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Policy Name: Fees and Payments 

Document Number: SS7.1.1 

Approved by: National RTO Manager 
Last Approval Date: January 2025 
Review Date: January 2027 
Audience: Baseline Training Staff and Students 
Contact Officer: CIO – Finance (CPG) 
Related Documents: Student Refund Policy and Refund Procedure 
Legislation: National Vocational Education and Training Regulator (Outcome Standards 

for NVR Registered Training Organisations) Instrument 2025 (Outcome 
Standards) 
National Vocational Education and Training Regulator (Compliance 
Standards for NVR Registered Training Organisations and Fit and Proper 
Person Requirements) Instrument 2025 (Compliance Requirements) 

 

1. Purpose and Objective  
This policy and procedure apply regarding fees and payment for domestic students. 
 
2. Scope and Coverage 
All students receive information on fees prior to enrolment which outlines the all fees costs 
and charges associated with their intended training product, payment terms and schedule of fees 
as well as the availability of government training entitlements and subsidies (as relevant). 
Students are informed through referral to fee schedules and fees and refund policies available 
at the Baseline Training website prior to enrolment. 
 
Fees, payment and refund policies and procedures are outlined in writing in the 
Baseline Training enrolment information which is given to the student prior to 
enrolment. 

While the fees quoted are accurate at the time of issuance, fees payable are reviewed 
periodically and are subject to change. Students are informed of changes to fees, costs and 
charges as soon as practicable where the change(s) may affect them.  

 
3. Definitions 

TERM DEFINITION 

Tuition Fees Tuition Fees is participation in education and training, and include Fee for 
service tuition fees (fees are full price) 

Government 
Subsidised  

tuition fees (fees are less than full price, with the government paying some of 
the cost of training). 

Service Fees are for prescribed administrative services (including documents and records 
fees, special assessment fees, and administration fees). 

https://www.legislation.gov.au/F2025L00354/asmade/text
https://www.legislation.gov.au/F2025L00354/asmade/text
https://www.legislation.gov.au/F2025L00354/asmade/text
https://www.legislation.gov.au/F2025L00355/asmade/text
https://www.legislation.gov.au/F2025L00355/asmade/text
https://www.legislation.gov.au/F2025L00355/asmade/text
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Additional Fees 

Additional Fees are for additional activities, goods, and services related to you  
education and training (including consumables and materials, clothing, 
certificates and licenses, vaccinations, excursions and field trips, and other 
goods, materials, and services). 

 
4. Policy Statement  
4.1  Payment of Fees: 
Payment of Tuition Fees when a student enrols. 

Payment methods 
Baseline Training: 
 

• Credit Card (visa and MasterCard) 
• Direct debit 

 
4.2  Non-Payment of Fees  
It is the responsibility of the student to ensure that fee payments are made promptly in 
accordance with the Fee Schedule upon enrolment. 
 

• Students must pay the required amount in full on enrolment. 
• Failure to pay fees may result in any or all the following until the student pays the full 

amount. 
o Suspension from attending or participating in the course 
o Exclusion from assessment activities 
o Withholding of certification documentation 
o Cancellation of the enrolment 
o Exclusion from future enrolments  

 
4.3 Protection of Pre-Paid Fees 
Baseline Training does not accept payment of pre-paid fees from or on behalf of an individual in 
excess of $1500. 
 
Where the total cost of a student’s training product exceeds $1500, their Fee Schedule will be 
structured so that no payment in excess of $1500 will be taken, prior to the applicable services being 
delivered. 
 
5.  Fee Schedule 

# Fee Description Price 
1 Re-issue Qualification or Statement of Attainment $25 
2 Administration Fee for student cancellation or withdrawal $250 
5 Assessment Re-submission $200 

 
Approval and Review  
This policy was approved and endorsed by Baseline Training Management in January 2025. 
This policy will be reviewed after two years or sooner if required. 
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Version History 
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Version 
Number: 
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Approval 
Date: 

Effective 
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V1.0 Alana Weir January 
2025 

January 
2025 

Policy developed and documented  

V1.1 CEO January 
2025 

January 
2025 

Policy approved 

V1.2 Alana Weir June 2025 June 2025 Updates to align with new standards approved. 
 


