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PERSONAL DETAILS

Title:    Mr    Mrs    Miss     Ms     Other

Family Name: Given Name:

Date Of Birth: dd/mm/yyyy Nationality:

Email: Phone:

Current Address in Australia:

Suburb: State: Postcode:
PREVIOUS EDUCATION BACKGROUND AND QUALIFICATIONS

SECONDARY SCHOOL STUDIES 
Final year completed:  __ __ __ __
Did you receive an ATAR? 

Name of school/ college:

State: Date Completed: ____/____/______

COMPLETED HIGHER EDUCATION UNIVERSITY / OTHER

Name of qualification:

Name of Institution:

State: Date Completed: ____/____/______

Name of qualification:

Name of Institution:

State: Date Completed: ____/____/______

Name of qualification:

Name of Institution:

State: Date Completed: ____/____/______
*Applicants must attach certified copies of all relevant academic  
certificates and transcripts. Certified copies must be stamped and signed 
by a JP or an approved WIN education agent, and the certifier’s stamp must 
include the certifier’s printed name, title/position, signature and date of 
notary.

COURSE ENROLMENT DETAILS

Undergraduate Certificate in Bookkeeping

Undergraduate Certificate in Video and Motion Graphics

Undergraduate Certificate in Business Administration

Undergraduate Certificate in Human Resources

Diploma of Business (Higher Education) 

Bachelor of Business  

Bachelor of Business (Professional Accounting)

Bachelor of Interactive Media 

Bachelor of Information Technology

Graduate Certificate in Business 

Graduate Diploma in Business

Master of Business

Graduate Certificate in Professional Accounting

Graduate Diploma in Professional Accounting

Master of Professional Accounting

PREFERRED COURSE COMMENCEMENT DATES

 March             July           November              Year: __ __ __ __

ADVANCED STANDING/CREDIT TRANSFER

Are you seeking to apply for Advanced Standing/ Credit transfer 

for previous studies?      Yes       No 

*Applicant must attach completed Application form of Advanced Standing 
and detailed syllabus or curriculum for Advanced Standing/ Credit to be 
assessed. This must include course content, assessment mode, contact 
hours, prescribes text, etc.

DISABILITY

Do you have a disability, impairment or long term medical  
condition which may affect your studies?      
   Yes       No 
If yes, please provide details:

ENGLISH LANGUAGE PROFICIENCY

Is English your first language?     Yes       No 
If no, what is your first language? ________________________________

IDENTIFICATION DETAILS

Are you an Australian Citizen?       Yes       No

If you are not an Australian Citizen, please answer the following:

Do you hold Permanent Residency?      Yes       No 

If yes, please provide a copy along with the following details:

Visa Type: ___________________      Visa expiry Date: ____/____/______

Do you have a USI (Unique Student Identifier) from the Australian 
Government?    

 Yes (please enter your USI __________________________________)

 No

For more information visit www.usi.gov.au

WORK EXPERIENCE

List details of your previous work experiences (Please attach all work 
reference letters), Employer’s Name Position and type of work Duration.

*Applicants must attach certified copies of all relevant work references.
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REFUND AND RE-CREDIT OF FEE-HELP POLICY

STUDENT DECLARATION 

A. Overview
Wentworth Institute of Higher Education (WIN Higher Education) fully 
complies with the requirements of the Higher Education Support Act 
2003 (HESA). This policy details the circumstances and processes for 
refunds and/or reversal of FEE-HELP debts for domestic students.

B. Refund Policy and Procedure

1.  If a domestic student withdraws any time on or before the Census 
Date, the date as prescribed under the WIN Higher Education  
Academic Calendar, the student will receive a full refund of prepaid 
fees. A student can apply to the Admission Officer and a decision will 
be made within 5 working days. 

2. If a student withdraws after the Census Date, the date as prescribed 
under the WIN Higher Education Academic Calendar, there will be no 
refund of fees or re-crediting of a FEE-HELP debt except under Special 
Circumstances which have been determined in accordance with Section 
79 5 Special circumstances of Higher Education Support Act 2003 as 
circumstances which:

a) Were beyond the student’s control; and
b) Did not make their full impact until on or after the Census Date; and
c) Were such that they made it impractical for the student to complete  
     the study requirements. 

Special circumstances, subject to meeting clause 2a, 2b, and 2c above, 
may include but not limited to the following:

• Serious illness, injury, or mental health condition – where a  
professional authority or medical certificate states the student was 
severely affected by ongoing or prolonged illness, injury, or mental 
health condition. The WIN professional authority form must be  
completed by a medical practitioner or specialist, psychologist,  
counsellor, who can assess the impact of your condition in relation to 
your studies at WIN Higher Education.

• Bereavement of close family members such as parents, grandparents 
or siblings (death certificate should be provided and a WIN  
professional authority form must be completed by a medical  
practitioner or specialist, psychologist, counsellor, who can assess the 
impact of your circumstances in relation to your studies at WIN Higher 
Education).

• A traumatic experience, for example, involvement in or witnessing of 
a serious crime or accident and this has impacted on the student’s 
mental wellbeing (police report and WIN professional authority form 
must be provided).

• Other compassionate and compelling reasons or circumstances may 
be considered but must have documentary evidence to support the 
claim.

3. A student can apply to the Admission Officer for a refund of fees or  
re-crediting of FEE-HELP balance if the student withdraws from studies 
after the census date and/or has not been able to complete the  
requirements of a subject or subjects because of Special Circumstances 
outlined in Clause 2.  Appropriate supporting documentation will need 
to be provided.

4. The Census Date for each course offered at WIN Higher Education is 
published on its Academic Calendar website and made public in all 
relevant publications and documentation. The Census Date will be at 
least 20% of the way through the study period for any enrolled unit of 
study. 

5. If an application is successful, the letter detailing the outcome will 
include the reasons for the decision to: 

a) refund paid tuition fees and/or re-credit a FEE-HELP balance; or 
b) the FEE-HELP balance that will be re-credited and the FEE-HELP  
    debt that will be reduced (if applicable); or 
c) the upfront payment amount that will be refunded if such a payment  
    was made; 
d) and who to contact for further questions. 

I declare the information I have supplied on this form is, to the best of my 
understanding and belief, complete and correct. I understand that giving 
false or incomplete information may lead to my application being refused 
or my enrolment cancelled. It is an offense to submit fraudulent  
documentation in support of my application. If fraudulent documentation 
is detected.
• My application will be refused.
• If an offer has been made it will be withdrawn and,
• Other relevant authorities (such as the NSW police) may also be notified.
 
I have read and understood the relevant course information on the WIN 
website win.edu.au and have I have sufficient information about the course 
to enrol. 

I understand that students fees may increase and I accept liability for all 
fees as explained on the Win website, and I agree to abide by the refund 
policy for domestic students on the win website. I will notify WIN  
immediately if there is any change to the information I have provided in 
this application. I have read and understood the conditions of enrolment 
available on the WIN website. 

I understand that WIN may, by email, vary its conditions of enrolment to 
comply with an law or regulation, or amendment of any law or regulation, 
of the Commonwealth of Australia or the State of New South Wales.
I give permission for WIN, to obtain official records from any education 
institution attended by me for the purpose of verifying the supporting 
documentation supplied in my application.  

I understand that an conditions concerning an offer of admission will be  
contained in my letter of offer from WIN which I am required to read and sign.

PRIVACY STATEMENT 
WIN is subject to Privacy and Personal Information ACT 1998 (NSW) and 
the Health records and Information Privacy Act 2002 (NSW). WIN collects 
the information on the application form for the purpose of meeting its 
obligations under the Education Services for Overseas Students Act 2000, 
the Education Services for Overseas Students Regulations 2001, and the 
National Code of Practice for Registration Authorities and Providers of  
Education and Training for students 20069 (National Code). WIN also 
collects your personal information, and in some circumstances, information 
regarding your health, to assist in the assessment of your application 
and, if you are successful, offering you a course place and recording your 
assessment of that offer. The other purpose of collection includes  
corresponding with you, for the purpose of administration matters, 
including any aspects of administration or enrolment and complying with 
legislative requirements. The information you provide in your application 
and any supporting documentation and any letter of offer are recorded on 
our student information system and maybe disclosed to the following  
organizations; Department of Immigration and Border Protection,  
Department of Education, Employment and Workplace Relations, agencies 
involved with the administration of the ESOS legislation, external education 
providers where disclosure is necessary to verify your previous educational 
qualifications that you provided with your application.

I authorize WIN to provide my personal information to the Australian 
Governments designated authorities, including my contact details and 
enrolment details. 

Signature of applicant: __________________  Date: ____/_____/______

APPLICATION CHECKLIST
To apply, submit following documentation to: info@win.edu.au or in person:  
L1 302-306 Elizabeth St Surry Hills NSW 2010 

 Completed, signed and dated Application Form
 Passport or Birth Certificate 
 Original or Certified previous Academic documentation.
 Original or Other certified documents related to this application
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F Appeal to the ACCC 

If a student's application for review of the decision is unsuccessful, the  
Notice of Decision letter will include the reasons for the decision not 
to refund the student's paid tuition fees and/or re-credit your FEE-HELP 
balance. 

The notice will also inform the applicant of their right of appeal to the 
Australian Competition and Consumer Commission (ACCC).  The ACCC 
will only investigate complaints that are in breach of the Competition 
and Consumer Act 2010.  Further information can be found in the  
Australian Government’s Study Assist. 
The student has 28 days from the date of the reviewed decision (by 
their institution/ provider), to apply ACCC requesting an independent 
review of their institution/provider’s decision. 

G General

The fees refund policy does not prevent students from taking further 
action under Australian Consumer Protection laws.  Students should 
also avail of the WIN Higher Education’s Academic Grievance Handling 
Policy and Procedure for Students before seeking further advice from 
the Australian Competition and Consumer Commission (ACCC).

H. Publication 

The Refund and Re-Credit of FEE-HELP Policy and Procedure for  
Domestic Students will be published on WIN Higher Education website 
at www.win.edu.au and on Student Handbook.

I Legal and Policy Framework

• Tertiary Education Quality and Standards Agency Act 2011 (Tuition 
Protection in Australia)

• Higher Education Support Act 2003
• Department of Education – Tuition Protection Service
• Australian Government’s Study Assist
• Australian Competition and Consumer Commission

J Related document

• Academic Grievance Handling Policy and Procedure for Students
• Refund Policy for International Students

6. If an application is unsuccessful, the decision letter will include the 
reasons for the decision to:

a) not to refund paid tuition fees and/or re-credit a FEE-HELP balance; 
b) how to submit a valid request for a review of this decision; and 
c) who to contact for further questions.

7. Refunds of fees will be paid within 20 working days of the decision letter.

8. Where a request to re-credit a student's FEE-HELP balance is granted,  
a student's FEE-HELP debt is removed in respect of the applicable units 
studied. 
 

9. WIN Higher Education will refund to the Commonwealth the amount of 
FEE-HELP paid to it on behalf of the student if the student's request is 
successful. WIN Higher Education will notify the Department of Education 
and Training through the HELP Variations File. 

C Appeals Procedure 

If a student's application for refund is unsuccessful, the student can appeal 
the decision. Refer to WIN Higher Education’s Procedures for Student 
Review for Re-Credit of FEE-HELP as outlined below.

D Student Review for Re-credit of FEE-HELP

The procedures for student review for re-credit of fee help fully complies 
with the requirements of the Higher Education Support Act 2003 (HESA). 
This procedure deals with requests for a review of certain decisions made 
by WIN Higher Education in relation to applications by students to re-credit 
their FEE-HELP balance. Such decisions refer to unsuccessful applications 
by a student to re-credit their FEE-HELP balance. Review means formal  
reconsideration of a decision.  

E Review Procedure 

These procedures are to be published in the Student Handbook and on  
the WIN Higher Education website so that students have up to date  
information publicly available to them regarding these procedures.

• At WIN Higher Education, the review officer is the Registrar or Nominee. 
 

• Where a student is not satisfied with the decision made by the  
Registrar or Nominee, the student may apply for a review of the 
decision. Reviewable decisions include Refusal to re-credit a student's 
FEE-HELP balance.  

• If a student is not satisfied with the outcome of their request for a 
re-credit of their FEE-HELP balance, they may appeal in accordance with 
the Academic Grievance Handling Policy and Procedure within 28 days 
from the day the student first receive the notice of the outcome. The 
request must specify reasons for seeking the review. 

• WIN Higher Education will acknowledge receipt of an application for 
review of a reviewable decision in writing and inform the applicant that 
they will be advised in writing of a decision within 10 working days. If 
the reviewer has not advised the applicant of a decision within 45 days 
of receiving the application for review, the reviewer is taken to have 
confirmed or accepted the original decision.  

• Written notice of the outcome of a reviewed decision relating to 
FEE-HELP will be given to an applicant. If an application for review is 
successful, the Notice of Decision letter will include the reasons for the 
decision to refund paid tuition fees and/or re-credit a FEE-HELP  
balance; the FEE-HELP balance that will be re-credited and the  
FEE-HELP debt that will be reduced (if applicable); the upfront payment 
amount that will be refunded if such a payment was made; and who to 
contact or further questions. 
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