St Ignatius

Catholic School

CAYMAN ISLANDS

Billing and Collection Policy

Tuition Fees:

Annual Billing: One (1) yearly payment per year, due on 1St September. Payment must be

made on or before the 1St of September.

Termly Billing: Three (3) term payments per year, due on 15t September, 18t January, &

1St April. Payments must be made on or before the respective due dates.

Monthly Billing: Ten (10) Monthly payments per year, due on the 1St day of each month

(September to June). Payments must be made on or before the 1St day of
each month.

Billing of School fee:

Tuition fee: The school will invoice parents and guardians for tuition fees in advance of the applicable
due date. All invoices relating to school fees are issued in Cayman Islands Dollars (CI$).

Monthly tuition invoices are generated and emailed to parents and guardians at the time the invoice is
created, typically on or around the 22nd or 23rd of each month, for fees due in the following month. In
addition, a statement of account reflecting the account balance will be emailed at the end of each
month.

Notwithstanding the successful electronic delivery of invoices or statements of account, parents and
guardians remain solely responsible for ensuring that all fees are paid on time, in accordance with the
applicable fee schedule available from the School Office or published on the school website at www.st-

ignatius.com.

Where termly or annual fees are not paid in full by the applicable due date, the school reserves the right
to revert the account to monthly billing. Parents and guardians will be notified in writing of any such
changes to the billing and all conditions applicable to the monthly billing will apply from the effective
date of change.

Switching billing cycles (Annual/Termly/Monthly) is not allowed in the middle of school year. Parents
who prefer to switch their billing cycle should inform the Accounts Department before the school year
starts.

After School Care fee: After school care fee for the relevant month are invoiced in the second week
of the following month. After school invoices are due immediately after the billing of such charges and
must be paid in full before the month ends (the month in which the invoice is done). If it remains unpaid
after the month end, it will incur a non-refundable administrative fee of $75.

Late fee: A non-refundable administrative charge of $75 will be charged on the 15™ of every month
when an account is in arrears or has past due balance at the date the late fee is applied.
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Application of Payments: All payments received will be applied to the oldest outstanding charges
on the account, unless otherwise determined by the school.

Non-Payment and Enrolment Status: Where fees remain outstanding beyond 30 days of the
applicable due dates, the Finance Department will send final notice to parents and guardians. If
paymentis not received following such notice, the school reserves the right to suspend the student from
attending school and to deny re-enrolment for the subsequent academic year. These measures will
remain in effect until the outstanding balance is settled in full.

In addition, where an account is in arrears, the school will withhold reports, transcripts, examinations
results, transfer documents, and other official school records. The school will also restrict students’
participation in events, activities and trips, including graduation, until the outstanding balance is settled
in full. Parents will be unable to attend teacher-parent meetings.

A condition of graduation is that all school fees are paid in full and participation is subject to the non-
payment provisions set out above.

Where fees remain outstanding for an extended period, the school reserves the right to take further
administrative action in accordance with its policies and applicable regulations.

Examination Fees: Students in Years 11 — 13 sit a number of external examinations at I/GCSE, AS
and A Level. Invoices for such examination fees will be issued in February or March, with a minimum
14-day payment period, or the deadline specified in the written communication sent out to parents. The
invoice willinclude all applicable examination and administration fees. These will be sent outin advance.
Students will not be permitted to sit external or internal examinations where the student’s accountisin
arrears.

Other fees: Other fees, including school camps, overseas trips, graduation, and similar activities, will
have specific payment deadlines. These deadlines will be communicated to parents or guardians in
writing, and payment must be received in full on or before the stated deadline for the student to
participate in such events or trips.

Participation in school events, activities, and trips is subject to the non-payment provisions set out
above.

Throughout the school year, the school may collect funds for a variety of activities and events, ranging
from civvy days to local field trips. Information regarding these activities, including amounts payable and
payment deadlines, will be communicated via the school’s communication portal or by email. Payment
must be received in accordance with the instructions provided in such communications.

Transcript charges: Official High School transcripts are available for CI$50 plus shipping and
handling. Such charges are due upon request.

Copies of School reports: To obtain copies of the official school report, CI$10 fee will be charged
for each copy.

Release of reports and transcripts is subject to the non-payment provisions set out above.
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Commitment / Re-enrolment fee: A non-refundable commitment fee of CI$500 per family for
currentstudentsis due onthe date of publication of the schoolfee schedule forthe upcomingschoolyear.
The deadline for payingcommitment fee is specified in the letter sent along with the school fee schedule.
Failure to sign the re-enrolment form and make payment of the commitment fee on the specified deadline
will result in the space being offered to an applicant on the waiting list. This commitment fee will be
applied to school fees in the subsequent September billing. If the student account is in arrears, the
school reserves the right to deny re-enrolment.

Deposit for New Students: A non-refundable deposit of CI$1000 per each new student to reserve a
child’s space is due as specified in the offer letter or within 14 days from when the space is offered.
Failure to make payment of such fee on the specified deadlines may result in the space being offered to
an applicant on the waiting list. This deposit payment is applied to the school fees in September.

Canteen Fees: The school does not invoice for canteen meals, as these are provided and billed by
an external vendor. Parents or guardians are responsible for ensuring that canteen accounts are kept
up to date. Any payments made to the schoolin respect of canteen or lunch charges cannot be
refunded or transferred to the canteen account and may be applied towards outstanding school fees.

Withdrawal Notice:

Written notice of withdrawal must be submitted to Principal / Vice Principal or Phase Senior Leader
and Admissions. Verbal notice will NOT be accepted. The school operates on a ten-month billing
cycle, from September to June. Withdrawal charges apply irrespective of school holidays, term
breaks, or the billing cycle and are calculated based on the required notice period, not on attendance
or the number of school days attended.

Withdrawals Prior to 1° of June (before the New School Year): Where written notice of withdrawal is
received before 1 June, the deposit or commitment fee will be retained by the school. No further tuition
will be charged, provided the student has not commenced attendance for the new academic year.

Withdrawals On or After 1% of June (prior to the New School Year): Where written notice of withdrawal
is received on or after 1 June, the deposit or commitment fee will be retained. Additionally, a withdrawal
fee equivalent to three (3) months’ tuition will apply.

Where any portion of the required three-month notice period has already been billed or paid, (for example,
June tuition), the remaining portion of the withdrawal fee will be charged on a pro-rated basis, calculated
from the date written notice is received. Withdrawal charges apply regardless of whether the school is in
session during any part of the notice period.

Withdrawals During the School Year: A minimum of three (3) months’ notice is required for withdrawals
during the school year. Where less than the required notice is provided, tuition fees will be charged on a
pro-rated basis for the remaining portion of the notice period, calculated from the date written notice is
received.

Calculation of Withdrawal fee: Withdrawal charges will be calculated in accordance with the school’s
applicable fee schedule in effect during the required notice period.

Release of School Records: All applicable tuition and withdrawal charges must be settled in full before
any school reports, transcripts, examination results, or transfer documents are released.
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Credit Refunds: Any credit balance on the account will first be applied towards outstanding school
fees on account. A request for a refund of any remaining credit balance will be made only when the
accountis fully paid up to date. Refund processing time is two (2) weeks from the date a valid request
with bank details for payment processing is received.

Debt Collection Agency: Where fees remain outstanding and all applicable billing and collection
procedures have been exhausted, the school reserves the right to refer the outstanding balance to a
debt collection agency for recovery.

Any costs incurred in connection with such recovery action may be added to the outstanding balance,
to the extent permitted by law.

Payment Methods:
School fees are charged in Cayman Islands Dollar (CI$).

Accepted payment methods include electronic bank transfers, over the counter at Butterfield bank,
cheques, bank drafts, and overseas wire transfers. Parents and Guardians are encouraged to make
payments online using Butterfield Bank or Electronic Online bank to bank Fund Transfer. Cheque
and Cl bank draft payments options are also available.

Cash payments are NOT accepted by the school.

Payment details & instructions are published separately on the school’'s website (www.st-
ignatius.com) and may be updated from time to time.

US Dollar Payments: Wire Transfers and Overseas USD cheques will be converted at the rate of USD:
$0.80. and Local USD Cheques and USD Bank Drafts will be converted at the rate of USD: $0.82.

Returned Cheques: Returned Cheques will incur a fee of 50CI$. If a cheque is returned to us due to
insufficient funds, the school will no longer accept cheques, and the parents will be required to pay by
another method outlined above in the payment methods.

Policy Review: The school reserves the right to amend or update this policy from time to time. All
school fees and any applicable fee discounts are reviewed annually and approved by school
governance. Approved fees and discounts are published separately in the School Fee Schedule for the
relevant academic year. Any material changes to this policy and/or amendments to the fee
schedule will be communicated to parents and guardians.

If you have any further queries regarding our Billing or Collection Policy, please contact us at 949-9250
or email accounts@st-ignatius.com
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