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1. Preamble 

1.1 Purpose 

The Canterbury Institute of Management (‘the Institute’ or ‘CIM’) Refund Policy (‘the 

Policy’) ensures that the conditions and processes for international and domestic students 

to apply for a refund of tuition fees are equitable and comply with government regulations.  

CIM students will have access to latest information about tuition fees and charges on the 

Institute’s website. CIM will update the website regularly with up-to-date information. It is 

also the students’ responsibility to check frequently the website for important information 

and updates published by the Institute. 

1.2 Definitions 

For definitions, refer to Glossary of Terms. 

 

2. Scope 

This Policy applies to all commencing and continuing international and domestic students 

studying at the Institute. This Policy should be read in conjunction with the student’s Letter of 

Offer for their selected program. 

 

3. Policy Statement 

CIM is committed to considering and processing all the tuition fee refund applications in fair and 

equitable manner. This Policy does not remove the right of the student to take further action 

under Australia's consumer protection laws. 

 

4. Refund Process – Applying for Refund 

4.1 Students applying for refund must complete Student Refund Application Form and attach the 

relevant documents that are listed in the Student Refund Application Form. In addition, 

students may need to provide additional information depending on the specific 

circumstances of the refund request. 

4.2 Students who are seeking refund, must ensure that all sections of the Student Refund 

Application Form are completed before submission, and they must attach all required 

documentation. Contact details must be provided, a contact number and valid email 

address. 

4.3 The completed Student Refund Application Form and supporting documentation should 

be submitted to the Student Support Manager.  

4.4 Requests for refunds should normally be made within fourteen (14) days of the event which 

warrants the student applying for a refund, for example refusal of visa applications. 

4.5 The Student Refund Application Form must be signed by the student, or in the event that 

the student does not have the legal capacity to do so, by the student’s parent or guardian. 

The original copy of the Student Refund Application Form must then be returned to the 

Institute in order for the refund payment to be processed. 

4.6 A full refund of tuition fees may be payable to a student and no penalty will be charged if 

and when a student notifies the Institute of their intention to withdraw their acceptance 

within ten (10) days of the date of signing their Student Agreement. This period is referred 

to as the ‘cooling off’ period. 

4.7 Special refund conditions(s) for Joint/Packaged Offer Articulation based students: 

4.7.1 Students enrolled at the Institute as part of a Joint/Packaged Offer Articulation 

Arrangement between CIM and another provider, the tuition fees paid to CIM at 
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the time of admission before issuance of CoE, will be non-refundable.  

5. Refund Application Process - Domestic Students 

5.1 In the event of a domestic student withdrawing from a course of study on or before the 

census date for that course of study, 100% of tuition fees paid for that course will be 

refunded to the student. 

5.2 Refunds will be made within 4 weeks of the census date of the course of study to which 

the withdrawal applies. 

5.3 In the event of a domestic student withdrawing from a course of study after census date 

for that course of study no refund is applicable. 

5.4 compassionate or compelling circumstances 

5.4.1 If a student withdraws from a course of study on or after the census date for that 

course of study or has been unable to successfully complete a course of study and 

believes this was due to compassionate or compelling circumstances, then the 

student may apply for a refund. The compassionate or compelling circumstances 

exist, including (but not limited to): 

a. serious physical or mental illness, such as hospital admission, serious injury, 

severe anxiety or depression. 

b. sickness, misadventure, or other circumstances beyond a student’s control  

c. loss or bereavement, such as death of a close family member, 

family/relationship breakdown. 

d. hardship/trauma, such as being a victim of crime. 

5.4.2 The Institute will be satisfied that a student’s circumstances are beyond the 

student’s control if a situation occurs that a reasonable person would consider is 

not due to the person’s action or inaction, either direct or indirect, and for which 

the student is not responsible.  

5.4.3 The Institute will refund all or part of the tuition fees for the affected courses of 

study if it is satisfied that compassionate or compelling circumstances apply that: 

a. are beyond the student’s control; and 

b. did not make their full impact on the student until on or after the census 

date for the course(s) of study in question; and 

c. make it impractical for the student to complete the requirements for the 

course(s) of study in question. 

5.4.4 Each application for a refund under compassionate or compelling circumstances will be 

examined and determined on its merits by considering a student’s claim together 

with independent supporting documentation substantiating the claim. 

5.5 In the unlikely event that the Institute is unable to deliver a course in full, students will be 

offered: 

a. enrolment in an alternative course by the Institute at no extra cost to the student; or 

b. arrangements to study a similar course at another higher education institution 

at no extra cost to the student; or 

c. or, a refund of 100% of the tuition fees they have paid. 

Any refund paid in these circumstances will be paid within 2 weeks of the day on 

which the course ceased being provided. 
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6. Re-crediting a FEE HELP Balance 

6.1 Students who withdraw from a course of study after the published census date, or fail to 

complete a course, may apply to have their FEE-HELP balance re-credited with respect to 

the course if they believe compassionate or compelling circumstances apply in accordance 

with compassionate or compelling circumstances criteria as referred above.  

Compassionate or compelling circumstances do not include: 

a. Lack of knowledge or understanding of requirements for FEE-HELP assistance; or 

b. Student’s incapacity to repay a FEE-HELP debt (repayments are income contingent 

and students can apply to the Australian Taxation Office for a deferral of a compulsory 

repayment in certain circumstances). 

6.2 Each application for re-credit of a student’s FEE-HELP balance will be considered on its 

merits together with all supporting documentation substantiating the compassionate or 

compelling circumstances claim. 

a. A student must apply in writing, to the Student Support Manager via email, within 12 

months of the withdrawal date.  

b. If a student has not withdrawn, within 12 months of the specified completion date of 

the course. CIM has the discretion to waive this requirement if it is satisfied that it 

was not possible for the application to be made within the 12-month period. Relevant 

supporting documentation will be required to substantiate the claim. 

c. The application for re-crediting a FEE-HELP balance must include details of the: 

course(s) for which a student is seeking to have a FEE-HELP balance re-credited and 

compassionate or compelling circumstances as referred to above, including 

supporting documentation. 

d. CIM will consider each application within 14 days of receipt of the application. 

Applicants will be notified in writing of the decision within 14 days of reaching a 

decision. 

 
7. Remitting HELP Debt/Refunding Upfront Payments 

7.1 Where compassionate or compelling circumstances exist, the Campus Director & Dean 

may remit a student's HELP debt by the amount equal to the deferred student contribution 

amount or deferred domestic fee amount. 

7.2 If a student's HELP debt is remitted, CIM will: 

a. refund any up-front payments to the student made in respect of the course; and/or 

b. remit the FEE-HELP debt for the course/s approved in the application and advise the 

ATO of the reduction in debt for the student;  

c. issue an amended Commonwealth Assistance Notice for the relevant study period. 

7.3 The Campus Director & Dean is responsible for ensuring that applications for the re-

crediting, remission and/or refund of student contribution amounts, domestic full fee 

amounts, and up-front payment amounts in compassionate or compelling circumstances 

are administered and assessed according to this Policy. 

7.4 Students are responsible for providing sufficient valid information and documentation with 

their application to enable a full, fair and reasonable assessment of the compassionate or 

compelling circumstances on which the application is based. 

7.5 If a student withdraws from any course of study after the census date, he or she is 

considered to have a liability associated with that course of study. 
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8. Review of Decision 

8.1 Where the Institute makes a decision not to re-credit a student’s FEE-HELP balance, that 

decision may be subject to review. 

8.2 If student is not satisfied with the decision made by the Institute the student may apply, 

within 4 weeks of the receipt of the original decision, for an appeal. The application for an 

appeal must: 

a. include the date of the original decision; 

b. state fully the reasons for appeal; 

c. include any additional relevant evidence. 

8.3 If a student is not satisfied with the outcome of that appeal, he or she may apply to the 

Administrative Appeals Tribunal (AAT) for a review of the Institute’s decision. This 

application must be lodged within 28 days of receiving notice of Institute’s decision. Further 

information is available at https://www.aat.gov.au/ 

 

9. Refund Application Process - International Students 

9.1 If, for any reason, an international student withdraws from a course of study and seeks a 

refund of prepaid tuition fees, they must inform the Institute in writing. 

9.2 No refunds are approved if the student visa is granted on CIM confirmation of enrolment 

(“COE”) even if this is a package COE with another provider except when there are 

compelling/ compassionate circumstances as outlined below. 

9.3 Payment of Refunds: 

a. As per ESOS Act 2000 and the ESOS Regulations 2019, a student will be given a full 

refund if ‘the Institute is unable to offer the course’. 

b. Refunds on the basis of student visa application rejections will require a copy of the 

visa rejection notification from the Australian Embassy / High Commission / 

Department of Home Affairs, and the student’s official receipt. 

c. The Institute will send the refund to the applicant, or their nominated person(s), who 

can receive a refund in respect of the overseas student identified in the written 

agreement, consistent with the ESOS Act. The overseas student wishing to nominate 

another person to receive refund will be required to complete an ‘Authority Form’ 

available through the Institute’s website. 

d. The Institute will give the student a refund statement that explains how the amount 

has been calculated. 

e. Tuition fees are non-transferable to any other institution or student but may be  

transferred to another course offered within the Institute. 

f. If a student withdraws from a course once it has commenced, no refund of tuition 

fees is applicable. 

g. In the unlikely event that the Institute is unable to deliver the student’s chosen 

course in full, students will be offered a full refund of the tuition fees, and OSHC, 

application fees they have paid. 

h. If the student has given misleading information to the Institute and/or to an approved 

agent, and/or any commonwealth agencies of Australia, no refund of tuition fees will 

be approved. 

https://www.aat.gov.au/
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i. All refunds will be payable in Australian dollars. The Institute will forward the refund 

to the applicant in his/her country of origin with exception to transfer to another 

provider if the Institute is unable to offer the program. 

j. The normal processing of a refund will be completed within four (4) weeks of 

approval of the refund. 

k. A student dissatisfied with the refund decision handed by the Institute has the right 

to pursue other legal remedies, which includes independent complaints & appeals 

handling services provided by Overseas Students Ombudsman. For further 

information please visit: https://www.ombudsman.gov.au/  

l. In the event that the Institute defaults, students are protected by the provisions of 

the ESOS Act 2000 and the ESOS Regulations 2019. 

m. This Policy or the Overseas Student Written Agreement/ Letter of Offer, and the 

right to make complaints and seek appeals of decisions and action under various 

processes, does not affect the rights of the student to take action under the 

Australian Consumer Law if the Australian Consumer Law applies. 

 

9.4 Tuition Protection Service (TPS) Process for Students 

In the unlikely event that the Institute stops providing or does not start providing students’ 

program/course as agreed and does not meet its default obligations, the following process 

applies (also refer to Appendix 1: The TPS overview): 

Step 1 

• The TPS contacts students and creates an account for them. 

Step 2 

• Students register with or log-on to the TPS and provide proof of identity. 

Step 3 

• The TPS online system will assist students to find options for completing their 

study in Australia. 

Step 4 

• Students accept preferred suitable offer. 

• Students commence study as agreed. 

• TPS transfers any unspent pre-paid tuition fees to students’ new provider. 

OR 

• If there are no suitable alternative courses or offers, students may apply for a 

refund of the amount of any unspent pre-paid tuition fees they have paid to the 

Institute. These are any tuition fees that students have already paid that are directly 

related to the program/course which they haven't yet received. Any remaining 

unspent tuition fees are refunded to students. 

Note: Ceasing study may affect students’ visa. Students must contact Department of Home Affairs 

for assistance on https://www.homeaffairs.gov.au/. 

9.5 The Australian Government requires that all international students studying in Australia 

on a student visa must be covered by Overseas Student Health Cover (OSHC) for the duration 

of their visa. If students are accompanied by family and children, they must have the 

compulsory family Policy for OSHC. 

9.6 Prepaid tuition fees are covered under TPS. 

9.7 The fees paid for issuing COE comprise of tuition fees for 50% of the courses selected 

https://www.ombudsman.gov.au/
https://www.homeaffairs.gov.au/
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which is non-refundable after the Census Date except in the case of visa rejection. There 

is also no refund of tuition fees if the visa is rejected on the basis of fraud as determined by 

the Department of Home Affairs. 
 

10. Non-Refundable Fees and Charges 

Non-refundable tuition fees and charges may change or be added to from time to time. The 

non-refundable tuition fees and charges include: 
 

Item 

Enrolment Fee - International Students only (includes RPL assessment if relevant) 

Revised eCoE – International Students only (2nd or subsequent eCoE issued for any 

reason) 

Late payment Fee 

Library Late Return Fee 

Library lost Items 

* RPL – Recognition of Prior Learning 

 

11. Appeals 

11.1 A student who is not satisfied with the refund decision after written notification by the 

Institute in accordance with this Policy can apply for an appeal. The appeal must be made 

in writing and lodged with the Institute within five (5) working days of the notification. 

11.2 The Institute will respond in writing to the appeal within ten (10) working days of receipt 

of the appeal and will confirm or vary the decision. 

11.3 A student dissatisfied with the refund decision handed by the Institute has the right to 

pursue other legal remedies, which includes independent complaints & appeals handling 

services provided by Overseas Students Ombudsman. For further information please visit: 

https://www.ombudsman.gov.au/  

11.4 All decisions regarding refund appeals will be determined by the Dean and reported to the 

Academic Board and the Governing Council. 

11.5 If an applicant remains dissatisfied with the outcome of their appeal, they may utilise 

the Institute’s grievance handling procedures outlined in the Student Grievance Management 

Policy. 

 
12. Confidentiality and Privacy 

The Institute will maintain the confidentiality and security of all its student information. However, 

information collected from students in the application process will, as required, and in 

accordance with the ESOS Act, the National Code 2018 and the Migration Act 1958, be provided to 

the Department of Education, the Department of Immigration and Border Protection (DIBP) and 

other State or Territory government agencies. The Institute is bound by the principles in the 

Privacy Amendment (Enhancing Privacy Protection) Act 2012 with respect to the collection, use and 

disclosure of personal information. 

https://www.ombudsman.gov.au/
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APPENDIX 1: 

 
 
CIM Supplementary Fees: 

The Institute will charge supplementary fees for some services offered. The Schedule of 

Supplementary Fees is published on the Institute’s website and prospectus. In addition, students 

are made aware of supplementary fees during New Student Orientation Session. Those service 

are: 

• Enrolment fee; 

• Late payment fee; 

• Change of course fee; 

• Re-issue of Student Card 

• Re-issue of Academic Transcript 

• Re-issue of Testamur/Certificate 

• Re-issue of CoE after Cancellation 

• Overseas Student Health Cover (OSHC); 

• Late fee for the late return of items on loan from the library; 

• Credit card surcharge; 

• Graduation ceremony – (eg. Gown hire) 

 

Reassessment, deferral of studies and/or verification process of admission application documents 

will not be charged. 

Fees are reviewed annually and may be subject to change. Students should refer to the Institute’s 

website for updated information. 



 

Appendix I1: The TPS overview – how does it work for international students? 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note: The above flow diagram is for guidance purposes only. To the extent that the diagram is inconsistent with the Education Services for Overseas Students Act (the ESOS Act) 

2000 the ESOS Act prevails. Providers should not rely on this diagram alone and must read the requirements in the ESOS Act. 
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