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1. Purpose

This policy outlines how Baseline Training protects student prepaid fees in accordance with the
Standards for RTOs 2025, ensuring students are safeguarded in the event of provider closure or
service disruption. It ensures compliance with all regulatory obligations and demonstrates our
commitment to transparency and consumer protection.

2.Scope
This policy applies to:
e All students

o All staff responsible for collecting, managing, or monitoring fees

o All third-parties engaged in fee collection

3. Policy Statement

Baseline Training is committed to protecting student fees paid in advance, ensuring financial security
and continuity of training or refunds in compliance with the RTO Standards 2025.

Key commitments include:
o Ensuring prepaid fees above $1500 are covered
o Offering students clear information about fees and protections

¢ Maintaining effective mechanisms for tuition assurance

4. Protection Measures

4.1 Protection for All Prepaid Fees
o All prepaid fees, regardless of how or by whom they are collected (including third parties),
are protected under this policy.
e Protection applies irrespective of when Baseline Training receives the payment.
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4.2 Options for Fee Protection

Baseline Training employs one or more of the following mechanisms:

A. Unconditional Financial Guarantee (Bank Guarantee)
e An unconditional financial guarantee is held with a bank operating in Australia.
e It covers all prepaid fees exceeding $1500 per student.
e Guarantee is structured to enable refunds if Baseline Training is unable to

provide training/assessment.

¢ Anindependent authority has access to the guarantee for disbursement.
o We review and adjust the guarantee quarterly to ensure adequacy.
¢ Records are maintained to demonstrate calculation basis and monitoring

procedures.

o ASQA does not administer the guarantee but may audit it for compliance.

B. Alternative Protection Measures

If using an alternative method, Baseline Training will:
o Seek ASQA’s approval using the official application form.
o Ensure it provides equivalent protection to a bank guarantee

5. Student Communication & Notification

Baseline Training will:

e Provide students with clear information on fees payable and due dates.

¢ Communicate, prior to enrolment, the protection arrangements in place.

e Outline students’ entitlements in the event of closure or service discontinuation.
e Offer information in the Student Handbook, Website, and Enrolment Forms.

6. Third-Party Fee Collection

Where third parties are used:

e Baseline Training retains full responsibility for ensuring fee protection is in place.
e Third parties must follow this policy and undergo regular compliance checks.

7. Responsibilities

Role

Responsibility

CEO / National RTO Manager

Ensure financial safeguards and policy
compliance

Compliance Officer

Monitor mechanisms, review guarantees, and
conduct audits

Finance Officer

Manage bank guarantees and fee
transactions

Enrolment/Administration officer

Inform students and collect relevant
acknowledgements
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8. Record Keeping

All documents relating to bank guarantees, insurance, scheme memberships, or alternative
measures will be retained securely for audit purposes.

Monitoring logs and review documentation will be kept for at least 7 years.

9. Review and Audit

This policy is reviewed annually or following any change in legislation or ASQA guidelines.

Internal audits are conducted biannually to ensure compliance.

Version History
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