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Purpose

This statement outlines the procedure for students wishing to apply for a refund of course
fees. It is made available to all students and prospective students through the Outsource
Institute (Aus) website.

Procedure

Students will be informed of the fees for their chosen course through our pre-enrolment
information before enrolment. Outsource Institute will grant a refund of fees when a student
amends their enrolment status, provided the following conditions are met.

Cancellation prior to course commencement

Course of Study or Funding

Refund Conditions
Source

User Choice QLD If written notice of withdrawal/cancellation is
received before course commencement, a full
refund will be issued for any fees paid.

The refund will be automatically processed
without the need for a Refund Application by
the apprentice or trainee.

User Choice (WA TAS SA NT) If written notice of withdrawal/cancellation is
received before course commencement, a full
refund will be issued for any fees paid.

Smart and Skilled If written notice of withdrawal/cancellation is
received before course commencement, a full
refund will be issued for any fees paid.
Students can withdraw without penalty up to
seven (7) days after course commencement.

Higher Level Skills If written notice of withdrawal is received
seven (7) days prior to course
commencement, a full refund will be issued for
any fees paid, with a reasonable
administration processing cost of $500
included in the refund calculation (not charged
separately).

Fee for Service If written notice of withdrawal is received
seven (7) days prior to course
commencement, a full refund will be issued for
any fees paid, with a reasonable
administration processing cost of $500
included in the refund calculation (not charged
separately).

International Students Refer to Policy & Procedure —
Refund Policy and Procedure

National Code Standard 3 and Student
Contract.
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Withdrawal/cancellation after course commencement

Course of Study or Funding
Source

Refund Conditions

User Choice QLD

Student Contributions:

For students who cancel their enrolment prior
to the commencement of training delivery for a
unit of competency or module, a full refund of
the student contribution fees will be provided.

For students who have commenced training
but subsequently withdraw from a unit of
competency or module, a proportionate refund
will be provided, reflecting the portion of
training delivery not completed at the time of
withdrawal.

Employer Contributions:

A proportionate refund will be provided based
on the amount of training completed if the
apprentice or trainee withdraws after training
has commenced. A processing cost of $500
will be factored into the refund calculation but
not charged separately.

The refund will be automatically processed
without the need for a Refund Application by
the apprentice or trainee.

User Choice (TAS SA NT)

A refund will be granted on a pro-rata basis
based on the proportion of training undertaken
at the date of cancellation, with a reasonable
administration processing cost of $500
included in the refund calculation (not charged
separately).

User Choice WA

A refund will be granted on a pro-rata basis
based on the proportion of training undertaken
at the date of cancellation, with a reasonable
administration processing cost of $500
included in the refund calculation (not charged
separately).

A full refund of the applicable unit fee,
resource fee, and other fees will be provided if
a unit is cancelled, rescheduled to a time
unsuitable to the student, or if a student is not
given a place due to the maximum number of
places being reached. For withdrawals not
meeting these conditions, students can
withdraw without penalty up to 20% of the way
through the unit.

Smart and Skilled

A refund will be granted on a pro-rata basis
based on the proportion of training undertaken
at the date of cancellation.
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In the event of a non-voluntary withdrawal—
such as if Outsource Institute ceases
operation or loses approval to deliver the
training program—a full refund will be issued
for any student contribution fees paid for
training that has not been completed.

Where Credit Transfer (CT) or Recognition of
Prior Learning (RPL) has been granted, the
student contribution fees will be adjusted
accordingly. Any overpayment resulting from
these adjustments will be refunded on a pro-
rata basis to the student.

If a student withdraws from a qualification but
has completed all requirements for a lower-
level qualification with a lower student fee,
they will not be eligible for a refund of the
difference in fees.

Employer Contributions:

A proportionate refund will be provided based
on the amount of training completed if the
apprentice or trainee withdraws after training
has commenced. A processing cost of $500
will be factored into the refund calculation but
not charged separately.

The refund will be automatically processed
without the need for a Refund Application by
the apprentice or trainee.

Higher Level Skills

A refund may be granted on a pro-rata basis
based on the proportion of training undertaken
at the date of cancellation. Where a student
cancels after 12 months from the
commencement date and has failed to
progress their studies in line with the agreed
training plan, no refund will be granted. A
reasonable administration processing cost of
$500 may be included in the refund calculation
(not charged separately).

Fee for Service

A refund may be granted on a pro-rata basis
based on the proportion of training undertaken
at the date of cancellation. Where a student
cancels after 12 months from the
commencement date and has failed to
progress their studies in line with the agreed
training plan, no refund will be granted. A
reasonable administration processing cost of
$500 may be included in the refund calculation
(not charged separately).

International Students

Refer to Policy & Procedure —
Refund Policy and Procedure
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National Code Standard 3 and Student
Contract.

Extenuating circumstances

In the case of extreme hardship or extenuating circumstances preventing participation, an
application can be made to the Managing Director at Outsource Institute for a refund.
Applying does not guarantee a full or partial refund.

Provider Cancellation

If Outsource Institute is unable to deliver or cancels a course, students are entitled to a full
refund. Where possible, alternative dates will be offered to complete the course. Refunds will
be made in a timely manner dependent on the circumstances of the application for refund.
Refund Procedure

Any application for refund should be made in writing, using the Outsource Refund Request
Form [OIT-390] available on our website, to the Managing Director and must include the
student’s name, course hame and the reason for cancellation. Applications can be submitted
via:

Email: info@outsourceinstitute.edu.au

Mailed to: Outsource Institute, MBE 119/7 Clunies Ross Court, Eight Mile Plains, QLD 4113.

For refund request inquiries, contact the Office Manager at HR@outsourceinstitute.edu.au.
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