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1. Policy Statement 

Antrick Education Pty Ltd trading as Antrick Health Academy (the RTO) is committed to lawful, transparent and 
consistent fee charging and payment practices that allow students to make informed decisions before 
enrolment and ensure that all fees, costs and charges are communicated clearly, invoiced accurately and 
collected fairly. The RTO will not require payment without providing the information and documentation 
required by law and policy for the relevant student cohort. 

 

The RTO will maintain documented rules for fee schedules, quotation and offer processes, invoicing, deposits, 
instalments, payment plans, overdue payments, additional charges, receipting, third-party collection 
arrangements, agent-collected monies, fee variation approvals and recordkeeping. All fee charging and 
payment arrangements must align with pre-enrolment information obligations, written agreement requirements 
for overseas students, prepaid fee protection rules, and the RTO’s separate refund and fee protection 
arrangements. 

 

This policy supports accurate fee disclosure, prevention of unfair charging practices, sound financial control 
and the protection of student interests. Where a legislative requirement or written agreement rule is more 
specific than this policy, that requirement prevails. 

 

2. Purpose 

• set the rules for how the RTO charges fees and accepts payments; 
• ensure prospective students are given full and accurate fee information before enrolment or before any fees 

are required to be paid; 
• define approved payment methods, timing, instalment arrangements, late fees and additional charges; 
• support compliance with domestic prepaid fee requirements and international student written agreement 

obligations; 
• ensure fee collection by third parties, agents or payment platforms is controlled and accurately recorded; 
• promote fair treatment, financial integrity and student confidence in the RTO’s charging practices. 

 

3. Scope 

This policy applies to all tuition fees, non-tuition fees, enrolment-related charges, material or equipment 
charges, reassessment charges, late payment charges, administrative fees, work placement-related charges 
where lawful, deposits, instalments, agent-collected monies, third-party payment plans and any other payment 
or charge imposed by or on behalf of the RTO. It applies to domestic, international, online, work-based, 
interstate and offshore students to the extent relevant. 



 
 

   

 

 

4. Legislative and Regulatory Context 

ASQA’s Information Practice Guide states that students must have access to clear and accurate information 
prior to enrolment, including all fees, costs and charges associated with the training product, payment terms 
and conditions, applicable refund policies, and any obligations or liabilities to acquire materials, equipment or 
information technology. It also states that students must be provided with documentation prior to enrolment or 
before any fees are required to be paid that sets out the training to be provided, all fees to be paid, and any 
obligations or liabilities imposed by the provider or third parties. 

ASQA’s Accountability Practice Guide separately explains that where prepaid fees from or on behalf of an 
individual exceed the threshold amount for the same VET course, approved fee-protection measures must be in 
place. It also notes that protected fees must remain protected regardless of how the money is collected, 
including through third-party loan providers or instalment arrangements, and that protected accounts should 
have adequate withdrawal controls and not be used for ordinary operating expenses. 

For overseas students, ASQA’s written agreements guidance states that a written agreement must be entered 
into before, or at the same time as, accepting course money. The agreement must list all tuition fees, the 
periods to which they relate, payment options, non-tuition fees that may arise, late-payment fees, refund terms, 
complaints and appeals information and other required matters. The explanatory guide to Standard 3 also 
states that if course money is received before the written agreement is accepted, the provider should not use 
the money and should contact the student or agent immediately. 

This policy must also be interpreted consistently with Australian Consumer Law and any applicable funding, 
levy, taxation or student-assistance obligations.  

 

5. Definitions 

• Tuition fees means fees directly related to the provision of the course or training services. 
• Non-tuition fees means any other fees a student may incur, including administrative, reassessment, late 

payment, material or other disclosed charges. 
• Course money means money paid by or on behalf of a student in relation to a course, including tuition and 

relevant non-tuition amounts where applicable. 
• Payment plan means an approved arrangement allowing payment of fees in instalments over time. 
• Offer documentation means the written offer, agreement, invoice, schedule of fees or other approved pre-

enrolment document issued by the RTO. 
• Agent-collected monies means fees received by an education agent or other third party on behalf of the 

RTO. 

 

 

 



 
 

   

 

6. Policy Principles 

• All fee information must be clear, accurate, current and easy for the student cohort to understand. 
• No student should be required to pay fees without first being given the required fee information and relevant 

enrolment documentation. 
• Fees and charges must be based on approved schedules and must not be created informally by individual 

staff or agents. 
• The RTO must accurately distinguish tuition fees from non-tuition fees and disclose both categories where 

required. 
• Payment arrangements must be fair, documented and applied consistently. 
• Where prepaid fee thresholds or written agreement rules apply, payment processes must be configured to 

comply with them and not circumvent them. 
• All payments must be receipted, traceable and capable of reconciliation to the student record and finance 

system. 

 

7. Fee Schedule Approval and Publication 

The RTO must maintain an approved schedule of fees and charges for each relevant training product or cohort. 
Fee schedules must identify tuition fees, non-tuition fees, payment timing, due dates, instalment options, late 
fees, reassessment fees, material or equipment costs, work placement-related student costs where 
applicable, and any third-party or external costs the student must bear. Fee schedules must be reviewed 
whenever course structures, durations, locations, delivery modes, costs, subsidies or legal rules change. 

Only authorised staff may create, amend, publish or issue fee schedules. Obsolete fee schedules must be 
withdrawn promptly and retained as controlled records.  

 

8. Pre-Enrolment Fee Information 

Before enrolment or before any fees are required to be paid, the RTO must provide the student with clear 
information about: 

• all tuition fees, non-tuition fees, charges and payment terms; 
• what is included and not included in the course fees; 
• any obligations to purchase materials, equipment, uniforms, software, devices, travel or accommodation; 
• any fees associated with reassessment, deferral, late payment, withdrawal, replacement documents or 

other additional services; 
• the applicable refund policy and complaints / appeals pathway; 
• any government training entitlement, subsidy or funding condition relevant to the student, where 

applicable. 

 



 
 

   

 

9. International Student Written Agreement and Acceptance Rules 

For overseas students, the RTO must not accept course money unless a compliant written agreement has been 
entered into before, or at the same time as, payment is accepted. The written agreement must list all tuition 
fees, the periods to which those fees relate, payment options, relevant non-tuition fees, late payment charges, 
refund requirements, complaints and appeals information and the other matters required by the ESOS 
framework. 

If money is received before the written agreement is accepted, the RTO must not use the money and must 
contact the student or agent to advise that payment cannot be processed until the accepted agreement is 
received. Staff must be trained not to take in-person payments from international students without the required 
written agreement. 

 

10. Charging Rules 

Fees may only be charged in accordance with the approved schedule, written agreement, funding rules and any 
relevant law. Charges must not be misleading, hidden, duplicated or unfairly imposed. The RTO must clearly 
identify whether fees are mandatory, optional, recurring, course-specific, service-specific or externally payable. 

• Any late fee, reassessment fee, deferment fee or administrative charge must be clearly disclosed before 
enrolment. 

• Any additional fee introduced after enrolment must be supported by a lawful basis, documented approval 
and clear notice to affected students where permitted. 

• Staff and agents must not promise discounts, waive fees or alter terms unless authorised under a 
documented approval framework. 

• Marketing and offers must not understate likely course costs or misrepresent what is included in the fee. 

 

11. Payment Methods and Payment Plans 

The RTO may accept payments only through approved channels such as bank transfer, card payment, approved 
online gateway, approved direct debit arrangement or other authorised method. Cash acceptance, if permitted 
at all, must be strictly controlled.  

 

Payment plans must be documented and must state the amount, due dates, frequency, consequences of late 
payment, and any conditions relating to continued enrolment, access to services, release of results or 
progression, to the extent allowed by law. Payment plans must not be used to disguise or avoid prepaid fee 
protection requirements. 

 

 

 



 
 

   

 

 

12. Prepaid Fee Threshold Controls 

Where the RTO has adopted a fee collection approach that limits upfront prepaid fees, online payment 
gateways, invoicing templates, offer letters, payment plans and agent instructions must be configured to 
enforce that limit. Staff must not split or stage charges artificially to avoid the legal threshold. Prepaid fees 
collected through agents, loan products, third-party instalment services or other channels must be counted 
and protected according to the applicable requirements. 

 

13. Overdue Payments and Payment Difficulty 

The RTO may take reasonable steps to manage overdue payments, including reminders, payment follow-up, 
suspension of further invoicing, revised payment plans, enrolment holds, or other permitted administrative 
action. Any such action must be consistent with the written agreement, enrolment terms, funding rules, student 
support obligations and the need to avoid unfair contract terms or unlawful pressure. 

Students experiencing financial difficulty should be directed to available support, payment plan review options 
and relevant student support services.  

 

14. Agent and Third-Party Collection Controls 

Where agents or third parties are authorised to collect fees or facilitate payments, the arrangement must be 
documented in writing and must specify what fees may be collected, when money must be remitted, how 
receipts must be issued, how records are exchanged, how refunds are handled, and what disclosures must be 
made to students. The RTO remains responsible for ensuring that fee information given by third parties is clear, 
accurate and current. 

 

15. Receipts, Reconciliation and Recordkeeping 

Every payment received must be receipted and matched to the student account, finance system and relevant 
course or invoice record. Receipts must distinguish tuition and non-tuition components where required and 
record payer identity, date, amount, method and reference. Finance staff must reconcile payments promptly 
and investigate unmatched, duplicate, reversed or disputed transactions. 

For overseas students, records of written agreements and receipts of payment made under the agreement must 
be retained for at least two years after the student ceases to be an accepted student. Other fee records must be 
retained in accordance with the RTO’s records and finance policies and any applicable legal requirement. 

 

 

 



 
 

   

 

16. Discounts, Scholarships, Waivers and Credits 

Discounts, scholarships, fee waivers or credits may only be offered under an approved scheme or by an 
authorised delegate. The basis, value, approval and conditions must be documented, consistent with 
marketing accuracy, equity requirements, funding rules and student contract terms.  

 

17. Roles and Responsibilities 

• CEO / Board: approve the overarching charging framework and monitor material fee-related risk or 
misconduct. 

• Finance Manager: maintain fee schedules in the finance system, oversee invoicing, receipting, 
reconciliations and payment controls, and monitor prepaid fee exposures. 

• Admissions / Student Administration: issue approved fee information before enrolment, ensure agreements 
and payment documents are complete, and explain payment arrangements to students accurately. 

• Compliance Manager: monitor compliance with pre-enrolment information rules, written agreement 
requirements, and third-party charging practices. 

• Education agents and third parties: communicate only approved fee information, collect fees only where 
authorised, and remit and report monies in line with contract requirements. 

• All staff: must not create unapproved charges, misstate fees or accept unauthorised payment 
arrangements. 

 

18. Non-Compliance and Escalation 

Misleading fee information, acceptance of international student course money without a compliant written 
agreement, unapproved charges, misuse of protected account arrangements, inaccurate receipting, or failure 
to give required pre-enrolment fee information may constitute serious compliance and integrity breaches. The 
RTO may reverse transactions, issue corrective notices, retrain staff, remove delegations, take disciplinary or 
contractual action, and notify regulators or insurers where required. 

 

19. Procedure 

19.1 Fee Setup and Review 
1. Prepare or update course fee schedules using approved cost and pricing inputs. 
2. Review the schedule for accuracy, completeness, cohort suitability, funding implications and legal 

compliance. 
3. Obtain approval from the authorised delegate before publishing or use. 

19.2 Offer and Pre-Enrolment Charging Process 
4. Issue the student with current fee information, payment terms and relevant policy references before 

enrolment or before fees are required to be paid. 
5. For overseas students, issue the written agreement and obtain acceptance before, or at the same time as, 



 
 

   

 

accepting course money. 
6. Generate the invoice or payment schedule using only approved fee data and payment rules. 

19.3 Payment Receipt and Allocation 
7. Receive payment through an approved method only. 
8. Issue or confirm the receipt and allocate the payment to the correct student and invoice. 
9. Escalate unmatched, excess, disputed or suspicious payments for review. 

19.4 Overdue Payment Management 
10. Run overdue payment reporting at the required interval. 
11. Issue reminder notices and, where appropriate, offer or review an approved payment plan. 
12. Escalate persistent arrears or hardship concerns according to delegated authority and student support 

arrangements. 
 

 

 

Supporting Forms and Registers   
Form / Register    

Fee Schedule Template 

Student Payment Plan Form 
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