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Policy Context

This policy relates to:

Registration Manager Australian Skills Quality Authority (ASQA)

Conditions of Registration VET Quality Framework (VQF) and National
Vocational Education and Training Regulator
Act 2011

Codes and Standards Standards 2.1, Division 3 — Clause 7.3

Legislation or other requirements National Vocational Education and Training
Regulator (Data Requirements) 2020 and

2025 Standards for RTO’s

Purpose

The purpose of this policy and procedure is to ensure that prospective students have clear, accurate,
and accessible information about the training products offered per-paid fees, fees, refunds, obligations,
and any changes that may affect their training.

Scope

This policy applies to all prospective and current students of VET accredited and non-accredited training
products materials, reissue of certificate, re-issue of transcript, marketing, admissions, and enrolment
staff and any third-party providers involved in course delivery (if applicable). That Ridge International
College remains compliant with Standard 2.1, Division 3- Clause 7.3 and relevant legislation

Policy Statement
Ridge International College is committed to transparency and student protection by ensuring prospective
students have clear, accurate, and accessible information of the following:

e Students are informed prior to enrolment of all pre-paid fees, fees, charges, obligations, and
any changes that may affect them

o Prospective students are provided with accurate, up-to-date information on training products
Clear procedures exist for withdrawals, refunds, and breaks in study
implement appropriate safeguards when collecting prepaid fees more than $1500 per student
per course.

Key Information Provided to Students (Pre-Enrolment)

All prospective students are provided with the following, in writing the payment requirements for all
courses are specified within the current Ridge International College Schedule of Fees and Charges. The
Schedule will identify the amount and when the initial payment must be made and any subsequent
payments that are due as the course progresses. This information is provided to the prospective student
as part of the pre-enrolment information process and is accompanied by the outline of the course being
offered and the Student Handbook.

e Training product details (e.g. course code, title, outcomes, duration, mode of delivery)
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Entry requirements, prerequisites and pathways
Full list of fees and charges, including:

o Tuition fees
Enrolment deposit
Administration (non-refundable) $250
Cancellation fees (post acceptance) $200
Materials or equipment costs (Non-Refundable post acceptance) $250
Re-assessment fees (after two (2) attempts, $150 per additional attempt)
Certificate reissue fees $50

o Transcript reissue fee $50
Payment terms,

o Ridge International College will not accept payment more than $1,500 in pre-paid fees
from a student prior to the commencement of the course.

o Following course commencement, Ridge International College may require payment
of additional fees in advance from the student but only such that at any given time, the
total amount required to be paid which is attributable to tuition or other services yet to
be delivered to the student does not exceed $1,500

Obligations and liabilities, such as:

o Required equipment (e.g. access to IT, internet)

o Any third-party tools or materials not provided

o Work placement requirements, if applicable

o Process and cost for USI (Unique Student Identifier) application

Deferral, suspension, and withdrawal processes
Support services and student rights
Non-Payment of Fees

o Where a student does not pay their fees as they have agreed in accordance with their
signed acceptance of their Letter of Offer, their certificate or statement of attainment
will not be issued until payment arrears are rectified by the student.

Late-Payment of Fees - Penalty

o Where a student does not pay their fees as they have agreed in accordance with their
signed acceptance of their Letter of Offer on time, a late payment fee of 10% on their
total fees outstanding applies.

o Students will be notified in writing prior to a late payment fee being levied. Students
may be precluded from continuing their course where they do not observe these
payment obligations.

Fee Protection Arrangements (if fees exceed $1500)

o If Ridge International College or an authorised third party (if applicable) collects more
than $1500 in prepaid fees for the same course, one or more of the following
protections will apply:

» a. will obtain a Bank Guarantee: an unconditional financial guarantee from an
Australian bank equal to or greater than the total of all prepaid fees more than
$1500

= b. will obtain a Tuition Assurance Scheme Membership to ensure student are
placed in an equivalent course at no additional cost or refunded for services
yet to be delivered (above the $1500 threshold)

O O O O O O

Procedures

Steps

Person/s
responsible

Invoicing fees

1.

Student Service officer will be notified by the LMS when a new enrolment is Student Support

complete Officer
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2. | Student Service will prepare an invoice for fees according to the Schedule of | Student Support
Fees and Charges. Officer
Invoicing individual students: Invoices must not exceed $1500.

3. | Accounts will monitor payments received and update the student Accounts officer
management system.

4.| Accounts will issue receipt once payment is received. Accounts Officer

5.| Student Services notify the Academic Manager of new student, Student Support

Officer / Academic
Manager

6. | Where a subsequent payment/s is required, the Student Service Officer will Student Support

record the dates for invoicing subsequent payment/s and invoice accordingly. | Officer
Steps Person/s
responsible

Processing Refunds

1.

A student who wishes to cancel their enrolment must give notice in writing.
All requests for refund of fees must be made in writing using the Refund
Request Form which may be obtained from Ridge International College
reception or from the website. The form must be signed by the student.

Student Support
Officer

2. Student service officer must ensure the student understands their rights | Student Support
with regards to the refunding of tuition fees. Officer

3. Provide students seeking a refund with a Refund Request Form. Student Support
Even if a student who may not be eligible but are requesting a refund Officer / CEO
should also be provided with the Refund Request Form.

4, Sgg%giﬁ;‘nd signed by student refund forms to be sent to the CEO for Student Support

' Officer / CEO

5. The CEO will consider all Refund Requests sent by student services. CEO
Student services to inform the student their request is in process.

6. If the request is approved, the Student Service Office will be notified. Student Support
If the request is not approved, the student will be notified of their right to Officer / CEO
appeal.

7. The CEO will determine the appropriate refund based on the Refund CEO

Policy and will process the Refund Request within 28 days to the
student’s nominated bank account.
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