
Repayment of Fees Form
Section 1: To be completed by the Head of School/Unit and the relevant staff member. 

	Staff members name:
	

	Personnel Number:
	

	School/Unit:
	

	Course of Study:
	

	Duration of course:
	

	Total Cost of Course:


	

	University/College of study:
	

	Payment of fees:
	Half of the fees will be paid upfront by the staff member and will be reimbursed on an annual basis or when the course is complete only if the staff member passes the modules successfully. The other half of the fee will be paid upfront by the school/unit. As agreed at school/unit level this provides for payment of registration fees, exemption fees, course fees and examination fees. Relevant documentary evidence must be presented to the Head of School/Unit, in support of any request for payment of fees. Repeat exams will not be paid for by the school/unit.


	Repayment of fees:
	i. If the staff member resigns/contract ends while completing the course they must refund all such expenditure. 

ii. If the staff member resigns/contract ends within one year of completion*; they must refund two-thirds of such expenditure.  

iii. If the staff member has not finished the course after 3 years of when it was scheduled to be completed, they will be required to refund fees to their school/unit; (e.g. failure to sit exams, undertake course assignments or achieve a certain grade), unless there are extenuating circumstances for non-completion 


	Study and Exam Leave:
	Study and exam leave allowance for the course will be as per the University Policy http://www.ucd.ie/hr/policies/  


	Examination results
	The staff member should forward the original transcript of their examination results to their Head of School/Unit where a copy will be taken and the original returned. If the staff member is unsuccessful in their examinations, they are required to meet all expenses connected with examination repeats for which study or examination leave will not be granted.
A student who fails to complete an approved course of study will not be financially supported to undertake an alternative course of study by the school/unit or be supported in case of deferral, unless there are extenuating circumstances.



*Completion refers to the date of notification of passing final exams and of the final result from the college/institution with which the staff member is studying.
The Head of School/Unit should agree with the staff member, if they leave how the money owed will be repaid (final salary repayment, any balance should be paid directly to the school/unit). 
I have read and understood these terms and conditions
Signature of staff member:                                                        Date:  



Signature of Head of School/Unit: 




  
Section 2: To be completed in full by the Head of School/Unit and the relevant staff member on the staff member’s resignation from UCD.
Total amount owing to UCD € 












Cost Centre money is to be refunded to: 









Any refunds will be transferred to this designated cost centre
Account Code: 







Agree how balance, if any, will be repaid.
Signature of staff member:                                                        Date:  





Signature of Head of School/Unit: 




  

Please send this form in its entirety to UCD Payroll, Roebuck Offices, Belfield, D4 or email a scanned version to payroll@ucd.ie 
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