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2.Definitions
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POLICY & PROCEDURE GUIDELINE

NC- Standard 2.1.7 & 3, Outcome Standards 2.1, Compliance standard 18 for NVR
Registered Training Organisations 2025

DIC-008 Version No: 5.0
Jan 2008 Review Date: May 2027
All staff

The Purpose of this policy and procedure is to outline DIC’s approach to managing
Student fees, charges and refunds, and to explain how fees paid in advance are
protected by DIC. This policy ensures compliance with the NC- Standard 2.1.7 & 3,
Outcome Standards 2.1 & Compliance Standard 18 for NVR Registered Training
Organisations.

ASQA means Australian Skills Quality Authority, the national VET regulator and the
RTO’s registering body

Standards means the Outcome Standards for NVR Registered Training Organisations
(RTOs) 2025 from the VET Quality Framework

Tuition Fees means the fees DIC receives directly or indirectly from a student or
intending student, or from another person who pays on the student’s behalf, that are
directly related to the provision of the course.

Non-Tuition Fees means any other fees charged by DIC that are not included in tuition
fees. These may include compulsory or optional charges such as application fees,
course material fees, kit fees and administrative charges.
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3.Policy This Policy and Procedure support Outcome Standard 2.1 of the Outcome Standards
for NVR Registered Training Organisations 2025, which requires that VET students
have access to clear and accurate information concerning the organisation and the
relevant training product and are made aware of any changes that may affect them.

This policy/procedure supports outcome standard 2.1 for NVR Registered Training
Organisations 2025 which states:
An NVR Registered Training Organisation must:

1. Provide Clear, Accurate Fee Information
e All fees, charges, and costs must be clearly communicated to
students before enrolment or payment.
e This includes tuition, materials, equipment, IT needs, and any other
associated costs.
2. Disclose Payment Terms and Refund Policies
e Students must be informed of payment schedules, refund conditions,
and any available government subsidies or entitlements.
3. Outline Student Financial Obligations
e Any liabilities such as costs for withdrawal, obtaining a USI, or
participating in work placements must be disclosed.
4. Deliver Written Documentation Before Payment
e Before collecting any fees, RTOs must provide written confirmation
of:
e The training to be delivered (including third-party
arrangements)
e All fees and charges
e Any financial obligations or liabilities
5. Keep Students Informed of Changes
e Students must be notified promptly of any changes to training
products or operations that could affect their financial commitments.

The policy also supports Compliance Requirements — Division 3: Accountability —
Clause 18

Where the RTO requires, either directly or through a third party, a prospective or
current learner to prepay fees in excess of a total of $1,500 (the threshold prepaid
fee amount), the RTO must meet the requirements set out in Clause 18:

Prepaid Fee Protection Measures.

This policy/procedure also supports ‘Standard 2.1 of the ‘National Code of Practice
for Registration Authorities & Providers of Education & Training to Overseas
Students 2018’ which states:

Prior to accepting an overseas student or intending overseas student for enrolment
in a course, the registered provider must make comprehensive, current and plain
English information available to the overseas student or intending overseas student
on:

2.1.7 Indicative tuition and non-tuition fees, including advice on the potential for
changes to fees over the duration of a course, and the registered provider’s
cancellation and refund policies.

This policy/procedure also supports ‘Standard 3’ of the ‘National Code of Practice
for Registration Authorities & Providers of Education & Training to Overseas
Students 2018’ which states:
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Policy

4.Procedure

‘Written agreements between registered providers and students set out the services
to be provided, fees payable and information in relation to refunds of course money.’

DIC will also ensure that students are informed as soon as practicable of any changes
that may affect their enrolment or financial commitments.

DIC is committed to managing fees, charges and refunds fairly, consistently and
transparently.

Information about fees, charges and refunds is made available to students through
the course outline, Student Acceptance Agreement, Offer Letter, Payment Plan,
Student Handbook and Prospectus before enrolment or commencement of training,
whichever occurs first.

All refund applications must be submitted in writing to the Student Administration
Department and will be assessed in accordance with this Policy and Procedure. All
approved refunds must be authorised by the CEO and processed within 14 days of
receiving the completed application and any required supporting documents.

4.1 Fee Information Before Enrolment
Current and prospective students are advised of the fees associated with their course
before enrolment or commencement of training.

Fee information includes:
e allfees and charges that must be paid.
e payment terms and due dates.
e deposits and instalment arrangements.
¢ refund conditions.
e any additional charges that may apply; and
e the student’s rights as a consumer, including any applicable cooling-off rights.

4.2 Protection of Fees Paid in Advance
DIC protects fees paid in advance by students through its membership of an
approved Tuition Protection Scheme.

The application fee of AS500 is a non-tuition fee and is non-refundable, except where
required by law.

4.3.1 Tuition Fees and Payment Arrangements (On Shore Students)

e Aninitial deposit of A$1,000 tuition fees is payable upon enrolment, as
set out in the Payment Plan.

e The balance of tuition fees is to be paid by instalments in accordance
with the Payment Plan issued at the time of enrolment in the Offer
Letter.

e DIC offers a monthly instalment system for tuition fee payments.

e Students having trouble paying fees are encouraged to contact the office
to discuss alternative arrangements.

e DIC may provide support or intervention to students experiencing
financial hardship.

e Anydiscount on fees is at the discretion of the CEO.
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4.3.2 Tuition Fees and Payment Arrangements (Off Shore Students)

Prepaid Fees — Offshore Students

DIC collects up to six (6) months of tuition fees in advance from offshore
(international) students.
All prepaid fees received prior to visa grant are held in a designated
protected account and must not be used for operational purposes until:

o The student visa is granted; and

o The student has commenced the course.
In the event of a student visa refusal, DIC will provide a full refund of prepaid
tuition fees within fourteen (14) days of receiving official evidence of the visa
refusal, in accordance with ESOS requirements.

Governance and Monitoring

The Chief Executive Officer (CEOQ) is responsible for ensuring compliance with prepaid
fee protection requirements and safeguarding student funds.

The CEO will conduct weekly reviews of the protected account to ensure that:

The account holds sufficient funds to cover all prepaid fees received from
international students as recorded in PRISMS

Fee balances are accurate, reconciled, and aligned with student enrolment
records

All prepaid fee data and changes must be accurately reported in PRISMS in
accordance with ESOS reporting requirements.

Any discrepancies must be investigated and rectified immediately to ensure
continued compliance and financial protection of students.
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4.4 Additional Charges

Fees Total Amount

Course fees Please refer to the website

Material fees $200.00 per qualification

Deferment Fee $500.00

Application fees $500.00

Supplementary Assessment $0.00/ For two (2)resubmission attempts per assessment.

Unit Repeat cost $350.00

Offshore payment processing fee $30.00

Replacement Student ID $10.00

Credit Transfer No Charge

RPL fees $200.00 per unit

Certificate re-issue fee $50.00

Student Photocopying 10c per page

Airport pick-up $70.00

Interim academic transcript No Charge

Re AT TTRERE e Reassessment Fee of Theo.ry Assessments-$50.00
Reassessment Fee of Practical Assessments-$100.00

DIC fee for commercial cookery or

Automotive or Carpentry or Painting | $500.00

and Decoration Tool Kit

*A surcharge of 2% will apply to credit card payments*

There is no fee for the original issue of a testamur, record of results or statement of attainment.
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4.5 Receiving Payments

Payments may be made by:

EFTPOS

cash

direct bank transfer
credit card

direct debit

4.6 Student Administration must:

record payments against the relevant invoice in Axcelerate; and
provide the student with a receipt.

4.7 Late Payment of Fees

Late payment of fees will incur a penalty of 10% after due date.

Student Administration will contact students where payments are more
than 14 days overdue and warning emails may also be sent through
Axcelerate.

Students will have 20 working days from the date of the Overdue Fee
Notice to pay the overdue fees and any applicable penalties.

4.8 Failure to pay fees within this period may result in:

cancellation of enrolment;

notification to the Department of Home Affairs that the student is not
enrolled and may be in breach of student visa conditions; and

referral of outstanding debts to an external debt collection agency.

Students will be responsible for any external costs associated with debt collection.
Where a student accesses DIC's internal complaints and appeals process within
the 20-working-day period, the suspension or cancellation of enrolment will not
take effect until the internal or external appeals process is completed.

4.9 Reinstatement
A student whose enrolment has been cancelled may apply to the CEO for
reinstatement.

If payment is received within 28 days of cancellation, reinstatement may
be considered within the current term, subject to CEO approval.

If reinstatement is requested after 28 days, and all reinstatement
requirements are met, reinstatement may occur in the following term
only.

4.10 Outstanding Fees and Certification
DIC reserves the right to withhold certification where student fees remain
outstanding, subject to applicable law.
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4.11 Refunds Due to Non-Delivery of a Course by DIC

Refunds will be provided in accordance with legislation if:
e the course does not start on the agreed start date;

e the course stops after it has started and before it is completed; or
e the course cannot be fully provided because DIC is affected by a government
sanction.

Where DIC defaults, refunds will be provided in accordance with the ESOS Act
and ESOS Regulations.

All applications for refund must be made in writing by way of the ‘Application
for Refund form’ -Appendix A and submitted to the Student Administration.

Refunds in these circumstances will be paid within 14 days.

As an alternative to a refund, DIC may arrange for the student to be placed in
another course or part of a course at no extra cost. If the student agrees to this
arrangement, DIC will not be required to refund the original course money.

4.12 Refund Applications by Students

All refund applications must:

e be made in writing using the Application for Refund form; and

e be submitted to the Student Administration Department with any required
supporting documents.

Procedure e Applications may be submitted:
- By e mail info@dic.edu.au

- By post
Student Administration
Level 18, 45 Grenfell Street Adelaide, South Australia 5000

Refund applications will be processed within 14 days of receipt of the completed
application and supporting documents.
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4.13 Refund Circumstances

Application Fee

Non-refundable

Visa application is refused before course
commencement, and the DHA official
refusal letter is provided to DIC.

refund equal to 100% of the tuition fees less
application fee of $500

Written notice of cancellation of
enrolment is received by DIC at least 10
weeks prior to course agreed start date

refund equal to 100% of the tuition fees less
application fee of $500

Written notice of cancellation of
enrolment is received by DIC at least 4
weeks prior to course agreed start date

refund equal to 75% of the tuition fees less
application fee of $500

Written notice of cancellation of
enrolment is received by DIC less than 4
weeks prior to course agreed start date

no refund of the tuition fees and application
fee of $500

Written notice of cancellation of
enrolment is received by DIC after the
course agreed start date

no refund of the tuition fees and application
fee of S500

Student withdraws from the course
without written notification

no refund of the tuition fees and application
fee of $500

Student enrolment is cancelled due to
breaches of their visa conditions

no refund of the tuition fees and application
fee of $500

Student is expelled for bad behaviour

no refund of the tuition fees and application
fee of S500

DIC is unable to deliver a course as offered

unspent prepaid tuition fees will be refunded,
or enrolment offered into an alternative
course with DIC (or another provider) at no
extra cost
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Procedure Appeals

Students who are not satisfied with a refund decision may access DIC-017

Complaints and Appeals Policy and Procedure.

The availability of DIC's complaints and appeals process does not remove the
student’s right to act under Australian consumer protection laws or pursue any

other legal remedies available.

o Further information
- DICreserves the right to withhold any Certification of qualifications achieved

by the student, if student fees remain outstanding.

- The College will refund any monies due to the student, to the student’s
education agent (where applicable).

*Please note where the student withdraws from the course without notification or

breaches their Visa conditions no refund is payable.

Payment of Refunds
Any approved refund will be paid to:
e thestudent;or

e another person authorised by the student in writing.

e The original mode of payment.
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SUMMARY OF CHANGES:

April - 2008 Version 1.1 - Partial Revision

July — 2009 Version 1.2 - Partial Revision

July- 2010 Version 1.3 - Partial Revision

Jan-2011 Version 1.4 - Partial Revision

July - 2011 Version 1.5 - Partial Revision

August - 2012 Version 2.0 - Full Revision (NVR Standards 2011)
March-2013 Version 2.1-Partial Revision (NVR Standards 2012)
Jan-2015 Version 2.2- Partial Revision

March-2015 Version 3.0-Full Revision

April —2018 Version 3.1 — Partial Revision

May-2022 Version 3.2 — Partial Revision

May-2024 Version 3.3-Partial revision

June-2025 Version 3.4-Full Revision (Standards for Registered Training Organizations

(RTOs) 2025 (NVR) and National Code of Practice for Providers of Education
and Training to Overseas Students 2018

May-2026 Version 3.5-Full Revision (Standards for Registered Training Organizations
(RTOs) 2025 (NVR) and National Code of Practice for Providers of Education
and Training to Overseas Students 2018

May-2026 Version 5.0- Structural changes have been made to consolidate two policies
into a single comprehensive document.
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APPENDIX-A  Student Application for Refund Form

Student Application for Refund Form

Date:

Student ID:

Course:

Full Name:

Address:

Course Start Date:

| wish to apply for a refund for my tuition fees paid for course described above.

This form must be submitted with any supporting documents. Refund applications are assessed in accordance with DIC-
008 Fee & Refund Policy & Procedure and will be processed within 14 days of receipt of a completed application and

supporting documents.

Application Fee

Non-refundable

Refund Circumstances Refund Amount

Visa application is refused before course
commencement, and the DHA official refusal letter
is provided to DIC.

refund equal to 100% of the tuition fees less application
fee of $500

Written notice of cancellation of enrolment is
received by DIC at least 10 weeks prior to course
agreed start date

refund equal to 100% of the tuition fees less application
fee of $500

Written notice of cancellation of enrolment is
received by DIC at least 4 weeks prior to course
agreed start date

refund equal to 75% of the tuition fees less application
fee of $500

Written notice of cancellation of enrolment is
received by DIC less than 4 weeks prior to course
agreed start date

no refund of the tuition fees and application fee of
$500

Written notice of cancellation of enrolment is
received by DIC after the course agreed start date

no refund of the tuition fees and application fee of
$500

Student withdraws from the course without
written notification

no refund of the tuition fees and application fee of
$500

Student enrolment is cancelled due to breaches of
their visa conditions

no refund of the tuition fees and application fee of
$500

Student is expelled for bad behaviour

no refund of the tuition fees and application fee of
$500

DICis unable to deliver a course as offered

unspent prepaid tuition fees will be refunded, or
enrolment offered into an alternative course with DIC
(or another provider) at no extra cost

Please detail in full, your reason for requesting a refund:
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Please provide your bank details asrequested below:

Bank Name:

BSB:

Account No:

Account holder/s name:

Student Signature: Date:

Office Use only
L. SIGNATURE
Position Name
CEO Niketan Walia
Amount :
Outcome of I:l
application Refund Granted
Refund Not Granted |:|
Date of Decision............. [evevieiininan, Y ST
Comments:
(Attach additional
page/s if required)
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