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Policy Context 

Registration Manager Australian Skills Quality Authority (ASQA) 

Conditions of Registration 2025 Standards for RTOs and ESOS / CRICOS requirements, 
where applicable 

Codes and Standards 

2025 Standards for RTOs – Outcome Standards 2.1, 2.2, 
2.7, 2.8 and 4.4; Compliance Requirements and Credential 
Policy where relevant; National Code of Practice for 
Providers of Education and Training to Overseas Students 
2018 – Standards 2 and 3 where applicable 

Legislation or Other Requirements 

National Vocational Education and Training Regulator Act 2011; 
Education Services for Overseas Students Act 2000; National 
Code of Practice for Providers of Education and Training to 
Overseas Students 2018; Competition and Consumer Act 2010; 
Privacy Act 1988 

Related Documents 

Student Handbook; Letter of Offer / Written Agreement; 
Complaints and Appeals Policy and Procedure; Enrolment Policy 
and Procedure; Deferral, Suspension and Cancellation Policy and 
Procedure; Course Credit / RPL Policy and Procedure; Records 
Management Policy and Procedure 

 

1. Purpose 

This policy and procedure sets out how Million Brown’s College (MBC) establishes, discloses, collects, manages and 
refunds fees and charges in a fair, transparent and compliant manner. 

It supports Outcome 2 of the 2025 Standards for RTOs by ensuring students are properly informed and protected, and it 
documents the administrative controls MBC uses to meet relevant compliance requirements for fees, written 
agreements, refunds, recordkeeping and continuous improvement. 
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2. Scope 

This policy applies to all prospective, current and former students, all staff involved in admissions, finance, student 
services, training management and compliance, and all fees and charges related to MBC training and assessment services. 

It applies to both domestic students and overseas students. Where a student is enrolled under CRICOS, this policy 
operates together with the student’s written agreement and the ESOS framework. 

3. Principles 

MBC will provide clear and accurate pre-enrolment information about tuition fees, non-tuition fees, payment options, 
payment timing, refund conditions and any additional costs students may incur. 

Fees and refund decisions will be applied consistently, documented clearly, approved by an authorised officer and 
recorded in a way that supports audit evidence and self-assurance. 

MBC will not include unfair or misleading fee or refund terms in marketing, enrolment documents, written agreements or 
payment arrangements. 

For overseas students, MBC will comply with the ESOS Act, the National Code 2018, applicable TPS requirements and the 
Education Services for Overseas Students refund framework. 

4. Legislative and Regulatory Basis 

This policy reflects the 2025 Standards for RTOs framework that commenced on 1 July 2025 and the relevant legislative 
framework applying to MBC’s domestic and CRICOS operations. 

For CRICOS students, this policy also reflects obligations under the Education Services for Overseas Students Act 2000, the 
National Code of Practice for Providers of Education and Training to Overseas Students 2018, and the applicable ESOS 
refund requirements. 

5. Definitions 

Term Meaning 

Tuition fees Fees received by MBC that are directly related to the provision 
of the course or training and assessment services. 

Non-tuition fees 
Fees not directly related to tuition, such as application fees, 
material fees, reissue fees, deferment fees, airport pickup fees, 
late payment fees and other administrative charges. 

Written Agreement 
The signed or otherwise accepted agreement between MBC and 
the student that sets out the course, fees, payment terms, 
refund conditions and other required information. 

Provider default A circumstance where MBC fails to start or deliver the course as 
agreed for an overseas student or intending overseas student. 

Student default 
A circumstance defined by the ESOS Act, including where a 
student fails to start or continue the course in the manner 
required under the written agreement or their visa is refused. 

Unused / unspent tuition fees 
The portion of tuition fees paid for training or assessment not 
yet delivered, calculated in accordance with the applicable ESOS 
refund rules where required. 

Study Period  

For the purpose of fees, charges, refunds and transfer of 
provider decisions, a study period means one semester.  
Semester fees may be paid by instalments under an approved 
payment plan.   
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6. Fees and Charges Framework 

6.1 Pre-enrolment Information 

Before enrolment, MBC will provide or direct students to clear and accurate information about the course, tuition fees, 
non-tuition fees, payment schedule, payment methods, refund conditions, any required equipment or materials, and the 
complaints and appeals process for fee-related matters. 

All fee information published on the website, in marketing material, the Student Handbook, Letters of Offer, written 
agreements and invoices must be consistent. 

6.2 Approval and Publication of Fees 

The CEO approves the schedule of fees and charges at least annually and whenever there is a legislative, business or 
delivery change affecting fees. 

The current approved fee schedule will be maintained by Administration and reflected in MBC’s website, student-facing 
information and enrolment documentation. 

6.3 Types of Fees 

MBC may charge tuition fees, application fees, material fees, deferment fees, reassessment or resubmission fees, unit 
repeat fees, certificate reissue fees, late payment fees, airport pickup fees and other properly disclosed administrative 
fees. 

Fees for RPL and credit transfer must be disclosed before the student commits to the service. Credit transfer attracts no 
fee unless expressly allowed and disclosed for an ancillary administrative service. 

6.4 Changes to Fees 

Fee changes apply prospectively unless a current written agreement lawfully allows a particular charge or adjustment. 

MBC will not retrospectively vary tuition or non-tuition fees for an enrolled student unless the change is clearly permitted 
by law and by the student’s agreement. 

7. Payment Arrangements 

7.1 Payment Methods 

Students may pay by EFT, credit card, cheque, cash or any other approved payment method published by MBC from time 
to time. 

7.2 Payment Plans 

Students may request a payment plan or instalment arrangement. Requests are reviewed by the CEO or delegate and, if 
approved, must be documented in writing on the student file. 

A payment plan does not remove the student’s obligation to pay fees when due. 

7.2A Study Period and Semester Instalments 

For the purpose of fee liability, refunds and transfer of provider decisions, MBC defines one study period as one semester. 
Where a payment plan is approved, instalments are taken to be part-payments toward the fees due for that semester and 
do not alter the student’s liability for the full fees due for the relevant study period. 
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7.3 Collection and Receipting 

All fees received must be receipted and recorded in the student management system and finance records. Where an 
employer or sponsor pays on behalf of a student, the invoice and receipt must identify the student, course and relevant 
fee periods. 

7.4 Overdue Fees 

MBC may issue reminder notices and take reasonable administrative action where fees are overdue. Any restriction, 
intervention or cancellation action must be consistent with the written agreement, student support obligations, ESOS 
requirements where relevant, and MBC’s complaints and appeals processes. 

7.5 Protection of Prepaid Fees 

MBC will comply with any applicable prepaid fee protection, tuition protection and student default/provider default 
obligations that apply to the student cohort and funding or registration context. 

8. Refund Policy 

8.1 General Refund Rules 

Refunds are assessed against the student’s written agreement, this policy, supporting evidence, the student’s 
commencement status, the timing of the request, and any applicable legislative requirement. 

Application fees are non-refundable unless MBC cancels the course before commencement or the written agreement 
states otherwise. 

8.2 Non-Tuition Fees 

Non-tuition fees are generally not refundable once the related service, resource purchase or administrative activity has 
been provided or incurred, unless required by law or approved by MBC due to an error by the College. 

8.3 Overseas Students – Provider Default 

If MBC defaults in respect of an overseas student or intending overseas student, MBC will either place the student in a 
suitable alternative course or refund the unspent tuition fees within the provider obligation period required by law. 

Where the overseas student has paid tuition fees but has not commenced, 100% of the tuition fees paid for the affected 
course at the affected location will be refunded as required. 

8.4 Overseas Students – Student Default 

Where an overseas student defaults, refunds will be managed in accordance with the written agreement and, where 
required, the Education Services for Overseas Students refund framework. 

If a student visa application is refused, the refund must be assessed in line with the applicable legislative requirements 
and MBC will not retain more than the law or the written agreement permits. 

8.5 Complaints and Appeals 

A refund outcome does not remove the student’s right to access MBC’s complaints and appeals process, nor any other 
consumer rights they may have under law. 
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8.6 Transfer of Provider – Outstanding Fees 

Where a student requests release to transfer to another provider, all outstanding tuition fees and other charges due and 
payable for the current study period must be paid before release will be granted. 

For the purpose of this Policy, the current study period is one semester. Where semester fees are paid by instalments 
under an approved plan, any unpaid instalments relating to that semester remain payable before release is approved. 

9. Refund Procedure 

9.1 Student Lodgement 

Students seeking a refund must complete the Refund Application Form and provide all relevant supporting evidence, such 
as a visa refusal notice, medical certificate, compassionate or compelling evidence, overpayment evidence or written 
withdrawal notice. 

Applications may be lodged at Reception, by email to Student Services or by any other approved method published by 
MBC. 

9.2 Administrative Review 

Administration or Student Services records the application in the Refund Register, checks completeness, confirms 
amounts paid, confirms the course start date and identifies whether domestic, CRICOS, sponsor or third-party 
arrangements apply. 

Incomplete applications will be followed up promptly; however, where a statutory refund timeframe applies, the 
application must still be escalated without delay. 

9.3 Decision and Approval 

The CEO or delegated authorised officer reviews the application, supporting documents, written agreement, payment 
history and refund matrix before deciding the refund amount or refusal. 

Refund decisions must be evidence-based and documented. Where an exception to the matrix is approved, the reason 
must be recorded clearly. 

9.4 Notification and Payment 

MBC will advise the student in writing of the outcome, the amount approved (if any), how the amount was calculated, 
expected payment timeframe and the complaints and appeals options. 

Approved refunds will ordinarily be paid to the original payer unless the written agreement, statutory requirement or 
written authority allows payment to another nominated person. 

Unless a shorter statutory timeframe applies, MBC aims to finalise the assessment of a complete refund request within 20 
working days and to process an approved payment within 14 working days after approval. 

10. Roles and Responsibilities 

Role Responsibilities 

CEO 
Approve this policy and the annual schedule of fees; approve or 
delegate refund decisions; monitor significant fee, refund or 
compliance risks. 

Training Manager 
Ensure marketing, course information and enrolment documents 
accurately reflect current fees and charges; notify 
Administration of operational changes affecting fees. 
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Student Support Officer / Administration 

Provide fee and refund information; receive applications; 
maintain the Refund Register; prepare invoices, receipts and 
refund paperwork; retain supporting evidence on the student 
file. 

Compliance Manager or delegate Monitor policy implementation, ESOS alignment, complaints 
trends, recordkeeping and continuous improvement actions. 

Finance Process approved refunds, issue receipts and maintain payment 
records consistent with MBC financial controls. 

11. Records, Monitoring and Continuous Improvement 

MBC will retain current and historical fee schedules, written agreements, invoices, receipts, payment plans, refund 
requests, supporting evidence, refund calculations, decision records, payment confirmations, complaints and appeals 
records, and management review outcomes. 

A summary of fee, charge and refund issues, including complaint trends, repeated errors, delayed refunds, non-
compliances and corrective actions, will be tabled at management meetings for review and continuous improvement. 

This policy is reviewed at least annually and earlier where legislation, ASQA guidance, ESOS requirements, business 
practice or identified risks require amendment. 

12. Annexure A – Current Schedule of Fees and Charges 

Fee type Current amount Timing / notes 

Course fees Refer current website, Letter of Offer 
and Written Agreement 

Payable in line with the approved course payment 
schedule 

Material fees Refer current Letter of Offer and 
Acceptance Agreement 

Usually payable at or before course commencement, 
unless otherwise agreed 

Deferment fee $100.00 Payable on approved deferment request, where applicable 

Application fee $200.00 Payable at enrolment / application stage 

Change of CoE fee $100.00 Payable on application, where applicable 

Supplementary assessment Two reassessment attempts at no charge Applies where MBC permits a reassessment opportunity 

Additional reassessment after two 
attempts $100.00 Per approved resubmission / reassessment attempt 

Unit repeat fee $350.00 Per unit repeated 

Replacement student ID $15.00 On request 

Credit transfer No charge N/A 

RPL fee $150.00 per unit Quoted before service is accepted 

Certificate reissue fee $50.00 On request 

Student photocopying $0.10 per page As incurred 

Overseas health cover Refer current cost of living / offer 
documentation As applicable to the student 

Interim academic transcript No charge N/A 

Late payment fee $50.00 Weekly, where disclosed in the written agreement or 
invoice terms 

Airport pickup fee $100.00 Where service is requested 
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13. Annexure B – Refund Matrix 

Situation Standard refund position 

Application rejected by MBC 
Full refund of tuition fees paid. Application fee remains non-refundable 
unless MBC decides otherwise or the written agreement states 
otherwise. 

Visa refused before course commencement 

Refund assessed in accordance with the written agreement and 
applicable ESOS refund requirements. As a standard MBC position, 
tuition fees paid for undelivered training are refunded less any properly 
disclosed non-refundable application fee, unless legislation requires a 
higher amount. 

Withdrawal at least 10 weeks before agreed start date Full refund of tuition fees paid, less the non-refundable application fee. 

Withdrawal more than 4 weeks and less than 10 weeks before agreed 
start date 70% refund of tuition fees paid, less the non-refundable application fee. 

Withdrawal less than 4 weeks before agreed start date 25% refund of tuition fees paid, less the non-refundable application fee. 

Withdrawal after the agreed start date 
No refund, unless required by law, approved as an exception, or covered 
by compassionate / compelling circumstances under another MBC 
process. 

Enrolment cancelled due to student misconduct or serious non-
compliance No refund, unless required by law. 

Course withdrawn by MBC before the agreed start date Full refund of all fees paid for the affected enrolment, including 
application fee. 

MBC unable to deliver the course after commencement / provider 
default 

Refund of unused tuition fees or transfer to an alternative enrolment by 
student agreement and in accordance with applicable ESOS and TPS 
requirements. 

Course cannot be provided because of a regulatory sanction Return of unused tuition fees and any further action required by law. 

Recognition of Prior Learning (RPL) fees 
No refund once the assessment service has commenced or where a 
Statement of Attainment / outcome has been issued, unless MBC agrees 
otherwise. 

Student abandons the course during the current study period (1 
Semester) 

No refund of tuition fees for the current study period.  Any outstanding 
fees and charges for the current study period remain payable in 
accordance with the written agreement.   

Visa extension refused after commencement 
Refund assessed in accordance with the written agreement, ESOS rules 
and the status of tuition already delivered. A blanket no-refund rule does 
not override statutory requirements. 

Confirmed extenuating circumstances for withdrawal from future study 
periods 

Refund of unused tuition fees for future study periods may be approved 
on evidence and management approval. 

14. Annexure C – Refund Workflow and Evidence Requirements 

Step Action Responsibility Minimum evidence / record 

1 Provide current fee and refund 
information before enrolment Admissions / Student Services 

Website / brochure link, Letter of 
Offer, Student Handbook, written 
agreement 

2 Receive and log refund application Administration 
Refund Application Form, date 
received, supporting documents, 
student file note 

3 Check payment history and 
agreement terms Administration / Finance 

Invoice history, receipts, payment 
plan, written agreement, 
commencement status 

4 Assess refund entitlement CEO or delegate Completed assessment checklist, 
matrix reference, legislative 
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consideration, calculation 
worksheet 

5 Notify student of outcome and 
appeal rights CEO / Student Services Outcome letter or email, appeal 

advice, copy on file 

6 Process approved payment Finance 
Payment approval, bank 
transaction evidence, refund 
register entry 

7 Review trends and improve 
systems Management / Compliance Management meeting minutes, CI 

register, corrective action records 

 


