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Refund Procedure (Higher Education)  
Version Number: 2.1  
Effective Date: 4 September 2026 
Review Date: 5 March 2028 
Approved By: Audit and Risk Committee 
Procedure Owner: Chief Financial Officer 
Procedure Area: HE  
Audience: Public 
 

 
 Purpose  

This procedure defines how Stanley College manages and determines the refund of monies to 
commencing and continuing domestic and international students for fees or other charges related to 
higher education study at Stanley College 

 
 Scope  

This procedure applies to domestic and international students enrolled in higher education courses 
at Stanley College. It applies to the refund of the unused portion of tuition fees only which have 
been paid in advance, and includes money collected by approved education agents on behalf of 
Stanley College 

 
 Key Definitions  

Please refer to Glossary of Terms at: 

 Website: https://www.stanleycollege.edu.au/studying-with-us/policies-and-procedures/ 

 Higher Education website: https://www.highereducation.stanleycollege.edu.au/essential-
information/policies-procedures/  

 
 Procedure Steps 

4.1 Application for a Refund 

All requests for refunds must be made using the Course Variation Application Form (CVAF). This has 
been made clear to students in the proposed, updated Letter of Offer template  

 
Students applying for a refund must attach relevant documentation as indicated in the Refunds 
Application Form information available on Stanley College website. The form must be signed by the 
student and accompanying documentation submitted to Stanley College either by an email to 
refunds@stanleycollege.edu.au 

 
Students must apply for a withdrawal within 14 days of an event that initiates a request for, and that 
might qualify the student to a refund. 
 
Contact details must be provided, including at least one telephone number and one valid email 
address. 
 
If a student does not submit the Course Variation Application Form, they will not be entitled to any 
refund. Verbal requests, emails, or other written notifications to Stanley College staff, agents, or third 
parties regarding refunds or cancellations are not valid and will not be accepted. 

https://www.stanleycollege.edu.au/studying-with-us/policies-and-procedures/
https://www.highereducation.stanleycollege.edu.au/essential-information/policies-procedures/
https://www.highereducation.stanleycollege.edu.au/essential-information/policies-procedures/
chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https:/www.stanleycollege.edu.au/wp-content/uploads/2021/09/Refund-Application-Form.pdf
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4.2 Assessment of Refunds 

The date on which the written application is received is the date used for the calculation of any refund. 
If a student is applying for Special Circumstances, the student must submit: 

 A Course Variation Application Form; 

 A written statement addressing their Special Circumstances, and 

 Relevant Supporting evidence. 
 

Once a student’s variation or a notice to withdraw, cancel is being finalized by the Admissions team or 
Variations team, it will be communicated to the Finance team. If a refund is applicable, Finance Officer 
will notify the student to submit a Refund Application Form. Upon receipt of the completed Refund 
Application Form, the Finance Officer will process the refund request and submit it to the Chief 
Financial Officer or approved authorized person by the Chief Financial Officer for approval. After 
approved, Finance Officer will process the refund in accordance with Stanley College’s refund policy.    
 

4.3 Decision 

Students will be notified of the refund application decision within 20 working days of receipt of the 
Refunds Application Form. 
 

4.4 Payment of Refunds for Domestic Students 

Refunds will be made within 28 days of submission of a completed Refunds Application Form. Incomplete 
forms or applications with insufficient relevant supporting documentation may cause delays in 
assessing and processing refunds. 
 

Approved refunds will be paid: 

 To the nominated bank account via Electronic Funds Transfer (EFT). Such transfers may take up 
to seven working days to complete, or 

 Directly to the person who entered into the contract with Stanley College, unless that person 
gives written direction to pay someone else. 

 Only after a signed and completed Refund Application Form has been received by the 
Finance Team. 

 
Refunds will be paid in Australian dollars to the applicant’s bank account unless otherwise requested 
by the student in writing at the time of submitting the required forms. 
 
Students will receive a Statement of Refunds explaining how the refund was calculated, and where a 
cancellation fee has been applied. 
 
Students with FEE-HELP arrangements will be informed by the Finance Office of any necessary 
adjustments to these arrangements. 
 

4.5 Payment of Refunds for International Students 

Refunds will be made within 14 days of submission of a completed Refunds Application Form , as per 
the requirements outlined within the Education Services for Overseas Students Legislation Amendment 
(Tuition Protection Service and Other Measures) Act 2012. Incomplete forms or applications with 
insufficient supporting documentation may cause delays in processing refunds. 
 
Approved refunds will be paid: 

 To the nominated bank account via Electronic Funds Transfer (EFT). Such transfers may take up 
to seven working days to complete; or 
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 Directly to the person who entered into the contract with Stanley College, unless that person 
gives written direction to pay someone else. 

 Only after a signed and completed Refund Application Form has been received by the 
Finance Team. 

 

Australian legislation does not allow a refund to be paid to an agent, in accordance with the Education 
(Overseas Student) Registration 1998 7 (2) (b). 
 

Approved refunds will be paid in Australian dollars to the applicant’s bank account unless otherwise 
requested by the student in writing. 
 

If a currency other than Australian dollars is requested, the student will be expected to cover the 
exchange rate fees as charged by the bank of either party – this amount will be deducted from any 
refund. The exchange rate will be as per the rate offered on the day of transfer by Stanley College’s 
bank. 
 
Students will receive a Statement of Refunds explaining how the refund was calculated, and where a 

cancellation fee has been applied. 

The Finance Officer will record the transaction in the Student Management System. 

4.6 Overseas Student Health Cover 

Overseas Student Health Cover (OSHC) refunds are applicable in an event of visa refusal, or if the 
student has evidence to support, they no longer hold a student visa.  

 If the student is offshore and the OSHC is purchased through Stanley College, the finance 
officer will assist the student with their OSHC refund  

 If the student is onshore, they are responsible for applying for their OSHC refund.  
 
In making an application to the OSHC provider, students must provide the following information: 

 Full name; 

 Date of birth; 

 OSHC membership number; 

 Reason for the refund, and 

 Evidence of transferring to another education provider or the date of departure from Australia. 
 

4.7 Appeals 

Students may seek a review of any decision related to a refund application by submitting an appeal to 
the Finance Officer within 28 days of receiving the notice. It must be accompanied by supporting 
documentation. 
 

If students are not satisfied with the reviewed decision, then they can make a formal appeal using the 
Complaints and Appeals form on Stanley College Website. to the Students will be notified of the 
decision within 28 days of receiving the application.  
 

4.8 Notifying the TPS Director 

If a refund has been paid to the student, the Finance Officer will record the discharge of Stanley 
College’s obligations within PRISMS within seven (7) working days of the refund being paid to the 
student, as per the Education Services for Overseas Students Legislation Amendment (Tuition 
Protection Service and Other Measures) Act 2012. 
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 Roles and Responsibilities 

 Admissions team: Communication of a student course variation or notice to withdraw to the 
finance team.  

 Variations team: Communication of a student course variation or notice to withdraw to the 
finance team. 

 Finance team: Notifying students the decision of Refunds Application Form on time,  

 Finance officer: Processing the refund on time, effective communication and managing of 
FEE-HELP students, recording refund transaction information on the student management 
system and update the PRISMS entry.  

 
 Procedure Information 

Procedure Area HE 

Authorised Officer Chief Financial Officer 

Supporting documents, procedures, work 
guidelines and forms 

Aboriginal and Torres Strait Islander People Education 
Policy and Procedure 

Admissions Policy and Procedure 

Application for Admissions Form (Higher Education) – 

Domestic Students 

Application for Admissions Form (Higher Education) – 

Course Admission Information Set  

Course Variation Application Form  

Credit and RPL Policy and Procedure 

Deferral, Withdrawal and Course Extension Policy and 
Procedure 

Diversity and Equity Policy and Procedure 

English Language Proficiency Policy and Procedure 
Student Fees Policy 

Letter of Offer and Student Agreement for Higher 
Education Information Management Policy and 
Procedure 

Refund Policy 

Student Grievance and Complaint Policy and Procedure 
Student Prospectus 

Student Services Plan 

Whole-of-Institution Admission Information Set 

Audience Public 
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 Link to Standards  

7.1 Higher Education Standards Framework (Threshold Standards) 2021 

Domain Section  Standards 

1. Student Participation and Attainment 1.1 Student Participation and Attainment 2  

2. Learning Environment 2.4 Student Grievances and Complaints 1,2,3,4  

 

7.2 Education Services for Overseas Students Act 2000 

Part Division Sub-Division Section Standard 
3. Obligations on registered providers 2. Tuition Fees  N/A 27. tuition fees 1, 2 
3. Obligations on registered providers 2. Tuition Fees  N/A 28. Obligation for 

registered provider to 
maintain account 

1, 2 

3. Obligations on registered providers 2. Tuition Fees  N/A 29. Obligations in 
relation to account 
money 

1- 6  

 

7.3 National Code of Practice 2018  

Standard (Number)  Standard (Descriptor) Standards (Individual) 
Standard 2  Recruitment of an overseas student 2.1.7 

Standard 3  Formalisation of enrolment and written agreements 3.4  
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Appendix A – Proposed, Updated Letter of Offer Template 
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