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Fees, Charges, and Refunds 
 

Purpose 
The purpose of this policy is to outline The Celebrant Institute RTO’s approach to the management of fees, 
charges, and refunds. This policy ensures transparency, fairness, and compliance with the Standards for RTOs 
and Australian Consumer Law. 

Application 
This policy applies to all prospective and current students, as well as personnel involved in the administration 
of fees, charges, and refunds for courses delivered by The Celebrant Institute RTO. It includes all payment 
types, schedules, and refund processes for courses on the organisation’s Scope of Registration. 

Policy Statement 
The Celebrant Institute RTO is committed to providing clear and accurate information about fees, charges, and 
refund conditions to students and stakeholders. The organisation will maintain a fair and transparent process 
for managing payments and refunds while complying with regulatory and legal requirements. 

The Celebrant Institute RTO undertakes to provide course services as outlined in the Student Agreement 
including a statement of fees.  

Rationale  
Ensuring transparency and fairness in financial arrangements is fundamental to fostering trust and accessibility 
in education and training. Clear communication of costs, payment structures, and refund processes allows 
students to make informed financial decisions before committing to a course. By outlining structured payment 
options, eligibility for funding or subsidies, and provisions for refunds, financial arrangements remain equitable 
and compliant with regulatory requirements. This approach not only supports consumer rights but also aligns 
with ethical business practices in vocational education. 

A structured financial approach also enhances organisational efficiency by reducing disputes, ensuring timely 
payments, and maintaining compliance with legal and funding body requirements. Providing flexibility, such as 
instalment plans or financial hardship provisions, improves accessibility for a diverse student cohort while 
maintaining financial sustainability. Additionally, setting clear policies for refunds and withdrawals ensures that 
students are treated fairly in circumstances where course participation changes, reinforcing accountability and 
student confidence in the organisation. 

Fees and Charges 
Prior to enrolment, The Celebrant Institute RTO notifies students of a range of fee information in the student 
agreement and course outline. This fee information includes:  

• All fees payable to The Celebrant Institute RTO, clearly describing all costs involved with the course,  
• How and when fees must be paid,  
• How to request a refund,  
• The conditions under which a refund would be provided, and 
• The student’s rights as a consumer, including but not limited to any statutory cooling-off period, if one 

applies.  

The Celebrant Institute RTO has implemented enrolment and charging arrangements that reflect the extent of 
the students’ engagement with, and progression through, their course. 
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Information about fees and charges 

Fee Protection 
The Celebrant Institute RTO protects the fees that are paid in advance by students by not requiring a student 
to ever pay more than $1,500 in advance for services not yet provided, either prior to course commencement 
or at any stage during their course. Fees will be paid off during the course in instalments according to a set 
payment schedule that meets these requirements 

Fee information relevant to a course is outlined in detailed in the Student Agreement and summarised on the 
Course Outline as well as the RTO’s website. In compliance with the Standards, detailed fee information is 
provided prior to enrolment or commencement of training, whichever is first.  

Fee information includes: 

• All costs for the course including any materials fees 

• Any other costs payable to the RTO including costs for recognition of prior learning if applicable 

• Payment terms and conditions including deposits, refunds and payment schedules if applicable  

The Student Agreement and the Student Handbook, which are provided prior to enrolment, includes this Fees, 
Charges, and Refunds Policy and informs the student of their consumer rights. Students are asked to sign the 
Student Agreement in acknowledgement of the terms and conditions of the enrolment and this policy. 

No cooling-off period applies as The Celebrant Institute RTO does not use unsolicited consumer agreements 
(such as telemarketing, door-to-door selling or direct approach marketing in a public places). 

Course Fee Inclusions 
Course fees as applicable to each course are detailed on the Student Agreement and include:  

• All of the training and assessment as well as basic educational support services required for 
students to achieve the qualification or course in which they are enrolling within the attempts 
allowed. Where a student fails to achieve a satisfactory outcome after three attempts at an 
assessment task, reassessment fees may apply. 

• Issuance of one set of electronic certification documents including the testamur (certificate) and 
record of results and/or a Statement of Attainment (where relevant and in the case of withdrawal or 
partial completion). 

Course fees do not include: 

• Any optional books and materials that may be recommended but not required to complete a course. 

• Stationery such as paper and pens or other personal use items such as computers, printers, or 
internet access that may be required to complete homework tasks.  

• Printing costs (if required). 

• Re-issuance or printing of AQF certification documents. Re-issuance or printed copies of these 
documents will attract a fee of $50 per document plus the cost of postage if required.  

The Celebrant Institute RTO cannot guarantee that students will successfully complete the course in which 
they enrol regardless of whether all fees due have been paid.  

Payments 
Payments can be accepted by electronic transfer only.  

Students who are experiencing difficulty in paying their fees are invited to call our office to make alternative 
arrangements for payment during their period of difficulty. 

Where fees are more than 40 days past due, debts may be referred to a debt collection agency or enrolments 
may be cancelled.  
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The Celebrant Institute RTO reserves the right to suspend the provision of training and/or other services until 
fees are brought up to date. Students with long term outstanding accounts may have their enrolment cancelled 
if payments have not been received and no alternative arrangements for payment have been made 

Transfer of Enrolment 
Fees paid are transferrable to a different online intake if the original start date is no longer suitable for the 
student, at no charge to the student.  

Only one transfer is allowed per enrolment; additional transfers will attract an administration fee. 

Deferral of Enrolment 
Students may defer their enrolment for up to 12 months and recommence their training program at a later date 
and occur no additional fees. Students wishing to defer their enrolment for more than 12 months will need to 
cancel their enrolment and re-enrol when they are ready to recommence the training program.  

The 12 months of deferral time does not need to be taken all at once. 

During the period of deferral, students will not have access to course resources. 

At the end of the 12-month deferral period, The Celebrant Institute RTO will contact the student twice (once 
by email and once by text message) to determine whether they would like to return to their studies or withdraw 
from the course. If the student does not respond to either of these messages, The Celebrant Institute RTO will 
assume the student does not wish to return to their studies and will cancel the enrolment. Any student wishing 
to return to the course after this will need to re-enrol and start again.   

Withdrawal from/cancellation of enrolment 
Students may withdraw from/cancel their enrolment in writing at any time, but if their training program has 
already commenced, they will not be entitled to a refund of any fees paid. 

Students wishing to withdraw from or cancel their enrolment can do so by emailing 
training@celebrantinstitute.edu.au.  

Extensions 
Students who are unable to complete the training and assessment program within 12 months may apply to 
extend their enrolment for three months at a time, at an additional cost of $600 per extension. Only two 
extensions are available; if the course is not finished after 18 months, the student will need to re-enrol and 
start again.  

First extensions after the initial 12 months are only available to those students who have submitted at least 
Tasks 1-15 by the end of their initial enrolment period.  

Second and final extensions are only available to those students who have submitted at least 7 assessment 
tasks during the period of their first extension. 

Applications for extension must be made in writing via the Application for Extension Form, which must be 
emailed to training@celebrantinstitute.edu.au no less than two weeks before the student’s enrolment end date.  

Applications for extension are the responsibility of the student. The Celebrant Institute RTO will not be 
responsible for following up students coming close to their enrolment end date. Students who have not 
completed their first submission of all tasks by their enrolment end date will have their enrolment cancelled 
with no notice, and they will not be entitled to a refund of any fees paid. 

Refunds  
All course fees include an Enrolment Fee (or non-refundable deposit) which will only be refunded where The 
Celebrant Institute RTO is required to cancel a course before it commences due to insufficient numbers or for 
other unforeseen circumstances.  

A student not achieving the qualification or unit/s in which they enrolled due to exhausting their attempts at 
assessment does not entitle the student to a refund. 
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RPL application fees are non-refundable. 

In the unlikely event that The Celebrant Institute RTO, or any third parties responsible for delivering training 
and assessment on its behalf, is unable to deliver the course or any portion of the course as promised, the 
student will be issued with a refund for the course or portion of course that was not provided. This includes the 
following situations:  

• Where The Celebrant Institute RTO ceases to operate.  

• Where The Celebrant Institute RTO ceases to deliver the course in which a student is enrolled, and 
the agreement is terminated.  

• Where The Celebrant Institute RTO needs to make a change to the terms of the student agreement 
(such as the way the course is delivered or conditions of enrolment) and a new agreement cannot be 
reached with the student to account for changes.’ 

In any of the above situations, The Celebrant Institute RTO will automatically conduct a refund assessment of 
all affected students and issue the refunds due to the Fee Payer accordingly. In these cases, there is no need 
for a student to make an individual application for a refund. Refunds will be issued within 28 business days. 

The refund assessment will be based on reviewing the services and/or materials provided to the student and 
the costs incurred by The Celebrant Institute RTO in the provision such as:  

• Textbooks or other materials provided 

• Training provided and received (i.e. amount of online content accessed)  

• Individual support provided by the trainer/assessor 

• Assessments marked or feedback provided (including RPL).  

The outcome of the refund assessment will be provided in writing to the student’s registered email address 
within 28 business days, outlining the decision and reasons for the decision along with any applicable refund 
or adjustment note. Refund decisions can be appealed following our Complaints and Appeals Policy & 
Procedure.  

Recording and payment of refunds 
Refunds will be paid to the person or organisation that made the original payment. 

Refund assessments can be appealed following our Complaints and Appeals Policy & Procedure. 

Records of refund assessments and issuance of refunds will be stored securely on the student’s file and in our 
accounts keeping system. 

Additional Fees and Charges   
The following additional charges may apply in some circumstances.  

Non-Tuition Fees – all students  Charge 

Re-issuance or printed copies of testamur and statements of results 

All course fees include the cost for issuing of one copy of the AQF testamur and Record 
of Results and/or a Statement of Attainment. This fee applies to each additional copy of a 
certification document if required. 

$50 per 
document plus 
the cost of 
postage if 
required  

Printing and photocopying 

Printing costs required if students require a copy of any records that The Celebrant 
Institute RTO holds about them.  

20c per page 
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Tuition Fees  Charge 

Recognition of Prior Learning (RPL) application fee (per unit) 

Total course fees may be reduced to account for the number of units undertaken via RPL 
or where Course Credit has been granted.  

$600 per unit 

Reassessment fee (per assessment task)  

Where a student fails to achieve a satisfactory outcome after three attempts at an 
assessment task, reassessment fees may apply for additional attempts. 

$300 per 
attempt 

Extension fee 

A first three-month extension may be applied for by students who will be unable to complete 
their training program within 12 months but have submitted at least 15 tasks during their 
initial enrolment period.  

A second and final three-month extension may be applied for by students who will be unable 
to complete their training program within the first extension period but have submitted at 
least 7 assessment tasks during this period. 

Students who are unable to complete their study after two extensions will need to re-enrol 
and recommence their training program. 

$600 per 
extension 

Administration fee for transfers and/or deferrals 

One transfer to a different online intake is allowed per enrolment. One deferral of up to 12 
months is allowed per enrolment. Additional transfers or enrolments will attract an 
administration fee. 

$300 per 
transfer or 
deferral 

Issuing of certification documents 
On completion of a course and payment of all relevant fees, The Celebrant Institute RTO will issue a 
qualification (testamur/certificate) and record of results within thirty (30) days. The record of results will show 
the units of competency achieved in the course and corresponding results.  

Where a student withdraws or partially completes a course, a Statement of Attainment for the unit/s completed 
will be issued within thirty (30) days of withdrawal as long as all relevant fees have been paid. A record of 
results will only be provided with a statement of attainment where requested.  

The Celebrant Institute RTO reserves the right to withhold the issuance of qualifications and Statements of 
Attainment until all fees related to the course or qualification have been paid, except where The Celebrant 
Institute RTO is not permitted to do so by law. 

The Celebrant Institute RTO must have a valid USI on file for the student for a qualification or Statement to be 
issued. 

Re-issuing Statements and Qualifications 
Records of qualifications and unit achievement are kept on record for a period of at least thirty (30) years. 
Students can request copies of any of these statements or qualifications at any time for an additional charge. 
Refer to the Additional Fees and Charges section for the current fee. 

Student Support Services Fees 
If any specific student support options available attract an additional cost, The Celebrant Institute RTO makes 
this clear in pre-enrolment information and as a part of the Student Agreement. Similarly, if there are limitations 
to the support The Celebrant Institute RTO is able to provide to particular student cohorts, these limitations 
are also made clear in information provided to potential Students. 
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The Celebrant Institute RTO ensures support provided is reasonable and accessible, with clear and accurate 
information on these items included in The Celebrant Institute RTO’s Student Handbook. 

Notifications and Guarantee 
The Celebrant Institute RTO guarantees that no additional charges will be imposed during the period covered 
by the Student Agreement. 

All students and employers must pay fees across multiple instalments.  

Monitoring and Evaluation 
The Celebrant Institute RTO monitors and evaluates financial management processes to ensure performance 
is effective and outcomes are met. 

A process of performance monitoring, evaluation, and reporting has been established and implemented.  

The organisation continually improves the effectiveness and efficiency of processes. Process performance 
and outcomes are regularly audited to identify and remove causes of existing and potential problems, as well 
as to uncover any opportunities for improvement.  

Please refer to the Quality Policy for further information on the monitoring and evaluation process. 
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