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Fees, Refunds & Cancellation Policy 2025-26
Effective From: August 2025
1. Policy Aims
This policy sets out the framework for charges applied to publicly funded and non-funded courses, guiding all staff involved in advice, guidance, enquiries, applications and enrolment to:
· Explain total course fees and their constituent parts
· Outline payment methods and schedules
· Clarify external funding body regulations on fee remission
· Detail refund and cancellation procedures
· Describe financial support mechanisms (bursaries, hardship funds)
· Promote responsible use of public funding and learner commitment
2. Policy Scope
City College Peterborough (CCP) maintains a fair, transparent and responsible policy for setting fees, refunds and cancellations, in line with:
· Government policies and priorities
· Cambridgeshire and Peterborough Combined Authority (CPCA) and Education and Skills Funding Agency (DFE) funding guidance
· Local and national economic conditions
· The needs of diverse local communities
Funded learning is a significant public investment; learners are expected to honour their commitment by attending, engaging fully, and completing their studies.
3. Roles & Responsibilities
This policy applies to all learners and staff involved in learner engagement, enrolment, finance, and curriculum management.
· Curriculum Leads: Monitor enrolments, viability, and learning outcomes.
· Centre Manager, Finance & Data Manager: Oversee fee collection and reporting.
· Adult Education Budget Manager: Maintain and review the policy annually, ensuring Advisory Board approval.
· Finance, Property & Staffing Committee: Monitor compliance and recommend improvements.
4. Definitions
· CPCA: Cambridgeshire and Peterborough Combined Authority
· DFE: Department for Education
5. Types of Delivery
5.1 Adult Skills Fund courses, Tailored Learning, Free Courses for Jobs and Learner Support Hardship Funding. 
· These courses attract government funding.
· Eligibility follows CPCA and DFE rules, including residency for the past 3 years. Eligibility guidance can be found below or upon request. 
a. CPCA eligibility guidance can be found online: https://cambridgeshirepeterborough-ca.gov.uk/how-we-deliver/library/skills-library/
b. DFE guidance can be found online: https://www.gov.uk/government/publications/adult-education-and-skills-funding-allocations-guidance/adult-education-and-skills-funding-allocations-update-for-2025-to-2026
· Learners may be entitled to fully funded or co-funded places.
5.1.1 Learner Commitments
Funded learners must:
· Attend all scheduled classes, assessments and exams
· Engage actively and meet coursework deadlines
· Inform the College promptly of any absence or difficulties
Failure to meet these commitments may result in withdrawal. Withdrawal may result in financial penalties attributed to the incurred costs by City College Peterborough and the loss of funding associated with lower learner numbers on programmes. 
5.1.2 Withdrawal or Non-Attendance Charges
Learners on fully funded courses may be charged a withdrawal fee of £125, for incurred costs and loss of funding, if they:
· Fail to start their course without giving 2 weeks’ notice
· Withdraw without giving 2 weeks’ notice
· Are withdrawn due to poor attendance overall or low exam attendance.
Exceptions may apply for illness, bereavement, redundancy or significant life changes, subject to evidence, such as doctors fit note or redundancy letter, and approval by the Adult Education Manager on a case-by-case basis.
5.1.3 Appeals
Learners may appeal any withdrawal or failure to start charges by submitting a written appeal within 14 days to the Adult Education Manager. Appeals will be reviewed and a decision will be made no more than 14 days from the date of submission. 
5.1.4 Future Enrolments
Learners who withdraw without valid reason may not be eligible for future fully funded courses.
5.2 Advanced Learner Loans
You may be eligible for a 19+ Advanced Learning Loan if you are 19 years of age or over, have lived in the UK for 3 years or more and qualify under the UK government’s loan guidelines and studying for a level 3-6 qualification without having to pay a lump sum or large upfront fee. 
For further information about the criteria and how to apply for a loan, check out the government’s website: https://www.gov.uk/advanced-learner-loan/how-to-apply.
5.3 Personal Interest Courses (Full Cost)
· These courses do not attract government funding.
· Fees are set to cover full delivery costs.
· Over-60s who are unwaged may be eligible for a concession.
6. Payments
· Cash, debit/credit card, or online.
· Deposits: 50% non-refundable deposit for courses under £100. The remaining 50% of the payment will be requested prior to the start of the course.
· Instalments: Available for courses over £100. Payment by instalments can be arranged by speaking to our Customer Service team. The initial payment should be made at enrolment followed by 3 monthly instalments
Note: When payment by instalments is agreed, the learner is agreeing to full payment for the course before the courses ends and will be liable for full charges subject to the booking being made. Failure to adhere to the installment agreement may result in full collection of the remaining outstanding fee and termination of the installment agreement. 
· Employer invoices are accepted with evidence.
· Concessionary evidence must be submitted within 7 days of booking.
Failure to settle fees may result in refusal of access to courses and/or legal action.
7. Refunds
Automatic refunds will be given where:
· CCP cancels a course
· The learner cancels with at least 14 days’ notice
· The learner withdraws due to illness, with medical evidence
Refunds will not be given for short courses (fewer than 2 sessions) except where cancelled by CCP.
Refunds will be processed based on the original payment method within 14 working days. 
8. Cancellation of Courses
Courses may be cancelled or altered where:
· Enrolments or attendance are insufficient
· The course tutor is unavailable, and no substitute is found
Learners will receive a full or pro-rata refund if a course is cancelled. Changes to time, day or venue may entitle learners to a refund under specific circumstances.
If courses are moved online for public health reasons, no refunds will be issued.
9. Linked Documents
· Learner Handbook
· ASF Attendance Strategy
· ASF Learner Support Strategy
· Important Information Learner Agreement
Document Control
· Revision Date: May 2025
· Next Review Due: July 2026
· Document Lead and Author: Sarah Perkins, Adult Education Budget Manager
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This policy version is valid only if viewed via City College Peterborough’s intranet. Always check the version date on the document footer.
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