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Business Rule

Fees, Charges and Refunds Policy

Intent

This Business Rule ensures that Civil Contractors Federation [Victorian Branch] RTO 3704 (CCFV-
RTO), provides prospective students with a Policy that provides clear & unambiguous information
regarding fees prior to enrolment or commencement of training & assessment. The policy will
ensure that fees paid by students in advance, are protected and provides the conditions under which
a refund may be granted.

Objectives

The policy aims to ensure the protection of consumer rights under Australian law and is supported by
Civil Contractors Federation Policy.

Content and Implementation

The policy applies to all prospective students, employers & corporate clients seeking to enrol in a
course offering at with CCFV. A range of Procedures, Processes and Work Instructions are available to
support

Information about Fees & Charges
CCFV-RTO is committed to ensuring all students are clearly informed about fee information prior to
enrolment or commencement of a course offering.

Prospective students are advised of all fees & charges associated with a course including tuition fees,
administration fees, material fees, and other charges in their individual statement of fees, general fees listed on
the CCFV-RTO website, and via communication with the student administration office.
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The information provided to each student, employer and/or corporate client will include:

e The code, title, and currency of the program.

e The total amount of fees including tution fees, administration fees, materials fees and any other
charges.

o [f eligible for a government subsidised place, information will include any concession or fee waiver
entitlement and the approximate value of the government contribution.

e Payment terms and conditions, including the timing and amount of fees to be paid and any non-
refundable deposit and administration fees.

e  Any fees and charges for additional services.

e CCFV-RTO Fees, Charges and Refunds Policy (This Policy).

Fee Waiver
CCFV-RTO must provide an individual with a fee waiver for the tuition fees under the Skills First contract if
any of the following conditions apply, as per the Current Guidelines about fees;
e The student is from the Judy Lazarus Centre
e  The student is under a community-based order under the Children, Youth and Families Act 2005
e The student self identifies as being of Aboriginal or Torres Strait Islander descent (and is reported as
such through the ‘Indigenous Status Identifier’ field of the Student Statistical Report) and is enrolling in
a program at any level.

Fee Concessions

CCFV-RTO will grant concession for the tuition fees for the individuals enrolled under skills first contract,
who are paying their own fees, who hold a valid concession fee at time of enrolment. A grace period of thirty
days is provided for individuals to provide CCFV-RTO with their valid concession which is then recorded as
sighted. If the concession is not provided within the 30 days, then full fee is required.

Concession fees are calculated at 20% of enrolment fee as per Skills First contract.

Payment of Fees

CCFV-RTO will not accept payment of pre-paid fees of more than $1500 from a student before the relevant
services have been provided. The requirement for payment of pre-paid fees do not apply where an employer
engages CCFV-RTO to provide training and/or assessment to members of its staff through a negotiated
commercial transaction or bespoke arrangement. Unless otherwise specified, course fees will include the cost
of all compulsory training and assessment materials required.

Clients will pay at enrolment or will be invoiced, and payment must be received before course
commencement. Payment options include bank transfer, EFT and credit card.

AQF Certification, Statement of Attainment, Statement of Completion and industry competency
documentation will not be issued to successful completions until all fees and charges are paid for in full.

Payment of Fees — Short Course Individuals
All Short Course bookings require payment in full prior to commencement of training. Short course fees and
charges are found on the CCFV-RTO Website page Compliance and Schedule of Fees document

Payment of Fees — Group Bookings (on and off site)
Group Training bookings may be held at CCFV-RTO Training Rooms (subject to availability), or your
workplace venue provided suitable facilities are available for safe course facilitation.
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Group Bookings are charged at a 10-person rate regardless of if less than 10 attend. Group bookings
exceeding 10 people will be charged per head for extra places, and all attendees must be organised and
enrolled in advance. Quotations are prepared during consultation phase for review and approval and booking
dates are held for 10 business days before the ‘hold date’ is removed and made available for other bookings,
should they arise. Should an extension be required, the organiser is required to negotiate a new confirmation
timeframe with CCFV-RTO prior to the 10 days elapsing.

All payments are required prior to course commencement.

Apprenticeships & Traineeships

Fees for apprentices/trainees will be invoiced in advance at enrolment for the specified length of the individual
program. Payment must be received as per the invoice due dates. Students extending beyond the specified
course duration in the CCFV-RTO course descriptor, will be assessed for additional fees.

Eligible Government Funded Students
Enrolment fees are also required for enrolments in a course subsidised by Government Funding which may be
paid by the student, employer or other third party.

To be eligible for a fee concession or fee waiver on tuition fee, students will need to demonstrate evidence in
line with the funding body’s requirements at time of enrolment. Examples of evidence include, but is not
limited to, an Australian Health Care card that is current at time of commencement. Concessions are only
applicable if the student is paying the fees. An employer is not eligible to claim a concession on the behalf of an
employee.

CCFV will provide further advice to individuals at the time of evaluating their enrolment and will confirm in
writing the fees that a student will be charged before enrolment is confirmed.

Other Fees and Charges
Fees and charges are found on the CCFV-RTO Website page Compliance and Schedule of Fees including the
following products and services:
= Re-Issue Qualification Certificate or Copy
= Competency Wallet Card Reprint
=  Learning Material, equipment and learning device replacements
=  Pre-Scheduled training and assessment for apprentices, trainees or Group Bookings where there is
‘no show’ or last-minute cancellation (within 24 hours) will incur a cancellation fee and/or any
accommodation and travel costs.
=  For catch up classes can be arranged for groups and/or individuals, these arrangements will incur fees
and charges inline with Compliance and Schedule of Fees

Refunds

Short Courses

CCFV-RTO must be notified of any short course cancellation at least 5 business days prior to the course
commencement. In such cases, the booking may be transferred to another course date (if available), subject to
a transfer fee.

All cancellations made within 5 business days of course commencement will not be refunded.
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Non-Attendance on the day of course delivery will not be eligible for a refund. If the non-attendance is due to
a medical emergency or illness, a medical certificate must be provided, and the participant can be transferred
to the next available course delivery date (if available).

Students will receive a full refund of fees paid and waiver of administration charge (if applicable) in the
following circumstances;

e CCFV-RTO is unable to commence the course for which the original enrolment and payment has
been made.
=  CCFV-RTO is unable to continue to deliver the course as agreed.

Group Bookings (On and Off-Site)
If CCFV-RTO finds it necessary to cancel a course due to circumstances beyond their control, all fees paid will
be refunded, or the booking transferred to the next available agreed date (where possible).

The following cancellations are required to be formally notified to CCFV-RTO booking contact:

e Cancellation of Group Bookings advised to CCFV-RTO within 48 hours of the scheduled course
delivery date will not be entitled to a refund, and the full course cost will be incurred.

e Cancellation of Group Bookings between 48 hours and 5 business days prior to the scheduled
course delivery date, (or the booking is rescheduled in this timeframe), will incur administration fees.

e Cancellation of Group Bookings prior to 5 business days of the course delivery date, will be entitled
to a full refund.

Non-Attendance on the day of course delivery, does not qualify for a transfer or refund.

AQTF Qualifications
Withdrawals prior to the course training commencement date will be refunded, including the material and
tuition fees. The administration fees will not be refunded.

Withdrawals after training commences will result in a partial refund for services not yet delivered if a
withdrawal is formally requested in writing within 28 calendar days of commencing the program. The material
and administration fees will not be refunded.

No refund will be provided for withdrawals after 28 days from the first day of commencement of the
qualification.

Students will receive a full refund of fees paid and waiver of administration charge (if applicable) in the
following circumstances;

e CCFV-RTO is unable to commence the course for which the original enrolment and payment has
been made.
= CCFV-RTO is unable to continue to deliver the course as agreed.

RPL Assessments
No refund will be given with respect to Recognition of Prior Learning (RPL) assessments.

Refund Applications
CCFV-RTO supports students by providing a refund form upon request, where students complete
and return it to the CCFV-RTO Administration team via

civiltrain@ccfvic.com.au or apprenticeships@ccfvic.com.au.
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Refunds relating to Group Bookings can be arranged directly with the CCFV-RTO Group Booking
representative.

Qualification Cooling Off Period

A fourteen-day (14-day) cooling off period applies for all qualification enrolments. Cooling Off Period is when
waived if the student commences training and/or submits assessment materials during that period. By this
action they are deemed to have entered fully into a contract of service provision with CCFV-RTO.

Recording and payment of refunds

Refunds will be paid to the person or organisation who made the original payment. Refund eligibility

assessment outcomes can be appealed following and
which is available on the CCFV-RTO Website

page Compliance and Schedule of Fees.

Records of refund applications and issuance refunds will be stored securely within the student’s file.

References
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