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1 Purpose

To outline the refund and or cancellation procedure for training courses
2 Responsibility

The Training Manager is responsible for the approval of all refunds.
3 Scope

This policy applies to all current participants who are registered to attend training sessions for any courses offered by AUS-
MEAT Limited (AUS-MEAT) whereby the participant has paid (partly or in full) to undertake the training offered prior to the
training commencing.

4 Policy

AUS-MEAT operates within the Standards of the Australian Qualifications Framework and as such provides training to the
industry that is affordable and reasonable in cost.

4.1 Payments

All payments are provided on our website as a cost per person. This amount covers all course fees, administration costs,
materials and equipment provided.

For any requested training requests outside the standard public courses, AUS-MEAT provides a quote that incorporates all
training costs to the client to approve before commencing the training requested.

All participants are requested to pay their fees by the advised due date however, AUS-MEAT takes into consideration each
application and the differing circumstances. We work with individuals and clients to assist, and payment arrangements can
be made upon consultation with AUS-MEAT. Payment can be made either by EFT payment or using an authorised Credit
Card.

AUS-MEAT requests all payments to be finalised 4 weeks before the commencement date of the course.

If payment is not received before the date of the training AUS-MEAT will contact the participant and/or client to follow up
and organise payment immediately to avoid delays. No payment may result in the participant losing their place in the training
session.

If a payment is not received before the commencement date of the training program AUS-MEAT are authorised to withhold
the results and the Certificate of Completion for the training until the payment is received. Once payment is made, the
Certificate of Completion is released to the participant.

4.2 Refunds and Cancellations

A full refund of course fees will be made if a course is cancelled by AUS-MEAT for any reason.

Where a participant cancels, a 50% cancellation fee may apply on cancellations received less than ten (10) working days prior
to the commencement date of course. No refunds are given for cancellations received less than five (5) working days prior to
the commencement date of the course. This includes participants who fail to attend, arrive late, or withdraw during a course.
A 3% transaction fee will be applied to all refund requests approved.
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If a participant requests to transfer to another course, they will not incur a cancellation fee and all monies paid are
transferred to the new training course provided the transfer request is received more than seven (7) days prior to the
enrolled course commencing. Transfer requests received less than seven (7) days prior to the scheduled course start date will
attract a $100 transfer fee.

If a participant or client wishes to lodge an appeal regarding a cancellation or non-refund all requests should be submitted in
writing and are assessed and reviewed by the Training Manager.

5 Responsibilities
AUS-MEAT will provide the following fee information to each client:

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

e payment terms, including the timing and amount of fees to be paid and any non-refundable deposit/administration
fee.

e the nature of the guarantee given by AUS-MEAT to complete the training and/or assessment once the student has
commenced study in their chosen qualification or course.

e the fees and charges for additional services, including such items as issuance of a replacement qualification test
amur and the options available to students who are deemed not yet competent on completion of training and
assessment.

e the organisation’s payment and refund policy.

AUS-MEAT collects student fees in advance as it is administered by a State, Territory or Commonwealth government agency.
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