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1. Purpose
This policy establishes a fair, transparent and accessible framework for setting and collecting fees and charges, for protecting fees that students pay in advance, and for assessing and paying refunds at Britts Imperial College Australia Pty Ltd (the College). It reflects the College’s commitment to consumer fairness and to ensuring that students receive clear, written information about all costs before they enrol and before any fee is paid.
The policy reflects the outcomes-focused, self-assurance approach of the 2025 Standards for Registered Training Organisations (RTOs), under which the College must be able to demonstrate, through its own evidence, that students are properly informed about fees and charges, that prepaid fees are protected, and that fees and refunds are handled fairly, on time and in accordance with the law.
2. Scope
This policy applies to:
1. all current and prospective students of Britts Imperial College Australia, across all training products on the College’s scope of registration and all delivery modes (face-to-face, blended, online and workplace-based);
1. all fees and charges payable to the College, including tuition fees and non-tuition fees, the methods and timing of payment, the protection of prepaid fees, and the assessment and payment of refunds; and
1. all staff, trainers, assessors, contractors and third parties that collect fees or provide training, assessment or services on behalf of the College.
As Britts Imperial College Australia delivers nationally recognised training to domestic students, this policy does not rely on the Education Services for Overseas Students (ESOS) framework, the National Code, or the Tuition Protection Service. Where the cost of training is met in whole or in part by an employer or under a Commonwealth, State or Territory funding contract, the terms of the relevant written agreement or funding contract prevail to the extent of any inconsistency with this policy. Nothing in this policy limits or removes any right a student has under the Australian Consumer Law.
3. Legislative and regulatory framework
Britts Imperial College Australia manages fees, charges and refunds in accordance with the 2025 Standards for RTOs, which came into full regulatory effect on 1 July 2025 and replaced the Standards for Registered Training Organisations (RTOs) 2015. The principal instruments are:
1. the Outcome Standards — National Vocational Education and Training Regulator (Outcome Standards for NVR Registered Training Organisations) Instrument 2025;
1. the Compliance Standards — National Vocational Education and Training Regulator (Compliance Standards for NVR Registered Training Organisations and Fit and Proper Person Requirements) Instrument 2025; and
1. the Credential Policy (available on the National Training Register).
Fees and charges are addressed principally under Quality Area 2 (VET Student Support) of the Outcome Standards. In particular, Standard 2.1 requires the College to give each prospective student clear written information about the training to be provided, all associated fees and charges, and any obligations or liabilities, before the student enrols and before any fee is required to be paid. The Compliance Standards (Part 2 — Compliance Requirements, Division 3 — Accountability) set the requirements for protecting prepaid fees and for maintaining appropriate insurance and records.
This policy must also be read in conjunction with:
1. the Australian Consumer Law (Competition and Consumer Act 2010 (Cth), Schedule 2), including the consumer guarantees, which apply to the training and assessment services the College provides;
1. the Privacy Act 1988 (Cth) and the Australian Privacy Principles; and
1. relevant New South Wales fair trading and consumer protection legislation.
4. Definitions
	Term
	Meaning

	Tuition fee
	The fee charged for the delivery of training and assessment for each training product in which a student is enrolled.

	Non-tuition fee
	Any fee other than a tuition fee, including the enrolment fee, material fees, administration fees and the other charges itemised in the written agreement and Fee Schedule.

	Enrolment fee
	A non-refundable fee, stated in the written agreement and Fee Schedule, charged to confirm a student’s enrolment.

	Administration fee
	A fee calculated as 5% of the amount paid or $500, whichever is the lesser, charged in association with any refund payable other than where the College is in provider default.

	Prepaid fees
	All fees a student is required to pay (including enrolment, tuition and material fees) that are paid to the College in advance of the related training and assessment being delivered.

	Threshold prepaid fee amount
	$1,500 — the amount of prepaid fees the College may hold for an individual student before fee-protection measures are required under the Compliance Standards.

	Unspent prepaid fees
	Prepaid fees that relate to training and assessment not yet delivered to the student.

	Study period
	A discrete period of study as defined in the student’s enrolment and written agreement.

	Written agreement
	The enrolment agreement (including the letter of offer, where issued, and the Fee Schedule) that sets out the training to be provided, all fees and charges, and the rights and obligations of the College and the student.

	Student default
	Where a student withdraws from, cancels, or fails to attend a training product on or after the agreed start date, or where the College cancels a student’s enrolment for misconduct, non-payment of fees or a serious breach of College policy.

	Provider default
	Where the College fails to start a training product on the agreed start date, or is unable to complete delivery of a training product in which a student is enrolled.

	Business day
	A day other than a Saturday, Sunday or public holiday in New South Wales.


5. Policy statement and responsibilities
Britts Imperial College Australia is committed to dealing with fees, charges and refunds honestly, transparently and fairly. The College guarantees that:
1. all fees and charges are published and provided to each student in writing through the written agreement and Fee Schedule before the student enrols and before any fee is required to be paid;
1. the consumer guarantees and other protections of the Australian Consumer Law continue to apply, and nothing in this policy excludes, restricts or modifies those rights;
1. prepaid fees held for an individual student above the threshold prepaid fee amount of $1,500 are protected by an approved fee-protection measure (see section 7);
1. once a student has commenced, tuition fees remain fixed for the duration of the training product;
1. refunds are assessed and paid only in accordance with this policy and within the timeframes set out below;
1. every student has the right to appeal a fee or refund decision at no cost under the Complaints and Appeals Policy and Procedure, and the decision under appeal is not given effect while an internal appeal is in progress; and
1. any change to this policy, including a minor or administrative change, is communicated to all affected students, together with access to the updated policy and a clear summary of the key changes.
The CEO holds overall accountability for compliance with this policy. Day-to-day responsibilities are allocated as follows.
	Role
	Responsibility

	Chief Executive Officer
	Holds overall accountability for the College’s fees, charges and refund arrangements; ensures prepaid fees are protected; exercises discretion in extenuating-circumstances and fee-waiver decisions; and reviews this policy at least annually.

	Compliance Manager
	Assesses and processes refund applications within the timeframes in this policy; oversees fee protection and record-keeping; maintains the refund and fee records; and reports trends and improvements to the CEO.

	Student support / administration staff
	Provide students with written fee information before enrolment; issue invoices, receipts and reminders; receive refund applications; and maintain accurate fee and refund records.

	All staff
	Remain familiar with this policy, deal with fee enquiries fairly, and direct students to the appropriate process.


6. Fees and charges
6.1 Tuition fees
Tuition fees cover the delivery of training and assessment for the training product in which a student is enrolled. The tuition fee for each training product is set out in the written agreement and the published Fee Schedule (price list). Material fees, where they apply, are itemised in the written agreement. Once a student has commenced their studies, tuition fees remain fixed for the duration of the program. Tuition fees do not cover excursion or optional activities; where these are offered, any additional cost is advised in advance and paid separately.
6.2 Non-tuition fees (Fee Schedule)
The non-tuition fees below are current at the time this policy is issued. Fees are reviewed annually and are subject to change; any change is communicated to affected students as set out in section 5.
	Fee type
	Amount

	Enrolment fee (non-refundable)
	$250.00

	Recognition of Prior Learning (RPL) assessment fee (non-refundable)
	$250 per unit

	Re-enrolment fee
	$200.00

	Credit transfer
	No charge

	Administration fee (associated with a refund)
	5% of the amount paid or $500, whichever is the lesser

	Cancellation fee (withdrawal prior to commencement)
	5% of total tuition fees received or $500, whichever is the lesser

	Reassessment fee (after 3 or more consecutive unsuccessful attempts)
	$250 per assessment

	Late assessment submission fee
	$200 per unit

	Late payment fee
	$50 per instalment

	Change of course
	$100.00

	Deferral or suspension of enrolment (after commencement)
	$100.00

	Early completion fee
	$600.00

	Change of payment plan
	$60.00

	Reprinting of qualification / statement of attainment / record of results
	$60.00

	Issuing of a non-standard document (e.g. letter of completion, proof of enrolment)
	$30.00 per document

	Reprinting of student ID card
	$30.00

	Credit / debit card surcharge (VISA / MasterCard)
	2.2%

	Bank charges on refund processing (e.g. electronic transfer)
	Maximum $40.00

	Printing (A4 black & white / colour)
	$0.10 / $0.50 per page



6.3 Payment terms and methods
Applicants must agree to the terms and conditions of enrolment set out in the written agreement and pay the required fees as specified in that agreement before training commences. Failure to pay fees by the due date is a breach of the written agreement and may result in the actions set out in section 10, up to and including cancellation of enrolment.
All fees are payable in Australian dollars. Accepted payment methods include direct deposit / electronic funds transfer, EFTPOS and credit or debit card (a 2.2% surcharge applies to all card payments), cash and cheque. The College issues a receipt for each payment received.
Where an applicant pays a deposit, the applicant is entitled to a cooling-off period consistent with the Australian Consumer Law, during which the deposit is fully refundable. The length and application of any cooling-off period is set out in the written agreement.
7. Protection of prepaid fees
The College protects fees that students pay in advance, consistent with the Accountability requirements of the Compliance Standards. The key protections are:
1. the College does not require a student to pay more than the threshold prepaid fee amount of $1,500 before training commences;
1. where the total prepaid fees the College holds for an individual student exceed $1,500 at any time, the amount above $1,500 is protected by an approved measure — an unconditional financial (bank) guarantee held with a bank operating in Australia, or current membership of a tuition assurance scheme — so that the protected amount can be refunded to the student or used to place the student in equivalent training if the College is unable to deliver;
1. prepaid fees are held and accounted for as a liability until the related training and assessment is delivered, and are not used to meet the College’s ordinary operating expenses; and
1. the College maintains public liability insurance covering its operations for the whole of its period of registration.
These arrangements protect students if the College, for any reason, is unable to commence or complete a training product in which the student is enrolled (see provider default in section 8).
8. Refund entitlements
Refunds are assessed against the circumstances below. The enrolment fee is non-refundable under all circumstances. All refund entitlements are in addition to, and do not limit, any remedy a student may have under the Australian Consumer Law.
8.1 Full refund — provider default
Where the College does not commence a training product on the agreed start date, or is unable to complete delivery of a training product in which a student is enrolled, the College will refund all unspent prepaid fees for the undelivered training within 14 calendar days of the default. As an alternative to a refund, and only where the student agrees in writing, the College may place the student in an equivalent training product at no additional cost. The College will notify affected students of a provider default and of their options in writing as soon as practicable.
8.2 Refunds for withdrawal prior to commencement
Where a student withdraws before the training product commences, the following applies. The College may deduct a cancellation fee equal to the lesser of $500 or 5% of the total tuition fees received.
	Withdrawal notice period before start
	Refund entitlement

	More than 10 weeks
	Full refund of tuition fees, less the cancellation fee

	6 weeks or more (up to 10 weeks)
	75% refund of tuition fees

	4 weeks or more (up to 6 weeks)
	50% refund of tuition fees

	2 weeks or more (up to 4 weeks)
	25% refund of tuition fees

	Less than 2 weeks
	10% refund of tuition fees



8.3 Refunds after commencement
Refund applications after a training product has commenced relate to tuition fees only and are limited to unspent prepaid fees for training not yet delivered. Material fees, and consumables or equipment already provided to the student, are not refundable. Where a student withdraws after commencement with confirmed extenuating circumstances (see section 8.5), or where the College is unable to continue delivering the commenced training product, the College refunds the unspent prepaid fees for the undelivered training.
8.4 No refund
No refund is payable in the following circumstances (this does not limit any right under the Australian Consumer Law):
1. the student withdraws, cancels or fails to attend on or after the agreed start date without confirmed extenuating circumstances (student default); any unspent prepaid fees for undelivered training are assessed separately;
1. the student’s enrolment is cancelled due to misconduct, non-payment of fees, or a serious breach of College policy;
1. the student abandons the training product without formally cancelling their enrolment; the student remains liable for tuition fees up to the date the enrolment is cancelled;
1. the enrolment fee, which is non-refundable in all circumstances; and
1. an RPL application fee where the student is assessed as not yet competent through RPL, and non-tuition material or equipment fees for items already provided.
8.5 Extenuating circumstances
A student may have extenuating circumstances that prevent them from attending or continuing their studies, including (but not limited to) serious illness or injury, family or personal hardship, or other extraordinary circumstances beyond the student’s control. Where satisfactory evidence is provided, the College may transfer the student’s fees to the next available intake, or refund the unspent prepaid fees for undelivered training. This decision rests with the CEO or delegate and is made on a case-by-case basis.
9. Refund application procedure
1. A student wishing to apply for a refund must submit a completed Refund Application Form to College administration. The form is available from College administration and the College website.
1. Refund applications are assessed by the Compliance Manager and processed within 20 business days (approximately 4 calendar weeks) of the College receiving the completed application and all required supporting documentation. Where a shorter timeframe applies (for example, 14 calendar days for provider default), the shorter timeframe applies.
1. The student must advise, in writing, their nominated method of reimbursement. Each refund is accompanied by a statement setting out the amount refunded and how it was calculated.
1. It is the student’s responsibility to provide correct account details. The College will not transfer a refund to another person’s account, and refunds are paid to the person who originally paid the fees, unless the student is transferring to another Australian provider, in which case a refund may be remitted to that provider with the student’s written authorisation.
1. All refunds are paid in Australian dollars. Bank charges on refund processing (for example, an electronic transfer) of up to $40 may be deducted from the refund.
1. Payment of a refund following a withdrawal cancels the student’s enrolment.
1. All refund decisions may be appealed under the Complaints and Appeals Policy and Procedure (see section 12).
10. Late payment of fees
Students must pay tuition fees and other charges by the due date specified in the written agreement or invoice. If a student does not pay by the due date, the following applies:
1. a payment reminder is sent to the student within 7 calendar days of the due date;
1. if payment is not made, or a payment plan agreed, within a further 7 calendar days, a first warning letter is issued allowing another 7 calendar days to pay; a student on a payment plan is required to pay the outstanding balance for the relevant study period, and a late payment fee of $50 per instalment may apply;
1. a final warning letter is issued where fees are overdue by more than 28 calendar days; if payment is not received within a further 7 calendar days, the matter may be referred to a debt collection agency;
1. continued non-payment may result in suspension or cancellation of the student’s enrolment in accordance with the written agreement; the College will not suspend or cancel an enrolment for non-payment, or refer a matter to debt collection, while a related complaint or appeal is pending;
1. the student has 20 business days to lodge an appeal under the Complaints and Appeals Policy and Procedure;
1. the CEO or delegate may grant an extension of time and/or waive late fees where the student demonstrates extenuating circumstances;
1. where an extension request is not approved and the debt remains unpaid, the matter may be referred to a debt collection agency; reasonable debt-recovery costs may be added to the outstanding balance, and any legal proceedings are dealt with under the jurisdiction of New South Wales; and
1. a student who wishes to resume study must pay all outstanding fees in full before re-enrolling; while a fee remains outstanding, the College may withhold the issuing of qualifications, statements of attainment, results and academic transcripts until the debt is cleared.
11. Summary of refund arrangements
The enrolment fee ($250) is non-refundable under all circumstances. The table below summarises the refund arrangements; it is a guide only and is subject to the detailed provisions in section 8 and to the Australian Consumer Law.
	Circumstance
	Refund entitlement

	Provider default — the College does not commence or cannot complete the training product
	Full refund of unspent prepaid fees within 14 calendar days (or equivalent placement, if the student agrees)

	Withdrawal more than 10 weeks before the start date
	Full refund of tuition fees, less the cancellation fee

	Withdrawal 6 weeks or more before the start date
	75% refund of tuition fees

	Withdrawal 4 weeks or more before the start date
	50% refund of tuition fees

	Withdrawal 2 weeks or more before the start date
	25% refund of tuition fees

	Withdrawal less than 2 weeks before the start date
	10% refund of tuition fees

	Withdrawal after commencement — confirmed extenuating circumstances (CEO or delegate discretion)
	Unspent prepaid fees for undelivered training

	The College is unable to continue delivering the commenced training product
	Unspent prepaid fees for undelivered training

	Student default — withdrawal on or after the start date, no extenuating circumstances
	No refund (any unspent prepaid fees assessed separately)

	Abandonment of the training product / failure to return after a scheduled break
	No refund (any unspent prepaid fees assessed separately)

	Enrolment cancelled due to misconduct, non-payment or a serious policy breach
	No refund

	RPL assessment — student assessed as not yet competent
	No refund of the RPL assessment fee

	Enrolment fee
	Non-refundable under all circumstances



The administration fee is calculated as 5% of the amount paid or $500, whichever is the lesser. The cancellation fee is the lesser of $500 or 5% of total tuition fees received.
12. Right to appeal
A student may appeal any fee or refund decision made under this policy at no cost. Appeals are managed under the College’s Complaints and Appeals Policy and Procedure. The decision under appeal is not given effect, and the College does not take adverse action against the student, while an internal appeal is in progress. Internal resolution does not limit a student’s right to seek independent external review — for example, through NSW Fair Trading for consumer matters about fees and refunds, the Australian Skills Quality Authority (ASQA) for concerns about the College’s compliance with the Standards, or the National Training Complaints Hotline (13 38 73).
13. Records
The College maintains accurate records of all fee transactions, refund applications and associated decisions, including remittance advice confirming refunds paid and any related correspondence. Records are retained securely for the period specified in the College’s Records Management and Privacy Policy — and for not less than five (5) years where required by the record-keeping requirements of the Compliance Standards — and are accessible to authorised staff and to relevant regulatory authorities on request.
14. Confidentiality and privacy
All personal and financial information collected in connection with fees and refunds is handled in accordance with the Privacy Act 1988 (Cth), the Australian Privacy Principles and the College’s Privacy Policy. Information collected about a student may be disclosed to the Australian Government, State and Territory agencies and the National Centre for Vocational Education Research (NCVER) under the Data Provision Requirements 2020 for statistical, regulatory and research purposes. The College will not release student information to any other third party without the student’s written consent, except where required or authorised by law, and takes reasonable steps to protect personal information from misuse, loss or unauthorised access.
15. Publication
This Fees and Refund Policy and Procedure, the Fee Schedule and the Refund Application Form are made available to staff, current and prospective students and other interested parties through publication on the College website and on request from College administration.
16. Related documents and references
1. National Vocational Education and Training Regulator (Outcome Standards for NVR Registered Training Organisations) Instrument 2025
1. National Vocational Education and Training Regulator (Compliance Standards for NVR Registered Training Organisations and Fit and Proper Person Requirements) Instrument 2025
1. Credential Policy (National Training Register)
1. Australian Consumer Law (Competition and Consumer Act 2010 (Cth), Schedule 2); Privacy Act 1988 (Cth)
1. Britts Imperial College Australia Complaints and Appeals; Assessment; Access and Equity; Recognition of Prior Learning (RPL) and Credit Transfer; Privacy and Records Management; and Student Support policies
1. Written agreement (enrolment agreement); Fee Schedule (price list); Refund Application Form
17. Document control
	Version
	Date
	Summary of changes
	Actioned by

	1.0
	[Month YYYY]
	Initial issue of the Fees and Refund Policy and Procedure for Britts Imperial College Australia, aligned to the 2025 Standards for RTOs and adapted for a domestic RTO (ESOS, CRICOS, Tuition Protection Service and visa-related provisions removed; the $1,500 prepaid-fee protection requirement and New South Wales jurisdiction inserted).
	[Name]
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