POLICY & PROCEDURES MANUAL QMS

Section 200: Finance
Policy #231: Parent/Guardian Accountability for Timely Fee Payments

A. POLICY

The purpose of this policy is to ensure that all families meet their financial obligations to Queen
Margaret's School (the School) in a timely manner, as outlined in their contracts. Prompt, on-time
payment of school fees enables the school to maintain educational excellence, to cover operational
costs, and to ensure high-quality programs for all students.

B. PROCEDURE

1. Scope
This policy applies to all family accounts.

2. Authority
The Director of Finance & Operations is responsible for the oversight, implementation, and enforcement

of this policy, including ensuring compliance with fee payment timelines and the application of any
additional late fees.

3. Procedures/Definitions:

Payment Terms

All school fees and related charges are due according to the payment schedule outlined in the School’s
annual fee structure and contained in the signed contract between the School and parents/guardians.
Parents/guardians are expected to pay accounts in full by the specified due dates unless a prior
arrangement has been made and approved in writing by the Finance Department.

Late Payment Charges

If an account remains unpaid after the due date, a late payment charge of 2% per month (26.9% per
annum) will be applied to the next month's balance. This charge reflects the administrative and
operational costs associated with managing overdue accounts.

Repeated Late Payments

If a family account remains overdue for more than two consecutive payment periods, a mandatory
meeting will be arranged between the parents/guardians and the Finance Office (or Head of School).
During this meeting, a formal payment plan will be agreed upon and signed by both parties.

Non-Compliance with Payment Plan

If the agreed-upon payment plan is not adhered to, the School reserves the right to suspend the
student’s attendance until the overdue balance has been settled or a revised payment arrangement has
been formally approved. If the account payment is not up to date by the start of the next term, your
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child(ren) cannot return to QMS until the account is settled or unless an agreement has been reached
through a formal payment plan.

Communication and Support

The School recognizes that families may experience unexpected financial difficulties. Parents/guardians
are strongly encouraged to contact the Finance Office as soon as possible to discuss any issues affecting
their ability to make timely payments. The School is committed to handling all such matters with
discretion, compassion, and fairness.

4. Communications Process

The Director of Finance & Operations will ensure that this policy, including tuition payment schedules,
accepted payment methods, and any applicable late fees or penalties, is clearly communicated to
parents and guardians on an annual basis and as needed throughout the school year.




