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University of Suffolk 

Credit Control Policy 

This document sets out the credit control policy for the University of Suffolk (“the 
University”).  It covers the policy surrounding the collection and chasing of monies 
due to the University. 

The aim of the credit control policy is to ensure that the debt profile of the University 
is managed effectively, that debt owed to the University is converted into cash in a 
timely manner and that the potential for bad debt is minimised.  

This policy comes into force for all courses of study from the academic year starting 1 
September 2017, at which point it supersedes all previous versions.  It is due for 
review in April 2018 by the Director of Finance and Planning.  

1. General Provisions 

1.1 All home students, their sponsors and sundry customers of the University will 
be on standard 30-day credit terms.  All invoices generated by the University 
will therefore be due for payment within 30 days from the date of invoice. 

1.2 Credit facilities will not normally be offered to International Students who will be 
required to pay a £3,000 deposit.  The remaining balance will be invoiced upon 
enrolment at the University and payable within 30 days from the date of invoice. 
Students requiring a visa (Tier 4) must pay their deposit before a Confirmation 
of Acceptance of Studies (CAS) can be issued. This deposit is refundable at 
the discretion of the University, less a £100 administration charge (see section 
6.5 of the Tuition Fee Policy for further details).  

1.3 Variation of the standard credit terms is at the sole discretion of the Director of 
Finance and Planning and this will normally only be considered upon receipt of 
a written request. 

1.4 All tuition fees payable by students or their sponsors will be invoiced through 
the University of Suffolk finance system shortly after enrolment. 

1.5 Undergraduate fees payable by the Student Loans Company (SLC) on behalf 
of students will be paid directly to the University by the SLC and when 
applications are approved no chase action as outlined in Section 2 will apply. 

1.6 Postgraduate students participating in the government’s postgraduate loans 
scheme will receive payment directly from the SLC and will therefore be subject 
to the chase actions and sanctions outlined in Section 2 below.  
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1.7 Any debt unpaid by a sponsor will revert to the student and the student will be 
subject to the chase actions and sanctions outlined in Section 2 below. 

2. Chasing of Debt 

2.1 Debts will be routinely chased once they fall outside of the standard University 
of Suffolk credit terms as outlined in 1.1.  

2.2 Chase action will normally take the form of a series of standard letters or 
emails, together with telephone calls and other messages in the intervening 
periods. 

Student Debt 

2.3 Chase action correspondence with students will advise of the services available 
through Student Services and the Students’ Union, who can provide guidance 
and support with handling debts. 

2.4 The Finance and Planning department will contact the relevant Course 
Administrator or Partner College HE Administrator to discuss individual cases 
of non-payment of students’ fees to ensure effective communication of all 
relevant information surrounding the debt. Similarly, all students should keep 
the Finance and Planning department informed of any circumstances that may 
lead to a delay in the payment of fees. 

2.5 All debt chasing actions will be logged on the University of Suffolk finance 
system against the relevant account. This will include unsuccessful attempts to 
contact the debtor. 

2.6 The Finance and Planning department may exceptionally establish individual 
approved payment plans with self-funding students in order to clear outstanding 
debts over a reasonable period of time. This will be within the current academic 
year. 

2.7 Once such an agreement has been entered into, normal chase actions will 
cease provided that payments are received in line with the agreement, although 
regular statements will still be sent. 

2.8 If a debt remains outstanding after the chasing actions outlined above, and no 
separate agreement has been agreed with the Finance and Planning 
department, it shall be referred for an individual case review. The case review 
may lead to the imposition of sanctions against individual students, including 
(inter alia): 

• suspension of library facilities; 

• suspension of IT access; 
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• suspension from academic activities, including prevention from taking 
assessments and attending exams; 

• withholding of payments due from the University, such as bursary 
payments;  

• withholding of certification and attendance at ceremonies (see section 
3); 

• in extreme cases, action leading to the withdrawal of the student from 
their course; 

• a bar on re-enrolling on any University of Suffolk course (at any 
campus) (see section 4); 

• referral to a debt collection agency to recover the sums due. Any costs 
associated with this referral will be added to the outstanding debt; 

• legal action to recover the debt. Any costs associated with this action 
will be added to the outstanding debt. 

2.9 A student being subject to the above sanctions will receive a minimum of 7 
working days written notice of their imposition.  Notice of this will also be sent to 
the relevant Faculty or Partner College as appropriate. 

Non-Student Debt 

2.10 If a debt remains outstanding after the standard chasing actions outlined in 
sections 2.1 and 2.2 above, and no separate agreement has been agreed with 
the Finance and Planning department, it shall be referred for an individual case 
review. The case review may lead to the following actions being taken against 
individual debtors, including (inter alia): 

• withholding of payments due to the debtor from the University; 

• referral to a debt collection agency to recover the sums due. Any costs 
associated with this referral will be added to the outstanding debt; 

• legal action to recover the debt. Any costs associated with this action 
will be added to the outstanding debt. 

2.11 Employers under a Higher Apprenticeship Scheme are ultimately liable for 
apprentices’ tuition fees in accordance with the Skills Funding Agency rules. 
For further information please refer to the Skills Funding Agency (SFA) 
guidance and the apprenticeship agreement signed between the employer and 
the University of Suffolk. 

 

3. Withholding of Certification and Attendance at Ceremonies 

3.1 A student who remains a tuition fee debtor of the University at the end of their 
course of study will not be entitled to receive a certificate, diploma or 

mailto:https://www.gov.uk/topic/further-education-skills/apprenticeships
mailto:https://www.gov.uk/topic/further-education-skills/apprenticeships
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parchment confirming their qualification until such time as all outstanding tuition 
fee debt has been fully paid. 

3.2 The provision outlined in paragraph 3.1 will also apply to students where tuition 
fees are still outstanding from their sponsor at the end of their course of study. 

3.3 A student subject to the provisions of paragraphs 3.1 or 3.2 will not normally be 
invited to attend graduation ceremonies or be allowed to purchase any guest 
tickets until all outstanding tuition fee debt has been fully paid. 

4. Re-Enrolling Students 

4.1 A student who is due to re-enrol on their next year of study will not be able to 
re-enrol until such time as they have contacted the Finance and Planning 
department to settle any outstanding tuition fees. 

4.2 The Finance and Planning department will make arrangements with the student 
for the satisfactory payment of the existing tuition fee debt together with the 
tuition fees for the current year. This will then be notified to the relevant Faculty 
or Partner College to allow re-enrolment to proceed. 

4.3 Any default against this agreement may result in the strongest of sanctions in 
Section 2 being imposed against such students. 

5. Queries 

5.1 In the event of a query relating to this policy please contact the Finance and 
Planning department on 01473 338350 or at finance@uos.ac.uk.  
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