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Accounting Guidance Notes: 
Courses
General

This guidance has sections on degree and non-degree courses
Non-degree courses
This guidance applies to all departments that run non-degree courses. Those departments that collect money for degree courses should refer to the separate guidance below.
Departments are responsible for collecting fees on their own courses.

Income coding – determine if a course is credit-bearing 
Students on credit-bearing courses will be awarded a non-degree qualification or other University credit. For credit-bearing courses, income needs to be coded to 43900 for Home domicile students, 43902 for EU domicile students and 43905 for overseas domicile students (as recorded on the Student System). For non-credit bearing courses, all income should be coded to 43920 Course Fees. 
Income coding – determine if a course should be classed as trading

Departments also need to consider if a course is “non-educational” and should be classed as trading.

A 'closed' course is a 'non-educational' course and therefore non-primary purpose. This is where one of the following applies: 

· The criteria for selection for the course exclude the wider general public, i.e., no public benefit;

· The benefit is not to a sufficiently wide sector of the public.

	Examples of non-primary purpose conferences and courses:

· A course held for a private organisation where it has been aligned to their needs.
· A course restricted to a narrow group of people rather than to the wider public.
· Where the course participants are not primarily students, researchers, post graduates or university staff.



Full details can be found in the External trade section and part of the guidance on courses and conferences is reproduced at the end of this guide
Income coding for non-degree primary purpose courses

If a department is running a non-degree primary purpose course, the associated income and expenditure should be identifiable by the General Ledger Activity segment as follows:
	
	Activity Segment

	Example

	Course
	9% where % represents the year end by which the course should end.
	92 –course will have ended by 31 July 2022.
93 – course will have ended by 31 July 2023.



At year end, provided course expenditure in a particular department is less than £100,000 in the year, the treatment below should be followed. If course expenditure is likely to be greater than £100,000 in the year, please see Accounting Principles where Departmental Course Expenditure exceeds 100,000 below.

	Course

	Department action 
	Finance Division

	Activity segment is for current year
	The department should bill all fees before the year end, but if not possible, accrue any unbilled course fees at the year end and accrue any associated costs which have not yet been subject to the GRN process or invoicing.

	No action required – the course income and expenditure will flow through the University accounts and into the department’s unspent revenue budget.

	Activity segment is for future years
	The department should ensure any costs incurred to the year end have been accrued where not already covered through the GRN process.

	Income will be matched to expenditure and the residual balance (net income or net spend) will be deferred to the next financial year.




If departments have coded courses to other activity codes (for example 00) it will be assumed that these courses have been completed in the year and no deferral will be made.
The impact of not following the policy is that the income and expenditure associated with courses activities will be misstated between years, impacting on both departmental and overall University figures. Activities could be incorrectly coded between trading and non-trading activity, which could result in penalties from the tax authorities; these would be borne by the department and the University.

Non-degree courses: process to deal with issues

It is recommended the following route is used to review courses:

To look at income and expenditure on a particular Activity segment

To find the balances on income and expenditure lines for a particular Activity segment within a department’s accounts, run the report Inc & Exp Current Month YTD which can be found in Splash GL.
· Under Period ensure the period is for the full financial year.
· Under Segment Override, the cost centre should be the department two character code (eg MQ for the Said Business School).
· Under Segment Override, the account and source of funds should be left blank, the organisation should be 10 and the future segment should be 000000.
· Under Segment Override, the activity should include the particular activity you wish to analyse (eg 92 for Courses Ended by 31 July 2022).

An example of the output is below:
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Period NameJun-21

Currency CodeGBP

Cost CentreZT0000

Activity00

Source of Funds

Organisation

AccountCurrent Month      Year to Date

Actuals            Actuals

Jun-21Jun-21

INCOME

JRAM and Other Service Funding40'0.000.00

Funding Council Grants41'0.000.00

Home/EU Student Fees42'0.000.00

Overseas Student & Other Fees43'0.000.00

Research Income45'0.000.00

Trust and Investment Income46'0.000.00

Donations47'0.000.00

Sales, Services & Trading48'0.000.00

Other Income49'0.000.00

____________________________________

Sub-Total Income0.000.00

____________________________________

EXPENDITURE

Salary Scales50'0.000.00

Casual, Agency and Other Non-Payroll51'0.000.00

Income & Expenditure Current Month YTD PI CC


Courses

· The department should review its courses coded 91, 92, 93 etc. to ensure that the course has been set up correctly with the correct expected end date and has been consistently applied. Any errors should be corrected before year end.

· The department should accrue for any additional unbilled fees on completed courses and accrue any costs which have not been covered by the GRN receipting process, using the appropriate year end forms. Where departmental course activity is in excess of £100,000 per annum, please speak to your Divisional Financial Controller in the first instance to agree the approach to dealing with the year end.

Accounting Principles where Departmental Course Expenditure exceeds £100,000
The basic accounting principles that should be followed in dealing with courses at the year-end where total departmental expenditure is likely to exceed £100,000 are set out in the table below. 
	Description

	Scenario
	Accounting treatment 

	Course has finished in current year
	N/A
	All income and expenditure associated with the course should be recognised. The department should accrue any unbilled course fees at year end and accrue any associated costs. The net income and expenditure will be carried forward into the department’s reserves, if applicable.

	Course has not started at 31 July 
	The course is still planned to run and it is anticipated that course income will be greater than course expenditure (i.e. a surplus will be made upon its completion).

	Any expenditure incurred before year end or any fee income received in advance should be deferred to the following year.  

	
	The course is expected to run but is expected to make a loss.
	Where expenditure has been incurred it should be left in the department’s trading account up to the value of the expected loss on the course. Any expenditure in excess of this amount should be deferred to the following year. All fee income should be deferred.


	
	There is uncertainty about whether the course will run.

	Costs incurred to 31 July of the current year should be recognised as expenditure. Any advance course fees should be deferred and are potentially repayable.

	Delivery of the course is in progress but not complete in the current year 
	It is anticipated that course income will be greater than course expenditure on completion (i.e. a surplus will be generated).
	Income should be accrued or deferred as appropriate such that income recognised on the course to 31 July equals the fee for the proportion of the course that has been completed. Expenditure incurred to date should be treated as normal  
For example:

· A course of 4 weeks is expected to generate fee income of £100,000 and incur costs of £80,000 upon its completion generating a £20,000 surplus.  

· At 31 July after 2 weeks costs incurred are £40,000 and fee income received is £100,000.

Income of £50,000 should be recognised in the year. £50,000 of fee income would therefore be deferred.


	
	It is anticipated that course income will be less than course expenditure on completion (i.e. a deficit will be generated).
	Income should be accrued or deferred as appropriate such that income recognised on the course to 31 July equals the fee for the proportion of the course that has been completed. Expenditure incurred on the course as at 31 July less the expected deficit on the course at its completion.

For example:

· A course of 2 weeks is expected to generate fee income of £80,000 and incur costs of £100,000 upon its completion generating a £20,000 deficit.  

· At 31 July, after 1 week, costs incurred are £40,000 and fee income received is £80,000.
Income of £20,000 should be recognised in the year and costs of £40,000 giving a deficit in the year of £20,000 (the forecast overall deficit for the course). £60,000 of fee income would therefore be deferred. In this way the expected loss on the course is recognised up front.



Note: Should the course have been running prior to 31 July of the previous year, you will need to consider the cumulative income and spend incurred on the course over the relevant financial years in determining the treatment at 31 July of the current year.
Who to contact if you have a query

Please contact your Divisional Financial Controller in the first instance.
Degree courses
This guidance applies only to departments that collect income directly for degree courses. The Non-degree courses  process should be used for any non-degree courses run by departments.

Colleges collect almost all degree course fee income. Only those departments with specific permission should use the degree course natural accounts in the range 42110- 43240.
For degree courses, the University must, for statutory reporting reasons, split income by all of the level of the course, the mode of attendance, the domicile of the students (e.g. postgraduate taught, postgraduate research, undergraduate; full-time, part-time;  home, EU, overseas). Note the domicile split is required even if the level of fees is the same for all students. The coding system is designed to achieve this.

If departments are running courses and are able to identify the income for an individual course by cost centre or Source of Funds code, then the University Financial Reporting Team can complete the analysis. However departments should ensure that all fee income is correctly coded with the information required.
The level of course is shown by the activity code as below. However as some courses run by departments cross over financial years, departments may need to split income between years using the course code as below. 

	
	
Activity Segment

	
Example


	Postgraduate Taught

	49
	

	Postgraduate Research

	32
	

	Undergraduate

	24
	

	Course
	9% where % represents the year end by which the course should end.
	92 – course will have ended by 31 July 2022.
93 – course will have ended by 31 July 2023.



If departments have coded courses to other activity codes, it will be assumed that these courses have been completed in the year and no deferral will be made.
Analysis of Income

	Description
	Accounting treatment 

	Course has finished in current year
	All income and expenditure associated with the course should be recognised. The department should accrue any unbilled course fees at year end and accrue any associated costs.

The net income and expenditure will be carried forward into the department’s reserves, if applicable.


	Course has not started at 31 July 
	Any expenditure incurred before year end or any fee income received in advance should be deferred to the following year. 
 

	Delivery of the course is in progress but not complete in the current year 
	Income should be accrued or deferred as appropriate such that income recognised on the course to 31 July equals the proportion of the fee earned by that time.

For each course, it should be agreed whether the best measure of completion of the course is time on course or modules completed.
For example:

· A course is expected to last 15 months and the student has been on course for 5 months at 31 July. One-third of the total fee due should be recognised as income. 

· A course consists of 10 modules and a student has completed 3.5 modules at 31 July. 35% of the total fee due should be recognised as income.



Note: Should the course have been running prior to 31 July of the previous year, you will need to consider the cumulative income and spend incurred on the course over the relevant financial years in determining the treatment at 31 July of the current year.
If the above policy is not adhered to, the income and expenditure associated with courses activities will be misstated between years, impacting on both departmental and overall University figures. Activities could be incorrectly coded between trading and non-trading activity, which could result in penalties from the tax authorities; these would be borne by the department and the University.

Degree courses: process to deal with issues
Departments should review courses coded 91, 92, 93 etc. to ensure that the course has been set up correctly with the correct expected end date and has been consistently applied. Any errors should be corrected before year end.

To look at income and expenditure on a particular Activity segment
To find the balances on individual income and expenditure lines for a particular Activity segment within a department’s accounts, run the TFR report TFR report  Inc_Exp YTD PI CC Curr mth   :available in SplashGL 
· Under Period ensure the period is for the full financial year.
· Under Segment Override, the cost centre should be the department two character code (e.g. MQ for the Said Business School).
· Under Segment Override, the account and source of funds should be left blank, the organisation should be 10 and the future segment should be 000000.
· Under Segment Override, the activity should include the particular activity you wish to analyse (eg 93 for Courses Ended by 31 July 2023).

The department should accrue for any additional unbilled fees on completed courses and accrue any costs which have not been covered by the GRN receipting process, using the appropriate year end forms.
Who to contact if you have a query
Please contact your Divisional Financial Controller in the first instance.

Finance Division


