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F EES AND REFUNDS POLICY  
 

 

PURPOSE  

The purpose of this policy is to outline the performance standards and expectations of Safety Corp  

Pty Ltd in  ensuring compliance with relevant regulatory requirements. Specifically, this policy 

supports alignment with:  

• Standard 2.1 of the National Vocational Education and Training Regulator (Outcome 

Standards for NVR Registered Training Organisations)  Instrument 2025  (referred to herein 

as the Outcome Standards), by ensuring that students are provided with clear, accurate, 

and current information regarding all fees, costs,  charges payable and payment terms and 

conditions  and ;  

• National Vocational Education and Training Regulator (Compliance Standards for NVR 

Registered Training Organisations and Fit and Proper Person Requirements)  Instrument 

2025  (referred to herein  as the Compliance Requirements), which set out broader 

obligations for organisational integrity and responsible conduct in relation to prepaid fees.  

This policy underpins the organisation’s commitment to transparency, accountability, and regulatory 

compliance in all student - related financial matters.  

 

 

 

SCOPE  

This policy applies to:  

• All prospective students looking to enrol in a course delivered by Safety Corp  Pty Ltd;  

• All current students enrolled in any course delivered by  Safety Corp  Pty Ltd;  and  

• All Safety Corp Pty Ltd staff  involved in the marketing, recruitment, enrolment, training & 

assessment of students.  

 

 

POLICY STATEMENT  

Safety Corp  Pty Ltd is  entitled to charge fees for services provided to students undertaking training 

and assessment that leads to a nationally recognised outcome. These charges include course fees 

directly related to training and assessment, as well as items such as course mat erials, textbooks and 

student services. Safety Corp  Pty Ltd may  discontinue  training if fees are not paid in accordance 

with the agreed Schedule of Fees. Students are entitled to refunds in circumstances outlined within 

this policy, and Safety Corp Pty Ltd will  ensure fair and equitable refund procedures are carried out 

at all times.  
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PAYMENT OF FEES  

Fee for Service Training and Assessment  

Fees may be invoiced directly to the student or, where requested, to a company  for group bookings . 

All fees are payable once confirmation of enrolment has been issued.  Students may choose to:  

• Pay in full at the time of enrolment * 

• Request that an invoice be issued to their employer  

• Arrange for a company invoice in the case of group bookings  

• Enter into a payment plan for selected courses  

 

Opportunities are available for students to pay fees through instalments, by applying for and entering 

into a payment plan with  Safety Corp Pty Ltd. For selected courses, payment plans may be available. 

Where a payment plan is approved, a non - refundable $2 50  registration fee  (deposit)  is required  

upfront, with the remaining balance payable in agreed weekly or fortnightly instalments. Payment 

plans are available to students aged 18 and over and are subject to Safety Corp’ s terms and 

conditions.  

 

* For courses with a total fee exceeding $1,500, individual students will pay a deposit of $500 at 

enrolment, and the remainder of fees are paid at course commencement.  

 

Safety Corp  Pty Ltd may cancel enrolment or discontinue training and assessment services if fees 

are not paid.  Current fees and charges for Safety Corp  Pty Ltd are published on the website and 

within the Course Information for each course offering.  

In compliance with the National Vocational Education and Training Regulator (Compliance Standards 

for NVR Registered Training Organisations and Fit and Proper Person Requirements) Instrument 

2025 , AQF certification documentation will only  be issued provided that the VET student has met all 

assessment requirements and paid to the organisation all agreed fees associated with the training 

product.  This means that Safety Corp Pty Ltd may withhold any Certificate or Statement  of 

Attainment  if fees are unpaid on completion or withdrawal from enrolment.  

 

For NSW Government Smart & Skilled training, please refer to the Smart and Skilled Fee Administration 

Policy  

 

PROTECTING PRE - PAID FEES OF STUDENTS  

Legislative requirements  

Safety Corp  Pty Ltd does not collect prepaid fees exceeding the threshold prepaid fee amount 

prescribed under the National Vocational Education and Training Regulator (Compliance Standards 

https://www.nsw.gov.au/education-and-training/resources/smart-and-skilled-fee-administration-policy
https://www.nsw.gov.au/education-and-training/resources/smart-and-skilled-fee-administration-policy
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for NVR Registered Training Organisations and Fit and Proper Person Requirements) Instrument 2025 

prior to the delivery of services to which those fees relate.  

For the purpose of this policy, services include training and assessment, training support services, 

and activities related to the recruitment, enrolment, induction, or administration of VET students.  

As part of its internal risk management practices, Safety Corp  Pty Ltd limits prepaid fees collected 

from individual students prior to service delivery to no more than $ 1 500  per student enrolment. This 

requirement applies to fees collected directly by the organisation or  collected on its behalf.   

 

Application of the legislative requirements  

For enrolments where the total course fees exceed the threshold prepaid fee amount of $ 1,500 : 

• Upfront payment option: I ndividual students will pay a deposit of $500 at enrolment, and the 

remainder of fees are paid at course commencement.  

• Payment plan payment option: Individual students will pay a deposit of $250 at enrolment, 

ant the remainder of fees are payable in agreed weekly or fortnightly instalments.  

 

Safety Corp  Pty Ltd ensures  that prepaid fees do not exceed $1 ,500  prior to the delivery of services, 

in accordance with Standard 18 of the National Vocational Education and Training Regulator 

(Compliance Standards for NVR Registered Training Organisations and Fit and Proper Person 

Requirements) Instrument 2025 . 

For the purposes of this policy, services are considered to commence from the point at which Safety 

Corp  Pty Ltd b egins delivering activities related to the student’s enrolment and participation , not 

solely from the point of formal training delivery.  

Services include, but are not limited to:  

• processing enrolment applications;  

• conducting suitability assessments, including:  

o pre -training reviews (PTR) for full qualification courses; or  

o self - declarations of skills for short courses or standalone units;  

• assessing outcomes of suitability assessments and confirming enrolment;  

• student onboarding and administrative processing;  

• induction activities; and  

• provision of training support services.  

 

The initial deposit payment  supports the delivery of the enrolment, onboarding, administration and 

student support services that commence prior to formal training and assessment delivery.  

 

Formal training and assessment commence once the student has completed all enrolment and 

onboarding requirements and Safety Corp  Pty Ltd provides access to the relevant learning systems 

and resources. Access to the Learning Management System (LMS) and course materials:  
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• is granted only after all enrolment requirements have been met and enrolment is confirmed; 

and  

• may involve progressive release of learning and assessment materials throughout the duration 

of the course, rather than full access at a single point in time.  

 

Any remaining course fees become payable after services have commenced and in accordance with 

the staged invoicing arrangement.  

 

SCHEDULE OF FEES AND CHARGES  

Fees are payable at  enrolment. In the case of group bookings, fees are payable upon booking 

confirmation, when the employer has received the invoice. The Training Manager is responsible for 

approving the Safety Corp Pty Ltd fee  charges and payment plan schedules.  

Schedule of fees refers to all fees, charges, and costs associated with a training product, including 

their amounts and when they are payable.  

 

Information provided to prospective students during the pre - enrolment process and as published in 

the relevant upfront material, such as the  website  and Student Handbook will outline:  

• The total amount of all fees, including course fees, administration fees, material fees and 

any other charges for enrolling in a qualification/training program.  

• Payment terms, including the timing and amount of fees to be paid and any nonrefundable 

administration fees.  

• The nature of the guarantee given by Safety Corp  Pty Ltd to honour its commitment to 

deliver services and complete the training and/or assessment once the student has 

commenced study.  

• Any fee reductions or exemptions available to students.  

• The fees and charges for additional services, including such items as the issuance of a 

replacement qualification parchment or statement of results.  

• Additional costs that may incur from Training and Assessment such as equipment, IT, 

materials or licencing applications.  

 

 

REFUNDS  

Safety Corp  Pty Ltd will ensure we  have a fair and equitable Fees and Refunds Policy in place , 

containing  guidelines guaranteeing the refund of fees to students under reasonable circumstances.  

 

The following principles underpin this policy  

• Safety Corp  Pty Ltd Fees and Refunds Policy must be publicly available for students.  

• Approved refunds will be processed within 14 days of the refund decision  
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• Written notification of withdrawal from a training program must be provided in writing by a 

student  or a client/employer  to apply for a refund for a booking . This may be vi a email . 

E ligibility will be assessed based on the date such notice is receive d 

• There is no refund applicable where a student has commenced their course/unit.   

• No refund will be issued where a student has completed the learning and assessment 

activities but is deemed Not Yet Competent and therefore does not achieve the qualification 

or statement of attainment.  

• No refund will be issued  for Recognition of P rior L earning assessments undertaken after 

enrolment,  especially  where Recognition resources and services have been supplied to the 

student.  

• No refund will be issued for perishable items, such as practice materials (fire extinguishers, 

gas masks...) and learning resources (books, tools...)  

• Safety Corp Pty Ltd does not accept liability for loss or damage suffered in the event of 

withdrawal from a course by a student.  

• Safety Corp Pty Ltd will provide  a full refund to all students, should there be a need for Safety 

Corp Pty Ltd to cancel a course. This is inclusive of the circumstance where Safety Corp Pty 

Ltd ceases to deliver the training product. If only part of the training product has been ceased, 

the refund will be calculated according to the proportion of delivery time of the part in relation 

to the whole training product.  In th is instance , Safety Corp Pty Ltd will (where possible) 

provide an opportunity for the student to attend another scheduled course.  

 

Refunds for cancellation of enrolments are granted on a sliding scale  

• Student credits will be given for future courses for participants who are booked but are unable 

to attend on the day for reasons of health or other unavoidable extenuating circumstances.  

• Safety Corp Pty Ltd reserves the right to cancel or postpone a course to an alternative date. 

All registered participants affected by such changes will receive a full refund or be offered the 

opportunity to transfer to the next available course program.  

• No refunds will be made after the commencement of the course unless the Participant can 

provide a medical certificate or show extreme personal hardship. In this case, Transfer to 

another date may be possible at the discretion of Safety Corp  Pty Ltd management.  

• Safety Corp Pty Ltd cannot be held responsible for any costs incurred due to a cancelled event 

due to conditions beyond our control, extreme weather events or insufficient enrolments.  

 

NOTE: If the student or client wishes to apply for a refund in writing, the email should be addressed 

to  Safety Corp  Pty Ltd email training @safetycorp.com.au  

 

Refunds will be calculated in accordance with the sliding scale as set out in the table below.  
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REASON FOR REFUND  NOTIFICATION REQUIREMENTS  REFUND  

Prior to the course 

completion  

In writing  to 

training@safetycorp.com.au  

prior to the course completion  

Nil refund  

Extra fees may also be charged  to 

cover the number of units completed . 

Should students wish to finalise 

incomplete units of competency in a 

future course, the original fee can be 

used as credit towards that course. 

This offer is only available within a 

six - month  period from the time the 

initial payment is received.  

Once the course has 

commenced  

 

In writing  to 

training@safetycorp.com.au  

after the course has 

commenced  

Nil refund  

Where payment has not been paid, 

clients will be invoiced.  

 

1 (one) to 4 (four) days 

prior to the course 

commencement date  

In writing to  

training@safetycorp.com.au  

1 (one) to 4 (four) days prior to 

the course commencement 

date  

Nil refund  

Where payment has not been paid, 

clients will be invoiced.  

5 (five) to 14 (fourteen) 

days prior to the course 

commencement date  

In writing to  

training@safetycorp.com.au  5 

(five) to 14 (fourteen) days prior 

to the course commencement 

date  

50% refund minus a $30 

administration fee  

15 (fifteen) or more 

days prior to the course 

commencement date  

In writing to  

training@safetycorp.com.au  15 

(fifteen) or more days prior to 

the course commencement 

date  

 

100% refund minus a $30 

administration fee  

Student withdrawn 

from the course by 

Safety Corp  Pty Ltd  

After course commencement, 

due to inappropriate behaviour.  
Nil refund  
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Course cancelled by  

Safety Corp  Pty Ltd  

Notification will be provided to 

the student in writing. Safety 

Corp  Pty Ltd will require the 

student’s bank account details 

to facilitate payment of the 

approved refund .  

100% of the course fee  

(paid by student  or client ) 

 

OTHER APPLICABLE FEES  

• Administration fee to process refunds -  $30  

• Reissuance of statement of attainment or certificate -  $30  

• Credit card handling fees, where a refund has been approved by Safety Corp Pty Ltd –  As per 

bank’s handling fees  

• For group bookings, the replacement of any learning resources that are lost of misplaced –  

Per case basis  

• Re - assessment after the allocated three (3) attempts –  Per case basis  

• Application of a USI number on behalf  of the client/student -  Per case basis  

• Embedded qualification charge, which covers the issuance of a lower qualification  if the client 

has completed all the relevant units of competency in a higher qualification (issued upon 

request only) -  Per case basis  

• Payment plan registration fee /deposit  -  $2 50 .00  

 

PROCEDURE  

 

INFORMATION DISCLOSURE  

Prior to enrolment, students receive clear, accessible information regarding fees, refund conditions, 

and protection mechanisms via the fees and refund policy, website, and Student Handbook.  

 

FEE PAYMENT  

• Upon enrolment confirmation, an invoice is issued to the student detailing the required 

initial payment and subsequent instalments.  

• Students  or client  must make the initial payment within the invoice due date  

 

PRE - PAID FEES PROTECTION  

• Safety Corp  Pty Ltd  will not collect more than $1 500  in advance of services commencing.  

• Following commencement, fees are invoiced according to the method of payment selected 

(Upfront or Payment plan). For payment plans, fees are invoi c ed according to the 

proportion of training delivered, in line with the Scheduled Payment Plan.  
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REFUND APPLICATIONS  

• Students requesting refunds must submit a written notification via email  

• Administration staff will process refund requests in accordance with the refund criteria 

and notify the student of the decision within 14 days.  

 

 

POLICY IMPLEMENTATION  

The implementation of this policy is supported by:  

• Staff induction and training on fees, payment and refund requirements  

• Internal audits and validation activities  

• Stakeholder feedback  

• Version control and quality assurance mechanisms  

Compliance with this policy will be reviewed at least annually, as part of Safety Corp  Pty Ltd ’s quality 

assurance cycle, in alignment with our Self - Assurance Schedule.  

 

ACCOUNTABILITY  

The following table outlines the key roles within the organisation and their specific responsibilities in 

relation to the implementation, monitoring, and continuous improvement of this policy. Each role is 

accountable for ensuring the policy is upheld in p ractice and integrated effectively into relevant 

operational and compliance processes.  

 

ROLES  RESPONSIBILITIES  

Chief Executive 

Officer  

• Ensure overall compliance with legislative requirements and the 

Outcome Standards.  

• Authorise the final approval of the Schedule of Fees and this Fees and 

Refund Policy.  

• Oversee the financial security of student prepaid fees.  

Training Manager  

• Develop, maintain, and publish fee schedules, payment plans, and refund 

processes.  

• Manage enrolment fee collection, instalment arrangements, and refunds.  

• Monitor compliance with pre - paid fee protection requirements.  

• Approve payment plans and refunds based on policy.  

Training Team  

• Invoice students accurately according to the Schedule of Fees.  

• Track payments, payment plans, and trigger follow - up communications 

where payments are overdue.  

• Process refund applications within designated timeframes.  
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Sales Team  

• Provide students with accurate fee information during enrolment 

discussions.  

• Direct students with fee or refund inquiries to the Administration team.  

Students  

• Ensure timely payment of fees in accordance with agreed terms.  

• Submit refund applications in writing  by email  

• Follow feedback, complaint and appeal processes  if dissatisfied with 

decisions relating to fees or refunds.  

 

MONITORING  

The Accountable Officer is responsible for ensuring Policy Instruments are reviewed, normally on a 

five - year cycle from the date they came into effect or the date of the last review. An earlier review 

of the Policy Instrument may be initiated if significant regulatory cha nges occur or a need is 

identified. A Policy Instrument under review remains in force until the revised Policy Instrument is 

approved.  

 

POLICY INFORMATION  

Accountable Officer  Compliance Team  

Date Effective  31/07/2026  

Review Date  31/07/2031  

Version Number  1.0 

 

REGULATORY FRAMEWORK  

This policy has been developed with reference to a range of legislative instruments, standards, 

guidelines, and regulatory principles that govern our operations as an RTO. These frameworks ensure 

that we operate with integrity, uphold quality training and assessment practices, and meet our legal 

obligations to students, regulators, and the broader community.  

 

The following documents underpin the principles and practices outlined in this policy and should be 

considered in its application:  

• AQF Qualifications Issuance Policy  

• Competition and Consumer Act 2010  

• Corporations Act 2001  

• Education and Training Reform Act 2006  

• National Vocational Education and Training Regulator (Outcome Standards for Registered 

Training Organisations) Instrument 2025  

https://www.aqf.edu.au/publication/aqf-qualifications-issuance-policy
https://www.legislation.gov.au/C2004A00109/latest/text
https://www.legislation.gov.au/C2004A00818/latest/text
https://www.legislation.vic.gov.au/in-force/acts/education-and-training-reform-act-2006/103
https://www.legislation.gov.au/F2025L00354/asmade/text
https://www.legislation.gov.au/F2025L00354/asmade/text
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• National Vocational Education and Training Regulator (Compliance Standards for NVR 

Registered Training Organisations and Fit and Proper Person Requirements) Instrument 

2025  

• National Vocational Education and Training Regulator Act 2011  

• National Vocational Education and Training Regulator Regulations 2011  

• Privacy Act 1988   

• Student Identifiers Act 2014  

 

 

RELATED DOCUMENTS  

For a complete and centralised list of interconnected documents -  including associated policies, 

procedures, forms, and checklist -  please refer to the Dependency Matrix located within the Quality 

Manual . This matrix has been designed to support consistency, version control, and alignment across 

the broader compliance framework.  

 

DEFINITIONS  

To ensure consistency and clarity across all policies, procedures, and supporting documents, Safety 

Corp Pty Ltd maintains  a centralised Definitions Library, located within the Quality Manual. This 

resource contains  standardised definitions of key terms and acronyms commonly used throughout 

our quality management system and compliance framework. All documents should be read in 

conjunction with the Definitions Library to support accurate interpretation and application  of 

terminology. Where a term is used within this policy and is not explicitly defined herein, it should be 

understood according to its definition in the Definitions Library. The Definitions Library is reviewed 

and maintained  regularly to reflect changes to legislation, regulatory standards, and sector - specific 

terminology. Any suggestions for additions or amendments to the Definitions Library should be 

directed to the Compliance Team for consideration as part of our continuou s improvement practices.  

 

https://www.legislation.gov.au/F2025L00355/asmade/text
https://www.legislation.gov.au/F2025L00355/asmade/text
https://www.legislation.gov.au/F2025L00355/asmade/text
https://www.legislation.gov.au/C2011A00012/latest/text
https://www.legislation.gov.au/F2011L01104/latest/versions
https://www.legislation.gov.au/C2004A03712/latest/text
https://www.legislation.gov.au/F2011L01104/latest/versions
https://www.legislation.gov.au/C2014A00036/latest/text

