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Context 

Response Learning recognises the challenging and sometimes unforeseeable changes which can occur in 

our training participants’ working and personal lives; such as unplanned changes in production priorities, 

workforce issues requiring immediate attention, illness or family emergency.  

Response Learning aims to be flexible in supporting our training participants in building their capability 

through our training programs and wherever possible, will delay a program start or a workshop within a 

program to suit the training participant’s and client’s needs. 

There are limited criteria under which a refund of advanced payments may be granted. 

Response Learning initiated refunds 

Where a refund results from a situation caused by Response Learning (e.g. a cancelled program for 

reasons beyond the training participant’s or client’s control), a full refund of the fees will be given if the 

program is not rescheduled (with the rescheduling being acceptable by the training participant and/or 

client). No administration fee will apply. 

Training Participant / Client initiated refunds 

Acceptance of a place in a higher qualification 

A full refund of any fees paid in advance by an individual training participant will be given if a training 

participant provides a copy of a letter of offer for a higher qualification (from any Registered Training 

Organisation in Australia) than the program being delivered by Response Learning; if evidence of 

acceptance of this place and a completed RL_FOR034 Withdrawal from Training form, is supplied to 

Response administration. No administration fee will apply.  

Students paying for courses themselves (i.e. not paid by an organisation on their behalf) 

Where the training participant is responsible for payment of their own fees only - Response Learning 

does not accept payment of more than $1000 from individual students prior to the commencement of 

the course. Following course commencement, we may require payment of additional fees in advance 

but only such that at any given time, the total amount required to be paid with is attributable to tuition 

or other services yet to be delivered does not exceed $1,500. 
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Please Note: When a third-party provider of training under Response Learning’s scope of registration 

requires more than the above amounts from individual students prior to the commencement of their 

training, formal approval must be given by Response Learning and a Bank Guarantee to provide 

adequate fee protection must be in place.  

Please do not hesitate to contact Response Learning at admin@responseaust.com.au if you have any 

queries regarding your fees and protection measures in place with any of our third party providers. 

Personal or Work circumstances prior to program commencement 

Refunds will not be granted automatically and must be approved by the RTO Manager in all 

circumstances. Training participants and clients are expected to be aware of their work / personal 

commitments before they enrol, and will need to demonstrate that the cause of withdrawal could not 

be reasonably anticipated before enrolment.  

In the instances of withdrawal by the training participant (or their employer, as Response Learning’s 

corporate client) from a program, the following will apply: 

Prior to 4 weeks prior to commencement Full refund 

From 2 to 4 weeks prior to commencement 75% refund  

Less than 2 weeks prior to commencement 50% refund  

1 day prior or on the day of commencement Nil refund  

 

Personal or Work circumstances during a program 

If a training participant is unable to attend a specific workshop within a program due to unforeseen 

circumstances, our facilitators will work with the individual to ‘catch them up’ with the rest of the 

training group in the short-term. If this causes issues in the long-term (which can often be the case also 

with job-role changes or job relocation), we will negotiate with the training participant and their 

employer (i.e. our client) to: 

1. defer the enrolment for a subsequent program, or 

2. provide more intensive individual coaching (further fees may apply and would be negotiated in 

advance), or  

3. relocate the delivery of the training program (further fees may apply dependent upon mode of 

training delivery, and would be negotiated in advance), or 

4. withdraw the participant from the program entirely.  

 

  

mailto:admin@responseaust.com.au
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Substitution of training place by an employer 

Applicable for all training courses: 

If an employer (i.e. Response Learning’s corporate client) withdraws a training participant from the 

training program prior to commencement, they are entitled to substitute the place for another 

employee, provided the substitute fulfils any pre-entry course requirements.  

Applicable only for fee-for-service training courses (i.e. non-funded): 

If an employer (i.e. Response Learning’s corporate client) withdraws a training participant from the 

training program after commencement (i.e. after delivery of the first workshop), they are required to: 

1. liaise with the facilitator on the program scheduling and content to determine if the substitute 

can appropriately ‘catch up’ with the group in time for the second workshop; and  

2. seek formal approval from the RTO Manager for the substitution1. 

No fee refund is applicable in the above circumstances. 
 

National Recognition (Credit Transfer and Advanced Standing) 

There is no charge for credit transfers applied to be attributed towards a training participant’s 

qualification.  

An administration charge may apply if a full qualification is to be awarded through Credit Transfer 

and/or Advanced Standing only, where unit mapping activities are required. 

In instances when an individual training participant is in advance of their payments related to a specific 

unit or cluster of units to be credit transferred; a full refund will apply (less an administration fee of 

$200) if Response Learning was not notified of this arrangement prior to any program delivery. 

Application form and timelines 

By filling in the RL_FOR039 Application for Fee Refund form, the student/client is requesting to apply for 

a refund of fees in part or full. 

• Refunds will only be paid to the person that enters into the contract with Response Learning unless 

Response Learning receives written direction to pay the refund to somebody else. 

• If approved, refunds will be paid within 28 days of the refund application being lodged.  

• Requests for refunds should be made in writing to the Customer Service Manager at Response Learning.  

• Clients can refer to Response Learning’s RL_WP045 Complaints and Appeals Procedure if they wish to 

appeal any refund arrangements. 

 

                                            
1 In some instances where public funding applies to training programs, substitution beyond the commencement date 
is not permitted to receive a subsidy.  


