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FEES AND REFUND POLICY AND PROCEDURE

INTRODUCTION

This policy and procedure explain the process for establishing and collecting fees and charges from students,
the protection processes for fees collected whilst a student is enrolled at Australian College of Technology and
Business Pty Ltd (ACTB), and the refund arrangements available to students.

Applicants must agree to the terms and conditions of enrolment as provided within the Written Agreement and
pay the required fees upon signing the agreement prior to training commencing. Failure to pay tuition fees is a
breach of the Written Agreement and may result in the student's enrolment being cancelled.

Student tuition fees collected prior to course commencement will be held in a separate holding account and
not transferred to the general account until the course commences. The balance of the holding account at any
time will represent:

« Tuition and material fees collected from applicants who have signed an agreement but not yet
commenced; and

+ Tuition fees collected from students who have commenced their course but have not yet commenced one
or more study periods.

Tuition fees do not cover excursion activities. Students will be required to pay excursion costs in addition to
tuition fees. All applicants who have paid a deposit are entitled to a 3-day cooling-off period, where applicable
and consistent with Australian Consumer Law, with a full refund of the initial deposit.

LEGISLATION

This policy is made under and must be read in conjunction with the following legislation and regulatory
instruments:

» Education Services for Overseas Students Act 2000 (ESOS Act)
« Education Services for Overseas Students (Calculation of Refund) Instrument 2024

+ National Code of Practice for Providers of Education and Training to Overseas Students 2018 (National
Code 2018)

« ASQA Standards for Registered Training Organisations 2025
+ Privacy Act 1988 (Cth)

+ Australian Consumer Law
DEFINITIONS
Tuition Fee — The fee charged for the delivery of training and assessment for each course enrolled.

Non-Tuition Fee — Any fee other than a tuition fee, including enrolment fees, material fees, administration
fees and other charges as itemised in the Written Agreement.

Administration Fee — A fee calculated as 5% of the amount paid or $500, whichever is the lesser, charged in
association with any refund payable, whether it pertains to withdrawal prior to course commencement or upon
cancellation of visa or any other such circumstances which result in a legitimate refund of fees from the
institution except for the instance of provider default.
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Student Default — Where a student withdraws from, cancels, or fails to attend a course on or after the agreed
course start date, or where a student's enrolment is cancelled by ACTB for breach of visa conditions or
misconduct.

Provider Default — Where ACTB fails to start a course on the agreed starting date, or is unable to complete
delivery of a course.

Unspent Tuition Fees — Tuition fees paid in advance that relate to future study periods not yet delivered,
calculated in accordance with the ESOS (Calculation of Refund) Instrument 2024.

Study Period — A discrete period of study as defined in the student’s enrolment and Written Agreement.

RESPONSIBILITY

» The CEO or Delegate is responsible for the implementation of this policy and for ensuring that staff and
students are aware of its application.

+ The RTO Manager is responsible for assessing and processing all refund applications within the timeframes
specified in this policy.

+ Student Services is responsible for maintaining the Complaints and Appeals Register and all refund-related
records.

« All staff must be familiar with this policy and direct students to the appropriate process.

POLICY STATEMENT

« Refund of fees will only be granted in accordance with this policy.

* Under ESOS legislation, ACTB will not collect in excess of 50% of the total tuition payable prior to
commencement of the course. While ACTB cannot require students to pay more than 50% up front, it can
accept more than 50% if the student chooses to pay more.

+ Enrolment fee as stated in the letter of offer (written agreement with the student) and price list specific to
every course is a non-refundable fee collected from the student

« All fees are deposited into ACTB's holding account and transferred to the general account only upon
course commencement. International students must pay the first study period's tuition plus material fees
prior to course commencement.

« All fees are payable in Australian dollars. Accepted payment methods include telegraphic transfer, cash,
cheque, direct deposit, and EFTPOS/credit card (a 2.2% surcharge applies to all card payments).

« Refund applications after course commencement relate to tuition fees only. Material fees are specified in
the Written Agreement.

« ACTB is not able to provide any refunds for fees paid to third parties, such as Overseas Student Health
Cover or fees paid directly to an education agent.

* Where a student breaches ACTB policies and procedures, no refund will be payable unless eligible for
refunds as assessed in accordance with ESOS legislation.

 Students cannot apply for a refund where there is a default on payment of tuition and any non tuition fees
due like material fees.

» Payment of a refund application cancels a student's enrolment.
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» The ESOS (Calculation of Refund) Instrument 2024 will apply where relevant or appropriate. The refund
amount will be calculated using the formula: Refund Amount = Weekly Tuition Fee x Weeks in Default

Period.

 All students have the right to appeal a refund decision. Refer to the ACTB Complaints and Appeals Policy

and Procedure.

» Any updates to this Refund Policy and Procedure, including minor or administrative changes, will be
formally communicated to all affected students, including those issued with a Letter of Offer and/or
Confirmation of Enrolment (CoE). This communication will include access to the updated policy and a clear

summary outlining the key changes.

FEE SCHEDULE — NON-TUITION FEES

Enrolment Fee (non-refundable*)
RPL Assessment Fee (non-refundable)

Re-enrolment Fee
Administration Fee (withdrawal prior to commencement)

Credit Transfer

Reassessment Fee (after 3+ consecutive failed attempts)

Late Assessment Submission Fee

Reprinting of Qualification/Statement of Attainment/Record of Results
Credit card surcharge (VISA/MasterCard)

Late payment fee

Bank charges on refund processing (e.g. telegraphic transfer)
Reprinting of Student ID Card

Change of Course

Course Suspension Fee (after commencement)

Early Completion Fee

New Confirmation of Enrolment (CoE) / deferral prior to commencement

Non-standard document (e.g. letter of completion, proof of enrolment)
Issuing of non-standard documents

Course Cancellation Fee

Change of Payment Plan

Printing (A4 B&W/Colour)

$250.00
$250 per unit
$200.00

5% of amount paid or $500, whichever is
lesser

No charge

$250 per assessment
$200 per unit

$60.00

2.2%

$50 per instalment
Maximum $40.00
$30.00

$100.00

$100.00

$600.00

$60.00

$30.00 per document
$30.00 per document
Up to $500 per CoE
$60.00

$0.10/$0.50 per page

The Non-Tuition Fees listed above are current at the time of issuing this policy; however, fees are reviewed
annually and subject to change. Once a student has commenced their studies, Tuition Fees will remain fixed for
the duration of the program.
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FULL REFUNDS

ACTB will make a full refund of course fees paid (less the non-refundable Enrolment Fee and Administration
Fee) in the following circumstances:

1. VISA REFUSED BEFORE COMMENCEMENT DATE

In the event that a student's initial visa (prior to landing in Australia) is not granted, a full refund of fees received
by ACTB will be issued to the student, less the Enrolment Fee and the Administration Fee (5% of the amount
paid or $500, whichever is the lesser). Without proof of refusal from the Department of Home Affairs, a refund
cannot be processed.

ACTB will process the refund within 14 days of receiving the refund request and the visa refusal notice.
2. PROVIDER DEFAULT — ACTB DOES NOT COMMENCE OR CEASES DELIVERY OF A COURSE

ACTB reserves the right to cancel or postpone any course prior to the scheduled commencement date, should
it be necessary. If ACTB does not commence a course on the due date, a full refund of tuition fees paid will be
made within 14 working days of the specified starting date, in accordance with the refund provisions of the
ESOS Act. Fees may be transferred to an alternative enrolment where the student agrees.

Where ACTB is unable to complete a course due to unforeseen circumstances, any unused tuition fees will be
refunded to the student, calculated in accordance with the ESOS (Calculation of Refund) Instrument 2024. Any
refund will be paid within fourteen (14) days in accordance with the ESOS Act.

In the event of provider default, ACTB will notify affected students, the Secretary (Department of Education) and
the TPS Director in writing within 3 working days and will report the outcome within 7 days. ACTB may arrange
for another course to be provided to students at no extra cost as an alternative to refunding course money.

Tuition Protection Service (TPS)

Prepaid tuition fees for international students are protected under the Tuition Protection Service (TPS) in
accordance with the ESOS Act.

In the case of provider default, student tuition fees are protected under the Tuition Protection Service (TPS) —
an initiative of the Australian Government to assist international students whose education providers are unable
to fully deliver their course of study. For more information, please visit: https://tps.gov.au/

PARTIAL REFUNDS — PRIOR TO COURSE COMMENCEMENT

Where a student withdraws prior to course commencement, the following applies. ACTB may deduct a
Cancellation Fee equal to the lesser of $500 or 5% of the total tuition fees received:

More than 10 weeks Full refund of tuition less Cancellation Fee
6 weeks or more 75% refund of tuition
4 weeks or more 50% refund of tuition
2 weeks or more 25% refund of tuition
Less than 2 weeks 10% refund of tuition
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Refunds under the above circumstances will be processed within 4 weeks of receiving the refund request and
all required supporting documentation.

NO FEE REFUND

ACTB will not refund any RPL application fees where the student is deemed unsuccessful in RPL. Non-tuition-
based fees (materials and/or equipment) provided after course commencement will not be refunded under any
circumstances.

No refund is payable in the following circumstances:

» The student withdraws, cancels or fails to attend on or after the agreed course start date (student default).
Any refund of tuition fees will be calculated in accordance with the ESOS Act and the ESOS (Calculation of
Refund) Instrument 2024, based on unspent tuition fees for future study periods only.

* The student's enrolment is cancelled due to misconduct, breach of visa conditions, or non-payment of
fees.

» The student abandons the course without formally cancelling their enrolment. The student will be invoiced
for tuition fees before the date of cancellation of their CoE.

* The student's visa is cancelled due to their own actions.

« The student transfers to another provider prior to completing six months of the principal course. Any
outstanding fees must be paid prior to release.

» For packaged courses, refunds are calculated separately for each CoE.
Visa Refused After Commencement / Visa Extension Not Granted

Where a student's visa is refused after commencement, or a visa extension is not granted, only unspent tuition
fees for future study periods will be refunded, calculated in accordance with the ESOS (Calculation of Refund)
Instrument 2024 (the weekly tuition fee multiplied by the number of weeks in the default period). The refund
will be processed within 4 weeks of receiving written notification and official evidence of visa refusal. Students
are advised not to enrol or re-enrol if uncertain whether their visa will be extended.

EXTENUATING CIRCUMSTANCES

Students may have extenuating circumstances that prevent them from attending scheduled course dates,
including but not limited to illness, family or personal matters, or other extraordinary circumstances. Where
evidence can be provided, course fees may be transferred to the next available intake, or a refund of unused
course fees may be issued. This decision rests with the CEO or Delegate on a case-by-case basis.

PROCEDURES
Application Process

1. Any student wishing to apply for a refund must submit a completed Refund Application Form to Student
Administration (available from ACTB Administration or the ACTB website at www.actb.com.au).

2. All refund applications are to be assessed by the RTO Manager and processed within 20 working days (or
4 calendar weeks) of receiving the application and all required supporting documentation, in accordance
with the ESOS Act. Where the ESOS Act prescribes a shorter timeframe (e.g., 14 calendar days for provider
default), that shorter timeframe will apply.
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3. The student must supply in writing their nominated method of reimbursement. Refunds are accompanied
by a statement outlining the total refunded amount.

4. It is the student's responsibility to provide correct account details. ACTB will not authorise the transfer of
fees to any other student's account.

5. Refunds will be paid to the person who originally paid the fees, unless the student is transferring to another
institution in Australia (subject to visa conditions), in which case any refund may be remitted to that
institution with written authorisation.

6. All student refunds are made in Australian dollars. Bank charges on refund processing (e.g. telegraphic
transfer) up to $40 will be deducted from any refund.

7. All refund decisions may be appealed — refer to the ACTB Complaints and Appeals Policy and Procedure
and Procedure.

Late Payment of Fees

Students are required to pay tuition fees and outstanding charges by the due date specified. If a student fails to
make payment by the due date, the following will occur:

1. A payment reminder will be sent to the student within 7 calendar days of the due date.

2. After 7 days, if the student fails to make payment or obtain a payment plan, a first warning letter will be
issued giving a further 7 calendar days to pay. If the student is on a payment plan, they will be required to
pay the whole study period's outstanding balance. A late payment fee of $50 per instalment may be
applied.

3. A final warning letter will be issued where fees are overdue by more than 28 calendar days. If payment is
not received within 7 calendar days, the matter will be referred to a debt collection agency.

4. ACTB will also inform the student of its intention to report the matter via PRISMS to the Department of
Home Affairs based on non-payment of fees, which may result in cancellation of enrolment and student
visa. Cancellation of enrolment and visa reporting will not proceed while a complaint or appeal is pending.

5. The student will have 20 working days to make an appeal. Refer to the ACTB Complaints and Appeals
Policy and Procedure and Procedure for more information.

6. The CEO or Delegate may grant an extension and/or waive late fees where extenuating circumstances are
demonstrated.

7. In the case where a fee extension request is not approved, the student's information will be sent to a debt
collection agency. All debt collection costs will be added to the outstanding balance and the student will
be liable. All legal matters will be dealt with under the jurisdiction of Queensland.

8. Students who wish to resume study at ACTB must pay all outstanding fees in full before re-enrolling. Where
an outstanding fee remains, the student may lose access to enrolment records, examination results and
academic transcripts, and will be unable to graduate until the debt is cleared.
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SUMMARY OF REFUND ARRANGEMENTS

The Enrolment Fee ($250) is non-refundable under all circumstances.

AGTB.
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Circumstance Refund Entitlement

Initial visa refused prior to commencement (with DHA refusal letter)

ACTB is unable to provide the course (provider default)

Withdrawal > 10 weeks before course start
Withdrawal > 6 weeks before course start
Withdrawal > 4 weeks before course start
Withdrawal > 2 weeks before course start

Withdrawal < 2 weeks before course start
Visa refused after commencement (with DHA refusal letter)

Withdrawal after commencement — confirmed extenuating circumstances
(CEO or Delegate discretion)

ACTB is unable to continuously provide the commenced course

Student default (withdrawal on/after start date, no extenuating
circumstances)

Abandonment of the course/failure to return after the scheduled break

Visa extension not granted

Visa was cancelled due to the student's action
Enrolment cancelled due to misconduct or visa breach

RPL assessment — student deemed unsuccessful

Full refund less Enrolment Fee and
Administration Fee

Full refund of all unspent tuition fees
within 14 calendar days.

Full refund of tuition less Cancellation Fee
75% refund of tuition
50% refund of tuition
25% refund of tuition
10% refund of tuition

Unspent tuition fees for future study
periods

Unspent tuition fees for future study
periods

Unspent tuition fees for future study
periods

No refund

No refund. Unspent fees for future study
periods are assessed separately.

Unspent tuition fees for future study
periods only

No refund
No refund

No refund

*Administration Fee is calculated as 5% of the amount paid or $500, whichever is the lesser.
Note: All refunds are subject to the ESOS Act, the ESOS (Calculation of Refund) Instrument 2024, and the terms

of the Written Agreement.

RECORDS

All records of refund applications and associated actions are maintained in the student's file for a minimum of
five (5) years after the student ceases to be an accepted student at ACTB. This includes remittance advice
identifying that refunds have been paid and any related correspondence. Records are stored securely in ACTB's
electronic management system and must be accurate, up to date, and accessible to authorised staff and relevant

regulatory authorities upon request.

Any information that the student provides ACTB, or that ACTB collects about the student (including payments
and refunds), may be provided to authorised State and Commonwealth agencies, including the Tuition

Protection Service, in accordance with the Privacy Act 1988.
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PRIVACY

Information collected about an individual learner or intended applicant during enrolment may be disclosed to
the Australian Government, State and Territory agencies, and NCVER under the Data Provision Requirements
2020, for statistical, regulatory and research purposes. ACTB will only release student information to any other
third party with the written consent of the student. ACTB will take reasonable steps to protect personal
information from misuse, loss, or unauthorised access, modification or disclosure.

PUBLICATION

This Refund Policy and Procedure will be made available to staff, students and persons seeking to enrol with
Australian College of Technology and Business P/L through publication on the College's website
(www.actb.com.au).

DOCUMENT CONTROL

Initial policy created for ACTB, aligned to ASQA Standards for
April 2026 RTOs 2025, ESOS (Calculation of Refund) Instrument 2024, and ACTB Management
Queensland jurisdiction.
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