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	Policy statement 

	This document sets out the method of determining the fees for each category of course/student, and the schedule of fees. This policy applies to the publicly funded courses only and not to the full cost provision starting in 2011.  It also incorporates the policy on refunds, discounts and waivers. The document is divided into 2 parts. Part A concerns Undergraduate, Postgraduate and full-time Further Education.  Part B concerns part-time courses run by the Further and Community Education Department.  Annexe 1 contains the schedule of Tuition Fees for all courses.  Annexe 2 contains the schedule of discounts.

The College will normally publish the fees on the website and in new publications by the end of April preceding the start of the Academic year.  However, the College reserves the right to vary the fees without notice at any time up to the commencement of a course.



	Background/vision (if applicable)

	

	Policy

	PART A.  Undergraduate, Postgraduate and Further Education
1. DETERMINATION OF TUITION FEES - UNDERGRADUATE FULL TIME 

Home and EU students The amount charged is for the College to determine, up to the maximum permitted by the DBIS, and subject to the College having in place an approved Access Agreement with the Office for Fair Access. The College policy, for all relevant courses, is to charge the maximum permitted. 
International students The tuition fees charged to new International students are determined by the full cost of the provision, the rate of funding available for an equivalent Home student, market intelligence and the recruitment levels.  The policy for returning International students is to charge them the same tuition fee for each year of the course. (i.e. they will not be subject to annual increase  whilst remaining on the same course.).  In cases of doubt about a student’s fee status, the determination of whether a student will be charged the International rate or the Home/EU rate will be based upon the same criteria as that which determines eligibility for Student Support. i.e The most recent Student Support Regulations for Higher Education Students, and the YPLA/SFA Funding Eligibility Guidance, which are in force at the time. 

Island students This includes students who are residents of the Isle of Man and the Channel Islands. Tuition fee rates for these students are agreed between Universities UK and the Islands’ authorities and published, normally in May each year, by Universities UK.  The Island authorities will not pay fees in excess of these rates, hence any higher fee could result in institutions not enrolling any Island students and all UUK members are invited to abide by the agreed fee levels.  Although the College is not member of UUK, current policy is to charge the UUK rate.  

Special category – Students with a previous Equivalent Level Qualification.  HEFCE has withdrawn the funding for students studying for a second equivalent, or lower, Higher Education qualification (known as “ELQ” students),  in order that funds can be prioritised for those studying on their first Higher Education qualification. We no longer receive HEFCE funding for ELQ students, with the exception of those who are in receipt of the Disabled Student Allowance, and those who are undertaking a Foundation Degree.   Leeds College of Music will charge the full course costs to any such students.  This will be equivalent to the International tuition fee. The International discounts will also apply.  Applicants in this position are advised to clarify their fee status with the Student Fees and Funding Manager before accepting a place at LCM.

2. DETERMINATION OF TUITION FEES - UNDERGRADUATE PART-TIME (Foundation Degrees only)

Home and EU students. The College may determine its own tuition fee for part time Higher Education. The basis for setting the fee for part-time students is currently on a pro-rata basis to the full time.  The College offers the opportunity for students on the Foundation degrees to study part time.  The students study at the rate of 50% of full time, taking 4 years to complete the course instead of 2.  Therefore the tuition fee is 50% of the full time variable fee, per academic year.
International students are not normally able to study part-time due to Immigration /visa requirements.
Island students. This will be calculated on a pro-rata basis to the full time Island fee (normally 50%)
3. DETERMINATION OF TUITION FEES- POSTGRADUATE

All students. The tuition fees for all Postgraduate students are determined by the cost of the provision, the funding available to the College, recruitment levels and market intelligence. 
4. DETERMINATION OF TUITION FEES - FURTHER EDUCATION - FULL TIME

Home and EU students The YPLA and SFA  publishes annually, its Funding Guidance for Further Education. This prescribes the funding eligibility criteria, the funding methodology, and the method of calculating the assumed fee income for those students aged 19+ who are liable to pay tuition fees. In its guidance, the SFA  emphasises that Colleges should maintain their income from fee paying students to 50% of the basic funding rate in 2011, and the funding available for these students will be reduced accordingly. This is known as the fee assumption.  . Returning students starting the second year of a 2 year course will be charged the same fee as the first year plus an inflationary uplift ,  to enable them to budget and to lessen the chances of them withdrawing early.  Those who are liable to pay tuition fees are those who are aged 19+, who already have an equivalent level qualification and who are not in receipt of work related benefits. The full list of remission categories is listed below.

International students The tuition fees charged to new International students are determined by the full cost of the provision, the rate of funding available for an equivalent Home student, market intelligence and the recruitment levels.  The policy for returning International students is to charge them the same tuition fee for each year of the course. (i.e. they will not be subject to annual increase  whilst remaining on the same course.).  In cases of doubt about a student’s fee status, the determination of whether a student will be charged the International rate or the Home/EU rate will be based upon the same criteria as that which determines eligibility for FE funding. i.e The most recent SFA Funding Eligibility Guidance, which is in force at the time. 

Island students The tuition fees are the same as for Home students.
5. WAIVERS/REMISSIONS

Undergraduate and Postgraduate courses.  No tuition fee waivers are available

Further Education (including part-time courses operated by the FACE department, which are funded by the SFA).   The SFA prescribes the categories of learners who are entitled to fee remission, and for whom the College will receive funding for.  Some categories of fee remission have been removed for 2011- this applies to new students only. The fee remission categories for new students are as follows:

· Learners aged 16 to 18 on 1 September in the year in which they enrol including Asylum seekers

· Unemployed learners who are in receipt of income based Job Seekers Allowance

· Unemployed learners (and partners where the claim is joint)  in receipt of contribution based Jobseekers Allowance or Employment Support Allowance in the Work Related Activity Group.  
· The unwaged dependants of those listed above.  (As defined by            DWP)

· Asylum Seekers and their dependants, who are in receipt of assistance under the terms of the Immigration and Asylum Act 1999

· Learners studying their first full level 3 qualification, who are aged 19 to 24 

· Learners studying their first full level 2 qualification, of any age.
Learners are required to provide acceptable proof prior to a waiver being approved.

A learner may also claim partial fee remission, should they become eligible under one of the above categories, during the Academic year.

The College is entitled to offer additional fee waivers, but does not do so except in the case of those enrolled on the Introductory Certificate. The Introductory Certificate is a level one course lasting for one term, and students progress directly to the First Diploma on passing this.  The First Diploma is a Level 2 course, lasting two terms. Students on the Level 1 course aged 19 and over, who meet the criteria for the Level 2 fee remission, will therefore not be charged tuition fees for this course.  The justification for this is that this would present a significant barrier to those wishing to undertake their first level 2 qualification and would be against the spirit of widening participation.  This remission will only apply to a very small number of students

6. DISCOUNTS
Discounts for Postgraduate and International students are proposed from time to time to reflect market conditions and these are reviewed and agreed annually by the Senior Management.  With the exception of ELQ students who pay full course costs equivalent to the International tuition fee for undergraduate courses, no discounts are given for Home undergraduate, or Further Education courses.

A discount scheme for 2011 entry is listed in Annexe 2

7. REFUNDS AND EARLY WITHDRAWAL
If a student withdraws before completion of a course, a Tuition fee refund application must be submitted before the end of the financial year to which it relates.  Where a student has overpaid, the refund will be calculated on the following basis, for each type of course/student:

Undergraduate Home and EU – “Current system” students 

If a student withdraws before 1st December, no tuition fee is payable.  If the student has requested a Tuition Fee Loan, the SLC will be informed and the loan request is cancelled.  If the student has paid part, or the entire fee, they may apply for a full refund.  This is because these students are required to be in attendance on December 1st in order for the fee loan to be activated.  Fee Loans are not available to any student who withdraws before the 1st December census date.  For the sake of fairness this census date also applies to those who have chosen not to take out a tuition fee loan.  If a student withdraws after 1st December, a revised fee calculated on the basis described below, will be charged.  If the student has taken a fee loan, the SLC will be informed and the loan amount is adjusted accordingly.  If the student, or a third party has paid the fee, a refund may be given or their payment schedule adjusted, as appropriate.

Postgraduate, Further Education, all International, part-time HE, and Island students.

For students withdrawing at any time after the date of enrolment, tuition fees will be charged on the basis described below.

Calculation of refunds for full time courses.

Undergraduate and Further Education – All categories. Refunds will be made according to the number of weeks enrolled up to the date of withdrawal, including any part weeks.  This will be based upon a 30 week academic year. The fee charged will be a percentage of the full fee applicable to the student concerned. (See table below) An additional £25 administration charge will be added.

Week of withdrawal according to academic calendar inc

Percentage of applicable fee to be paid.

Week 1 to 4

10%

Week 5 to 10

33%

Week 11 to 20

67%

Week 21 to 30

100%

Postgraduate. Refunds will be made according to the number of weeks enrolled up to the date of withdrawal, including any part weeks.  This will be based upon a 45 week academic year. The fee charged will be a percentage of the full fee applicable to the student concerned. See table below) An additional £25 administration charge will be added.

Week of withdrawal according to academic calendar inc

Percentage of applicable fee to be paid

Week 1 to7

15%
Week 8 to 15

33%
Week 16 to 23

45%
Week 24 to 30

66%
Week 31 to 38

90%
Week 39 to 45

100%
Refunds where there is an outstanding debt – All students

Where a student withdraws early and is entitled to a refund of tuition fees, the College may deduct the cost of any other outstanding debt from the refund, except in the case where a student’s fees are paid through a Tuition Fee Loan.  This would mainly apply to outstanding Library fines.

8.Failure to pay 
Failure to pay the agreed tuition fee, or to pay according to agreed arrangements may result in suspension or removal from the course.  The College will however take all reasonable steps to advise and support students in financial difficulty. 

9. Payment mehods
All students will be given information regarding acceptable payment methods as part of their joining instructions. These are reviewed from time to time,depending on funding methodologies. 
10 Administration charges for failure to keep appointment for dyslexia tests
The College reserves the right to charge an administration fee where a student has failed to keep an appointment for a dyslexia test without prior notification. This will be at the discretion of the Head of Student Support. 

11. Undergraduate/postgraduate resit fee.(this applies to those entering from 2011 onwards only) 
Where a student fails to submit, submits a non-serious attempt at coursework, or fails to attend an examination or assessment and does not have approved mitigating circumstances, they lose the right to resit.  The only way to reinstate the right to a resit is to pay a charge of £100 per assessed component that was classed as a non-submission.  An invoice will be issued which should be paid before the deadline for the resit submission/examination.  In the event that the invoice has not been produced in time, the student should submit anyway, but their work will not be considered by the Resit Board of Examiners unless the invoice is paid before the Board meets.  A resit examination or performance assessment cannot be arranged until the invoice has been paid.

12. REPLACEMENT RESULTS TRANSCRIPTS.   
A fee is charged to cover the administrative costs of producing and despatching replacement results transcripts or, in the case where the College does not have one on record, a confirmation of attendance letter.  No discounts are available but a fee may be waived exceptionally at the discretion of the Academic Administration Manager
13. replacement ID Cards

Students are charged a fee to cover the cost of the card and the administrative costs of producing the replacement ID card.  No discounts are available but the fee will be waived if the card is stolen and the student has a crime reference number, and exceptionally at the discretion of the Academic Administration Manager.

PART B.    

PART-TIME COMMUNITY EDUCATION 
1. DETERMINATION OF TUITION FEES AND RELATED WAIVERS 

Leeds City Council Adult Learning funded classes. Tuition fees are determined by the tariff rate and are detailed in the annual contract between the College and Leeds City Council Adult Learning Services.  Fee waivers are also prescribed in the contract and details are given in the annual Community Classes brochure.  

Full cost recovery courses. Tuition fees are based on full cost recovery and subject to annual revision. A fee waiver is awarded to full time College students attending the Symphony Orchestra as this is a designated ensemble. Fee waivers are also available on Choral Society and Sinfonia if the initial enrolment/audition period fails to recruit all the specific instrumentalists and such instrumentalists have to be recruited in addition.

Individual tuition lessons. Tuition fees are set on a basis to recover staff costs.  Full time College students are entitled to pay a reduced hourly fee for a course of lessons.  

Saturday Music School.  (SMS) Tuition fees are set by the Joint Liaison Group .The Joint Liason Group is a partnership between LCM, Education Leeds, Artforms and SAA UK) Their policy is to charge a contributory fee for all students. This is reviewed annually against costs and funding levels by the Joint Liaison Group. Income Assessed Bursaries are available for qualifying students and from 2011, there is a commitment in the College’s Access Agreement, to spend up to £5,000 on bursaries for lower income students.
SMS Plus. Fees are determined by the Joint Liaison Group and there are no fee discounts available for students attending this class.

College staff.  Both full, and part- time staff are entitled to one free evening class or ensemble per academic year.  Any additional classes or ensembles are payable as per the fee schedule..  This fee waiver is only applicable to classes or ensembles that are not funded by Adult Learning, where normal fee rules  apply.
Access Agreement courses.  Weekend and after school activities that are delivered within the terms of the College’s Access Agreement are free to all participants.Tuition Fees for Summer Schools delivered within the terms of the Access Agreement include an element of direct cost recovery and are reviewed annually against costs.  Individuals applying for these summer school courses will be offered discounts, where applicable, subject to a means tested application.  All students eligible for a discount will have their travel cost reimbursed.

Non Access Agreement Summer Schools. Tuition Fees for Summer schools and Short courses falling outside the terms of the Access Agreement are based on full cost recovery and are reviewed annually against costs.  No discount rates available.

2. LATE STARTERS

Full cost recovery courses.  Students liable to pay the full fee for a course, who enrol up to and including the third week of a course are charged the full fee.  Students starting from week four are charged a pro-rata fee calculated according to the number of weeks of the course remaining.  The minimum charge is £30. 
Adult Learning funded courses.  Students who pay a fee for a course and who enrol up to and including the third week of a course are charged the full fee.  Students enrolling from week four of a course are charged a pro-rata fee calculated according to the number of weeks of the course remaining.   There is no minimum fee.  Access to a course after the normal start date is at the discretion of the FACE Department.

3. EXAMINATION FEES
Adult Learning Funded courses, Full cost recovery courses, Individual tuition, Saturday Music School. Students are required to pay any examination fees as appropriate at the time of entering for the exam.

Waivers for examination fees. Where examination fees are charged a waiver may be authorised by and at the discretion of the Head of FACE in the light of mitigating circumstances being presented.

4. REFUNDS/WITHDRAWALS/TRANSFERS

All refunds are made at the discretion of the Head of FACE . Refunds will only be offered to students if they submit their request in writing to the Head of the FACE and/or if they adhere to the following criteria:

15 Week and 30 week courses

Refunds may be given for the following reasons:

(a) Course closed by the FACE Department due to insufficient numbers attending the course.

(b) Course deemed unsuitable by the student after initial induction session.  This initial induction will outline the course content, the standard required for entry, proposed aims and progression routes on completion of the course.  In this case, the student must inform the Head of FACE, of his/her wish to withdraw from the course, in writing before week 5 of the course.

(c) Health reasons – if letter is accompanied by a medical certificate.

(d) Production of proof of entitlement to a discount or waiver (on courses where discounts or waivers are available).  The proof must be provided before week 5 of the course and must have been applicable at the date the course commenced.

Individual tuition

Refunds will not be given to students who miss arranged lessons.

Refunds may be given in respect of any outstanding lessons, for the following reasons:

(a) The tutor is agreed by the student and the Head of FACE as being inappropriate to the needs of the student.

(b) Termination of lessons by the tutor (where an alternative tutor cannot be arranged).

(c) Health reasons – if accompanied by a medical certificate.

Summer Schools and short courses

Refunds  may be given for the following reasons:


(a) Course cancelled by the FACE Department due to insufficient numbers. 

(b)      Health reasons - if a medical certificate is provided.

(c)     If the course is full and the place can be filled by another participant.

No refunds are made for accommodation

Transfer between courses 

Partial refunds (equivalent to the difference in the course costs) may be given if a student transfers to a course with a lower fee or to a course where they are entitled to a fee discount or waiver.

Calculation of refund

Refunds will be calculated pro rata using attendance registers where appropriate to verify the actual number of lessons attended and Finance records to confirm fee paid.

If a course fails to form or closes within 3 weeks of the start date, all courses fees already paid will be refunded in full.

A standard administration fee of £10 will be deducted from any refunds given.  This fee will be waived if the course has been closed or cancelled by the FACE Department through no fault of the student.

A standard administration fee of £10 will be charged to students transferring between courses after the initial enrolment week.  However, if, following the initial assessment, the student transfers to a different level within the same course (ie Beginner to Intermediate) this charge will be waived.

Time limit for requesting refunds

All refunds must be requested and received by the Head of FACE by 31 July of the academic year in which the course takes place.  Any requests received after this date will not be accepted.



	Procedure

	The procedures for implementing the Tuition fees, refunds, and discounts are contained in the Colleges financial procedures and enrolment documentation.


	Responsibilities

	Finance Department:  Responsible for recording and reconciliation of fees paid, on the College systems.  Identifying and chasing debtors, and incorrect payments.  Taking fee payments over the telephone, particularly from International students 
Student Fees and Funding Manager: Responsible for communications to full time students regarding fees, discounts and waivers (i.e. Website, prospectus, funding booklet etc), joining instructions regarding payment of fees, fee remissions etc. Advice to full time students and applicants, Annual review of tuition fee policy, processes at enrolment for collection of fees.

Student Fees and Funding Officer: Responsible for reconciling and completing the Tuition Fee report to SLC, processing of requests for refunds for early withdrawals, ensuring completion of standing order mandates by students paying in instalments. Reconciling tuition fee loans and grants with amounts owed. Answering individual queries from full time students regarding fee payments.
Further and Continuing Education  Department: Responsible for arrangements for collection of fees, and remission evidence for all PACE students, communications with students and applicants regarding fees and remissions. Advice to part time students regarding fees.


	Breach of policy (if applicable)

	Non-compliance with the policy may result in complaints from students, their parents, or their sponsors.




Annexe 1

SCHEDULE OF TUITION FEES AND OTHER ACADEMIC CHARGES

2011 – 2012  
Further and Higher Education- HEFCE/YPLA/SFA Funded courses only
	Course type
	Tuition fee for Home and EU students
	Tuition fee for 
International 
students
	Tuition fee for Island students

	All BA Degree and Foundation Degree “Current” system students (full time)


	£3,375
	£10,930 *
	£7,312

	All Foundation Degree students (part time)


	£1,687
	NA
	tbc

	All MA /MMus courses


	£7,500
	£12,000*
	tbc

	All PG Diploma courses
	£4,750
	£7,600*

	

	BTEC National Diploma- Level 3

New students


	£1640
	£5,839
	tbc

	BTEC National Diploma – Level 3

Continuing students  - year 2


	£1640
	£5,839
	tbc

	BTEC Introductory Certificate in Performing Arts  Level1 

 
	£546
	£1,946
	tbc

	BTEC First Diploma in Performing Arts

Level 2


	£1,094
	£3,893
	tbc


* Also applies to ELQ students
Further and Continuing Education Department – Self funded courses
. 

	Course 


	Tuition fee

	Choral society
	£tbc

	Symphony Orchestra
	£tbc

	Sinfonia
	£tbc


Individual Tuition
Full time LCM students                                              £tbc     per hour              

Other FACE courses are funded by the Adult Learning Department and the tuition fees are determined by Leeds City Council, not the College.  These are published on the website and in the part-time course brochure.

Saturday Music School  (SMS)                                                                 £500
SMS+                                                                                                           £300
Other Academic charges
Audition /Screening fee (all)                                                                        £50
Late enrolment fee                                                                                       £30
Replacement results transcripts  (2 copies)                                                 £15

Replacement ID card                                                                                   £3

Failure to attend a dyslexia testing appointment                                         £20
Undergraduate re- sit fee – per assessed component                                £100

Annexe 2

DISCOUNTS ON TUITION FEES 2011 – 2012  (Funded courses only)
Undergraduate students (BA or FD) – International and ELQ
A discount of 5% of the full tuition fee is available to undergraduate students who:

· Pay the International tuition fee rate, and 

· Pay the fee in full at or before enrolment
Postgraduate students  (MA or PG dip)- International and Home/EU

A discount of 5% of the full tuition fee is available to all Postgraduate students who

· Pay the fee in full at or before enrolment
Alumni
A discount of 5% is available for International or Home/EU students who proceed directly from an Undergraduate course at LCM, onto a Postgraduate course at LCM, the following academic year after graduation.
Additional notes

· Alumni students who also pay the fee in full at or before enrolment may claim both discounts i.e. a total of 10% discount

· No discounts are available for Further Education courses.
· International students who are in receipt of an international scholarship, which takes the form of a reduction in fees, will have the discount applied first, and then the scholarship amount will be deducted from the fee payable.  
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