Refund Policy and Procedure

Purpose
The objective of the Refund Policy and Procedure is to ensure that Operator Training & Assessments (OTA)

provide clear, accurate, and accessible information to prospective and current VET students regarding fees,
payment arrangements, and refunds. This policy and procedure support a consistent, transparent, and fair
approach to refunds and form part of OTA’s broader strategy for compliant delivery of training and
assessment services.

Scope
This procedure is applicable to:
e prospective VET students, and
e current VET students enrolled in OTA training programs.

Policy Statement

OTA is responsible for maintaining quality assurance processes to ensure that refunds of fees paid in
advance of training or assessment services are managed fairly, consistently, and in accordance with
regulatory requirements and applicable guidelines.

Refunds are not granted automatically and are assessed in accordance with this policy.

Circumstances Where a Full Refund May Be Granted
A full refund will be provided where:
e QOTA, or a Third Party acting on behalf of OTA, cancels the course.
e The course is rescheduled to a time or location unsuitable for the VET student.
e The VET student is unable to commence the course due to illness and provides a medical
certificate.
e Extenuating circumstances apply (assessed on a case by case basis).
Supporting documentation may need to be provided in some circumstances.

Refund Process

Cancellation Prior to Course Commencement

Where a VET student cancels their enrolment no later than five (5) working days prior to course
commencement, a full refund will be provided less a $250 administration fee.

To be eligible, the VET student must notify OTA in writing within the required timeframe. Refunds apply
only to fees and/or deposits paid in advance.

Late Cancellations
Where cancellation occurs less than five (5) working days prior to course commencement:
e No refund will be issued, and

Name of document: Refund Policy

Version Number: 1.4 | Location: Policies folder

Reviewed: December 2025 | Next review due: December 2026

RTO Number: 52956 Written by: OTA | Page 1 of 2




e Allfees paid will be forfeited.
Refund requests may be submitted but will only be considered where extenuating circumstances apply and
at OTA’s discretion.

Commencement of Training or Assessment

Once a VET student has commenced training or assessment, no refund of course, training, or assessment
fees will be provided. Transfers for the time remaining will be up to the discretion of management and will
be on a case to case basis.

Non-Completion or Removal from Training
Refunds will not be provided where:
e a VET student does not achieve competency or complete the course following assessment; or
e a VET student is withdrawn or removed from the program due to disciplinary matters, including
breaches related to drugs or alcohol.

Deferred Assessments
Where a VET student is advised to defer an assessment:

o A credit will be applied for the deferred assessment amount.

e Credits are not refundable.

o Deferred assessments must be completed within three (3) months of the original booking date.
Additional training sessions required to achieve competency must be paid for separately. Once deemed
competent, the VET student may sit the Department of Transport (DoT) PDA, where applicable.

Unforeseen Mechanical Breakdowns
Where a mechanical issue affects training delivery:
e Remaining training hours will be issued as a credit.
¢ No refunds will be provided.
If a vehicle is unavailable on the scheduled training or assessment date due to mechanical issues:
e Training will be rebooked at a later date suitable to the VET student and subject to OTA availability.
o A credit will be applied and honoured for three (3) months.
e No refunds will be issued.

Cooling off Period

A five (5) day cooling off period applies for all enrolments.

This cooling off period is deemed to be waived if the VET student commences training or assessment
during this period. By this action they are deemed to have entered fully into a contract service provision
with the RTO.

RTO Default

In the event that OTA ceases operations or is unable to deliver the agreed training and assessment services:
e A full refund of fees paid will be provided, or
e Alternative arrangements will be made in accordance with regulatory requirements.

Name of document: Refund Policy

Version Number: 1.4 | Location: Policies folder

Reviewed: December 2025 | Next review due: December 2026

RTO Number: 52956 Written by: OTA | Page 2 of 2




	Purpose
	Scope
	• current VET students enrolled in OTA training programs.
	Policy Statement
	Circumstances Where a Full Refund May Be Granted
	Refund Process
	Cancellation Prior to Course Commencement
	Late Cancellations
	Commencement of Training or Assessment
	Non-Completion or Removal from Training
	Deferred Assessments
	Unforeseen Mechanical Breakdowns

	Cooling off Period
	RTO Default


