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Non-Payment of Fees Policy 

1. Purpose 

This policy sets out the procedures followed by EMAS in the event of non-payment of tuition fees or 

other charges. It ensures that all families are treated fairly, consistently, and in accordance with 

school policy. 

2. Fee Structure and Payment Terms 

• Fees are due in accordance with the published payment schedule (monthly or quarterly). 

• Invoices include core tuition and any agreed extras (clubs, lunches, trips, etc.). 

• Payment is due by the date stated on each invoice. 

3. Late Payment Charges 

• A reminder will be issued if payment is not received by the due date. 

• If payment remains outstanding 7 days after the due date, a £20 administration fee will be 

applied. 

• Interest will accrue on outstanding balances at a rate of 15% per annum, calculated daily, 

from the date the invoice was due. 

4. Procedure for Non-Payment 

 

Step 1: First Reminder 

 Sent on the payment due date. Allows up to seven days to settle the balance. 

Step 2: Second Reminder 

Sent on day three if fees remain unpaid. Reminder of interest and administration charge if unpaid by 

day seven.   

Step 3: Third Reminder and Admin Charge 

Sent if fees remain unpaid after seven days. A £20 fee is added. A request for immediate payment is 

issued. 

Step 4: Final Notice and Risk of Exclusion 

 If fees remain unpaid ten working days after the second reminder: 

• A Final Notice is issued. 

• The school may suspend the pupil from attending after three days’ notice. 

Step 4: Withdrawal and Recovery 

 If no payment is received: 

• The pupil’s place may be withdrawn. 
• Full term’s fees remain payable. 
• The school may initiate formal debt recovery processes. 
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5. Financial Difficulties and Communication 

We understand that families may experience unforeseen financial hardship. Parents are encouraged 

to: 

• Contact the Finance Department before a payment is missed. 

• Discuss repayment plans in good faith. 

Repayment plans may be considered on a case-by-case basis. The school is under no obligation to 

offer payment plans but will approach situations with compassion and discretion. 

6. Confidentiality 

All matters related to fees and debt recovery are handled with strict confidentiality by the Finance 

Department and relevant leadership. 

7. Impact on Re-enrolment and Services 

• Families with outstanding balances may not be offered re-enrolment for the following 

academic year. 

• Access to optional services (e.g. clubs, trips) may be suspended until payment is made. 

Contact 

 Finance Office: accounts@emaschool.co.uk 

 Phone: 0131 600 0123 

 


