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 If it is found that information provided at enrolment was incorrect, fees will be amended based on the 
corrected information.  

 
 AL will endeavor to not change course fees from those which are published, however, reserves the right 

to do so, prior to the commencement of the course. 



 If a student changes courses, the student may be liable for additional fees in relation to the new course.  
 



their Apprentice where the remaining funding is provided by the ESFA. ESFA advise the proportion 
awarded, generally 90-95%, the remaining 5-10% being the employer contribution. Employers must not 
pass any fees onto the apprentice. 

 
 A small employer, defined as having 49 or less employees, generally follows the same rules as non-levy 

employers.  Except when their Apprentice is aged 16-18, or 19-24 with EHCP in place, at the start of 
their programme, this is 100% covered by funding. This is subject to change in line with Government 
funding requirements. 

 
 Employers will be invoiced for non-funded contributions, with standard 30-day payment terms.  
 




 
 AL Staff whose course is being internally funded must provide a copy of their approved 

“Learning and Development Request form” or a signed letter of sponsorship from the budget holder 
paying for the course. 
 





If a direct debit payment is refused more than twice, then the option for the student to pay via an instalment 
plan will be withdrawn and any outstanding amount will become payable immediately in full.  
 
In exceptional circumstances other payment plans may be considered, providing the initial deposit of 30% has 
been paid and the direct debit plan being proposed will see the course paid in full at least one month prior to 
the end of the course date. This must be approved by the Revenue Manager. 
 
 
Student Loan Guidance 
Students are responsible for their Loan application and ensuring their Loan has been approved.  Loans are 
provided through a 3rd party, not Activate Learning.   

 If a student chooses to take out a  l oan, they will be subject to the terms and conditions laid down 
by the loan company.  

 If the loan has not been approved at point of enrolment, a direct debit mandate must be completed 
and handed in at enrolment.  This will be held until we receive confirmation that the loan has been 
approved.  The onus is on the student to provide this to the college. 

 If the College does not receive confirmation the loan has been approved within 8 weeks of the 
course start date, the student will be liable for the fees and the first instalment will be collected by 
direct debit on, or shortly after, 1st of the following month.   

 If / when the loan is approved the fees paid by the student will be refunded to them, providing they 
do not owe other money to the college.   

 There may be instances when approvals of loans from the Advance Learner Loan company may be 
delayed through no fault of the student.  In these instances, if the student can evidence a complete 
application has been submitted, the direct debit collection will not be initiated.  
 

Sponsorship Guidance 
If a student is being sponsored for their course, i.e. where a local council or an employer is paying the 
course fees on the students behalf, Students are responsible for obtaining the letter from their sponsor.  
However, should the sponsor default on payment, the student will be liable for the fees.  
 
Where a sponsor letter is being provided the following information is required on company headed paper 
(this includes AL Group Service staff):  

 Students name 
 Course name  
 Academic year 
 Value being contributed.  
 Invoice address 
 Email address for submission of invoice  
 Signed by manager (or for AL Group Staff, a budget holder) 

 
Invoice terms are 30 days from date of invoice, and full invoice value must be paid.   
 

Bursaries 
 
 





 Please contact the faculty coordinator for withdrawals.  
 Non-attendance does not constitute withdrawal. 
 
FE Full-time Courses 
 If a student withdraws from a course funded through Advanced Learner Loans, the fees will be adjusted 

to reflect the correct apportionment in relation to the time attended, as outlined by the ESFA and Student 
Finance England. 
 

 Students are entitled to withdraw from a course within two weeks of the course start date and receive a 
refund of fees paid.  
 

 If a student withdraws after more than two weeks, there is no entitlement to a refund unless there are 
extenuating circumstances. This is at the discretion of the Faculty Director.   
 

 
 

FE Part-time Courses (15 weeks or less) 
 Students enrolled on a part time course are able to withdraw from a course up to two weeks prior to the 

course start date.  A refund of fees paid will be given less an administration charge.  
 

 Student’s withdrawing after this date are not entitled to a refund. However, in extenuating circumstances, 
this may be reviewed by an appropriate Faculty Director.  
 

 In all cases an administration fee will be charged at 20% of the course fee (subject to a minimum charge 
of £10.00).  This will be noted on the refund form, by the faculty, to advise Institutional Effectiveness 
team to leave a fee / percentage of a fee on the system, against the relevant course code.   

 
HE Courses  
 Students withdrawing from HE Courses may be liable to pay a proportion of the fee, in accordance 

with SLC Terms and Conditions.   
 For full-time students this becomes liable at the start of each term. 
 For part-time students will becomes liable after two weeks of the course start date, then at the start of 

the following 2 terms. 
 The values that withdrawn students are liable for are:  

o 25% of the tuition fee if they suspend or leave in term 1. 
o 50% of the tuition fee if they suspend or leave in term 2. 
o 100% of the tuition fee if they suspend or leave in term 3. 

 
 
Fee Refunds 
 
 If AL cancels a course, which is yet to start, fees paid will be refunded.    

 
 All refunds will be paid back to the source from which they came, i,e, If student paid then student will be 

refunded, if employer or loan company paid then the relevant organisation will be refunded. 
 
 In the event a course is full, and no alternative is acceptable, the student can be refunded via the normal 

student refund request route.  
 

 The table below details the circumstances when a student can request a fee refund: 
 

Reason Value of Refund Evidence Required 
Withdrawing for a serious 
medical reason 

The refund will be calculated, pro 
rata, according to the number of 
weeks attended 

A doctor’s certificate needs to be 
submitted with the application for a 
refund on medical grounds 





 


