Refund Procedure
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Student submits
online refund form

Application and supporting
documents are assessed to
ensure all information is
provided and there are
grounds for a refund to be
considered

Within 4 working days of receipt of application and full documentation

All required
documentation is
provided and the student
is considered to be
eligible for a
refund

Student is notified and
further documentation is
requested

4 calendar days

Application is reviewed
and recommendation is

made by the Accounts
Officer

All required
documentation is
provided and the student
is considered to be
eligible for a
refund

Within 11 working days of receipt of application and full documentation

Application is assessed by

the Registrar and refund
outcome is determined

Application is closed due
to lack of required

documentation Within 13 working days of receipt of application and full documentation

Refund Outcome is
sent to student by the
Accounts Officer

Within 20 working days of receipt of application and full documentation

Refund Outcome letter is
saved on the Student
Management System

Internal Appeal Student appeals
Process the decision

Within 20 working days of receipt of appeal
application and full documentation

Student appeals
the decision

External Appeal
Process

End of Refund

process
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