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Fees & Charges Policy


1. FEE FOR SERVICE COURSES

a) Short Courses 

Students are required to pay fees for their training as per the signed Enrolment Form.  Should a student cancel or withdraw, they may be entitled to a refund as detailed in our Refund Policy.

For short courses that are non-accredited, payment is required on commencement of course.  By enrolling in a short course (i.e. 1 or 2 days), the client agrees to advise Keyboard Concepts no later than 5 working days prior to the scheduled date if they are unable to attend or of any changes to the enrolment.  If the client is unable to attend they will be given the opportunity to reschedule to the next scheduled course.  Keyboard Concepts has adopted the policy that any scheduled course will not be cancelled by Keyboard Concepts.

By signing the Enrolment Form the client agrees that they will be charged the full fee if they cancel within 5 working days or fail to attend.

b) Accredited Courses

Students will be informed prior to enrolling onto a course details about

· the amount of all fees, including course fees, administration, materials fees and any other charges.

· Payment terms

· Nature of guarantee given by Keyboard Concepts to complete training and assessment

· fees and charges for any additional services

· payment of fees in advance

Students are required to pay fees for their training as per the signed Enrolment Form.  Should a student cancel or withdraw, they may be entitled to refund as detailed in our Refund Policy.

Payment Terms are as per the signed Enrolment Form and/or training options.

By enrolling in a class, the client agrees to advise Keyboard Concepts no later than 5 working days prior to the scheduled date if they are unable to attend or of any changes to enrolment.  If the client is unable to attend they will be given the opportunity to reschedule to the next scheduled course.
2. Government Funded Courses
Keyboard Concepts charges Tuition fees as directed under Victorian Training Guarantee.  Tuition fees are to be charged and collected for all modules or units of competency where the RTO delivers training.  This includes any modules or units of competency completed through the Recognition of Prior Learning process.

3. Protection of Fees

Keyboard Concepts does not accept prepaid fees from clients over $1,000.00.

4. External Review

Keyboard Concepts has agreed to participate in external monitoring and audit processes required by VRQA.  This covers random quality audits, audit following complaint and audit for the purposes of registration.

5. Management and Administration

Keyboard Concepts has policies and management strategies, which ensure sound financial and administrative practices. Management guarantees the organisation's sound financial position, and safeguards trainee fees until used for training/assessment. We have a Refund Policy, which is fair and equitable. Trainee records are managed securely and confidentially and are available for trainee perusal upon their request.  Keyboard Concepts has adequate insurance policies, including Work Cover, Public Liability and Professional Indemnity insurances as Key Person, property and contents insurances.

6. Marketing and Advertising

Keyboard Concepts markets our vocational, education and training products with integrity, accuracy and professionalism, avoiding vague and ambiguous statements. In provision of information, no false or misleading comparisons are drawn with any other training organisation or training product.

7. Training and Assessment Standards

Keyboard Concepts has personnel with appropriate qualifications and experience to deliver the training and facilitate the assessment relevant to the training products offered. Assessment will meet the National Assessment Principles (including Recognition of Prior Learning and Credit Transfer). Computer Learning Centre's QA processes and commitment to continuous improvement ensure that adequate facilities, equipment and training materials will be utilised at all times to ensure that the learning environment is conducive to the success of the trainees.

8. Sanctions

Keyboard Concepts will honour all guarantees outlined in this Code of Practice. We understand that if we do not meet the obligations of the Code or Supporting Regulatory Requirements, we may have our registration as a Registered Training Organisation withdrawn.
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