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Purpose: 
The purpose of the Declined Payments Policy & 

Procedure is to establish a clear guideline and procedure 
for instances where tuition payments are declined. 

The policy aims to safeguard the administrative 
efficiency and financial stability of Brent Street, whilst 

foster a sense of financial responsibility amongst its 
students. The policy outlines a specific timeline and 

consequences associated with declined payments. By 
implementing standardised actions, the policy ensures 

fair treatment for all students and encourages proactive 
communication between the student and their Head of 

Department during periods of financial hardship.



Day 0 - commencement

A regular, scheduled payment declines on the 
student’s preferred payment method.

Procedure: 
Upon a declined payment, a sequence of events and standardised action is triggered. The 
student or fee-payer can resolve the issue at any point in this sequence, resulting in the 
resumption of normal enrollment status. To rectify, the student must contact sylvia@
brentstreet.com.au to clear any outstanding balance or create and agree to a payment 
plan.

Day 1

Accounts contacts the student or fee-payer 
via email or phone to notify of the declined 
payment. The student or fee-payer has an 
opportunity to rectify the declined payment.

Days 2-6

If no attempt to rectify, accounts will re-
attempt the payment on the original 
payment method up to two (2) times at their 
convenience.

Day 7

If no attempt to rectify, accounts notifies the 
student’s Head of Department (HOD) of the 
declined payment and the HOD will personally 
engage with the student or fee-payer to gain 
insights into the situation. During this in-
person conversation, the HOD will reiterate 
the details outlined in this policy document 
and provide an update on the student or fee-
payer’s current status, specifically highlighting 
the upcoming consequences by failing to 
rectify.

Day 14

If no attempt to rectify, the HOD will withdraw 
student from all classes, rehearsals or events. 
The student is not welcome to return until the 
account is rectified. The HOD will reiterate the 
details outlined in this policy document and 
specifically highlight that a debt-collection 
agency will be engaged on Day 21.

Day 21

If no attempt to rectify, accounts will engage a 
debt-collection agency to assist in the recovery 
of the tuition debt. All incurred fees and 
charges incurred by such engagement will be 
the responsibility of the student or fee-payer, in 
addition to their original outstanding debts. 

Day 60 - termination

If no attempt to rectify and after three written 
notices via email, the Operations Manager 
will proceed to permanently terminate 
the student’s enrolment. At this time, all 
outstanding debt inclusive of;
i) Initial declined payment/s
ii) Decline fees
iii) Fees and charges associated with debt-
collection agency
iv) Any payments rendered owing in 
accordance with the Fees and Refund Policy 
and Procedure (available at www.brentstreet.
com.au) will be transferred to a debt-
collection agency. The student will not be able 
to re-join Brent Street in any capacity.
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