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RATIONALE
· This policy has been developed by Charles La Trobe College Council to cover rare occasions when there might be a need to fully or partially refund college charges.

· Charles La Trobe College encourages all students to participate in extracurricular activities including attendance at camps and excursions.  
· There will be rare occasion when for extraordinary reason(s), a student is required to withdraw from a camp or excursion after they have made payment.  
· The College must ensure that the provision of all extracurricular activities, do not run at a loss or does not incur costs directly to the College.

AIM
· To provide a fair and equitable refund system to parents.
IMPLEMENTATION
Essential Education Items:
· Where a student exits from the College during the year and full payment has been made, a part payment may be refunded upon request.

Excursions or Incursions, Sport and Similar Activities:
· Where the College is charged for the provision of a program or service as a bulk cost and not per head cost, no refund is able to be given.

· Where a ‘per head’ fee is charged, refunds may apply upon request.
· Where there is a combination of a bulk charge and a ‘per head’ charge in an excursion, incursion or activity, only the ‘per head’ component may be refunded upon request.
· No refund will be payable to students withdrawing where the College deems the withdrawal was avoidable and the school has incurred the full costs of the excursion, incursion or activity.

· Where the event or activity is cancelled by the College a refund may apply upon request.
Camps and Overnight Activities:

· Once the cut-off date for a camp and or overnight activity has expired then the deposit paid is non-refundable.  The exception will be medical and/or special circumstances as approved by the College Principal or the Assistant Principals. 
· If a student decides not to continue with this activity a refund will depend on the ability of the College to recoup the costs for the activity.  
· If an event is replaced by another alternative event the funds paid into the first event will not be refunded but transferred to the new one.

General:
· Where the withdrawal from a camp, excursion, incursion or activity is due to suspension or expulsion under Student Discipline Procedures, the Principal will determine whether a refund is possible.

· If the family has outstanding charges to the College, any refund deemed appropriate will be offset against these outstanding charges.
· If a student changes subjects or exits the College, they must request a refund in writing to the Business Manager who will seek approval from the relevant Assistant Principal.
· A 10% Administration fee will be deducted from all approved refunds.

· If it is determined that a refund will be paid, the family must provide bank account details in order for the refund to be processed. 

EVALUATION

The effectiveness of this policy will be reviewed annually. Preferably in February.
RATIFICATION

This update was ratified by College Council on 16.5.2017
Reference:
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