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1. Policy Purpose 

The purpose of this policy is to set out the principles and framework relating to fees and contributions 

charged for services offered by The Baytree Centre during the 2026–2027 academic year. 

 

2. Objective 

a. The Baytree Centre offers a range of services to support women and girls through ESOL, learning 

and community provision. We are committed to ensuring that our services remain accessible and that 

learners are treated fairly and consistently. 

b. This policy supports compliance with Lambeth Adult Learning Services (LALS) and Greater London 

Authority Adult Skills Fund (GLA ASF) funding requirements. 

 

3. Eligibility for Funded Provision 

a. Funded provision is subject to current LALS and GLA ASF funding rules. 

b. Learners must provide evidence of identity, residency and immigration status where required. 

c. Eligibility for fee remission may depend on employment status, income level, benefits or existing 

qualifications. 

d. Evidence must be checked and retained in line with LALS audit requirements. 

e. Digital immigration status checks must be recorded in line with current Home Office guidance. 

 

4. Women’s Services Fees 

a. The Baytree Centre proposes a voluntary contribution fee upon enrolment for ESOL and 

community learning provision where applicable. 

b. Courses funded by Lambeth Adult Learning will also be subject to current LALS fee policies and 

funding guidance. 

c. Fully funded learners will not be charged course fees where they meet eligibility requirements 

under GLA ASF rules. 

d. Co-funded learners may be required to contribute towards the cost of provision in line with funding 

guidance. 

 

 

 



5. Evidence Requirements 

a. Evidence may include passport, BRP/digital immigration status, proof of address, wage slips or 

benefit documentation. 

b. All evidence must be checked before enrolment is completed. 

c. Records must be stored securely in line with GDPR and LALS audit expectations. 

d. Fee assessment decisions should be completed prior to enrolment confirmation wherever possible. 

 

6. Payment 

a. Payments can be made in cash, by card or through approved online payment methods. 

b. Receipts will be issued for all payments made to The Baytree Centre. 

 

7. Refunds and Cancellations 

a. Once enrolled on a course, learners are expected to attend all sessions and there will generally be 

no refunds for missed sessions. 

b. Where a learner withdraws or is withdrawn from a course within the first two weeks, a full refund 

may be issued where appropriate. 

c. After the first two weeks, refunds will normally only be issued in exceptional circumstances. 

d. The Baytree Centre reserves the right to cancel a course where there is insufficient demand or for 

operational reasons. 

 

8. Late Payment 

a. Payment of fees should generally be made at the beginning of the course or term. 

b. If payment is not received within agreed timescales, Baytree Centre reserves the right to refuse 

entry to the course until outstanding fees are paid. 

 

9. Waiving of Fees 

a. The Baytree Centre may waive fees in exceptional circumstances where learners experience 

financial hardship or other difficulties. 

b. Any discretionary decisions must be recorded clearly and retained for audit purposes. 

c. Evidence of financial hardship may be requested where appropriate. 



 

10. Hardship and Discretion 

a. Discretionary support or payment arrangements may be considered on a case-by-case basis. 

b. Managers may review exceptional cases to ensure that learners are not excluded from provision 

due to financial barriers. 

 

11. Other Policies and Procedures 

a. By paying course fees or voluntary contributions, learners agree to abide by Baytree Centre 

policies, procedures, rules and regulations. 

b. Attendance, withdrawals and learner funding information must be updated accurately on relevant 

tracking systems in line with LALS requirements. 

 

12. Policy Review 

a. This policy is reviewed regularly by the Senior Management Team to ensure that it remains fair, 

compliant and relevant to the needs of learners and beneficiaries. 

b. This document will be reviewed annually in line with LALS, GLA ASF and Baytree Centre for quality 

assurance requirements. 
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