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 FEES, CHARGES and REFUNDS POLICY
2011

1.
PURPOSE

To define the fees, charges and refunds that are applied against programs offered by Goulburn Ovens TAFE.

2.
SCOPE

This policy applies to all students enrolled at the Institute during 2011 and complies with the Ministerial Directions to Councils of TAFE Institutes and Universities with TAFE Divisions - TAFE Management Positions Order 2006
3.
DEFINITIONS

	Student Contact Hour
	The nominal hours determined by states to be required to achieve competence in a unit of study.  It is used as a guide to training delivery hours, for funding by the government to training providers and to determine tuition fees for government subsidised programs and the government subsidies for training paid to Registered Training Organisations.

	Tuition Fee
	Fee contribution paid by students for the tuition component of their course of study.
The responsible government minister determines the maximum tuition fee applicable for government funded programs for each calendar year.

	Materials Fee


	Materials fee cover the actual cost of providing goods or materials that are to be retained by students as their personal property during or at the conclusion of their studies.

	Non- Academic Fee


	The non-academic fee directly contributes to the costs of providing student services, and amenities for students.

	Skills Recognition
	The process of gaining formal recognition for skills and knowledge that have been obtained through employment, other formal study and/or life experiences. Skills recognition can be for a full qualification or part of a qualification.

	VET FEE HELP
	An income contingent loan scheme for the tuition fees related to a Vocational Education and Training (VET) sector Unit of Study.  VET FEE HELP is part of the commonwealth funded Higher Education Loan Program (HELP).  The commonwealth government pays the tuition fees to a Registered Training Organisation for the student as a loan to the student.  The student repays the loan to the commonwealth government through the taxation system.

VET FEE HELP is available for tuition loans for fee for service and government subsidised, VET FEE HELP eligible Skills Deepening courses and qualifications.


	Fee For Service 
	A user-pays fee structure where the client, pays the cost of the program at a full cost recovery rate.  Fee-For-Service (FFS) receive persons or programs do not receive government subsidy of tuition.



	Course category
	Categories of courses which determine the Victorian State Government tuition subsidies and student tuition contribution.  Course Categories are determined and named for their different purposes:

• Foundation skills – literacy, numeracy and language skills;

• Skills creation – to develop initial vocational skills;

• Skills building – when more advanced workplace skills are needed.

• Skills deepening – leading to the higher qualifications needed for innovation-driven economic growth.

	Prior qualification
	An AQF accredited course that has been completed and for which a certificate of completion is granted.

	Skills Recognition
	An assessment only process of identifying and assessing prior learning to grant competency in a Unit of Competence.

Skills Recognition comprises two  elements:
· Credit Transfer (advanced standing) does not incur fees, 
· Recognition of Prior Learning (RPL). 




4.
PRINCIPLES

4.1.
Government Funded Programs 
4.1.1. Eligibility: 
To be eligible for Government subsidised tuition in Victoria, students must be a Victorian resident and one of the following:
· Australian citizen 
· Permanent resident of Australia 
· East Timorese asylum seeker
· Temporary Protection Visa holder
· New Zealand Special Category Visa holders (444)

                         And also must meet one other additional eligibility criteria
· Age

Under the age of 20 years on 1 January in the year of the scheduled commencement in a course. Or
· Course Category

Undertaking a Foundation Skills category course. Or 
Undertaking an Apprenticeship Or
· Prior qualification
Undertaking an accredited course that is higher than any prior qualification the client has completed in the past. Or
· Approved for Individual exemption
Subject to specific guidelines, a person who is otherwise ineligible because of a prior qualification may be granted a government subsidised place, at the discretion of a provider.  
Exemption may be granted only after a provider has established that an applicant is unable to access appropriate alternative funded training and is:

· seeking training in an industry sector or qualification specified by the Victorian Skills Commission as an area of critical skills shortage for exemptions purposes; or

· unemployed as a result of redundancy or retrenchment; or

· Disadvantaged in the labour market because of factors that constitute a barrier to employment or re-employment.

                                         (Refer: ‘Exemption from Eligibility Criteria Application’) 
4.1.2. Student Fee Composition: 
Government subsidised student fees at GOTAFE consist of three parts:

1. Tuition contribution fee calculated and prescribed by the Victorian State Government. 

2. Non-academic contribution fee set by the Board of GOTAFE.

3. Materials fees set by the Teaching Executive Officer.

4.1.3. Tuition Fee: 
The Ministerial Tuition Fee is applicable to every student enrolled in Government subsidised training activities are:

· Continuing students who commenced a course prior to the 30th June 2009 are able to have their fees maintained at the fee rates that existed prior to that date.  If there has been a gap in training then an official leave of absence must have been granted for the student to be considered continuing:
	2011
	Rate per SCH
	Minimum / Concession
	Maximum

	All Levels
	$1.43
	$57
	$916


· Students commencing January 1st 2011 to 31st December 2011 government subsidised tuition fees:

	Course level
	Rate per SCH
	Minimum / Concession
	Maximum

	Foundation
	$1.08
	$50
	$500

	Skills Creation
	$1.51
	$105
	$875

	Skills Building
	$1.84
	$188
	$1,250

	Apprenticeship
	$1.40
	$58
	$923

	Traineeship
	$1.84
	$188
	$1250

	Skills Deepening
	$3.79
	$375 

(minimum only)
	$2,000


· Tuition Fees for VET FEE HELP eligible course & qualification Units of Study are published for government subsidised tuition on the GOTAFE website in October (for the following year) and May (for second semester) every year.
4.1.4. Materials Fee: The Materials Fee for each program is determined by the Commercial Manager and approved by the Teaching Executive Officer.
· Materials Fees are incidental to studies in accordance with VET Provider Guidelines 8.10.1c), being a charge for an essential good or service that the student has the choice of acquiring from a supplier other than the VET provider and is for:
· Equipment or items which become the physical property of the student and are not consumed during the VET course of study, or
· Food or transport and accommodation costs associated with the provision of field trips that form part of the VET course of study.
· Materials Fees do not constitute part of a VET FEE HELP loan.
· A list of all items covered by the Materials Fee is to be made available to students no later than at the time of enrolment and preferably at information sessions prior to enrolment.
· Students are permitted to use equivalent goods or materials from other sources and where this occurs are to be exempted from part, or all, of the Materials Fee.
· Calculation of GST for materials fees will be approved by an officer from the Finance department prior to materials fees being published
4.1.5. Non- Academic Fee

All students are required to pay the Institute Non-Academic Fee except where the student is enrolled in a course that is part of their Secondary School program (eg. School based apprentices).
· Non- Academic Fees are incidental to studies in accordance with VET Provider Guidelines 8.10.1a), being a charge for a good or service that is not essential to the VET course of study.  
· Non-Academic Fees do not constitute part of a VET FEE HELP loan.

· The Non- Academic Fee is determined by the Institute Board and in 2011 is levied at the rate of 20 cents for each SCH (nominal hour) enrolled for a continuous 12 month period.

· The maximum Non- Academic Fee in 2011 is $128.00 (calculated on 640 SCH over a continuous 12 month period)

· The minimum Non- Academic Fee in 2011 is $8.00 (calculated on 40 SCH over a continuous 12 month period).

·  Concessions or exemptions for Non-Academic Fees must be made in writing to the CEO.

4.1.6 Skills Recognition: 

Credit Transfer does not incur fees.
An application fee of $100.00 per calendar year is applied to all students eligible for government subsidy wishing to undertake the Recognition of Prior Learning (RPL) process.  

· Enrolment in RPL assessment for students eligible for government subsidy does not incur tuition, materials or non-academic fees.  
RPL undertaken by students eligible for government subsidy after enrolling into a course does not incur an application fee, and normal tuition fees apply.

· Where RPL is undertaken by students eligible for government subsidy and a candidate is not successful, re-enrolment into the Unit/s of Competence will incur normal tuition fees.

The table (Table 4.1.6) below provides the fees applicable to Recognition of Prior Learning clients who are eligible for government subsidy.
	Enrolment Type
	Students eligible for government subsidy

	RPL enrolment:

Foundation & Skills Creation category courses
 (Certificates 1 & 2)
	$100 Application fee

	RPL enrolment:

Skills Building category courses
(Certificates 3 & 4) 
	$100 Application fee

	RPL enrolment:

Skills Deepening category courses
(Diploma & Advanced Diploma)
	$100 Application fee

	Course enrolment:

RPL undertaken as part of a course enrolment.
	Normal government subsidised tuition fees apply


4.1.7 Concession tuition fee: 
            The Concession Tuition Fee is as per the table in 4.1.3.
The Concession Tuition Fee is granted to students, other than those enrolling into Skills Deepening programs, who: 

· Present a current concession card at the time of enrolment.  
· Are listed as dependants on another person’s valid concession card providing this card is be presented at the time of enrolment.
· Are of Indigenous or Torres Strait Islander descent.  Students must tick the box on the Enrolment form that identifies them as of Aboriginal or Torres Strait Islander (ATSI) at the time of enrolment.
For subsequent enrolments by the student initially eligible for concession the concession card must remain current.

Concession Cards that will enable students to be granted a Concession Tuition Fee are:
· Commonwealth Health Care Card

· Pensioner Concession Card

· Veterans Gold Card

Students granted a Concession Tuition Fee must still pay the normal materials fees and non-academic charges associated with their course of study.

Students who at the time of enrolment believe they may be eligible for a concession tuition fee but have not yet applied to Centrelink for a concession card have two payment options:

1. Pay full ministerial tuition fees plus relevant materials fee and non-academic fee, or 

2. Pay concession tuition fee plus materials fee and non-academic fee and set up direct debit fee deferral payments.  These students have six weeks to present a current valid concession card to an enrolment area in order to be granted a concession tuition fee and to receive appropriate credits or refunds for previously paid ministerial tuition fees above the concession tuition fee, or to have their direct debit arrangements cancelled.

In circumstance of extreme hardship student can make written application to the CEO to be granted a concession tuition fee.  

· Such applications must be approved before a concession tuition fee can be levied.  

· Approval of extreme hardship applications can be granted by the CEO for all other applications after the Commercial & Operations Manager has approved the application.
(Refer: 'Hardship Letter' on the GOTAFE Intranet')

All approved hardship applications must be attached to and stored with the student’s enrolment form.

If a student becomes ineligible for a concession tuition fee or enrols into a new course or additional units during the 12 month period, the student must pay normal ministerial tuition fee plus relevant materials fee and non-academic fee up to the maximum allowable in a 12 month period.

Students where commonwealth government agencies and their programs or initiatives, are paying fees on behalf of the student are ineligible for a concession tuition fee rates.

4.1.8 Student Loan – Fee Deferral: 
Students eligible for government subsidised tuition who have financial difficulties may elect to pay by Fee Deferral which requires approval by the student to set up direct debit arrangements from their bank account.  
Payment arrangements must to be completed within 4 months, or if the course is of a shorter duration than 4 months, by the end of the program.  Guidelines can be found in the Student Loans Procedure.
As an initial minimum deposit payment students will pay at the time of enrolment: 

· The minimum tuition fee. 

· The total materials fee and 

· The total student amenities fee and the balance by direct debit instalments.
· $20.00 Services fee
4.1.9.
Student Loan - Special Consideration: 
Students who cannot meet the Fee Deferral arrangement requirements can contact the Student Services Officer at their campus to discuss other payment options called Special Consideration.  Special Consideration is a Fee Deferral where the payment schedule is negotiated by the Student Services Officer and must be approved by the Campus Manager.  Guidelines can be found in the Student Loans Procedure

4.1.10. Fees exemptions: 
Prisoners and people detained in youth training or detention centres or in youth residential centres are exempt from paying any ministerial tuition, materials and non-academic fees.
Exemption from ministerial tuition, materials and non-academic fees can only granted by the CEO in cases of extreme hardship.

· Written application for fee exemption must be approved and signed by the Commercial & Operations Manager prior to submission to the CEO.

· Approved Fees Exemption applications must be attached to and stored with the student’s enrolment form.

4.1.11 Refunds: 

For students undertaking government subsidised programs at Certificate IV and below levels: 

Refunds will be available to students who cancel or withdraw from their course of study within 4 weeks of its commencement date.  The refund provided will be in full, less $60.00.
· GOTAFE Form FCO001 must be completed and submitted to enable a refund to be paid.

Full refunds (including the $60.00 withdrawal fee) are available to students who:
· Withdraw to accept an offer of a place of study from another Educational Institute.  The letter of offer from the alternative Institution to be submitted to the Enrolment Centre with GOTAFE Form FCO001
· Who apply in writing to the CEO for special consideration either before or after the 4 week period from course commencement and approval is granted by the Commercial & Operations Manager and CEO. 
For students undertaking VET FEE HELP enabled courses - Diploma and above levels.

GOTAFE will repay any student who is, or would be entitled to VET FEE HELP assistance any payment of his or her VET tuition fee for a Unit of Study that the person made on or before the census date for the unit of study, if the person is no longer enrolled in the Unit of Study at the end of the census date.

· A late withdrawal fee of $60.00 applies to all applications for refund made after the Administrative Date of the Unit of Study.

· Administrative Dates are set 1 week prior to census dates.

· Withdrawal Fees are incidental to studies in accordance with VET Provider Guidelines 8.10.1d) being a fine or penalty imposed as a disincentive.

In the event of a student withdrawing from a Unit of Study after the census date for that Unit of Study:

· No refund is applicable and /or 

· The student will incur a VET FEE HELP debt. (4.1.13)

4.1.12 Fee payment: 
Student fees are due and payable at the time of enrolment.  
· If full payment is not made at the time of enrolment, a deferred fee arrangement must be in place, or 
· The student or sponsor must pay the enrolment fee invoice within 2 weeks of the enrolment date.
· Methods of payment: 
· Cash
· Cheque
· EFTPOS
· Credit Card
· Direct Debit payments 
· A third party or employer may pay student contributions.  The third party or employer.
· VET FEE HELP for VET FEE HELP enabled courses where the student is eligible for a VET FEE HELP loan.
4.1.13 Unpaid fees: 
Students with unpaid fees at the relevant census dates for their course or Unit of Study are not permitted to attend class, re-enrol, receive Statements of Attainment, receive certification, or to graduate.
4.1.14 Student loan - VET FEE HELP: 
Students studying a Diploma or Advanced Diploma in VET FEE HELP enabled courses are able to apply for VET FEE HELP as a method of tuition fee payment.
· Eligibility

     To be eligible for VET FEE HELP students must: 

· Meet the VET FEE HELP citizenship or residency requirements, 

· Have an Australian Tax File Number (TFN)

· Not have exceeded their FEE HELP limit, 

· Be enrolled in a unit of study that meets the course requirements before the census date for the unit.

· Schedule of Fees 

GOTAFE will set and publish the annual schedule of tuition fees for each Unit of Study for VET FEE HELP enabled courses for the forthcoming year on or before the 1st of October each year.  Fees are subject to annual adjustment. 

· Application  
Application and approval for VET FEE HELP are to be made by the student on a ‘Request for VET FEE HELP Assistance Form'.  Approval of the application will be granted by the Institute Registrar.

· Census date 

For each eligible unit of study the census date will be set by the Institute, published on the GOTAFE website and will be set no earlier than 20% of the way through the period during which the unit is taken as per clause 67(2) of Schedule 1A of the HESA 2003.

· Commonwealth Assistance Notice (CAN) 

GOTAFE will send a CAN to all students who have requested VET FEE HELP assistance after each census date, even if a student has made a full up-front payment of their tuition fees and therefore has not incurred a VET FEE HELP debt on that census date. 

The CAN issued to a student will include the Commonwealth Higher Education Student Support Number (CHESSN) of the student.

· Withdrawal 

If a student withdraws from a Unit of Study prior to its census date the student will not incur a VET FEE HELP debt.
· Withdrawal after Census date 

If a student withdraws from a Unit of Study after the census date no refund is applicable and / or the student incurs a VET FEE HELP debt.  A student may apply for special consideration via the VET FEE HELP Re-credit or Review Procedure if they believe that circumstances leading to the failure to withdraw from the course prior to the census date were beyond their control.

4.2.   Fee-For-Service programs and short courses

FFS Programs and Short Courses can comprise accredited or non-accredited training.  

4.2.1 FFS Fees are required to be fully paid at the time of enrolment for all courses that comprise non-accredited training and accredited training at all course levels.
4.2.2 Where fee-for-service programs are VET Units of Study, at the Diploma, Advanced Diploma, Graduate Certificate and Graduate Diploma levels, that meet the course requirements (as per clause 45 of Schedule 1A of HESA), persons who are, or would be entitled to VET FEE-HELP assistance will be able to avail that assistance. 
4.2.3 Short courses which deliver accredited units of competency from Diploma, Advanced Diploma, Graduate Certificate or Graduate Diploma levels, do not constitute VET Unit(s) of Study and are therefore not VET FEE-HELP  eligible courses.   VET FEE HELP loan is not available for these courses. 
4.2.4.
Tuition Fees
The FFS Tuition Fees are determined by the CEO or his/her nominee.
· FFS Short Courses have fees set and published in the GOTAFE Short Course Guide biannually.

· FFS tuition rates for Skills Deepening Units of Study that are VET FEE HELP eligible, for students not eligible for government subsidised tuition (– refer 4.1.1),  are published on the GOTAFE website in October (for the following year) and May (for second semester) every year.
· FFS accredited course tuition rates are set, for students not eligible for government subsidised tuition, at $10.83 per Student Contact Hour. 
· FFS Short Accredited Courses may be conducted on a FFS basis and can have course fees set – these fees are costed by using the Institute costing model and are approved by the CEO or his / her nominee.
4.2.5 Skills Recognition

                                The table (Table 4.2.4) below provides the fees applicable to Recognition of Prior Learning clients who are not eligible for government subsidy.
· Credit Transfer does not incur fees.

	Enrolment Type
	Students not eligible for government subsidy

	RPL enrolment:

Foundation & Skills Creation category courses
 (Certificates 1 & 2)
	$ 300

	RPL enrolment:

Skills Building category courses
(Certificates 3 & 4) 
	$550

	RPL enrolment:

Skills Deepening category courses
(Diploma & Advanced Diploma)
	$850 per Unit of Study

	Course enrolment:

RPL undertaken as part of a FFS course enrolment.
	Fee-For- Service course fees apply. 




4.2.6.   New South Wales apprentices and trainees.

The tuition fees for government supported apprentices from NSW employers are set by New South Wales Department of Education and Training.  In 2011 they are $424.00 per year and $212.00 per half year.  
4.2.7.
Concession fees
Concessions Fees will not be granted for FFS Programs or FFS Short Courses.

4.2.8.
GOTAFE fee deferral arrangements 
Fee Deferral assistance does not apply to FFS Programs or any Short Course. 

4.2.9.
Fee exemptions

Fee Exemptions do not apply to FFS Programs or Short Courses.

4.2.10.
Refunds

Refunds are only available to students who withdraw prior to the commencement of the FFS Program or Short Course and will be a full refund less $20.00 administration fee.

4.2.11.
Payment options

Student full fee paying contributions may be made by the following methods:
· Cash
· Cheque
· EFTPOS
· Credit Card
· A third party or employer may pay FFS student contributions.
4.2.12.
Unpaid fees

Students with unpaid FFS Fees are not permitted to attend class, re-enrol, and receive Statements of Attainment, result certificate or graduate.
4.3. GST

GST applicability will be assessed upon enrolment.

· Calculation of GST for fees will be approved by the authorizing officer prior to fees being published.
4.4. Competency Navigator
An administration fee of $50.00 applies to all clients wishing to use the 'Competency Navigator' program through SkillsLink (the GOTAFE skills recognition centre).  
· This fee does not apply to students who have payed the $100 application fee and are enrolled into a Recognition of Prior Learning (RPL) course.
4.5 Student Records charges

The Student Records Section applies the following incidental charges to the applicant undertaking, or who has undertaken studies with GOTAFE in accordance with VET provider Guidelines 8.10.1d).  They are fine or penalty charges applied as a disincentive.  

· Certificate replacement
$30.00

· Statement of Results replacement
$5.00 per request (post 1985)

· Statement of Results replacement
$20.00 per request (pre 1985) and add $2.00 per year

· Student ID Card replacement
$20.00

4.6 Staff training fees
Staff enrolling in Institute programs are required to pay the same fees as members of the general public.

· In instances where training is part of a staff member’s professional development, the staff member may seek approval from their Commercial & Operations Manager for payment of fees.  The Commercial & Operations Manager or Organisational Development Manager will process an Internal Cost Transfer for the payment of fees.
5.
POLICY

It is the policy of Goulburn Ovens Institute of TAFE that the fees, charges and refunds associated with enrolling in a course at the Institute are applied in accordance with Ministerial Directions to Councils of TAFE Institutes and Universities with TAFE Divisions - TAFE Management Positions Order 2006  and  Executive Memorandum 2008-46 and the Higher Education Support Act 2003. 
6.
DOCUMENTATION

Ministerial Directions to Councils of TAFE Institutes and Universities with TAFE Divisions - TAFE Management Positions Order 2006
Ministerial Directions to Councils of TAFE Institutes and Universities with TAFE Divisions - Executive Memorandum 2008-46
Higher Education Support Act 2003
Higher Education Support Act 2003, VET Provider Guidelines
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GOTAFE Fees and Charges Brochure

GOTAFE Enrolment and Fee Payment Procedure – E3-P24 

GOTAFE Application for Refund Form – FSA-55 (FCO001)
GOTAFE Invoice authorisation and request form – FFI-18 (FFI018_Online)
GOTAFE Application for deferred fee payment form – FSA-20 (FSA020)
GOTAFE Request to cancel fee deferral form – FSA-43 (FSA043) 

GOTAFE Application for Special Consideration Form – FSA-29 (FSA029_Online)
GOTAFE Transfer Request form - Expense – FFI-13 (FFI013)
GOTAFE FEE HELP Re-credit and Review Procedure – E-P145
GOTAFE Student Loan Procedure – PRSA-147
GOTAFE Application for Exemption from Eligibility Criteria – FSA-73
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