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Refund Policy and Procedure 

Policy 

The policy of the organization is committed to work within the fair and transparent 

framework for charging of fees, the provision of protection for fees in advance and the 

refund of payments. We ensure that these policies will be equitable for the registered 

students of Sherwood Institute of Australia (here after known as ‘SIA’). This policy and 

procedure supports Standard for Registered Training Organization 2015, Standard 

Five Clause 5.3. 

Scope 

Fees and Refunds Fees are levied on all courses, details of which are contained in the 

relevant course information sheet. SIA will be responsible for ensuring that fees paid 

in advance are accounted for in a separate financial control center, and are clearly 

identified within the Customer Relationship Management (CRM) Software. The policy 

and procedure of the organisation is at all times to be fair and equitable to registered 

students. Applications for refunds can be made to the PEO of the organisation.  

Purpose 

This policy and procedure will be equitable for the registered students of SIA. This is 

made for students to arrange for a refund request prior to their scheduled training. 

Definition 

‘Provider Default’ is where the registered provider fails to provide a course or ceases 

to provide a course to the student. 

‘Student Default’ where a student does not start a course or withdraws from a course. 

1. Provider Default 

In the cases below a full refund will be provided to students within 2 weeks of the 

course default date:  

 The course does not commence on the agreed start date, or  

 The course ceases to be provided at any time after it starts but before it is 

completed, or  

 The course is not provided in full to the student because a sanction has been 

imposed on the registered provider. SIA need to postpone a course for any 

reason every effort will be made to reschedule the course within the following 

two months. 

In the event that SIA is unable to deliver the course in full, the student will be offered 

a refund of all the course fees the student has paid to date. The refund will be paid to 

the student within 2 weeks of the default date. Alternatively, the student may be offered 
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enrolment in an alternative course at SIA at no extra cost to the student than the total 

cost as advertised or given in the student’s offer letter. The student has the right to 

choose whether to take a full refund of course fees or to accept a place in another 

course. If the student chooses placement in another course, SIA will ask the student 

to sign a document to indicate acceptance of the placement.  

2. Student Default  

In the circumstances below there will be no refund of any fees paid.  

 Students are not permitted transfer course fees to another student, or  

 The course starts on the agreed starting day, but the student does not start the 

course on that day (and has not previously withdrawn), or  

 The student failed to pay an amount he or she was liable to pay to the provider 

in order to undertake the course.  

Procedure 

1. For Full Paying Students 

If the student is unable to commence, a refund of 90% of the full fees will be forwarded 

to the student if 7 or more days’ notice is given. Less than 7 days’ notice will attract a 

50% cancellation fee.  

2. Queensland Government Funded Programs Student Co-Contribution Fees 

Refunds must be requested in writing 7 days prior to withdrawal.  

For Certificate 3 Guarantee co-contribution refunds, this must be requested by writing 

Student Fees Refund Form seven (7) days prior to withdrawal. This must be signed 

by the student and must have supporting documents witnessed and approved by 

relevant 3rd Party. Refunds will be based on the remaining units not completed. 

Refunds will be processed via Electronic Funds Transfer (EFT) 7 days after a decision 

is made on the refund request. 

 If a student is disadvantaged and cannot complete his/her course as a result of 

a situation that is reasonable and instigated by the RTO then a full refund for 

the non-delivered portion of the course will be made and a Statement of 

Attainment will be issued for the units completed. 

The student will be advised to write a formal letter stating the reasons behind the 

request for the cancellation of the studies and will have to fill up a Student Fees Refund 

Form and will have to wait for the management’s decision after the instigation of the 

case. 

However, Learners are strongly advised to consider their work and/or personal 

commitments before enrolling to avoid this situation occurring. 
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 For students who were fully paid and were not able to commence until the 

training was concluded they are not entitled to receive refund unless they gave 

us a notice 14 days prior to the commencement of the training. In this case, 

50% of the course fee will be charged as the cancellation fee. 

 If the student does not complete the course or withdrew on their own discretion 

or desire then the "no refund after commencement of course" will be applied. 

 For Certificate 3 Guarantee co-contribution refunds, this must be requested by 

writing Student Fees Refund Form seven (7) days prior to withdrawal. This must 

be signed by the student and must have supporting documents witnessed and 

approved by relevant 3rd Party. Refunds will be based on the remaining units 

not completed. 

3. In order to access refunds under the circumstances mentioned above, 

students must: 

 Refund request must be made on the Student Fees Refund Form. This must 

be signed by the student and where applicable, referring 3rd Party. 

 Fill out and submit the Student Fees Refund Form by means of: 

Emailing a signed form to info@sherwood.edu.au  

Or  

Posting directly it to our Head Office: 

Room 124, Level 1, 20 Otter Street 

Collingwood VIC 3066 

Phone: (03) 90880287 

 Assessment on the request will be conducted and SIA will recommend 

promptly of the Refund outcome. 

 If refund is applicable, the student will get a payment receipt. 

 If the refund is not granted, then the student will be notified with a letter on the 

reasons for the outcome. 

 If student is not satisfied on the result, the student can access our Complaints 

and Appeals form via our website (www.sherwood.edu.au). 
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