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P24 – Fee and Charges Policy and Procedure 

Current Version: 3.0 

Approval Date: 26h May 2025 

Future Review Date: May 2027  

Author: Manager of Compliance and Administrative Services 

Approval Authority: Chief Executive Officer 

Purpose 

The purpose of this policy and procedure is to establish the criteria for charging tuition fees and to ensure the 

advertised course offerings are open, transparent to all stakeholders clearly defining the types of fees and charges. 

Scope 

This policy and procedure is applicable to all employees, stakeholders and students of ASMI. It applies to all fees paid 

including those collected by third parties on behalf of ASMI. 

Fee and Charges Policy 

Australian Skills Management Institute (ASMI) will charge the learner for the enrolment application and training 

product as per the nominated fee schedules as outlined in the course information. The learner upon submitting the 

enrolment application will agree to pay the published costs as advertised on the ASMI website.  

If applicable, ASMI will inform clients of any additional costs involved in undertaking their chosen course of study prior 

to enrolment. Completion of a Student Application Form and a Payment Agreement by a student and acceptance of the 

enrolment by the student constitutes an agreement to honor the contract outlined.  

All fees and refund associated with a student’s cancellation of training are defined within ASMI’s Refunds Policy and 

Procedure. 

1. Fee For Service 

1.1 Payment procedures:  

i) 10% deposit (up to $500 max) and progressive monthly payments for Nationally Recognised Qualifications 

(including Traineeships). Full payment in advance for Short Courses and other programs.  

ii) Deposits are due at least 14 days prior to the course commencement date via payment methods noted at the 

bottom of Payment Agreement.  

iii) Confirmation of a student’s place in the course will be made upon receipt of the deposit.  

iv) Payment by instalments Payment plans can be negotiated if clients are seeking to vary the standard payment 

arrangements.  

a) Instalment amounts will be calculated to be paid in intervals as agreed between the client and the 

manager of Australian Skills Management Institute.  

b) If regular instalments are not made during this time, assessment will cease until payments are 

resumed & no certificate will be issued until full payment of the course is finalised.  

v) Recognition of Prior Learning (RPL) Fees will be negotiated with students prior to the application being made 

depending on the number of units the application is for. Fees are payable at the time of submission.  

vi) Australian Skills Management Institute (ASMI) will not charge Student fees for any credit transfers. 

2. VET Investment Program (Certificate 3 Guarantee and Higher Level Skills) 
2.1 Payment procedures:  

i) Upfront payment is required prior to commencement of Training.  

https://asmitraining.edu.au/wp-content/uploads/2020/03/P03-Refund-Policy-and-Procedure-V4.0-130320.pdf
https://asmitraining.edu.au/wp-content/uploads/2020/03/P03-Refund-Policy-and-Procedure-V4.0-130320.pdf
https://asmitraining.edu.au/wp-content/uploads/2020/03/P03-Refund-Policy-and-Procedure-V4.0-130320.pdf
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ii) Deposits are due prior to the course commencement date via payment methods noted at the bottom of 

Payment Agreement.  

iii) Confirmation of a student’s place in the course will be made upon receipt of payment.  

iv) Recognition of Prior Learning (RPL) Fees will be negotiated with students prior to the application being made 

depending on the number of units the application is for. Fees are payable at the time of enrolment.  

v) Australian Skills Management Institute (ASMI) will not charge Student fees for any credit transfer that may be 

applicable. 

vi) A refundable tuition fee per unit will be charged @ $1.00 for all concessional student and Recognition of Prior 

Learning (RPL) candidates. $3.00 per unit for all non concessional students. 

Concessional student status applies when:  

a) the student holds a Health Care or Pensioner Concession Card issued under Commonwealth law, or is the 

partner or a dependant of a person who holds a Health Care or Pensioner Concession Card and is named on 

the card;  

b) the student provides the SAS with an official form under Commonwealth law confirming that the student, 

their partner or the person of whom the student is a dependant is entitled to concessions under a Health Care 

or Pensioner Concession Card;  

c) the student identifies as Aboriginal or Torres Strait Islander;  

d) the student is a school student and is enrolled in a VETiS program (may include young people in detention);  

e) the student has a disability; or  

f) the student is an adult prisoner. 

vii) All students will be charges a non-refundable administration fee @ $30.00. 

3. User Choice 
3.1 Payment procedures:  

i) Australian Skills Management Institute (ASMI) will not charge the full Tuition fee upfront, instead 

student/employer will be charged progressively prior to the student commencement of training in a new unit.  

ii) Tuition fee is charged @ $1.60 X the unit nominal hours. User choice concessional students are charged a 

reduced fee @ $0.64 X the unit nominal hours. 

iii) Deposits are due at least 14 days prior to the training commencement date via payment methods noted at the 

bottom of Payment Agreement.  

iv) Upon receipt of the deposit a confirmation of payment will be sent to the student’s nominated trainer, who will 

then commence training for the unit/s paid.  

v) Payment by instalments Payment plans can be negotiated if clients are seeking to vary the standard payment 

arrangements.  

c) Instalment amounts will be calculated to be paid in intervals as agreed between the client and the 

manager of Australian Skills Management Institute.  

d) If regular instalments are not made during this time, assessment will cease until payments are 

resumed & no certificate will be issued until full payment of the course is finalised.  

vi) Australian Skills Management Institute (ASMI) will not charge Student fees for any credit transfers. 

 

4. Trade Skills and Gap Training 

4.1 Payment procedures:  

vii) Australian Skills Management Institute (ASMI) will not charge the full Tuition fee upfront, instead 

student/employer will be charged progressively prior to the student commencement of training in a new unit.  

viii) Tuition fee is charges @ $1.60 X the unit nominal hours. Concessional students are charged a reduced tuition 

fee @ $0.64 X the unit nominal hours. 

ix) Deposits are due at least 14 days prior to the training commencement date via payment methods noted at the 

bottom of Payment Agreement.  

x) Upon receipt of the deposit a confirmation of payment will be sent to the student’s nominated trainer, who will 

then commence training for the unit/s paid.  

xi) Australian Skills Management Institute (ASMI) will not charge Student fees for any credit transfers. 
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Schedule of Fees
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I. VET Investment and Fee For Service Schedule of Fee 

 

VET Investment Per Units Fee 

Per Unit Fee Students 

$1.00 Concessional and Recognition of Prior Learning (RPL) 

$3.00 Non-concessional 

 

II. User Choice Schedule of Fees 

 

 

Admin Fee Tuition Fee Total Admin Fee Tuition Fee Total Admin Fee Tuition Fee Total

CUA20415 Certificat II in Aboriginal and Torres Strait Islander Cultural Arts $30.00 $10.00 $40.00 $30.00 $30.00 $60.00 $30.00 $2,500.00 $2,530.00 10

CUA30515 Certificate III in Aboriginal and Torres Strait Islander Cultural Arts $30.00 $12.00 $42.00 $30.00 $36.00 $66.00 $30.00 $3,000.00 $3,030.00 12

CHC30113 Certificate III in Early Childhood Education and Care $30.00 $18.00 $48.00 $30.00 $54.00 $84.00 $30.00 $3,000.00 $3,030.00 18

SIT10216 Certificate I in Hospitality $30.00 $12.00 $42.00 $30.00 $36.00 $66.00 $30.00 $1,200.00 $1,230.00 12

SIT20316 Certificate II in Hospitality $30.00 $13.00 $43.00 $30.00 $39.00 $69.00 $30.00 $1,200.00 $1,230.00 13

SIT20416 Certificate II in Kitchen Operations $30.00 $13.00 $43.00 $30.00 $39.00 $69.00 $30.00 $2,500.00 $2,530.00 13

SIT30816 Certficate III in Commercial Cookery $30.00 $25.00 $55.00 $30.00 $75.00 $105.00 $30.00 $2,500.00 $2,530.00 25

SIT30616 Certificate III in Hospitality $30.00 $15.00 $45.00 $30.00 $45.00 $75.00 $30.00 $2,500.00 $2,530.00 15

CHC32015 Certificate III in Community Services $30.00 $2,500.00 $2,530.00 12

CPC30216 Certificate III in Signs and Graphics $30.00 $3,500.00 $3,530.00 16

BSB30115 Certificate III in Business $30.00 $2,500.00 $2,530.00 12

Admin Fee Tuition Fee Total Admin Fee Tuition Fee Total Admin Fee Tuition Fee Total

CHC52015 Diploma of Community Services $30.00 $16.00 $46.00 $30.00 $48.00 $78.00 $30.00 $4,000.00 $4,030.00 16

CHC50113 Diploma of Early Childhood Education and Care $30.00 $28.00 $58.00 $30.00 $84.00 $114.00 $30.00 $4,000.00 $4,030.00 28

SIT40516 Certificate IV in Commercial Cookery $30.00 $33.00 $63.00 $30.00 $99.00 $129.00 $30.00 $5,000.00 $5,030.00 33

SIT40416 Certificate IV in Hospitality $30.00 $21.00 $51.00 $30.00 $63.00 $93.00 $30.00 $5,000.00 $5,030.00 21

SIT50416 Diploma of Hospitality Management $30.00 $25.00 $55.00 $30.00 $75.00 $105.00 $30.00 $4,000.00 $4,030.00 25

SIT60316 Advanced Diploma of Hospitality Management $30.00 $7,000.00 $7,030.00 33

Total # Of Units

Total # Of Units

N/A

Higher Level Skills

concessional non-concessional
Code Description

FFS

FFS

Code Description

N/A

N/A

concessional non-concessional

Certificate 3 Guarantee 

N/A

concessional non-concessional

CHC30113 Certificate III in Early Childhood Education and Care $536.32 $1,340.80

CHC50113 Diploma of Early Childhood Education and Care $1,214.72 $3,036.80

SIT10216 Certificate I in Hospitality $124.80 $312.00

SIT20316 Certificate II in Hospitality $156.80 $392.00

SIT30816 Certficate III in Commercial Cookery $535.20 $1,338.00

SIT30616 Certificate III in Hospitality $529.60 $1,324.00

CPC30216 Certificate III in Signs and Graphics $406.40 $1,016.00

15

16

12

13

Total # Of Units

18

28

25

Code Description
User Choice (UC)

User Choice rate of $1.60 per nominal hour or, where eligible, at the User Choice concessional rate (40% of user choice rate). 
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III. Trade Skills and Gap Training Schedule of Fee 

 

 

IV. Short Courses Schedule of Fees 

 

 

 

5. International Students 

For students on a student visa: 

All tuition fees, non-tuition fees, and payment schedules will be clearly listed in the student’s Written Agreement in accordance with the ESOS Act and National 

Code 2018. 

ASMI does not require any student to pay more than $1,500 in prepaid fees prior to course commencement unless the student is protected by a third-party fee 

protection mechanism (e.g. international students via the Tuition Protection Service). 

ASMI will not charge students for credit transfers. 

Fees must be paid as per the agreed schedule. Non-payment of fees may result in suspension of training and reporting under Standard 8 (Monitoring Course 

Progress and Attendance). 

International students are protected under the Tuition Protection Service (TPS) in the event of provider default. 

 

Other Charges International Student 

Non-Tuition Fees 

Description Amount ($AUD) 

Application fee (Non-Refundable) $100.00 

CPC30216 Certificate III in Signs and Graphics
SIT40516 Certificate IV in Commercial Cookery

Participants will be required to contribute to the cost of their gap training at the User Choice rate of $1.60 per nominal hour or, 

where eligible, at the User Choice concessional rate (40% of user choice rate). No participant cohorts are exempt from paying fees 

Code Description Trade Skills And Gap Training

Course Description Fee
HLTAID004 - Provide an emergency first aid response in an education and care setting $140.00

HLTAID001 - Provide CPR & AED $100.00

SITHFAB002 - Provide Responsible Service of Alcohol $110.00

SITHGAM001 - Provide Responsible Gambling Services $110.00

Responsible Management of Licensed Venues course $340.00

Food Safety Supervisor $110.00
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Re-print of Qualification and final transcript $50.00 

Re-print of Statement of Attainment $50.00 

Re-print of Student ID card $20.00 

Change of commencement date/deferral of the course 

$250.00  

No Fee charged to applicants: 

- due to the delayed visa processing. 

- unable to commence/ require a deferral due to serious medical 
illness. 

eCoE Extension (3 Months) $600.00 

Change of course  $250.00 

Plagiarism and re-submission fee $150.00 (up to 3 attempts) 

Re-sit Practical Assessment $150.00 per day required 

Re-enrollment  $500.00 per unit 

Late submission fee $100.00 

Printing and Photocopy 0.20 Cents per page 

Late payment fees  $50.00 per week 

Non-attendance - Orientation $185.00 

Leave Request  $150.00 unless special circumstances 
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Related Documents 

Forms 

F07 Student Application Form 

F34a Payment Agreement (User Choice) 

F34b Payment Agreement (Certificate 3 Guarantee and Higher Level Skills) 

F34C Payment Agreement (Fee For Service) 
 

Policy and Procedures   

P03 Refund Policy and Procedure 
 

Work Instructions  

W05 JobReady User Guide 
 

Other 

F15 Student Application Form 

Document Amendments 

Details Version Date 

Initial document creation 1.0 
14th December 

2019 

Updated to meet legislative requirements 2.0 14th May 2020 

 


