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2.3 If school fees remain unpaid after 2.2 above, and no attempt has been made by parents/carers
to settle the outstanding account or make contact with the school 7 days after the date of the
letter, a third letter should be sent, under the Principal’s or Designated Person’s signature,
informing parents/carers that the matter has been referred to the Senior Finance Manager at
the Catholic Schools Office.

A sample letter for this step is included as Appendix 4 to these procedures.

2.4 Schools must advise the Senior Finance Manager if payment has not been made after 7 days of
the third letter being sent, as per 2.3 above.

Advice to the Senior Finance Manager should include details of all steps taken to recover the
outstanding fees.

The Senior Finance Manager will issue a letter to parents/carers on behalf of the Director of
Schools seeking payment of the outstanding account and notifying that the Catholic Schools
Office may appoint a debt collection agency to pursue the matter if no response is received.

2.5 In circumstances where a debt collection agency is engaged to recover unpaid school fees the
Catholic Schools Office will:

e Advise the Director of Schools and the School Principal or Designated Person

e Ensure the process and procedures for collection of the fees as outlined in this policy has
been followed

¢ Confirm that the school has attempted to make phone contact with the parents/carers
e Consult with the parish priest if necessary or appropriate

3. FEE MANAGEMENT OFFICER

The Diocese of Maitland-Newcastle has a dedicated Fee Management Officer to assist all
parents/carers with their school fee responsibilities. The Fee Management Officer will liaise with
parents/carers in a compassionate, confidential manner to ensure support is available to fulfil fee
obligations.

4. FEE CLEARANCE
Finalisation of school fee payments to Diocesan schools is a condition of enrolment in any other school
within the Maitland-Newcastle Diocese.

To this end, School Principals should seek, and be provided with, a fee clearance prior to finalising a
student’s enrolment, if they have previously attended another school in the Diocese. The fee
clearance request should be made directly from school to school.

Parents/carers of students progressing from infants to primary schools or primary schools to secondary
schools within the Diocese should be informed well in advance of enrolment finalisation if there is a
pending matter of non-payment of school fees that could negatively impact on the enrolment
proceeding.
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APPENDIX 2: LETTER TO PARENTS/CARERS IF FEES UNPAID AFTER 25 DAYS

(to be printed on school letterhead and sent under Principal signature and printed)

(insert date)
Name

Address
Address

RE: School Fees Account

Our records show that school feesfor .......................... (insert name/s of children) have not been paid
in accordance with the School Fees Payment Frequency Form that you signed (please see attached).
(Schools please ensure you attach a copy of their signed form so they see what information we are
relying on to chase the overdue payment).

Under this payment Frequency the amount required to bring the account back inside Terms is
$

We would appreciate a call back regarding this matter and either our Finance Officer (insert Finance
Officer’s Name) or myself look forward to taking your call.

Assuring you of our best intentions at all times.

Yours sincerely

(insert name of Principal/Designated Person)

Inc. School Fees Statement
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APPENDIX 3: LETTER TO PARENTS/CARERS IF FEES UNPAID AFTER FIRST LETTER

(to be printed on school letterhead and sent under Principal signature and printed)

(insert date)

Name
Address
Address

RE: School Fees Account

| refer to our earlier correspondence dated (insert date of first letter) regarding missed payments to the
account in accordance with the School Fees Payment Frequency Form(copy attached).

| do require a call back from yourself(ves) to establish the reason that the payments are no longer
being made in accordance with your elected repayment plan.

Please attend to this by return as school fees are a fee for service.

If your circumstances have changed and you are experi.2 r][TJET§0.000002532i(n)-3(ged)-32 EMI3( a)-
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APPENDIX 4: LETTER TO PARENTS/CARERS IF FEES UNPAID AFTER SECOND LETTER

(to be printed on school letterhead and sent under Principal signature and printed)

(insert date)

Name
Address
Address

RE: School Fees Account

We regret to note that both of our attempts to reach out to you in a purposeful manner have not been
successful.

The school accepts its obligation to support families with limited financial resources who desire a
Catholic education for their children and is able to negotiate suitable fee arrangements with these
families. However, when such situations arise, it is the responsibility of parents/carers to contact the
school to request a meeting to discuss the required arrangements.

As you have not paid the outstanding school fees nor made a suitable arrangement with the school, |
have been left with no option but to refer this matter to the Senior Finance Manager at the Catholic

Schools Office for further action.

Regrettably, this can sometimes lead to Legal Recovery Proceedings being raised against you and
further costs being added to your account.

We trust that this will not be necessary and urge you to contact us by close of school tomorrow.

No further notice or reference will be given.

Yours sincerely

(insert name of Principal/Designated Person)
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