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1. Background

Kincoppal-Rose Bay School of the Sacred Heart (‘the School/KRB’) is listed on the Commonwealth
Register of Institutions and Courses for Overseas Students (CRICOS). The School's CRICOS
Provider Code is 02268M. As a CRICOS provider, the School is registered to deliver Primary
(Kindergarten-Year 6), Junior Secondary (Years 7-10) and Senior Secondary (Years 11 and 12)
courses to overseas students. Any references in this document to the ‘registered provider’,
‘provider’ or ‘school provider means the School or the School as a CRICOS provider and vice versa.

The School Principal is the Principal Education Officer (PEO) under the legislation. Any references
in this document to the PEO or the School Principal mean the School Principal.

Registered providers must provide overseas students and intending overseas students with clear
information about fees and refunds, including through the written agreement required under the
ESOS Act, the ESOS Regulations 2019, and Standard 3 of the National Code of Practice for
Providers of Education and Training to Overseas Students 2018 (‘National Code’).

A refund is money that has been paid to the School for enrolment in a course that is returned to
the person who signed the Written Agreement with the School. An overseas student, or the person
specified in the Written Agreement, may apply to the School for a refund in accordance with this
policy and the Written Agreement.

2. Purpose

The purpose of this policy and procedures is to demonstrate how the School complies with all
legislative requirements in relation to refunds for overseas students. For cancellation, see the
School's 3.72 Overseas Students Deferment, Suspension and Cancéllation Policy and Procedures.

This policy and procedures set out the refund obligations that apply if an overseas student defaults
or the provider defaults.

3. Policy

3.1 The School's terms and conditions for refunds will be fair and reasonable.

3.2 The School will include in the Written Agreement the following information, which is to be
consistent with the requirements of the ESOS Act, the ESOS Regulations and Standard 3 of
the National Code, in relation to refunds of course money in the case of student and provider
default:

3.21 amounts that may or may not be repaid to the student (including any course money
collected by education agents on behalf of the registered provider);

3.2.2 processes for claiming a refund;

3.2.3 a plain English explanation of what happens in the event of a course not being
delivered; and

3.24 a statement that “This agreement, and the availability of complaints and appeals
processes, does not remove the right of the student to take action under Australia's
consumer protection laws”.

3.5 Overseas Students Refund Policy and Procedures - 7 March 2026
3



New South Head Road
Rose Bay NSW Australia 2029

\' KINCOPPAL — ROSE BAY 161 (0) 2 9388 6000

C‘ SCHOOL OF THE SACRED HEART krb.nsw.edu.au
Op N“
- CRICOS Provider Code 02268M ABN 47 003 942 603

3.25 To comply with the principles of the Australian Consumer Law, the School will:
3.2.51 only seek to keep or recover monies that are fair and reasonable estimates
of the actual expenses incurred in relation to a student
3252 seek to mitigate and reduce the amount of these losses using other means
that would have a less detrimental effect on the student (for example, by
replacing the withdrawal student) and ensure that written agreements are
easy for students to read and understand.

3.3 The School will provide a refund to overseas students in accordance with the provisions of
the ESOS Act and the Education Services for Overseas Students (Calculation of Refund)
Specification 2074 in the following circumstances:

3.31 overseas student default

3.3.2 Kincoppal-Rose Bay School of the Sacred Heart (School/School Provider/Provider)
default

3.3.3 any other circumstances set out in the School's Written Agreement, provided the
School does not retain more of the student’s unspent tuition fees than permitted by
law.

3.4 Refunds paid under this policy are paid to the student or to the person identified in the Written
Agreement as entitled to receive the refund. Refunds will be made in Australian dollars using
the exchange rate applied by the School’s financial institution at the date of transfer of funds.

3.5 Tuition fee refunds are based on the Eaqucation Services for Overseas Students (Calculation
of Refund) Specification 2074. The School may calculate refunds for other non-tuition fees
such as application, administration or co-curricular fees differently and will consider
administrative costs and un-spent fees in calculating refunds.

3.6 The School will also consider refunding the amount paid for:

3.6.1 unspent excursion fees,
3.6.2 unspent co-curricular
3.6.3 equipment hire or uniform fees etc.
3.64 The School may treat the following as non-refundable non-tuition fees, if disclosed in
the Written Agreement and to the extent permitted by law:
3.6.41 application fees
3.64.2 administration fees
3.64.3 accommodation placement fees
3644 airport transfer costs etc.

3.7 The minimum amount to be calculated for specific situations is determined by law in the £SOS
(Calculation of Refund) Specification 2074 and the School cannot pay any less than the
amount used in this calculation in those situations.

3.8 The School might choose to pay more than the minimum amount in some circumstances for
compassionate or compelling reasons. The PEO will make this decision based on an
application for a refund.

3.9 This agreement, and the availability of complaints and appeals processes, does not remove
the right of the student to take action under Australia's consumer protection laws.
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4. Student Default and Provider Default

41 The School provides a refund to overseas students in accordance with the provisions of the
ESOS Act and the ESOS (Calculation of Refund) Specification 2074 in the following
circumstances:

411  Student default

4111 The School defaults, and offers the student another course, but they don’t
accept it.

41.1.2 The student does not commence their course at the School because their
visa is refused.

4113 The student commences their course at the School, but their visa is
cancelled or refused.

4114 The student withdraws from their course at the School within or outside of
the withdrawal day, giving one (1) terms’ notice period.

4115 The student transfers to a different school provider.

412 Provider default
41.21 The School fails to start delivering the course for the student on the agreed

starting day, OR

4122 The School was prevented from providing a course because a sanction has
been imposed on it under Part 6 of the ESOS Act, OR

41.2.3 the course ceased to be provided to the student by the School at any time
after the course started but before it is completed (except in the case of
suspension or cancellation of enrolment, see the School's 3.72 Overseas
Students Deferment, Suspension and Canceéllation Policy and Procedures).

5. Circumstances where a refund may be refused

511 Refunds may be reduced or refused only to the extent permitted by the ESOS Act, the
Education Services for Overseas Students (Calculation of Refund) Specification 2014,
Australian Consumer Law and the School's Written Agreement. This may include
circumstances of student default. Student default may include:

5111 The student’s visa is refused or cancelled because they breached the visa
conditions.

5112 The student’s visa is refused or cancelled because they did not pay the
School the required fees.

511.3 The student misbehaves and acts against the School’s policies and their

behaviour results in the suspension or cancellation of their enrolment (see
the School's 372 Overseas Students Deferment, Suspension and
Cancellation Policy and Procedures).
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6. Procedures

6.1 Written agreements

6.11  Written agreements will include the information as specified in Policy 3.2 above, in
relation to refunds of course money in the case of student and provider default.

6.1.2 See also the School's 3.6 Overseas Students Enrolment Policy and Procedures for
information about the format of the School's Written Agreements.

6.2 Request for a refund

6.21 Requests must be made to the Director of Corporate Services within six (6) weeks of
the end of the student’s enrolment with the School. All requests must be lodged via
email to miliatost@krb.nsw.edu.au.

6.2.2 When a request for a refund is submitted, the Director of Corporate Services will send
an email acknowledging receipt, within two (2) business days.

6.2.3 Supporting documentation must be submitted with the request.

6.24 The School may request further documentation to support the application for a refund.

6.25 The Director of Corporate Services and the PEO will review the request and supporting
documentation.

6.3 School decision making processes

6.31 The Director of Corporate Services will confirm the specific circumstances that apply
to the application and categorise the reason for the refund — student default, provider
default, or another circumstance for refund.

6.32 The Director of Corporate Services will recommend to the PEO whether the refund
should be paid under legislative requirements, this policy or the written agreement
and/or how much money should be refunded. See Procedures 6.4.2.

6.3.3 The PEO makes decisions about refunds. All decisions will be made in line with the
ESOS Act, this policy, the written agreement and the individual circumstances of any
application.

6.34 If the overseas student is entitled to a refund under the ESOS Act, the Director of
Corporate Services will determine the amount of the refund using the ESOS
(Calculation of Refund) Specification 2074 (refund specification) (see Procedures 6.4.1).

6.35 The Director of Corporate Services will inform the overseas student of the PEO’s
decision in writing.

6.3.6 If the decision is to provide a refund, the Director of Corporate Services will organise
the money to be paid to the person who has signed the written agreement with the
School.

See the Commonwealth’s Explanatory Guidance on the Education Services for Overseas Students
(Calculation of Refund) Specification 2074 for further guidance on the calculation of refunds.

6.4 Refund contexts and amounts

6.41 All refund amounts will be calculated in accordance with the £ESOS (Calculation of
Refunad) Specification 2074, using the following method
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6.4.2 Refund amounts are outlined in the table following:

K = Yr 12 All Students - Non-Starters

e Acceptance Fee - non-start

e Non- refundable application fee on application Non-refundable
e Acceptance Fee

Yrs 7 — 12 Girls Boarding

Prepayment — two term’s boarding fees on acceptance ¢  Deducted against first instalment of tuition and
of boarding place boarding fees once student has commenced.

e A boarding student withdrawing or changing
status from boarding to day student part way
through Yr 12 will be charged a full Yr's boarding
fees.

e A student changes status from boarder to day
student without a full term’s notice, a late
withdrawal fee of one (1) full term’'s fees is
applicable.

o Refer Section in Scheaule of Fees -'Withdrawal/
Transfer/Payment’

National Code 2018 Refunds — Student Default
Visa refused by Department of Home Affairs (prior to

) Refund of all pre-paid tuition and non-tuition fees less
commencing the course)

an administrative fee of no more than five per cent or
$500 (whichever is the lesser amount) where student
produces Department of Home Affairs evidence of
refusal
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Visa refused by Department of Home Affairs (after
commencing the course)

If your visa is refused after you start your course, you
are entitled to a refund of the fees paid for the part of
your course after the date of your withdrawal.

Refund of all pre-paid tuition and non-tuition fees less
an administrative fee of no more than five per cent or
$500 (whichever is the lesser amount)

No refund

Written notice to the PEO of cancellation of course
more than 28 days before start of agreed course

Written notice to the PEO of cancellation of course
less than 28 days before start of agreed course

Written notice to the PEO for release from course after Refund based on pro-rata fees
start of course and release has been approved by the
PEO on reasonable grounds

e Agreed course not taken up after start date. No refund

e Agreed course abandoned without written
notice.

e Visa conditions were breached by student.

e Visa cancelled or student expelled for improper
actions by student.

e Failure to pay course fees

Visa extension is refused

National Code 2018 Refunds — Provider Default

The School withdraws course before agreed start date
and student cannot be placed or student refuses an
alternative course arranged by the School, OR

The School is unable to continue offering course

No refund of pre-paid fees

Full refund of any unspent prepaid tuition fees paid to
the School will be made within 14 days of the School
defaulting, calculated according to Legislative
Instrument

Full refund of any unspent prepaid tuition fees paid to

after student commencement and student cannot
be placed or student refuses an alternative course
arranged by the School

the School will be made within 14 days of the School
defaulting, calculated according to Legislative
Instrument

6.5 Finalising a refund

6.51 The Director of Corporate Services will ensure that refunds due to provider
default are completed within 14 days.

6.52 The Director of Corporate Services will ensure that refunds due to student
default or another reason are finalised within 4 weeks after receiving the request.

6.5.3 If the PEO refuses the application for a refund, the overseas student will be
provided with the School's 373 Overseas Students Complaints and Appeals
Policy and Procedures.

6.54 If the overseas student does not access the School's complaints and appeals
process within 20 days, the PEO will send a letter to the overseas student
confirming the decision and finalising the matter.

6.55 The Director of Corporate Services will maintain all records relating to refunds, in

each overseas student’s file.
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6.6 Notifications — Provider default

6.6.1 The Director of Corporate Services will make a default notification in the Provider
Registration and International Student Management System (PRISMS) within
three (3) business days of the default. The notification will include all required
information in the format required by PRISMS.

6.6.2 The PEO will notify affected overseas students in writing within 3 business days
of the default.

6.7 Obligations — Provider default

6.7.1 The School will discharge its obligations to overseas students within 14 days after
the default day (the provider obligation period).

6.7.2 The School will have discharged its obligations to overseas students if both of
the following apply:

6.7.21 The School arranges for overseas students to be offered a place in
an alternative course at the School's expense, and

6.72.2 the overseas student accepts the offer in writing; or

6.7.2.3 The School provides a refund in accordance with the refund
specification.

6.7.3 The School may arrange for overseas students to be offered a place in an
alternative course at the School’s expense.

6.7.4 If overseas students don't accept an offer of a place in an alternative course, or
a place in an alternative course isn’t identified, the School will refund an amount
in accordance with the refund specification.

6.7.5 The School will ensure all offers of placement and acceptance will be in writing
and records will be kept on the student’s file.

6.8 Notification of outcome of discharge of obligations — Provider default

6.81 The School must give a notice to the Department of Home Affairs (DHA) and the
Tuition Protection Service (TPS) Director via PRISMS within 7 days after the end
of the provider obligation period (i.e. within 21 days after the default).

6.8.2 The Director of Corporate Services will enter the notice in PRISMS in the required
form and containing the required information.

7. Appeals and Complaint Handling Processes

7.1 Students have the right to appeal any refund decision. Appeals must be submitted in writing
within 14 days of receiving the refund decision.
7.2 See the School's 313 Overseas Students Complaints and Appeals Policy and Procedures.
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