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SCHOOL FEE COLLECTION POLICY 
 
INTRODUCTION 
Mosman Prep is an independent primary school for boys. As a non-government independent School and Not for 
Profit entity, the government recurrent funding received amounts to a small proportion of the School’s total 
revenue. As such, the School relies on the commitment made by parents and guardians to support the school 
financially by paying the fees invoiced as they are due and in the interests of fairness and equity ensuring this 
responsibility is equally shared. This Policy has been written with the School’s Purpose, Vision and Mission in 
mind. 
PURPOSE AND OBJECTIVES 
This Policy and Procedures outlines how the School manages the recovery of all debts due to the School.  
SCOPE 
This policy applies to the parents and guardians accepting an offer of enrolment to the School, the members of 
the School Council, the Headmaster, Business Manager and the School’s finance team. 
 
ROLES AND RESPONSIBILITIES 
All Parents and Guardians upon accepting a place for their son at Mosman Prep, must agree to the School’s 
Conditions of Enrolment which includes the payment of fees and charges as they are due. 
The School Council will set tuition fees and charges as part of the budget approval process and approve the 
write off of any bad debts. The Business Manager provides to Council a top line report on the balance sheet 
which includes debtors.  
 
The Headmaster is authorised to request the withdrawal or terminate a student’s enrolment due to non-
payment of fees.  
 
The Business Manager and the School’s finance team maintain oversight of debtors. Throughout the collection 
stages the Treasurer may be consulted by the Business Manager to provide assistance with the procedural 
application of this Policy. 
 
POLICY 
 
Financial Conditions for Enrolment 
1. Conditions of Enrolment are signed by both Parents/Guardians as part of the enrolment process of all 

students. 
2. The Conditions of Enrolment and the outcome of any credit review the School may undertake form the 

contractual obligation between the School and parents/guardians regarding fees, including 
Parents’/Guardians acknowledgement that each Parent/Guardian is joint and severally responsible for the 
school fees. 

3. This policy forms part of the obligations required in the Conditions of Enrolment. 
 
Tuition Fees and Charges 
1. Tuition fees, charges and adhoc fee accounts (herein known as Fees) include but are not limited to the 

cost of school fees, excursions, camps and performances, equipment associated with education programs, 
classroom materials including IT equipment and textbooks, transport to and from the School’s outdoor 
recreation site and sporting venues, the provision of sporting and other equipment, canteen lunches and 
after school care and enrichment services provided. 

2. Fees are approved by the School Board on an annual basis, usually each November for the following 
school year. 

3. Fees for the following school year are detailed on the Fee Schedule which is updated on the School 
website before the School year commences. 
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4. Except with the Headmaster’s approval, no remission of Fees will be made if the student is absent due to

illness, leave, or suspension.
5. Fees are set by the Business Manager in consultation with the Headmaster and the Board.

Change in the relationship between Parent’s/Guardian(s) 
1. If a Parent or Guardian requests a change in the payer of the fees (in full or in part), written approval of

this change, as well as acknowledgement of this fees policy, must be received from the other
Parent/Guardian before any change is made to the billing system.

2. All information provided relating to the above change will be treated in the strictest confidence.
3. Even when there have been agreed changes to the billing arrangement, the school reserves the right to

contact the other Parent/Guardian about the fee account.
4. Joint and several liability of both Parents/Guardians will continue to apply despite any change in

relationship.

Issuing Fee Accounts 
1. Annual Tuition Fees are billed in four equal instalments prior to the commencement of each term.
2. Other fees and charges are included on each of the termly Fee Accounts when appropriate and are

payable under the same conditions as the tuition fees.
3. A voluntary tax-deductible Building Fund and Library Fund donation is shown on each Fee Account issued.
4. A voluntary contribution to the School’s Compassion Fund (not tax-deductible) is shown on each Fee

Account issued.
5. Ad-hoc Fee Accounts may be issued outside the normal billing cycle for any other Fees charged throughout

the Term.

Payment of Fees 
1. Fee Accounts are due and payable on the first day of each term as detailed in the Fee Schedule provided

on the School website.
2. The School offers the following payment options:

o Direct Debit
o BPAY
o Credit card
o EFTPOS
o Cash / Cheque
o Edstart
o Any other School approved payment facility

3. A surcharge applies on all payments made by credit card.
4. Fees not paid by the due date may incur a late fee and interest charges.
5. The School may withhold the release of a student’s report if fees remain outstanding.
6. Outstanding fee accounts may affect the ability of a student to attend any voluntary camps the School may

offer. School fee debt will take precedence over attendance at voluntary camps. In this instance, the
decision for a student to attend a voluntary camp will remain at the discretion of the Headmaster.

Withdrawal of Students 
1. At least one full term’s written notice must be given to the Headmaster, if a student is to be withdrawn

from the School.
2. If this notice is not given, one full term’s fees and any other outstanding charges will be payable.

The School may vary this policy from time to time with approval of the School Council and will publish the 
updates on the School website. 
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