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PUBLICATION DETAILS  

DGT Employment and Training Operating Principles 

Name of publication OP-002 Refund of Fees Policy 

Version 5.2 

Approved 24th August 2023 

Published by Toowoomba Regional Group Apprenticeship Company Pty Ltd, trading as 
DGT Employment and Training.  
56 Duhig Street 
Toowoomba Qld 4350 
Telephone: 1300 010 185  
Email: dgt@dgt.org.au 
Website: www.dgt.org.au 

Copyright © DGT Employment and Training 2021 
This document is copyright, all rights reserved. Apart from any fair 
dealing for the purposes of private study, research, criticism or review as 
permitted under the Copyright Act 1968 of Australia and subsequent 
amendments, no part may be reproduced, stored in a retrieval system, or 
transmitted, in any form or by any means, electronic, mechanical, 
photocopying, recording or otherwise without prior written permission of 
the copyright owner. Enquiries to be made to DGT Employment & 
Training by phoning 1300 010 185. 

DISCLAIMER  
DGT Employment and Training has made every effort to ensure that the information in 
this resource, at the time of publication aligns to current Standards for Registered 
Training Organisations (RTOs) 2015. The information in this resource will be routinely 
reviewed as part of continuous improvement activities incorporate any necessary 
amendments.  

In no event, shall DGT Employment and Training be liable (including negligence) for any 
claim, action, proceeding, demand, liability, costs, damages, expenses or loss (including 
without limitation, direct, indirect, punitive, special or consequential) whatsoever 
brought against it or made upon it or incurred by DGT Employment and Training arising 
out of or in connection with a person’s use of information in this publication. 
 

NOTE 

For the purpose of this document the term “The Company” refers to DGT Employment 
and Training.  
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If a participant fails to attend or complete the full course of training, refund will be 
based on the following principles:  

 
FEE FOR SERVICE – SHORT COURSES  
COMPANY CANCELLATIONS  
If ‘The Company’ cancels training, The Company will provide a full refund of fees, or 
transfer fees to another course if so desired by the participant.   

CANCELLATION – WITH MORE THAN 5 DAYS’ NOTICE  
Should a cancellation of enrolment be advised more than 5 days prior to the course, the 
student may choose to be enrolled into a future equivalent course, or may request a full 
refund.  

CANCELLATION – WITH LESS THAN 5 DAYS’ NOTICE  
The Company will charge a nominal fee of 10% to cover administration costs. The 
student may choose to be enrolled into a future equivalent course and transfer the 
remaining 90% towards the cost of the course, or request a 90% refund.  

NON-ATTENDANCE – SHORT COURSES  
When a non-attendance occurs (i.e. the course has started and no notice was given), no 
refund or transfer is applicable and the entire cost of the course will be due and payable 
in full.  

NON-ATTENDANCE OR WITHDRAWAL – FEE FOR SERVICE QUALIFICATION 
COURSES   
Units not issued or commenced will be refunded, less 10% administration fee. Students 
have twelve (12) months in which to complete their qualification. If this time is 
exceeded, without prior approval, no refund will apply.  

INCOMPLETE RPL (RECOGNITION OF PRIOR LEARNING)  
Where an applicant fails to satisfy evidence requirements or provide sufficient proof for 
the RPL process to be completed there will be no refund.  

EXCEPTIONAL CIRCUMSTANCES  
Where a participant fails to complete a course due to exceptional circumstances, 
requests for refunds will be considered on a case-by-case basis.  

REQUEST FOR REFUND  
Participants requesting a refund of fees paid are required to complete a “Request for 
Refund” form (ADM-019). Forms are available at DGT’s office.  
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USER CHOICE  
STUDENT TUITION FEES  
In the event an apprentice/trainee either cancels their training contract or nominates to 
change to another SRTO, student contribution fees paid will be reimbursed to the payee, 
where the apprentice/trainee has not undertaken the training. For any units of 
competency where training has commenced, an adjusted amount will be refunded based 
on the nominal hours expired at the time of cancellation. A request for refund will not 
apply as this will be processed automatically on cancellation.  

EMPLOYER CONTRIBUTION FEES  
Where an Employer has paid a contribution fee to the RTO, this will be refunded in part 
or in whole as agreed with each Employer in the Employer Co-contribution Fee 
Agreement.  

 
CERTIFICATE 3 GUARANTEE/VET INVEST   
CO-CONTRIBUTION FEE  
In the event a student cancels their training, co-contribution fees will be reimbursed for 
any unit of competency not yet commenced. 
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