
Uplands  

Policy: Debtors 

 

1. Introduction 

a. The school has a responsibility to its parents, employees and as a non-profit 

organization to act at all times with financial prudence to ensure the long-

term financial position of the school. 

b. The collection of school fees and other charges is vital to the financial 

wellbeing of the school and it is important to have policies in place to deal 

with the collection, arrears, non-payment and debt recovery.  

c. Uplands requires that parents/guardians pay the fees on or before the first 

day of term.  In practice, most parents/guardians will have paid their fees 

within the first fortnight.  However, there will be a minority who will 

require constant and sustained chasing and it is important to have proper 

procedures to do this.  It is also important that deadlines are set and adhered 

to so that the defaulting parent/guardian is left in no doubt about their 

obligations and that the school intends to see that obligation discharged.  

 

2. Methods of Payment 

a. Debit Order – The monthly debit order facility is not a credit facility but 

rather a phased plan of debt retirement 

b. Credit Card –  payment by credit card can be made over the telephone by 

contacting the accountant or by accessing the credit card machine, in 

person. 

c. Electronic Funds Transfer (EFT) – the statement account number is to be 

used as the reference.  For example:  ‘H123’ 

NO CASH PAYMENTS WILL BE ACCEPTED 

 

3. Fee Debtors Process 

a. Parents/guardians will be invoiced for fees per term and statements will be 

sent monthly.  Invoices are payable on presentation. 

b. 14 days after the new term – first letter/email to parent reminding them to 

pay the outstanding balance. 

c. 14 days after the first letter – second letter/email demanding payment 

within 14 days and advising that a meeting with the Headmaster and 

Financial Manager may be required 



d. 21 days after the second letter – final letter regarding non-compliance of 

meeting above and payment. Advise that, if payment not received by the 

end of the academic term, academic reports will be withheld. 

e. If an account is still in arrears at the time that following term’s fees are 

charged, the child will not be allowed to return to the school the following 

term.  Grade 12 pupils will not be allowed to attend any matric farewell 

events or represent the school in any academic, cultural or sporting events. 

f. Once a child has been excluded from the school on financial grounds, 

he/she cannot be guaranteed a place back at the school and the parents will 

have to reapply for a position. 

g. The outstanding account will be handed over to our attorneys for collection.  

All costs incurred in the collection of the outstanding amount, will be for 

the account of the parent 

 

4. General 

a. Interest of prime+2% is charged monthly on all outstanding accounts 

b. Children will not be able to go on trips or tours, whether local or 

international, if the account is in arrears 

c. All communication to parents will be recorded on a data collection system 

d. In the event that a parent is unable to comply, they must make acceptable 

arrangements with the Financial Manager indicating when fees will be paid.  

Should they fail to meet that promise, their account will be deemed to be in 

arrears and the school will take the necessary steps as set out above. 

 

Updated:  January 2017  


