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1. Copyright Disclaimer

Not applicable.

2. Document Control

Owner
Stakeholders

CEO
All students
Board of Directors

Approving Body

Version History

Version Date Description
Draft Version 0.1 | 1% October 2020 | Provided by Higher Education Leadership Institute (HELI).
Draft Version 0.2 19" May 2022 Contextualised to Nova Anglia College requirements by Ms. Harpreet Kaur.
Draft Version 0.3 27% May 2022 New template applied by Ms. Carmen Ralph.
Amended by Ms. Carmen Ralph as per the minutes of the Board of
Version 1.0 26 July 2022 !D|rectors meeting as follows: mcIuFIed information on non-refundable
instances such as students supplying fraudulent documents to Nova
Anglia College or to the Department of Home Affairs.
Amended by Ms. Carmen Ralph as per the minutes of the Executive
Management Committee meeting as follows: added Section 6.5
. 3@ November (Unauthorised Payments); updated Section 7 (Key Refund Procedural
Version 1.1 , oy . . .
2022 Points) with information provided in the current Letter of Offer and
Written Agreement; and updated the header with the legal entity name
and registration details.
Amended by Ms. Carmen Ralph as per the minutes of the Board of
29t November Directors meeting as follows: changed the campus address from Suite 28,
Version 1.2 2022 level 3, 240 Queen Street, Brisbane City QLD 4000 to 29 Amelia Street,
Fortitude Valley QLD 4006; and included information about the Refund
Register in Section 8 (Refund Payment).
Version 1.3 20" March 2024 | Added Provider ID and updated header.
Version 1.4 20" August 2024 | CRICOS code added.
Version 1.5 11" Nov 2025 Updated the Policy section 6.1 ,6.2 and 6.3

3. Approval, Publication and Review

3.1 Approval

This Student Withdrawal and Refund Policy and Procedure was approved with amendments by the Board of Directors
in the meeting held on 26 July 2022.
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3.2 Publication

This Student Withdrawal and Refund Policy and Procedure will be made available to individuals, including current
and prospective students seeking to enrol in Nova Anglia College, by publication on its website at www.nac.edu.au.
Alternatively, a copy of this document can be requested by contacting the Registrar Office at registrar@nac.edu.au.

3.3 Review

Nova Anglia College’s policies are reviewed on a regular basis. The review cycle may vary depending on the type of
policy and its scope, but every year would be typical, and there must be no more than three years between policy
reviews.

Next review date: March 2026

4. Purpose

The purpose of this document is to outline the process of applying for a refund of the tuition fees at Nova Anglia
College (hereinafter referred to as “NAC”).

5. Scope

The scope of this Student Withdrawal and Refund Policy and Procedure includes all the current and prospective
students of NAC.

6.1 Refunds Prior to Course Commencement

NAC will provide the full refund of the fees less 500 admin fee paid in the following circumstances:
e Student visa refusal;

e Student declines the NAC offer; and

e Course is no longer offered by NAC.

If the student has submitted the request for withdrawal before the commencement of the course, the following
refund is eligible:

Date of withdrawal Portion of tuition fees \
More than 4 weeks before the course start date 70 percent refund

4 weeks before the course start date 50 percent refund

After course commencement No refund

6.2 Refunds After Course Commencement

If the student has commenced the course but wants to withdraw from the next semester, the following chart is
applicable:

Date of withdrawal Portion of tuition fees \
More than 4 weeks before the next semester starts 70 percent refund

4 weeks before the next semester starts 50 percent refund

After the commencement of the next semester No refund

If the next semester starts within the release requirements = No refund
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6.3 Non-Refundable Fees

The students must note that some of the fees, such as administrative fees, material Fee or any fees on payment plan,
are non-refundable.

NAC is not liable for any unwarranted fees or dealings between students and educational agents.

6.4 Non-Refundable Fees Circumstances
6.4.1 Student has supplied fraudulent documents to NAC or the Department of Home Affairs; and
6.4.2 Student enrolment has been cancelled by NAC due to academic or non-academic issues.

6.5 Unauthorised Payments

6.5.1 Education agents are not authorised to collect money on behalf of NAC, and all fees should be paid directly
to Nova Anglia College Pty Ltd trading as Nova Anglia College.

6.5.2 Any additional fees requested by an education agent should firstly be queried directly with NAC before
payment.

6.5.3 Fees for additional services (not covered by this Letter of Offer or part of this Written Agreement with NAC)
conducted by and paid to education agents by students are not covered by this Student Withdrawal and
Refund Policy and Procedure.

L

7.1 NAC students who wish to withdraw from a unit of study must do so by completing a Student Withdrawal From
Units Request Form and a Student Refund Request Form, both available on the website at www.nac.edu.au and
emailing the completed forms to registrar@nac.edu.au.

7.2 The request for withdrawal from the units currently enrolled in will be processed by the Course Coordinator or
the Dean whereas the requests for withdrawal from the course are processed by the Dean.

7.3 If the withdrawal from the units currently enrolled in triggers a refund, the student will be requested to
complete the Student Refund Request Form. In this case, the refund will be calculated according to the number
of units not according to the time spent.

7.4 If the study load has been reduced due to an intervention process, the tuition fees already paid will be credited
to the student in the next semester.

7.5 Refunds will be paid directly to the person who entered into the contract with NAC unless we receive signed
written direction to pay someone else, from the applicant.

7.6 Refunds will be paid in Australia dollars.
7.7 All bank fees/charges incurred in issuing the refund will be deducted from the refund amount.
7.8 Students are not permitted to transfer course fees to another student.

7.9 Students are obligated to pay outstanding course fees and understand that NAC will not issue a release if fees
are owed for the current study period; for further details, please refer to the International Student Transfer
Between Providers Policy and Procedure.

7.10 Refunds will be considered on a pro-rata basis for students who fall ill or are injured to the extent that they
can no longer undertake the course providing a supporting Medical Certificate is supplied to NAC.
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8. Refund Payment

Refunds will be paid within 30 business days of the commencement date of the unit of study to which the withdrawal
applies. Upon advice from the Financial Manager or a nominee, the Registrar will notify the students in writing that
the refund is processed.

All refunds will be recorded and updated in the Refund Register by the Financial Manager or a delegate.

9. Tuition Protection (Provider Default)

Please refer to Tuition Assurance Framework in case of provider default.

10. Transfer Between Providers

For students who want to transfer from NAC to another provider, the refund will be calculated according to the
procedure described in this policy (refer to Section 6.2 of this policy).

11. Grievances and Appeals

If students are dissatisfied with the calculation of the refund, they can access the process described in the Student
Grievance Handling Policy and Procedure.

12. Definitions

Commencement Date: A published date on which a Unit of Study commences.

Course of Study: An accredited higher education course offered by Nova Anglia College.

Student: Any student enrolled in a Course of Study at Nova Anglia College.

Tuition Fees: Fees paid for a Unit of Study.

Unit of Study: A published unit of study that a student may undertake to complete a Course of Study.

13. Related Documents

e Student Withdrawal From Units Request Form

e Student Refund Request Form

o Tuition Assurance Framework

e Student Grievance Handling Policy and Procedure
e Refund Register

14. Related Legislation

e FEducation Services for Overseas Students Act 2000 (ESOS Act 2000)
e Higher Education Standards Framework Standard 1.1.2c
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