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NAMBOUR CHRISTIAN COLLEGE LTD 

INTERNAL POLICY & PROCEDURE NO. 15-B7 

 

 

 Introduction 

 The Law 

 Principles 

 

  

 
 

 

 

 

 

 Definitions 

• 

ISSUED October 2003 LOCATED T:\Admin\Executive\1.College Policies - All major College policies\College Policies 

REVISED July 2008 2005 January 2012 June 2017 September 2018 November 2019 
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 Scope 

 Terms of credit – due date for fees 

 Extension to Terms of Credit & Payment Options 

 

 

 

 Credit card surcharge  

 Implementation  

 Responsibilities  
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 Procedure for recovery of Outstanding Fees  

 

 

 

 

 

 

o 

 Prescribed direct debit payments 
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 Cancellation of Enrolment 

 
 

 Late Fees and Charges 

 Policy Review  
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 NOTE: Fees are due on first day of Term 

Unpaid after 7 days 
Business Office to attempt to contact Contractual Party/ies for 
resolution via: 

• SMS 

• Email 

• Phone 

No Response and Unpaid after 14 days 
Business Office to attempt to contact Contractual Party/ies for 
resolution via: 

• SMS 

• Email 

• Phone 
 

Letter (Phase One), posted advising matter escalating to 

 Business Manager within 7 days 

No Response and Unpaid after 21 days 
Business Manager to attempt to contact Contractual Party/ies for 
resolution via: 

• SMS 

• Email 

• Phone 

 
Registered Letter (Phase Two), posted offering fee assistance (if 
applicable) and matter escalating to  

 College Principal within 7 days 

PHASE ONE 
BUSINESS OFFICE 

PHASE TWO 
BUSINESS MANAGER 

No Response and Unpaid after 28 days 
Principal to attempt to contact Contractual Party/ies for resolution via: 

• Phone 

 
Registered Letter (Phase Three), posted requesting Payment, and  

• Notifying that matter may be forwarded to 

 Collection Agency within 7 days 

PHASE THREE 
COLLEGE PRINCIPAL 

No Response and Unpaid after 35 days 
Principal to attempt to contact Contractual Party/ies for resolution via: 

• Phone 

 
Final Registered Letter, posted advising closing decision for 

• Show Cause for continued enrolment  

                               and /or 

• matter forwarded to Collection Agency immediately 
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Credit Policy Flowchart 
payment expectations summarised 


