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Dear Colleague,

As Institutions may be considering offering Bursaries & Tuition Fee Waivers under the new arrangements for AY 12/13 we have prepared a guidance note, attached below, on the how administration of these would be addressed via our student finance systems. 

There are contact details at the end of the note if you have any further questions,

Please feel free to cascade within your institution as appropriate.

Kind Regards

Susan Maguire

Partner Services Manager
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Guidance for HEIs on Administration of Tuition Fee Waivers & Bursaries 
 
 
 
1 Introduction   
 
Institutions will be considering offering Bursaries and Tuition Fee waivers under 
AY12/13 Access Agreements and National Scholarship Programme awards.  This 
briefing note describes how waivers and bursaries would be addressed within the 
student finance systems. It applies to new students commencing studies in AY12/13.    
 
 
2 Fee Waivers – Full Time Students  
 
Fee waivers may be offered by institutions under the National Scholarship 
Programme or as part of institutional support schemes.  Initial eligibility under the 
National Scholarship Programme is income contingent but other conditions may also 
apply. 
 
Process Outline  
 
Many students who may be eligible for a means-tested fee waiver (i.e. a reduced fee 
based on their income) won’t know their eligibility until their household income is 
assessed through the Student Finance systems. Students will therefore usually apply 
for the maximum fee loan available for their chosen course.   
 
When the student’s application for student finance is processed, the fee loan applied 
for by the student is passed into and displayed in the Student Information System 
(SIS). SIS will show the fee loan requests made by each student, within 24 hours of 
their main student finance application being processed.  
 
It is possible that students may introduce fee waivers into the application stage in the 
following circumstances.  
  


- Some students who believe they are entitled to a fee waiver may apply 
correctly for the reduced fee loan (having accurately calculated their 
income beforehand).  


 
- Other students may also apply for a reduced fee, but have incorrectly 


calculated their income or ignored the need to meet other conditions. 
Their fee loan is likely to be for the wrong amount. 
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See section 4 below which describes the background to income calculations. 
 
The calculated household income is provided through our Bursary Service, HEBSS. 
Data is passed to HEBSS within 24 hrs system of the income having been verified.  
 
Staff at the HEI will need to check the fee loan request in SIS with the income in 
HEBSS, or within their own systems, in order to confirm the student has applied for 
the correct level of fee.   
  


(a) Where the student has correctly applied for the reduced fee loan (see 
section 4 on Household Income), then no further action is required and on 
receipt of positive attendance confirmation the fee payment will be made 
to the HEI. 


 
(b) Where the student hasn’t applied for the reduced fee loan or has made an 


incorrect calculation, HEI staff will need to submit an online Change of 
Circumstance (CoC) notification (category of Fee change), for each 
student. The CoC notice is processed by the relevant Award Authority 
(SLC for the SFE system). The results are updated into the Student 
Finance system and the fee payment reports for HEIs, and a revised 
Student Finance letter is issued to the students.  
 
Note that the Change of Circumstance facility is also available to students 
as an online function.   


 
 
We recommend that HEIs do not submit CoCs until the household income has been 
verified in HEBSS, to ensure the fee rates are accurate and in case changes are 
made a later date which affect the student’s eligibility.   
 
Key Points 
 
Delivery dates for AY 12/13 including the aforementioned are currently being 
established.  
 
SLC are planning to implement a change to the Student Finance systems, so that 
changes of fee loan notifications from HEIs will automatically be assessed and 
updates made to the student and fee information in SIS.  This change is expected to 
be available in late Spring 2012. 
 
Remember that the Student Finance application system can only present the 
maximum fee rate for the course, and students will often default their fee loan 
application to the maximum course fee, unless they are (a) aware of their Fee waiver  
offer (b) correctly determine their household income qualifies them for a fee waiver at  
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the time they apply for the fee loan.  It is possible that students will pause their 


pplication and seek advice from SLC or the HEI on the fee loan they should ask for.  a  
Within the Student Finance system, we are not able to automate the calculation of 
fee loans against HEIs’ individual fee waiver eligibility rules.   
 
Future Options  
 
It may be possible for HEBSS to be developed with a new function to apply fee 
waivers to defined criteria to a whole set of students. We are exploring this but the 
function will not be available for AY12/13 but could potentially be explored as an 
option for AY13/14.    
 
 
3 Bursaries 
 
Process Outline 
 
Bursaries can be paid through HEBSS as now. The student’s household income is 
used in HEBSS for the calculation of income-based bursaries.  This calculation and 
the entitlement notice issued to the student are automated. HEIs have to define 
bursary criteria in HEBSS and may wish to create a new award specifically for 
payments under the National Scholarship Programme.     
 
Key points 
 
All but 3 universities already participate in one of the two administration options. A 
number of HE and FE colleges are also in the scheme.   
 
HEIs subscribe to HEBSS on an AY basis, for a small admin fee. Administration 
support functions include the re-use of attendance information provided for statutory 
support schemes. This means the income calculation used for maintenance support 
will always be the same as that used for income-based fee waivers. 
 
 
4 Household Income  
 
UK Full Time Undergraduates   
 
Early applications for student finance are preferred and will be encouraged by SLC, 
and by its information and guidance partners, including HEIs. The new link from the 
student finance system into the HMRC systems for verification of household income 
will speed up income information 
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In order to have their household income confirmed by HMRC, the student and their 
parents/guardians will first need to complete their application for student finance. 
They will request a fee loan as part of this application. Students have the opportunity 
to perform their own change of circumstances at a later date to request a different 
fee loan, and HEIs also have access to these changes of circumstance.  
 
Institutions offering income contingent fee waivers (either through their Access 
Agreements or as part of the National Scholarship arrangements) will require 
students and their sponsors (parents, partners, guardians) to have consented to 
have their data shared with the institution. Consent rates in HEBSS are currently 
around 98%.      
 
 
Student Advice & Guidance 
 
HEIs can expect that many and possibly the majority of students initially applying for 
fee waivers based on their own assessment of income will make mistakes. The 
calculations and elements of income to be included are very complex. Fee Loan 
requests could equally be over or under the correct level.    
 
It is therefore important for HEIs to consider their key student messages. Promoting 
the availability of lower levels of fees as part of their widening access measures will 
clearly be important, but encouraging students to apply for student finance for the 
correct fee, relying on self-determination of their household income, will generate 
these mistakes.   
 
BIS, SLC and UCAS and other organisations will be providing guidance to students, 
and are likely to be sign-posting student enquiries about fee rates to the HEI. There 
will be not systems to notify students of their specific fee waiver awards. 
 
Requirements on the HEI to process change of circumstances are likely to be in 
significant volumes, and will be required to be undertaken as quickly as possible if a 
clear and accurate picture of fee income is to be provided to HEIs.   
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5 Part Time & EU students  
 
Calculation of household income for EU students can be done by SLC, through 
HEBSS and there will be an admin charge for doing so. HEIs need to contact SLC 
for more details on how this would work.  
 
Household income for part-time students is not required by the student finance 
system for new students from AY12/13, since tuition fee loans and DSA are not 
means-tested support. SLC, BIS, and HEFCE will provide further information on the 
assessment of part-time students for eligibility to the national scholarship scheme.        
 
__________________________________________________________________ 
 


 
Contacting the Student Loans Company  
 
For further information and clarifications of any of the points raised, please contact 
HEI_Services@slc.co.uk, or speak to your SLC Relationship Manager.  
 
For more general information, please visit our web-site dedicated to supporting HEIs:  
www.heinfo.slc.co.uk   
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