
 

 
 
 
 
 
 
 

Refund Policy 
 

HELP FOR NON-ENGLISH SPEAKERS 
If you need help to understand the information in this policy please contact 9740 8666 
 
 
 
 

PURPOSE 
The purpose of this policy is to set out how our school will manage refunds in accordance with applicable 
Department of Education and Training policy and law. 
 
SCOPE 
This policy applies to: 

o all staff/responsible persons involved in management of funds transacted electronically 
o all transactions carried out by Sunbury West Primary School via the methods set out in this policy 

POLICY 
The school must ensure that the provision of services for students (i.e. excursions / camps / visiting groups / 
services) do not incur direct costs to the school. 
 
The school will be unable to refund payments made for items purchased or costs that have already been paid 
where those funds have already been transferred to a third party. For example, camp costs when a child 
becomes unwell and cannot attend and the payment has already been made or committed to a third party and 
no refund is available to the school. Where possible, this will be made clear to parents/guardians at the time of 
payment. 
 
IMPLEMENTATION 
Sunbury West Primary School believes that the Camps and Excursion program is highly beneficial for students 
and provides opportunities for particular learning experiences that cannot be gained in the classroom.   
Sunbury West Primary School encourages all students to participate in camps and excursions. 
 
There will be occasions when a student needs to withdraw from a camp or excursion after they have made 
payment. 
 
The school must ensure that the provision of services for students (i.e. excursions / camps / visiting groups / 
services) do not incur direct costs to the school. 
 
The school will be unable to refund payments made for items purchased or costs that have already been paid 
where those funds have already been transferred to a third party. For example, camp costs when a child 
becomes unwell and cannot attend and the payment has already been made or committed to a third party and 
no refund is available to the school. Where possible, this will be made clear to parents/guardians at the time of 
payment. 
 
Students withdrawing from camps and excursions will not be automatically entitled to a refund. 

1. Where the school is charged for the provision of a program or service as a bulk cost and not per head 
cost, no refund will be available until all outstanding costs are met. 



 

2. Where a “per head” fee is charged refunds can be given except if the event is governed by the number 
of instructors required – e.g. swimming 

3. Where there is a combination of a bulk charge and a “per head” charge in an excursion (e.g. visit to a 
zoo where the bus charge is bulk cost and the entry fee is a per head cost, only the “per head” 
component can be refunded. 

4. Deposits paid for school camps will be non-refundable unless either cancelled by the school or at the 
Principal’s discretion. 

5. The ‘Camps and Excursion Refund Request’ form must be completed for all reimbursements within 14 
days of the event.  Forms available from the office. 

6. Refunds will be processed once all outstanding costs are met. 
 
 

COMMUNICATION 

This policy will be communicated to our school community in the following ways: 

• Provided to staff at induction 

• Discussed at staff meetings/briefings as required 

• Made available publicly on our school website 

• Included as annual reference in school news 

• Made available in hard copy from school administration upon request 
 

FURTHER INFORMATION AND RESOURCES 

• Finance Manual for Victorian Government Schools   
o Section 3 Risk Management 
o Section 4 Internal Controls 
o Section 10 Receivables Management and Cash Handling 

Available from: Finance Manual — Financial Management for Schools 

• Schools Electronic Funds Management Guidelines 

• CASES21 Finance Business Process Guide   
o Section 1: Families 

• Internal Controls for Victorian Government Schools 

POLICY REVIEW AND APPROVAL 

Policy last reviewed  Feb 2023 

Approved by  School Council  

Next scheduled review date  Feb 2024 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www2.education.vic.gov.au/pal/risk-management-finance-manual-section-3/policy
https://www2.education.vic.gov.au/pal/risk-management-finance-manual-section-3/policy
https://www2.education.vic.gov.au/pal/internal-controls-finance-manual-section-4/policy
https://www2.education.vic.gov.au/pal/internal-controls-finance-manual-section-4/policy
https://www2.education.vic.gov.au/pal/receivables-management-and-cash-handling-finance-manual-section-10/policy
https://www2.education.vic.gov.au/pal/finance-manual/policy
http://www.education.vic.gov.au/Documents/school/principals/finance/Fin%20Schools%20Electronic%20Funds%20Management%20Guidelines%20V1_2.pdf
https://edugate.eduweb.vic.gov.au/edulibrary/Schools/Forms/AllItems.aspx?RootFolder=%2fedulibrary%2fSchools%2fCASES21%2fCASES21%20Finance%2fFinance%20Business%20Process%20Guide&FolderCTID=&View=%7b393E28AF%2d9188%2d49EC%2d9B2F%2d5B1CA6BF217D%7d
http://www.education.vic.gov.au/Documents/school/principals/finance/Fin%20Internal%20Control%20document%20v3.2.pdf


 

SUNBURY WEST PRIMARY SCHOOL 
REQUEST FOR CREDIT / REFUND 

FOR NON ATTENDANCE AT AN EXCURSION/INCURSION 
 
DATE:            

CHILD’S NAME:          

GRADE:           

EVENT:           

COST OF EVENT:          

REASON FOR  

CREDIT / REFUND:          

CREDIT TO (school account or bank account)      

BSB NUMBER:          

ACCOUNT NUMBER:           

ADDRESS:           

        Postcode   

TOTAL AMOUNT:  $     

SIGNED:           

 

 

Office use only: 

 

Approved  Yes No   Refund Amount:      

Authorised By:       

Signed:        

Date:        

 
 
 
 

 


