.1
If a student’s fees are being paid by a company, a request for a company invoice must be accompanied by a company order number, postal address and the name of the contact person on company letterhead.

2.2.2
A credit check is to be made by the cashiers on all new companies with fees owing of $5,000.00 and over.
2.2.3
A company invoice must be generated before the commencement of the course.
2.2.4
Payment is due by the twentieth of the following month from the invoice date.  If payment has not been made by the end of that month, a copy of the invoice will be generated and sent together with a first reminder letter to request the payment of fees owing.

2.2.5
If payment has still not been made by the end of the next month a second reminder letter will be sent advising that the company has ten working days to pay the debt or they will be referred to a debt collection agency.

2.2.6
The Executive Director Corporate Services must authorise any company debt to be referred to a debt collection agency.

2.3
Instalments
2.3.1
By agreement with the Academic Registrar, payment can be made by instalments in exceptional circumstances where the fees exceed $250.00.  Where students are eligible for a loan, payment by instalment will not normally be approved.   The Academic Registrar may override this if deemed to be appropriate.

2.3.2
In general, International students must pay all fees before the course commences.    Under exceptional circumstances international students may pay the tuition fee for one year in two instalments of 60% and 40%.   Only students who have studied at MIT for at least one year, have a good financial history, good academic results and are supported by the Head of Department/Dean will be considered for instalments.  If students do not enrol for the second semester, they will still be liable for any outstanding payments.
2.3.3
Instalment payments must be completed within the duration of the course.

2.3.4
The instalment agreement must note that the student will be liable for all unpaid tuition fees/non tuition fees plus all external costs of collection from appointed agencies.  The agreement must be signed by the student with the original being held on file by Academic Registry.

2.3.5
Each arrangement for a student to pay by instalment will incur an administration fee of $50.00.  

2.4
Any payments made by a student/customer should receive an official Manukau Institute of Technology receipt.


2.5
Grandparenting Scheme (International Students Only)



2.5.1
Subject to annual approval by Council, MIT may elect to have a grandparenting scheme for international students.     Where a student is enrolled on a multi-year programme, the international fee for one year of full time study that is advised in the offer of place will remain current for the total period of study of the programme the student is enrolled in.



2.5.2
If the programme’s fee reduces, the student will be entitled to the lower fee when they re-enrol.



2.5.3
If a student does not enrol for a year and does not have a compassionate reason for doing so, the student will pay the returning year’s fee if they return to study.

3
PROCEDURES

3.1
Fees may be paid by:

· cash, cheque, EFTPOS, MasterCard or Visa
· bank draft

· electronic transfer

· company invoice

· direct credit

· student loan

· training incentive allowance

· by agreement with the Academic Registrar, payment by instalments in exceptional circumstances (ref 2.3)
· scholarships

3.2
Outstanding Fees

If the course has started and the fees have not been paid in full or arrangements made for payment eg student loan, the Institute will take the following steps to obtain the required payment:

3.2.1
Any student remaining on the unpaid fee report after twenty working days from the commencement of the course is invoiced by the Academic Registry and a first reminder letter sent requesting payment within ten working days after consultation with the department.  This includes all unpaid non tuition fees, NZQA hook on fees, unit fees and examination fees.

3.2.2 If no payment has been made within ten working days after the first reminder letter, the debt is referred to the department for confirmation of details and/or authorisation to refer to a debt collection agency.

3.2.3 Once debt collection referral is signed by the Head of Department/Dean and returned to the Academic Registry, the student’s past attendance is confirmed and a final letter is sent to the student advising that the debt is going to be referred to the debt collector.  At this point attempts will be made by Academic Registry to contact the student by telephone to discuss the situation.
3.2.4
After 5 working days, if the student has still not contacted the Academic Registry, the debt is referred to the debt collection agency and the student is flagged on the student management system as a bad debtor.
3.2.5
Any outstanding student’s fees that total $10.00 or less per semester are credit noted by the Academic Registry and the department advised when actioned.  The student is able to be accepted for further study at Manukau Institute of Technology.

3.2.6
Any outstanding student’s fees that total less than $100.00, but over $10.00 per semester are written off by the Academic Registry and the student flagged as unpaid.  The Academic Registry advises the department when actioned.  The student is not able to be accepted for any further study at Manukau Institute of Technology unless the debt is paid in full.

3.2.7
Unpaid fees for other organisations (generally this will be NZQA and NZIM) which Manukau Institute of Technology has paid on the student’s behalf are treated as a bad debt.
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