
STUDENT REFUND POLICY AND
PROCEDURE



1. Owner
Accounts Department

2.Policy
Overview

Albright Institute will have a written agreement in place with all students, in the form
of the Letter of Offer or Student Agreement, which contains the course details,
pre-requisites or conditions of enrolment, fees, and refund and cancellation policies.
This document is acknowledged and signed by the student prior to issuance of a
Confirmation of Enrolment (COE) in order to comply with Standard 3 of the National
Code of Practice for Providers of Education and Training to Overseas Students 2018
(National Code 2018) and clause 5.3 of Standards for Registered Training
Organisations (RTOs) 2015.

Albright Institute will also have the complaints and appeals process accessible via
the Albright Institute website.

If you wish to request a refund, you may do so by submitting the STD-FORM01 Refund
Request Form, clearly stating the reason for the request. Albright Institute does not
accept cancellation or withdrawal of course through phone call, SMS, email, fax, or
by verbally advising a staff member or agent. Sufficient evidence must be provided
to Albright Institute in support of the application.

The STD-FORM01 Refund Request Form should be submitted to
refund@albrightinstitute.edu.au, or submitted in person to reception, and will be
processed with 20 working days.

Please note the following general rules:

● A $500 AUD administration fee is applicable to all refund applications
unless waved by Albright Institute.

● Enrolment fees, material fees, administration fees and fees paid to
education agents are non-refundable unless mentioned specifically in
your Student Agreement.

● The terms and conditions set in this refund policy apply equally to
commencing and continuing students, unless otherwise specified.

● Albright Institute reserves the right to amend any of the terms and
conditions stated in this policy at any point of time to ensure
compliance with related regulations and legislations or under
exceptional circumstances.
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● Refunds for any monies received by Albright Institute on behalf of a
student for services not provided by Albright, for example home stay or
health insurance, must be requested directly from the company
providing the services. All such refunds will be subject to the respective
company’s refund policy.

● All refund applications must be approved by the CEO of Albright
Institute or their delegate

If Albright Institute agrees to refund monies paid, it will do so within 20 working days of
receiving written application for refund.

Albright Institute will provide you with a written statement detailing how the amount
of the refund has been calculated.

All refunds will be paid to the student who holds a Student Agreement with Albright
Institute unless the student provides written direction to pay the refund to another
person or entity.

All refunds will be paid in the currency in which the fees were paid.

A refund application will be considered under the two main categories of Student or
Provider default.

Student Default

As per the Education Services for Overseas Students Act 2000 (ESOS act), “student
default” is defined as follows:

When a student defaults

(1) An overseas student or intending overseas student defaults, in relation to a course at a location, if:

(a) the course starts at the location on the agreed starting day, but the student does not start the course
on that day (and has not previously withdrawn); or

(b) the student withdraws from the course at the location (either before or after the agreed starting
day); or

(c) the registered provider of the course refuses to provide, or continue providing, the course to the
student at the location because of one or more of the following events:

(i) the student failed to pay an amount he or she was liable to pay the provider, directly or
indirectly, in order to undertake the course;

(ii) the student breached a condition of his or her student visa;
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(iii) misbehaviour by the student.

Note 1: For an exception to paragraph (1)(a), see subsection (2).
Note 2: For an exception to subparagraph (1)(c)(iii), see subsection (3).

(2) An overseas student or intending overseas student does not default under paragraph (1)(a) in relation to a
course at a location if the student does not start that course because the registered provider defaults in relation
to the course at the location under subparagraph 46A(1)(a)(i).

(3) An overseas student or intending overseas student does not default under subparagraph (1)(c)(iii) unless
the registered provider accords the student natural justice before refusing to provide, or continue providing,
the course to the student at the location.

In cases of student default, a refund may or may not be paid, depending on the
circumstances. For more details, see the table of refunds payable later in this
document.

If there are “compassionate or compelling circumstances” which led to the default,
and which are beyond your control, you may be entitled to a refund even if this
policy does not specifically state that you are. These are extreme and unusual
circumstances which are outside of your control, such as serious medical conditions,
natural disasters, death or other tragedy in the family, etc.

Compassionate or compelling circumstances require evidence. The list of
circumstances which will be considered, along with the evidence required, is
detailed in the following table:

Circumstance Evidence

Serious medical conditions of the student which
prevent travel or study

Official letter or certificate from a medical specialist,
practitioner, or hospital which clearly states that the
medical condition prevents travel or study

Serious medical condition in the immediate family
which require the student to stay at home as a carer
Immediate family means parents, grandparents,
siblings, a spouse, de-facto partner, or child

Official letter or certificate from a medical specialist,
practitioner, or hospital which clearly states that the
family member requires support or care

Natural disasters or major political events which
prevent travel or study, or which require the student
to remain at home and support a family

News source from a reputable publication in your
home country or the international press which
explains the nature of the disaster or political event

Death or other tragedy in the immediate family,
which requires the student to remain at home for a
ceremony or to support a family

Official certificate of death issued by the government
of your home country

Acts of God, or force majeure events, which prevent
travel

News source from a reputable publication in your
home country or the international press which
explains the nature of the disaster or political event
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Refusal of student visa for a reason which is outside
the control of the student

Letter from the Australian government stating that
the visa has been refused and the reason for the
refusal

Other significant compassionate or compelling
circumstance

The strongest evidence you can offer, which will be
reviewed on a case-by-case basis, and which will
vary depending on the significant event

Albright may, at its discretion, refund all or parts of the tuition fees paid where it
determines there are compassionate or compelling circumstances. Each case will be
considered on its own merits.

Provider Default

As per the ESOS act, “provider default” is defined as follows:

When a registered provider defaults

(1) A registered provider defaults, in relation to an overseas student or intending overseas student and a
course at a location, if:

(a)  either of the following occurs:

(i)  the provider fails to start to provide the course to the student at the location on the
agreed starting day;

(ii)  the course ceases to be provided to the student at the location at any time after it starts
but before it is completed; and

(b)  the student has not withdrawn before the default day.

Note: For an exception to this rule, see subsection (3).

(2) To avoid doubt, a registered provider defaults if the provider is prevented from providing a course at a
location because a sanction has been imposed on the provider...

(3) A registered provider does not default, in relation to an overseas student or intending overseas student and
a course at a location, if the provider fails to start to provide the course, or the course ceases to be provided, to
the student because the student defaults in relation to the course...

In the unlikely event, that Albright Institute is unable to deliver a course in full, that is
where the course of study has been cancelled prior to commencement or ceased to
be provided, you will be offered a refund of all the unused fees paid to date. In such
cases, a refund shall be made within 2 weeks (10 working days). Alternatively,
Albright Institute may offer you an enrolment in an alternative course at no extra
cost.
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You have the right to choose whether you would prefer a refund of unused course
fees, or to accept a place in another course. If you choose a placement in another
course, Albright Institute will ask you to sign a document to indicate the acceptance
of the placement. Under such circumstances. Albright Institute is no longer liable for a
refund. Albright Institute agrees to credit all the fees paid for the previous course
towards the new enrolment.

In the case of provider default, “unused fees” is taken to mean all fees paid,
including enrolment fee and material fee, if the course has not commenced. If the
course has commenced and provider default occurs during the delivery period,
“unused fees” is taken to mean all tuition fees which have not been consumed by
classes already delivered.

COVID-19

This applies ONLY to students who are making their application from offshore and
who must travel across the Australian border to commence their course.

The COVID-19 pandemic has resulted in the Australian government temporarily
closing the borders. This will prevent offshore students who have a CoE from arriving
in Australia and commencing their course.

In a case where you cannot commence because of closed borders, you will be
required to apply for a deferral. The deferral will be granted automatically if the
borders are expected to be closed two weeks prior to the course start date.

One month before the end of the deferral, if the borders are expected to remain
closed two weeks prior to the new start date, you may apply for the cancellation of
your CoE and the refund of your pre-paid course fees. The application will be
granted, and the refund will be paid, minus any applicable administration fees. For
further details, see the Student Refund Policy and Procedure.

Deferral or cancellation and refund will only be approved for the closure of the
Australian borders if it is reasonably likely that the borders will still be closed two weeks
prior to the course start date. This means that either the government has announced
that the borders will not be open on that date, or the government has made no
announcement by a period two-weeks before that date.

Self-Funded Quarantine

At the writing of this policy the Australian government has not announced any plans
to require self-funded quarantine for international student who arrive in Australia.
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If the Australian government announces that self-funded quarantine will be a
requirement, and you cannot afford to pay for the quarantine, it will be treated in
the same way as if the borders were closed.

This means that you must apply for a deferral, and if the self-funded quarantine
remains in place two weeks before your new start date you may apply for and
receive a cancellation and refund.

This policy is designed to protect our students from unexpected and unaffordable
government charges. It will not apply if the quarantine is not self-funded e.g. if the
student does not have to pay for the quarantine. In this circumstance, Albright
Institute considers that quarantine is not a sufficient reason for a deferral or
cancellation and refund to be granted.

Tuition Fees Paid in Advance

Albright accepts tuition fees in advance, and these fees become “services
rendered” and are considered consumed on the first day of the month, in advance
of the month ahead. In the case of courses which are billed on a term-basis, the fees
for the term become services rendered on the first day of the term.

For example, a student is undertaking a course with a monthly fee of $350. The
student pays $1,050 in advance, for three months of their course. The course starts on
the 1st of March.

On the first of March, $350 of the pre-paid fees become services rendered and are
consumed. This is the fee for March. The student has now “spent” $350 and has $700
remaining pre-paid.

On the first of April, $350 of the pre-paid fees become services rendered and are
consumed. This is the fee for April. The student has now spent $700 and has $350
remaining pre-paid.

This is important to understand as there can be a difference between refunding fees
paid in advance and fees which have become services rendered.

Refund Processing Timeline

Refund applications are considered received when they are provided to Albright
administration WITH all required attachments. A refund application which does not

ANIT Australia Pty Ltd t/a Albright Institute of Business and Language | RTO: 45041 | CRICOS: 03553J |P.6
1300 189 154 | Level 2, 341-345 Queen Street, Melbourne VIC 3000 | www.albrightinstitute.edu.au | v 4.0

http://www.albrightinstitute.edu.au


include the required attachments is not considered received until the attachments
are provided.

Refund applications will be processed within two weeks of the date that they are
received.

Refunds are calculated based on the date of processing, not on the date of receipt.
For example, a refund application which is received on the 30th of the month will not
prevent fees from becoming due on the 1st of the following month, because the
application has not yet been processed.

The sole exception is when a refund application is made for compassionate and
compelling circumstances. In the case of a refund application made for
compassionate and compelling circumstances, if the refund is granted it will be
applied from the date of receipt, not from the date of processing.

Complaints and Appeals Process

If a refund is refused by Albright Institute, or if you are not satisfied with the amount of
refund calculated by Albright Institute, you have the right to access the Complaints
and Appeals Policy. You can appeal the decision made by submitting a copy of
STD-FORM10 Complaints and Appeals Form to student administration department,
either by email or in person, within 20 working days of the decision. The review of the
appeal will take place as detailed in the P&P-05 Complains and Appeals Policy.

3. Procedure

If you wish to apply for a refund, all tuition fees and debts to Albright must be cleared
before the application is processed.

The procedure is as follows:

Prior to Commencement of Studies

Notice of withdrawal in writing, 60 days or more
prior to commencement date of the course, except
when withdrawal is due to visa refusal for reasons
outside of your control, or due to compassionate or
compelling circumstances

Full refund of the course tuition fees, excluding other
fees paid e.g. enrolment fee
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Notice of withdrawal in writing, less than 60 days
but more than 28 days prior to commencement date
of the course, except when withdrawal is due to visa
refusal for reasons outside of your control, or due to
compassionate or compelling circumstances

Standard circumstances: 70% of the course tuition
fees paid, excluding other fees paid e.g. enrolment
fee

Visa refusal: Full refund, including material fee, less
administration fee and enrolment fee. Note that
without proof of refusal from Immigration no refund
will be provided

Compassionate or compelling circumstances:
Refund amount at the discretion of Albright
Institute’s CEO or their delegate

Notice of withdrawal in writing, less than 28 days
prior to start date of the course, except when
withdrawal is due to visa refusal for reasons outside
of your control, or due to compassionate or
compelling circumstances

Standard circumstances: No refund

Visa refusal: Full refund, including material fee, less
administration fee and enrolment fee. Note that
without proof of refusal from Immigration no refund
will be provided

Compassionate or compelling circumstances:
Refund amount at the discretion of Albright
Institute’s CEO or their delegate

Student visa refused prior to course commencement
for reasons outside of your control

Full refund, including material fee, less
administration fee and enrolment fee. Note that
without proof of refusal from Immigration no refund
will be provided

Student visa refused prior to course commencement,
or cancelled during the course, due to reasons within
your control, for example submission of false or
misleading information to the Department of Home
Affairs

No refund

Course withdrawn by Albright Institute

Refund of all unused fees within 10 working days of
the official announcement by Albright Institute

The $500 administration fee does not apply

Offer of enrolment withdrawn by Albright Institute
for any reason other than that you provided false or
misleading information in the application

Full refund including all enrolment fees, material
fees

The $500 administration fee does not apply
Offer of enrolment withdrawn by Albright Institute
because you provided false or misleading
information in the application

Full refund of all monies paid minus administration
fee and enrolment fee

Enrolment cancelled, including cancellation caused
by a breach of student visa conditions or any illegal
or unlawful conduct by the student

No refund and you are liable to pay all the fees
which become due until the cancellation date of the
CoE

You decide to cancel or withdraw your enrolment
before or after commencement, once the initial visa
is granted and you have arrived in Australia

No refund

On or after Commencement of Studies
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The course starts at the location on the agreed
starting day, but the student does not start the course
on that day or within the census period, being 2
weeks from the enrolment date, and has not
previously withdrawn, due to any reason outside
those specified under compassionate or compelling
circumstances

No refund

Failure to commence or provide notice of withdrawal
when there are compassionate or compelling
circumstance

Refund of all course fees paid, less enrolment fee and
fees paid to education agents

If you withdraw from a course of study after
commencing, for any reason outside those specified
under compassionate or compelling circumstance

This includes where you withdraw because you have
received a new visa and are no longer going to hold a
student visa. This is not considered a compassionate
or compelling circumstance.

No refund

If you withdraw from a course of study after
commencing, for any reason specified under
compassionate or compelling circumstance

Refund of all unused fees, less enrolment fee,
material fee and all fees paid to education agents

The $500 administration fee does not apply
Enrolment is cancelled due to not meeting course
requirements or pre-requisite conditions Refund of all unused fees less enrolment fee

Student visa refusal after the course commencement
for reasons other than student misconduct

Refund of unused tuition fees, less enrolment fee,
material fee and fees paid to agents, calculated based
on the date of CoE cancellation

Student visa extension refusal

No refund.

You are advised not to enroll or re-enroll if you are
uncertain if your visa will be extended.

Student visa application withdrawal after the
commencement of studies and while waiting for
approval

No refund

Student visa refused or cancelled due to your actions,
including not fulfilling student responsibilities such
as course progress or attendance, or failing to adhere
to the student code of conduct

No refund

If you abandon the course without notice No refund and you will be held liable for the
outstanding fees of the course

Albright Institute is unable to deliver the course
offered in full

Refund of all unused fees within 10 working days of
the date the course ceased to be provided

The $500 administration fee does not apply

Enrolment cancelled due to a breach of student
agreement terms and conditions, e.g. student default,
a breach of student visa conditions, unsatisfactory
course progress, misconduct, or illegal or unlawful
conduct

No refund

You apply to withdraw from the course and the
request is approved

Refund of all unused tuition fees less material fee,
enrolment fee and all fees paid to education agents

ANIT Australia Pty Ltd t/a Albright Institute of Business and Language | RTO: 45041 | CRICOS: 03553J |P.9
1300 189 154 | Level 2, 341-345 Queen Street, Melbourne VIC 3000 | www.albrightinstitute.edu.au | v 4.0

http://www.albrightinstitute.edu.au


You apply to transfer to another provider prior to
completion of six months’ study of the principal
course and the request is approved

No refund of any fees paid to Albright Institute for
the current course or any package courses

Compulsory health insurance for student visa holders Refer to Overseas Student Health Cover provider

RPL application, should it be deemed unsuccessful No refund

4. Regulations

Albright cannot and will not require you to pay more than 50% of the tuition fees
before you start the course; however, you or the person responsible for your financial
arrangements may choose to pay more than 50% of fees prior to course start date.

Should Albright Institute not be able to deliver a course in full and If Albright is unable
to provide a refund or place you in an alternative course, the Tuition Protection
Services (TPS) will assist you in enrolling into an alternative course or obtain a refund if
such a course proves to be not available. This is in accordance with the ESOS act
and National Code 2018.

This agreement, and the availability of complaints and appeals processes, does not
remove the right to take action under Australia’s consumer protection laws. Albright
Institute’s dispute resolution processes do not circumvent your right to pursue other
legal remedies.

Related Documents

STD-FORM01 Refund Request Form
STD-FORM04 International Student Application Form
STD-FORM10 Complaints and Appeals Form
P&P-05 Complains and Appeals Policy
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