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Student Loan Procedure

1.
PURPOSE

To inform all staff, students and prospective students of the student loan options offered by Goulburn Ovens Institute of TAFE.  

2.
SCOPE

This policy applies to all students enrolled at Goulburn Ovens Institute of TAFE after the 1st July 2009 when VET FEE HELP is enabled for courses at Diploma and Advanced Diploma levels only.

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 Funded programs.


	Tuition Fee
	Fees paid by students for the tuition aspect of their course of study.

The responsible Government Minister determines the Tuition Fees applicable for Government funded programs for each calendar year.


	Materials Fee


	Materials Fee only covers 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 campus-based students.



	Schedule of Fees 
	Fees that the Institute determines and publishes for the academic year which it is applicable.  Within the guidelines of Skills Victoria fee determinations. 



	Census Date
	Census Dates are the date on which a VET FEE HELP debt is incurred by the student for a VET Unit of Study.  Census dates are applicable for courses at the Diploma or Advanced Diploma level (Skills Deepening). A Census Date is set not more than 20% of the way into a unit of study.



	Commonwealth Assistance Notice (CAN)
	CAN Notices are issued to each student who has requested VET FEE HELP detailing the census date and schedule of payments. 



	Commonwealth Higher Education Student Support Number (CHESSN)  
	A CHESSN is a unique student identifier allocated to students seeking commonwealth assistance through VET FEE HELP Loans. 

	VET FEE HELP
	Available for eligible courses at the Diploma or Advanced Diploma level from 1st July 2009.
VET FEE HELP is 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 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 when their annual income exceeds an amount set by the government.

	Fee For Service Program
	Fee-For-Service (FFS) courses do not receive government funding and are paid for on a user-pays basis.  

	Administration Date
	Is the same as the Start date of a Unit of Study.  It is the day when course fees must be paid if the student is paying and the VET FEE HELP application must be submitted if the student is applying for a VET FEE HELP loan


4.
PROCEDURE

4.1
Loans options  

There are three loan options available to students through Goulburn Ovens TAFE.
· VET FEE HELP

· Deferred Payment

· Special Consideration
4.1.1
VET FEE HELP

From the 1st July 2009 students studying Skills Deepening category (Diploma and Advanced Diploma) courses in VET FEE HELP enabled courses may be able to apply for VET FEE HELP as a method of tuition fee payment.  

VET FEE HELP is offered in compliance with Higher Education Support Act 2003 (HESA) and can be applied to the Tuition components of a student enrolment but not materials or student amenities
Eligibility
To be eligible for VET FEE HELP students must: 
· Be undertaking study as a full fee paying or government subsidised student with GOTAFE.
· Meet Citizenship requirements. (different from Victorian Government subsidised place citizenship requirements)

· Be enrolled in a unit of study on or before the Census date for the unit of study and remain enrolled in the unit of study at the end of the census date.
· Have an Australian Tax File Number (TFN)

· Not have exceeded their FEE HELP limit of $83,000, 

· Have completed, signed and submitted a valid Request for VET FEE HELP assistance form, for the course of study of which the Unit of Study forms a part.  This submitted to campus Administration on, or before, the Administration date.
Citizenship or residency requirements
To be eligible for VET FEE HELP assistance for a unit of study, a student must be:

· An Australian citizen

OR

· Holder of a permanent humanitarian visa who will be resident in Australia for the duration of the unit of study in which they are seeking VET FEE HELP assistance.  These Visa subclass numbers are: 

· 200 Refugee

· 201 In-country special humanitarian

· 202 Global special humanitarian

· 203 Emergency rescue

· 204 Woman at risk

· 205 Camp clearance

· 206 Lebanese concession (obsolete code)

· 207 Soviet concession  (obsolete code)

· 208 East Timorese in Portugal, Macau or Mozambique

· 209 Citizens of former Yugoslavia (displaced persons)

· 210 Minorities in  former USSR

· 211 Burmese in Burma

· 212 Sudanese 

· 213 Burmese in Thailand 

· 214 Cambodian 

· 215 Sri Lankan (special assistance)

· 216 Ahmadi 

· 217 Vietnamese 

· 803 Refugee (after entry) (obsolete code)

· 807 Compassionate (humanitarian grounds) (obsolete code)

· 809 PRC Citizen  (obsolete code)

· 810 Refugee (obsolete code)

· 817 Protection (permanent entry after) visa (obsolete code)

· 866 Protection (residence)

NB. Holders of permanent visas and New Zealand citizens are not eligible for VET FEE HELP assistance.

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 upon appropriate checks.
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 of study 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. 
CHESSN - 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 on, or 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.
Application Process:

1. Student is successful in gaining a place in a Skills Deepening category course through the GOTAFE Admissions Process.

2. VET FEE HELP Information brochure and application form are provided with other enrolment documents by course co-ordinator.

3. Student chooses to access a VET FEE HELP loan.

4. Student submits Request for VET FEE HELP Assistance Form to Campus Enrolment Centre on or before the Administration date for the course and pays the materials and student amenities associated with the course.

5. Registrar, or delegate, assesses VET FEE HELP application eligibility, applies for a CHESSN (if student does not already have one), checks student's FEE HELP balance (where the student already has a CHESSN) and enters the data onto the HEPCAT system.

6. After the Census date, if student has not already paid fees or withdrawn from the Unit of Study the loan is processed through HEPCAT and the student is sent a CAN.  The student tuition fees are paid by the Federal Government and the student has incurred a FEE HELP loan

Appendix 1. Provides a flow chart for the VET FEE HELP process
4.1.2
Deferred Payment

Deferred Payment option is a loan made by GOTAFE that is available to students participating in Government Funded (not Fee for Service) training programs where full payment of fees at the time of enrolment is not possible.  It is available at any course level.

· Deferred Payment option can be applied to the Tuition components of a student enrolment but not materials or student amenities, except in cases of Special Consideration as described in 4.1.3  

· GOTAFE applies a $20.00 Services fee to all Deferred Fee payment loans.

· To access Fee Deferral arrangements a student must:

· Have exhausted all other avenues of financial assistance.

· Be unable to pay fees in total at the time of enrolment. 

· Be able to pay a deposit which comprises the Minimum Tuition Fee appropriate to the level of training being undertaken, plus the Non-Academic Fee, plus the Materials Fees and excursions Fees and the $20.00 fee. 

· Start payments within 2 weeks of the enrolment and pay the balance by Direct Debit within 4 months (9 fortnightly payments) or the completion of the course, whichever is earliest.

· Provide banking details for direct debiting of payments.

· Sign and approve the direct debiting payments form.

· Deferred Fee Application Process
1. Complete an Application for Deferred Fees.
2. Provide banking details for Direct Debiting of payments for the Direct Debit Form

3. Negotiate the payment schedule which includes:

· Payment of Concession minimum tuition fee

· Payment in full of Non- Academic fees

· Payment in full of materials fees
· Payment of $20.00 fee

· Completion of payment within 4 months or completion of the course whichever is earliest.

4. Have the application approved by the appropriate authorising officer / Head of Campus or Commercial and Operations Manager. 
Appendix  2. Provides a flowchart 
· Deferred Fees Administration Process

1. Client Services will enter the deferred payment into the database for Direct Debits (GOIT Direct Debits) 
2. The Direct Debit Request Form is forwarded to the Finance Department (Benalla Campus) for collection and monitoring of outstanding fees.

· Deferred Fee direct debit default

Where deferred payment is defaulted due to incorrect bank details or insufficient funds, the student is responsible for any fees or charges that occur due to the error and their enrolment will be suspended until such fees or charges are paid.

4.1.3 Special Consideration
In Special Circumstances, where an applicant is experiencing financial hardship and cannot meet the obligations of the Deferred Fee Schedule as outlined in 4.1.1, they will be referred by teaching or Administration staff to the Student Services Officer (SSO) who can counsel the applicant regarding other payment/ support options.  

The SSO has the delegation to negotiate a Deferred Fee payment schedule outside the Deferred Fee procedure guidelines which includes deferral of payments for materials and student amenities. 

· Application for Special Consideration form is to be completed and signed by the Student Services Officer and the applicant. This outlines the negotiated payment schedule.

· Special Consideration Guidelines for Student Services Officer:

1. A reasonable deposit is to be paid. - A minimum of 10% of the total fees.

2. Repayments are made fortnightly – A maximum of 9.

3. Payments are completed within 4 months of the start of the schedule or before the completion of the payment course- whichever is the earliest. 
· Unsuccessful applicants will be notified by the Student Services Officer and the reasons will be recorded on the application form.

· Applicants who gain approval for Special Consideration Deferred Fees are then processed as a Deferred Fee by the Campus Enrolment Centre. (4.1.2)  

Appendix 2. Provides a flow chart for Special Consideration applications.

4.1.4
Extreme Financial Hardship

In circumstances applicants excluded by the Deferred Payment scope who can demonstrate extreme financial hardship may write to the CEO/Director requesting under his delegations to reduce, defer, or waive fees.  This application must be countersigned by a Student Services Officer. 
5.
DOCUMENTATION

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

Request for VET FEE HELP Assistance Form
VET FEE HELP Information 2009 Booklet

GOTAFE Fees and Charges Brochure

Fees, Charges and Refunds Policy – E13
Enrolment and Fee Payment Procedure – E3-P24
Application for Refund Form – FSA-55
Application for Deferred Fee payment form – FSA-20
Application for Special Consideration form – FSA-29
FEE HELP Re-credit and Review Procedure – E-P145
Appendix 1. VET FEE HELP flowchart - see attached
Appendix 2. Deferred Payment Option and Special Consideration flowchart – see attached
APPENDIX 1.   VET FEE HELP Flowchart














APPENDIX 2.   Deferred Payment Option and Special Consideration Flowchart

























Student makes Application Request for VET FEE HELP assistance (Form 1296A – DEEWR) on or before GOTAFE Administration Date which is the 1st day of the Course Commencement (Unit of Study start date)





Registrars Office Approves or Disallows Application





No





Yes





HEPCAT Officers enter approved application onto HEPCAT system





Client to pay fees as per Enrolment and Fee Payment Procedure, may select Fee Deferral payment if able to meet requirements





CHESSN (Commonwealth Higher Education Student Support Number) is allocated by DEEWR





Student may withdraw from course and VET FEE HELP application prior to Census date without incurring debt.





GOTAFE issues a CAN (Commonwealth Assistance Notice) which includes CHESSN after Census date.





FEE HELP RE-credit Procedure





Student withdraws from course after Census date when a debt has been incurred.





Census Date – Student Debt to commonwealth government is incurred.





Student Unable To Pay Full Fees at Enrolment





Student Able to Pay


Concession Fee


Materials


Student Amenities





Student Cannot Pay


Concession Fee


Materials


Student Amenities





Fee Schedule negotiated with student by enrolment staff.





Student Services Officer





Alternative payment methods investigated





Fee Deferral form completed & signed.





No alternative payment found





Alternative payment source found





Special consideration schedule negotiated





Enrolment Completed.





Return to Enrolment Centre with payment





No Enrolment





Return to Enrolment Centre to complete fee deferral in line with approved special consideration schedule





Fee Deferral doc. sent to Finance dept. for processing.





Enrolment Completed





Enrolment Completed





Fee Deferral doc. sent to Finance dept. for processing





Fee Deferral doc. sent to Finance dept. for processing
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