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Fees Refund and Charges Policy & Associated Procedures 

 

1. Purpose 

The purpose of this policy and procedure is to outline the approach of the Sydney Metropolitan 

International College (SMIC) to managing fees and refunds and to demonstrate how fees paid in advance 

are protected by the college. 

This policy is designed to safeguard transparency, fairness, and compliance with national regulations 

such that the overseas students are informed and protected well in advanced prior to committing to a 

course with the Sydney Metropolitan International College .   

This policy complies with Compliance Standards for RTOs, Standard 18, as well as National Code of 

Practice 2018 Standards 2 and 3.   

 

2. Definitions  

ASQA means Australian Skills Quality Authority, the national VET regulator and the RTO’s registering 

body 

DET means Department of Education and Training  

ESOS Act means Education Services for Overseas Students Act 2000 

National Code 2018 means The National Code of Practice for Registration Authorities and Providers of 

Education and Training to Overseas Students 2018 

PRISMS means Provider Registration and International Students Management System 

Provider default means where the provider fails to start providing the course to the student at the 

location on the agreed starting day or after the course starts but before it is completed, it ceases to be 

provided to the student at the location; and the student has not withdrawn from the course before the 

default day.  

Standards means the Standards for NVR Registered Training Organisations (SRTOs) 2025 from the 

VET Quality Framework 

 

3. Policy Statement 

Sydney Metropolitan International College is committed to providing students with information about all 

fees and charges associated with a course, as well as its refund policy and processes. 

Prospective students can access information about fees and charges and refunds in the International 

Student Handbook and Course Brochure. 

Enrolling students are fully informed of all fees and charges and the refund policy in the Offer Letter and 

Student Agreement.  
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The Offer Letter and Student Agreement includes details of all applicable fees and charges, including the 

application fee, tuition and non-tuition fees and the payment schedule for such and payment options. It 

also describes the student’s consumer rights, including the right to a cooling off period depending on the 

relevant state/territory requirements. 

Students are advised of the potential for fees and charges to change over the duration of their course.   

Students are advised of any statutory cooling off period in their Offer Letter and Student Agreement.  

All fees and charges will be reviewed annually and all marketing material and student information will be 

updated accordingly. New fees and charges will generally only apply to incoming students.  

Additional fees that may apply in addition to tuition and non-tuition fees include: 

 

OTHER FEES & CHARGES THAT MAY APPLY COST 

Deferral/Suspension fees 

(student initiated leading to COE extensions, not on any form of 

compassionate/compelling grounds) 

$ 500  (per term, with a maximum duration of the course 

deferment/suspension being 12 months / one year only.) 

COE Variation fees 

(based on student compelling grounds with verifiable evidence) 

$ 250  

Reassessment fee  

(students have a total of 2 attempts and any attempt thereafter 

will incur the reassessment fee) 

$300  

Late (assessment) submission fee $300 

Unit re-enrolment/repeat fee $500 

Late payment of tuition/term fees $100 per week for each week the payment for course fees is 

delayed. 

Course Transfer fee (internal) $250 

Credit Transfer (CT)  

(CT Assessment fee chargeable only for external students) 

$250  

Recognition of Prior Learning (RPL)  Application fee of $200  

Unit fee $500  

Re-issuance of Statement of Attainment (SOA) $50 

Re-issuance of certificate/transcript $100 

Official Records (Request for Interim Transcripts, Proof of 

Enrolment,  Leave, Term-Break letters, Replacement of ID card 

etc.) 

$30 

Airport Pick Up Fees $150 

Accommodation Placement Fee 

 

 

 

 

$300 
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4. Protection of fees paid in advance 

 

For international student fee protection is ensured as follows: 

• Sydney Metropolitan International College maintains a sufficient amount in the designated 

account so that it is able to repay all tuitin fees already paid.   

• All course fees will be held in a separate bank account that can only be drawn down when 

the student commences. The course fees are held separately from the day-to-day operating 

expense accounts, so that if a refund is payable before the student commences, the refund 

can be made in full and in a timely way without impact on the financial operations of the 

business or recourse to the tuition protection system. 

• Sydney Metropolitan International College  does not require international students to pay 
more than 50% of course fees prior to course commencement, except where a course is less 
than 26 weeks. However, any international student may choose to pay their fees in full or a 
greater amount than 50%. 

• Sydney Metropolitan International College  pays into the Tuition Protection Service (TPS) 
provided by the Australian Government.  The TPS provides assurance that in the event of 
provider Default the TPS will assit the student with refunds and finding alternative providers.  

 

5. Fees and refund information 

Prospective and current students are advised of the fees associated with a course on the relevant 

Course Outline, the Letter of Offer and the Student Agreement.  In compliance with Clause 5.3 of the 

Standards, this is provided prior to admission.  

For international students, fee information is always provided prior to enrolment as per the 

requirements of The National Code 2018 Standard 3. Fee information provided to international 

students includes: 

• All relevant fee information, including fees that must be paid and payment terms. 

• Refund information and conditions relating to these. 

• The learners rights as a consumer including any cooling off period. 

Refund information is outlined in the Student Agreement and in the Student Handbook. 

Fees will only be collected once a formally signed copy of the Student Agreement is received by 

Sydney Metropolitan International College . 

Circumstances and the potential for changes to fees over the duration of a course,  

  

6. Inclusions in course fees 

Unless otherwise specified, course fees include all the training and assessment required for students 

to achieve the qualification or course in which they are enrolling. Course fees will itemise tuition, as 

well as non-tution fees.  

• Course fees includes the required learning materials for the course and tuition fee. Any 

optional textbooks and materials that may be recommended by the trainer and assessor but 

are not required for a course, are not included in course fees and will be an additional cost 

should the student wish to purchase such materials. They are not compulsory requirements. 

• Course fees include the issuance of a Testamur and Record of Results and/or Statement of 

Attainment. For additional copies or re-issuing of any of these documents an additional fee is 

applicable.  
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• Please note: Course fees do not include Overseas Student Heath Cover (OSHC) or optional 

extras such as airport pick up or accommodation.  These requirements are a student’s 

responsibility and will incur an additional cost according to the provider selected.   

 

7. Late payments 

Students who are experiencing difficulty in paying their fees are invited to call our office to make 

alternative arrangements for payment during their period of difficulty. 

Sydney Metropolitan International College  reserves the right to suspend the provision of training 

and/or other services 14 days after the fees were due until fees are brought up to date. Students with 

long term outstanding accounts may be withdrawn from their course if payments have not been 

received and no alternative arrangements for payment have been made.  

Following the appropriate intervention support, International students who do not pay their fees will be 

reported to DHA via PRISMS under student default.  

 

8. Refunds 

Refunds for international students are calculated in accordance with the ESOS framework.  

Students who withdraw from a course and wish to seek a refund or have the amount they owe on 

their fees reduced, must apply to Sydney Metropolitan International College  using the Refund 

Application Form outlining the details and reason for their request.   

 

When the refund is approved, Sydney Metropolitan International College  will: 

• Issue a statement detailing how the refund was calculated 

• Issue the refund within 28 days of receipt of the Refund Application Form. 

• Refund Policy: Sydney Metropolitan International College Default:  
 
Whereas the registered provider (Sydney Metropolitan International College) fails to provide a 
course or ceases to provide a course to an overseas student in accordance with section 
27(1) of the ESOS Act then Sydney Metropolitan International College will refund to students 
within 14 days of the Sydney Metropolitan International College default the unused portion of 
all tuition fees paid in advance. Should the student desire to take an alternative course with 
Sydney Metropolitan International College, fees will be fully transferable to that course.  
 

• Student Default: Where an overseas student does not start a course on the agreed start 
date or withdraws from a course (as defined in section 27(2) of the ESOS Act) the following 
conditions will apply regarding a refund of fees: 
 
 

 100% refund of tuition fees paid if the student visa was refused by Department of Home 
Affairs (DHA). 

 80% refund of paid tuition fees applies if the student cancels 28 or more days before the 
course starts. 

 50% refund of paid tuition fees applies if the student cancels within 28 days of course 
commencement. 

 No refund of tuition fees applies if the student cancels on or after course commencement 
date. 

 
Discretion may be exercised by the Principal Executive Officer in all situations, if the learner can 
demonstrate that extenuating or significant personal circumstances* led to their withdrawal. 
 
The agreed starting date is the date the course is scheduled to start or a later date agreed between the 
college and the student. This does not apply to approved deferment and leave of absence when the 
student applies for refund after the application was approved. 
 



 

SMIC- Fees Refund and Charges Policy & Associated Procedures V1.0 July 2025   Page 5 of 7 

RTO 45523 | CRICOS Provider Code 03792E  

 

    

The college will make a refund only in Australian Dollars within 4 weeks of receiving a written claim by the 
student in accordance with the Terms and Conditions as outlined in the Student Enrolment Form. 
The enrolment fee is not refundable under any circumstances including visa refusal /rejection. 

 
Normal processing time for a Student initiated refund request is up to 28 days from the date Sydney 
Metropolitan International College receives the notification that a refund is required from the student. 
Confidentiality of participant information will be ensured. Refunds will only be paid in the format by which 
Sydney Metropolitan International College received payment and payment will only be made to either the 
student or to the students’ nominated party upon prior written consent by the student. All the refund 
process will also be recorded in the RTO Management System and the PRISIMS. 
 
*Except in evidenced extenuating circumstances:  should a participant have to discontinue a course for legitimate reasons, such as 

sickness, exceptional family circumstances or Critical Incident Students are required to complete the Sydney Metropolitan 
International College Refund Form and submit along with evidence to Student Administration. 

 
Withdrawal from study – current students:  For refund of unused tuition fees, Notification of 
Withdrawal form must be received by Sydney Metropolitan International College  4 weeks (28 days) prior 
to start date of the following term(s) 

A. Other circumstances where no refund (0%) will be provided 

International Students 

• If a student is refused a visa and the reason for the refusal is:  

o Did not start the course at the location on the agreed starting day or  

o Withdraws from the course at that location or  

o Did not pay the course fees due 

• Sydney Metropolitan International College  terminates a student’s enrolment because 

of a failure to comply with college policies, unsatisfactory academic progress or 

attendance 

• If a student is in breach of their student visa conditions 

• If a student has supplied incorrect, false or misleading information. 

9. Outcomes of refund decisions  

Following receipt of the Refund Application Form Sydney Metropolitan International College  within 28 

days will provide the outcome of the refund assessment in writing to the student’s registered address, 

outlining the decision and reasons for the decision along with any applicable refund or adjustment 

notice.  

Students will also be advised that they may appeal the refund assessment following Sydney 

Metropolitan International College  Appeals Policy and Associated Procedure.  

 

10. Procedures 

10.1 Student fees  

Procedure Responsibility 

B. Invoices 

• All students should pay their enrolment fee upon application and term fees 

one week prior to course commencement. Raise an invoice for the 

amount in line with the payment schedule for the relevant course.  

• Students should pay each term’s course fees by the course 

commencement date.  

• Keep a copy of the invoice on the student’s file. 

Operations 

Head/Account Officer 

 

C. Fee instalment invoices 

• Charge fee instalments in line with the relevant payment schedule for the 

Administrative Officer  
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Procedure Responsibility 

course.  

• Students should pay by the scheduled payment date as mentioned in the 

Student Agreement.  

• Keep a copy of the invoice on the student’s file. 

 

D. Receiving payments 

• Payments may be made by EFTPOS, cash (not encouraged), direct bank 

transfer or credit card. 

• Record payments against the relevant invoice on MYOB/any accounting 

software. 

• Provide the student with a receipt. 

Accounts Officer 

 

E. Managing overdue fees 

• Send out statements monthly to students to show outstanding fees.  

• Send payment reminders to students where payments are more than 14 

days overdue. 

Accounts Officer 

 

10.2 Refunds 

Procedure Responsibility 

F. Processing refunds – provider default 

• Automatically issue a refund within 28 days to students who have enrolled 

and paid their enrolment fee and term fee and the course is cancelled 

prior to commencement.  

• Automatically issue a refund to students within 28 days where the course 

has commenced but is cancelled.  

• Notify students to whom refunds are automatically issued in writing and 

issue refund. Record on file. 

• All other students who withdraw from their course and seek a refund are 

to make a request for a refund in writing.  

• Assess refund as per this Policy.  

• Calculate the relevant refunds.  

• Operations Manager approves refund assessment.  

• Notify the student in writing of the outcome of the refund assessment and 

make payment of refund where applicable.  

• Keep a copy of the refund assessment on the student’s file. 

Administration Officer 

/Operations Head 

 

G. Processing refunds – student default (international students)  

• Students who withdraw from their course and seek a refund are to make a 

request for a refund in writing.  

• Assess refund as per this Policy.  

• Calculate the relevant refunds.  

• Operations Manager approves refund assessment.  

• Notify the student in writing of the Student Refund Outcome Letter  of the 

refund assessment and make payment of refund where applicable.  

• Process student default refunds within 28 days of receipt of written 

application.  

Administration Officer 

/ Operations Head 
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Procedure Responsibility 

• Keep a copy of the refund assessment on the student’s file. 

 

11. Other documents to consider with this policy 

Policies 

− Enrolment  

− Complaints Handling 

− Appeals Handling 

Forms 

− Refund Request Form 

− Schedule of Other Fees and Charges 

− Complaints Handling Form 

− Request to Appeal a Decision Form 

 

12. Version Control 

Policy area Student Support 

Standards Compliance Standards for RTOs for RTOs, Standard 18 

National Code of Practice 2018 Standards 2 and 3.   

Relates to Principal Executive Officer, Operatins Head, Director of Studies 

Administrative staff 

Classification Internal Only 

Approved Date July 2025 

Review Date July 2026 

 


