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.
Refund Policy and Procedure

Responsibilities:


CEO

The CEO will ensure that staff are made aware of their responsibilities for the consistent implementation of this policy and that this policy is monitored and reviewed regularly.

STAFF

All staff share the responsibility for the consistent implementation of this policy. 

STUDENTS

Should be aware of policy and adhere to policy

Due for review on an annual basis. Next review July 2015
revisions

	Issue Number
	Section
	Details of Changes in this Revision

	Issue 1
	
	Prepared by Sarjeet Arkan – compliance to AQTF Elements & Standards

	Issue 2
	
	Revised by Sarjeet Arkan – compliance to NVR SNR 

	Issue 3
	
	Revised by Sarjeet Arkan – Compliant with New Standards for RTO 2015 


This document may contain confidential information. Restrictions on the use and

disclosure of confidential information by employees are set out in your contract of

employment. Restrictions on the use and disclosure of confidential information by

contractors are set out in your contract of engagement with ANTS Consulting Subcontractors are bound by the confidentiality provisions set out in their contract with

the contractor engaged by ANTS Consulting.

Refund Policy and Procedure – Updated July 2015  ANTS RTO NTIS 91299

Purpose
The purpose of this policy is to provide refund guidelines for all potential and currently enrolled Students at ANTS .

Definitions

Refer to Glossary of Terms.

Policy Content:

Students enrolled in a vocational course 

REFUND POLICY

The policy of ANTS Consulting is at all times to be fair & equitable to all students.

Ants Consulting may accept payments of no more than $1000 from each individual student prior to 
the commencement of the course. Following course commencement , Ants Consulting may require 
payment of additional fees in advances from the student but only such that at any given time, the total 
amount required to be paid which is attributable to costs yet to be incurred on behalf of the student for 
tuition yet to be delivered to the student does not exceed $1,500.

Applicants for refunds must be made to the CEO in writing .

If for a good reason , a commenced course is cancelled or discontinued or a student withdraws, a 
refund proportionate to the period of time not completed on that course will be refunded.

A place in a course cannot be assured unless payment arrangements are in place .

CANCELLATION and WITHDRAWALS 

Cancellation of Registration 

Students have a statutory right to cancel their contract (enrolment/ registration) with ANTS within 14 calendar days of the completion of that contract (registration). This applies to all students registering at ANTS at the start of each academic session. 

ANTS has in place this policy to support students’ statutory right to ‘cancel’ their registration within 

a ‘cooling off’ period. 

ANTS  will process the student enrolment , including collection of fees as per the terms of this policy – 

For 14 calendar days from the day after a student completes enrolment / registration or for 14 calendar days from the day after the start of term, whichever is later, a student can withdraw from the ANTS without incurring financial penalty. 

At the end of this ‘cooling off’ period withdrawal or suspension from ANTS is as per these guidelines 1
Notification of the intention to withdraw within this 14 calendar day cooling off period must be made in 

writing by letter. It is the student’s responsibility to ensure that this notification reaches ANTS  in a timely fashion; usually this will be before the end of the cooling of period or within 1 working day of the end of the cooling off period. 

Students cancelling their enrolment / registration should retain copies of the letter they have submitted to ANTS 
Cancellations with more than 14 working days notice will be accepted and a full refund given.

Fees must be paid in a maximum of three (3) instalments. 

Firstly the deposit for your chosen course to be paid four (4) weeks prior to the commencement of 
your chosen course . As the semester progresses students to pay fees for the term . All outstanding 

fees must be paid at completion of the course before a qualification may be issued.
Once a student has commenced the course no refund is applicable after the cooling off period. If the student is experiencing a medical condition the course may be deferred for a maximum period of 1 year. Application for deferment must be in writing and each case will be considered by the individual circumstances. unless there is medical reasons for the withdrawal . Each medical instance will be decided upon taking into consideration the persons personal circumstances. This deferral period does not apply to RSA or RCG . For students enrolled in the RSA or RCG course the deferred period will provide a full refund once the student provides a medical certificate.
 

Student enrolment may be terminated by ANTS because of inactive or not commencing as per scheduled course start date, a failure to comply with ANTS policy, unsatisfactory academic progress, unsatisfactory attendance or misbehaviour, or if the student does not provide the statutory requirements such as a USI Number or proof of identification documents. There will be no refund if the students enrolment is terminated.
Refund for provider default: In the case of a default by ANTS 
i. The College will refund all unused portion of prepaid tuition fees within 14 days of the date of provider default. ANTS will also give the student a statement that explains how the refund amount has been calculated. OR
ii. The student may be offered enrolment in an alternative course  at another provider at no extra cost. The student has the right to choose whether they prefer a full refund of course fees, or to accept a place in another course. 
When ANTS starts to enrol  fee paying students ANTS will have a tuition protection services in place at present a security deposit is in place for student fee protection

.

Procedure for Implementation

Students seeking a refund must apply to the CEO . All applications must in writing and have relevant

supporting documents.

Applications are processed once all required documents have been received.

Refunds will be granted according to the above guidelines. The CEO  (or delegated nominee) will review each application for deferral, withdrawal or refund application and may interview the student before approving or rejecting an application and before processing payment.

If a student refund application is approved, ANTS will cancel the student’s enrolment and the tuition fees will be refunded in accordance with this policy. Students transferring to another course offered by ANTS  may have their refund applied directly to the new course if written authorisation

signed by the student has been received. All other refund payments will be issued to the

person or organisation that initially paid the fees. 

If the student refund application is rejected then the student will have an option to lodge a

formal grievance and appeal the decision within 20 working days after receiving the notification. (Refer to appeal section under the Complaints and Grievance Policy and Procedure).

The application for Deferral or Withdrawal and supporting documents are documented on the 

The Student Records Management System, files supporting documents in the student’s file, 

This policy, and the availability of complaints and appeals processes, does not remove the right of

the student to take action under Australia’s consumer protection laws.

Record Management 
Student File

The Student Records Management System

Refund Statement

Written Application for Withdrawal Form

Written Application for Refund Form
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