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FEES POLICY 2017-18 
 

Policy Objectives 
 

The purpose of this policy is to provide a framework within which Westminster Adult Education 

Service (WAES) will set fees and apply fee refund processes. The policy also sets a framework 

for ensuring that comprehensive guidance and information regarding subsidised fees for 

courses is available and accessible to customers and learners, staff and Governors. The policy 

has been written in accordance with Education and Skills Funding Agency (ESFA) Funding 

Rules guidance. 
 

 
Approval of Fees Policy 

 
The Fees Policy and any subsequent amendments to this policy will require the approval of 

the Resources Committee or the Board of Governors. 
 

The Policy will be reviewed annually and any changes recommended will be referred for 

approval to the Executive Board and the Resources Committee, or Board of Governors. 
 

 
Policy Statement 

 
WAES reserves the right to cancel any course or change its charging policy where its costs 

may result in financial loss; cancel any course where there is lack of appropriate resources; 

and/or refuse entry to a course on any non-discriminatory grounds. 
 

 
Principles underpinning the Fee Policy 

 

   WAES aims for clarity and simplicity 

   WAES aims for transparency on price and contributions required by the learner 
   WAES aims, within resources available, to implement a fair and inclusive system and, where 

able, to provide support with fees for those learners who face financial hardship and to 
provide access to financial options which will facilitate them to invest in learning 

   WAES publicises its fees 
   any learner can have access to information regarding the fee policy and pricing 

 

 
 

Fee Remission 
 

For 2017-18 the ESFA will continue to consider the following groups of learners to be 

eligible for full fee remission: (those learners returning for a second year of a two-year 

course will continue to receive fee remission on the same basis of the first year). 

 
   those aged 16-18 in start year of programme and on a qualification that is funded by the 

EFA 

   adults taking specific English and Maths qualifications (excluding ESOL) 
   adults in receipt of specific income related benefits (JSA/ESA-WRAG); 

 adults in receipt of Universal Credits; 

   Eligible adults aged 19-23 taking their first full level 2 qualifications.
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   Eligible adults aged 19-23 taking their first full level 3 qualification. 

   eligible adults aged 19-23 without full level 3 taking their first full level 4 

   any other concessions, unpublished at the date of this policy, as may be granted by the 
ESFA in due course 

 

 
 

Fee Structure 
 

WAES will publish and make available a fee structure annually detailing fee costs and 

remission categories. These are the fees that will apply to all courses; changes to these course 

fees may only be made with the approval of the Executive Board. The fee structure for 2017-

18 is included in the policy. 
 

Fees for courses may be split into tuition fee, materials fees, exam fees etc. When the 

course includes all the elements of fees, then the terminology used is course fee. If 

reference is made to tuition fee, then it does not include the other fees. 
 

 
Advanced Learning Loans 

 
Adult Learners aged 19 or over studying Level 31 and Level 4 courses will be able to apply to 

the Student Loans Company for an Advanced Learning Loan for approved ESFA courses. 

Loans may be used to fund the following types of provision regardless of the mode of study: 
 

 
           Quality Assurance Agency (QAA) Access to Higher Education Diploma 

           Qualifications and Credit Framework (QCF) Level 3 Certificate 

           QCF Level 3 Diploma 

           QCF Level 4 Certificate 

           QCF Level 4 Diploma 
 

The loan will be paid directly to the College by the Student Loans Company.  If the learner 

decides to apply for a loan, WAES must supply information through a WAES Learning and 

Funding Information Letter to assist the learner in making the loans application. The Learning 

and Funding Information Letter required to complete the application to the Student 

Loans Company is currently available from the WAES website and any Admissions desk and is 

likely to include the following: 
 

           UK Provider Reference Number (UKPRN) 

           Learning aim reference number 

           Learning aim title 

           Apprenticeship Framework name/code, level and pathway code 

           Learning aim start /end date 

           Fee charged to the learner 

 
Maximum amount of loan available for the learning aim is the published funding rate on the 

Skills Funding Agency’s data or the fees advertised, whichever is lesser. Liability for the loan will 
be incurred by the learner after the learner has attended their course for 2 weeks and on a monthly 
basis thereafter.  If a learner is funded using the Advanced Learning Loan, they must sign an 

                                                           
1 Except those who are 19-23 and undertaking their first full level 3 qualification 
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agreement at the time of their enrolment to confirm that if they withdraw from their course of study 
for any reason after the initial two weeks’ liability period, they will be liable to pay the balance of 
the fees for the academic year that is no longer covered by their student loan. 
 

Learners must evidence when they come to enrol for a Level 3 or Level 4 course that they have 

either taken out a loan or commit to pay in full before being able to attend the course.  

 

Study Programme for 16-19 year olds 

 

All students, regardless of the course they are on, who are under 19 and do not have GCSE A*- 
C in English and/or maths should be required as part of the programme to take a course which 
either leads directly to these qualifications, or which provide significant progress towards GCSE 

entry and success. English and maths must be part of a study programme for those students 
who have not achieved A*-C in GCSE in these subjects.  

 
Tuition fees cannot be charged to students aged 16 to 18 in full time or part-time education 
by either EFA funded institutions or their sub-contractors. For the purposes of the funding 
agreement, ‘18’, means ‘under 19 on 31 August in the teaching year when the student 
commences a study programme’  

 

 
Staff/Employee Discount Fee (EDF) 

 
There will be a 20% discount for all staff (including Westminster City Council staff) on courses 
offered by WAES.  The discount will only be available on the tuition fee only. Any additional 
costs e.g. materials, exams etc. will be payable in full.  Staff can only avail of EDF after 
completing their first full year of Service. EDF is only available for one course in an academic 
year. 

 

 

International Learners 
 

International learners who are doing a course funded by the Education and Training funding 
and who do not meet the eligibility criteria of being a home student as per the ESFA will be 
charged an overseas fee which is set at £15.00 per hour with the exception of a learner on an 
ESOL course.  See the fees chart for the rate for an ESOL learner.  

 
Examination Fees 

 
Learners retaking examinations may be charged the examination retake fee and an 
additional administration fee of £25. Where applicable this will be payable prior to the 
examination entry. 
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Refunds 

 
WAES reserves the right to amalgamate, change the location, or date, or cancel a course 
if enrolments are too few or in other exceptional circumstances. We will try to find learners 
a suitable alternative or refund the full cost. 
 
Cooling off period  
 

The 14 calendar days cooling off period commences from the day the learner is enrolled on the 
system or the date on the receipt whichever is later. During this period the learner will have the 
right to cancel the course and obtain a full refund. If the learner changes their mind and submits a 
refund application form within this period to the admissions department they will receive a full 
refund of the money paid for the course. However, if the learner’s course starts during the cooling 
off period they will not be able to claim a refund as payment indicates to WAES that they wish to 
undertake the course and therefore their right to cancel is lost if they choose to withdraw at this 
late stage.  
Once the cooling off period has expired there is no obligation on WAES to make any refund unless 
this is due to service failure. 

 
 

Request for refunds relating to Learner medical condition  

Refunds for leaving a course due to a learner’s medical condition will only be given on proof of a 
doctor’s certificate. The learner will receive a proportional refund of the fees paid in relation to the 
number of classes remaining. The refund will be dealt with from the date the doctor confirms the 
learner’s medical condition.  
 
There will be a £25 administration charge for each refund. The learner must complete the refund 
application form. Any request for a refund must be made within three months from the last date of 
attending the course.  Every refund application is assessed fairly taking into consideration 
appropriate documentation submitted by the learner. 
 
Learners who have booked and paid for a course via a third party e.g. Hotcourses, will have 
refunds processed by the third party supplier. Refer to the supplier's terms & conditions for full 
information. 

 
 

Course closures, cancellations and changes  
 
The Service will refund fees in full if we close a course in the first two weeks or cancel a course 
before it starts. Refunds may be considered in other exceptional circumstances at the discretion 
of the Assistant Principal – Finance and Business Support. 
  
If WAES cancels a learner’s course (s) prior to start and we are unable to provide a suitable 
alternative, they will be entitled to a full refund of the fees. If WAES changes a course venue, dates 
or times and the alternative offered is unsuitable for the learner a full refund will be given. 
 
TRANSFERS 

A learner will be able to transfer from one course to another without an additional transfer fee only 
if WAES advises that a transfer to another course is more suited to their needs within WAES. The 
learner will be liable to pay any additional fees relating to the new course.  
In all other circumstances transfers will only be available prior to the start of the course  
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If a learner transfers to a course that is of less value, they will be refunded the difference after a 
deduction of £25 administration fee.   
All transfers which are made at the request of the learner will attract a £25 transfer fee.  
Payment for a course cannot be transferred to another person i.e. if a learner is unable to attend 
the course and they are not due a refund, the course fees cannot be transferred to another person 
at their request. 
 
Contact details  

Should a learner have any queries regarding the refunds policy, these should be addressed to the 
Assistant Principal – Finance and Business Support, Lisson Grove Centre, 219 Lisson Grove, 
NW8 8LW. 
 
Refunds Payments  
 

WAES reserve the right of refusal to refund any learner who has a current debt with WAES. 
If the learner has paid by debit or credit card, the amount due to you will be refunded on the card. 
If the learner has paid cash, the refund will be in the form of a cheque issued by Westminster City 
Council. The learner must complete a refund application form in all instances.  All requests for 
payments made by cash or cheque must be sent to the Finance Team, Lisson Grove Centre, 219 
Lisson Grove, NW8 8LW or may be emailed to FinanceDG@waes.ac.uk.  The process of issuing a 
cheque can take up to 28 days. 
 
Re-Scheduled Classes 

 
WAES occasionally has to reschedule a class due to unforeseen circumstances. Arrangements 
would be made to suit the majority of the class and availability of suitable accommodation. On 
request the learner would be entitled to a refund in vouchers to the value of the session/s missed 
in circumstances where a rearranged class is not convenient for them to attend. The request must 
be made within 3 months of the rescheduled class. 
 
 

  

mailto:FinanceDG@waes.ac.uk
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Fee Structure 2017-18 
 

Section One   
 

Course Type/Funding Applicable fees 

ESOL courses 
Adult Education 

Budget 

 

 

£3.50 per hour 
 

Basic Skills These are English, Maths and functional skills courses. 

These courses are free, as per Skills Funding Agency funding 

rules. 

Vocational and creative 
courses 
Adult Education Budget 

 

Two rates will be applicable 
 
£6.50 per hour for courses that don’t need extensive 

resources 
 
£7.50 per hour for resource intensive courses 2 

Full Level 2 course or 
courses below level 2 e.g. 
BTEC/CACHE Diplomas 
etc. 

Courses where the tuition fee is over £1,400, the tuition fee 
will be capped at 80% of the tuition fee. Qualification 
registration and materials fee will be additional 

16-18 year olds not in full 
time education and eligible 
for EFA funding 

£8 per hour  

Community Learning 
creative courses 

All learners will be charged £2.50 per hour. Materials costs 
will also be charged where applicable. There will be no fee 
concessions for these courses. 
 

                                                           
2 Resource Intensive Courses are Ceramics, Glass, Floristry, Fashion, Photography, Graphics, Hair/Makeup and Visual Art 
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Course Type/Funding Applicable fees 

Community L e a r n i n g  
E S O L  a n d  B a s i c  
S k i l l s  
 
(Learners must come to a 
main site to be enrolled on 
their course so that they 
can be assessed for 
remitted fees) 

Learners who are not on any of the benefits listed below will 
be charged £2.50 per hour.  Materials costs will also be 
charged where applicable. 

 
The course will be free for learners receiving any of the 
following benefits: 

 
 Jobseekers Allowance 

 Employment and Support Allowance 

 Universal Credit 

 Working tax credit 

 Child Tax credit 

 Housing benefit 

 Carers & disability benefit 

 Income support 
 Pensions Credit 

 Other current DWP low-income benefits 

OR 
 

    Household income of less than £21,000 per annum 
 

Proof of benefit or proof of income within the last 3 months 
will be required.  

 
Fees may be negotiated for courses that are offered to 
partner organisations for specific groups of learners. 

 
  Family learning courses will be free – there will be no 

charge for these. 
 

Residents of the City of Westminster are entitled to a 10% 

discount on community learning courses, Current proof of 

residence dated within the last 3 months will be required. 

 
 
 

 
 
 

 
 

Full cost These courses are charged at a minimum of £8.00 per hour 
based on a minimum of 15 in a class, plus the registration and 
materials fee. 
 
Individual courses may be priced differently in line with current 

market rates and based on the number of learners the class is 

run for 

International Learners 
 
 

£15.00 per hour for all AEB courses EXCEPT 
 
Learners not eligible for ESFA funding on ESOL courses pay 
£8.00 per hour 
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Section Two   
 

Instalments 
 
Adult Education Budget courses(AEB) including adult learning loans:  

 

Courses with tuition fee greater than £250, learners can pay by instalment. 
The first payment is 30% of the tuition fee + the cost of materials and exams. 
Then subsequent payments will be balance of the tuition fee split into x-1 months (x being 
the duration of the courses in months). 
For example, if the course is for 10 months and the tuition fee is £700, the instalment fee will 
be £210 initial payment, then a monthly payment of £54.44 over nine months (i.e. 10 – 1). If 
learner wants to pay it off before, that can be adjusted at enrolments. 
 
Full cost course – if the course fee is over £250, then instalment payments will be 
available, payable 50% upfront and 50% in four weeks. This facility is not available if a 
learner enrols on line for the course. 
 

 
Sanctions against non-payment of fees 
If a learner has an outstanding debt from the previous year or course, this must be 
paid in full before enrolling onto another course.  If fees are due: 

 

    Learner will not be re-enrolled on any further courses 
    No refund will be given to a learner in debt with WAES 
    Learner will not receive exam certificate if in debt 

 Learner will not be allowed to continue the course until the debt is paid 
 

 

Early withdrawal from /Late Start on funded courses 
 

 Learners on funded accredited courses who (including non-starter) withdraw before the 
end of the course will be charged the course fee. This includes learners enrolled on 
the Level 3 and 4 courses taking out the advanced learning loan. This also includes 
learners who are paying by instalments and withdraw without paying the full fees that 
are due. 

 
 

 Please note there is no reduction in the fees for those learners who join a course late. 
The full fee applies in all circumstance
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Section Three   
 

Learners qualifying for full fee remission 
 

1)  Unemployed learners and unemployed dependents: 

 
Unemployed learners (that meet the residency criteria) who wish to enter employment and 

are in receipt of certain state benefits will be entitled to full fee remission on certain courses. 

Unemployed dependents of those in receipt of benefits (below) and who wish to gain 

employment will also be entitled to full fee remission on certain courses. 
 

Applicable benefits: 
 

    Job Seeker Allowance or Employment Support Allowance (WRAG) 

    Council Tax Benefit 
    Housing Benefit 

    Income Support 

    Income Tax credits (applicable to dependents only) 

    Contribution based ESA (unless in the Work Related Activity Group) 

    Working Tax Credit (applicable to dependents only) 
 Universal Credit 

 

 
Proof needed: Unless a learner has been referred to us directly by their Job Centre Adviser, 

they will be asked to declare their status of unemployment by signing a document and they 

will need to bring a letter of confirmation of benefits received dated within the last 3 months. 
 

 
2)  19-23-Year-Old Learners 

 
Learners aged 19-23 who do not already have a full level 2 qualification do not have to pay 

any fees to study for: 
 

 
- Entry or Level 1 qualifications (excluding Skills for Life and ESOL). Fee remission 

type: Foundation learning 
-    A first full level 2 qualification. Fee remission type: Level 2 entitlement 

 

 
Proof needed: Learners will be asked to declare their qualification level and intention to 

enter employment by signing a document. 
 

3)  19-23-year-old learners 

 
Learners aged 19 -23 when they start their learning programme do not have to pay any fees 

to study for: 
 

 
-    A first full level 3 qualifications. Fee remission type: Level 3 entitlement 19-23 
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- A first full level 4 qualification, without a level 3 qualification. Fee remission type: 
Level 3 entitlement 19-23 

 
 

Proof needed: Learners will be asked to declare their qualification level and intention to 

enter employment by signing a document. 

 
 
 

Time Credits 
 

Time Credits are a community currency that bring people, organizations, and businesses together 
through the sharing of time. A Time Credit is earned for every hour that a volunteer gives to their 
community, which they can spend on an hour an activity that will improve their or their community's 
lives. This can be adult education courses, exercise at local leisure centres, family trips to 
attractions they might not normally be able to afford, even watching a film at a local cinema 
 
We are offering opportunities to spend time credits for places on our short courses (full cost) 
provision (arts and creative courses, not EIS). The Head of Faculty will determine if there are 
places available for time creditors on each course. 
 
A place or places on short courses will be available for those with time credits at the discretion of 
the Head of Faculty. The value of a course for time credits is calculated by 1 hour = 1 time credit. 
On some courses there may be a further charge for materials at the discretion of the Head of 
Faculty.  
A waiver code will be available from MIS and Learner Experience will take full payment in Time 
Credits (Time Credits will not be accepted as part payment).  
 
If a course does not run then Time Creditors will be entitled to a full refund in Time Credits, not 
cash value. 
 

Section Four   
 
Fee Reductions 
 
There is no reduction in the fees for those learners who join a course late. The full fee 

applies in all circumstances. 
 

 
 
Discretionary Learner Support Funds (ACCESS FUNDS) 
 
Discretionary Learner Support Fund is for learners with a specific financial hardship that prevents 
them from taking part in learning.  It is only awarded to learners who are on a qualification based 
AEB course.   
 
Learners must be aged 19 years or older and must be studying on an Adult Education Budget 
Qualification course. There is no entitlement to the funds, it is discretionary. Learners on 
Community Learning, Full Cost or Advanced Learning Loan funded courses are NOT eligible to 
apply. 
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In addition, learner may be supported with tuition fees3, examination fees, material fees (both 
supplied by WAES and additional materials), travel costs and cost of childcare  
Discretionary Learner Support Funds will be allocated on a first come first served basis and will 
be restricted to one application per learner per term. The only exception to this will be if the 
learner applies for childcare support and other financial support. 
 
If a learner applies for support in subsequent terms after being supported in the previous term, it 
will be entirely at the discretion of the Service AND on availability of funds after other demands 
have been met. 
 
Travel and materials will only be paid as reimbursements on production of receipts. NO CASH 
to be given to learners without receipts and only on completion of a reimbursement claim form. 
 
Childcare funding is provided to support learners aged 20 or older on the first day of learning 
who are at risk of not starting learning or not continuing learning as a result of difficulty getting 
childcare. (Refer to Discretionary Learning Support Fund – Childcare support for further 
information) 
 
 
If a learner withdraws before the completion of the course, they will be required to repay the 
award if payment was towards tuition fee or return the books or equipment that was paid through 
the award. 
 
 
If a learner wants to appeal a decision regarding not being awarded the discretionary learner 
support, they must do so in writing, within seven days of the refusal to: 
Assistant Principal – Finance and Business Support 
Lisson Grove Centre 
219 Lisson Grove 
NW8 8LW. 
 
Advanced Learning Loans Bursary 
 
Learners are eligible to a loans bursary if they demonstrate that they have received a letter 
approving their advanced learning loan.  The money can help pay for  
Course materials and equipment 
Childcare 
Classroom assistance for a disability of learning difficulty once they have been assessed by 
WAES. 
 
 

                                                           
3 Contribution towards tuition fee will only be awarded on evidence if the household income is 
£21,000 or less.  A maximum of 45% of the tuition fee will be awarded. 


