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AUSTRALIAN COLLEGE OF THEOLOGY LIMITED
FEE-HELP Re-crediting Application Form

Applications must be in writing, within 12 months of the withdrawal date, or if you have not withdrawn, within 12 months of the end of the period of study in which the unit of study was or was to be undertaken.
Name:
CHESSN:


Address:

Contact details (ph &/or email):

ACT Affiliated College:

Course:

I wish to apply for FEE-HELP re-crediting for the following units:

	Unit code
	Title
	Semester & year studied

	
	
	

	
	
	

	
	
	

	
	
	


Reason(s) for request: (attach separate letter if more space is needed)
Supporting documents attached (please tick all that are relevant for you):

· Letter from my enrolled college

· Medical certificates

· Letter(s) of endorsement from employer

· Letter(s) of endorsement from minister of my church/pastoral care worker

My sponsoring college is aware of my application.
□  Yes
□  No

I have read the attached FEE-HELP Re-crediting Policy and can affirm that, to the best of my knowledge, the above details are correct.  
Signed:
Date:

Please forward the completed form, along with any necessary supporting documents, to the FEE-HELP Re-crediting Officer, Australian College of Theology, Suite 4, Level 6, 51 Druitt Street, Sydney NSW 2000 abates@actheology.edu.au  Ph: 02 9262 7890  Fx: 02 9262 7290
Australian College of Theology

Re-crediting FEE-HELP Balance

All approved colleges are required to publish this policy in their student handbooks and to provide a copy of the policy when students submit their enrolment form. 

Census Dates and FEE-HELP Debt

The census date for first semester (non-intensive) units of study is 31 March.

The census date for second semester (non-intensive) units of study is 31 August.

May 15th is the last day for withdrawal from First Semester (non-intensive) units to avoid having a “fail” on transcripts.
October 15th is the last day for withdrawal from Second Semester (non-intensive) units to avoid having a “fail” on transcripts.

Intensive units have their own specific census and withdrawal dates.  Check with your enrolling college for details on these.

If a student who has requested FEE-HELP assistance withdraws from a unit of study on or before the census date for that unit of study, the student will not incur a FEE-HELP debt for that unit of study.

If a student who has requested FEE-HELP assistance withdraws from a unit of study after the census date for that unit of study the student will incur a FEE-HELP debt for that unit of study.

Re-crediting a Person’s FEE-HELP Balance

The student may apply after the census date to have their FEE-HELP balance re-credited if the student has been unable to complete the requirements of a unit of study and the student believes that this was due to special circumstances.  Where a request to re-credit a person’s FEE-HELP balance is granted, a student’s FEE-HELP debit is removed and the amount of FEE-HELP paid to the College on behalf of the student will be refunded.  

A person can apply to the College to have their FEE-HELP balance re-credited if he or she withdraws from his or her studies after the census date and/or the person has not completed the requirements for the unit of study.  The person must apply in writing, within 12 months of the withdrawal date, or if the student has not withdrawn, within 12 months of the end of the period of study in which the unit of study was or was to be undertaken.  The College can exercise the discretion to waive this requirement if it is satisfied that the application could not be made within the time limit.

The College’s FEE-HELP Re-crediting Officer will consider the student’s application within 28 days of receiving the student’s written application.

The College will re-credit a person’s FEE-HELP balance if it is satisfied that special circumstances apply to the person that are:  

· beyond the person’s control;

· do not make their full impact on the person until on, or after, the census date; and

· make it impracticable for the person to complete the requirements for the unit during the period in which the person undertook, or was to undertake the unit.

The College will be satisfied that the person’s circumstances are beyond the person’s control if a situation occurs which a reasonable person would consider is not due to the person’s action or inaction, either direct or indirect, and for which the person is not responsible.  The situation must be unusual, uncommon or abnormal.

The College will be satisfied that a person’s circumstances did not make their full impact until on or after the census date for the unit of study if the person’s circumstances occur:

(a)
before the census date, but worsen after that day; or 

(b)
before the census date, but the full effect or magnitude does not become apparent until on or after that day; or 

(c)
on or after the census date.

Special circumstances would make it impracticable for the person to complete the requirements for the unit of study would include:

(a)
medical circumstances; or

(b)
family circumstances; or

(c)
personal circumstances; or 

(d)
employment related circumstances; or

(e)
course of study related circumstances.

Each application will be examined and determined on its merits.  The FEE-HELP Re-crediting Officer will consider a person’s claims, together with independent supporting documentary evidence that substantiates these claims.  

The FEE-HELP Re-crediting Officer will notify the person of the decision and the reasons for making the decision.  The Officer will advise the applicant of their rights for a review of the decision if the applicant is unsatisfied with the outcome.  

If the decision is made to re-credit the FEE-HELP balance, the College will notify DEST, and will repay to the Commonwealth any FEE-HELP assistance received from it on the person’s behalf.  DEST will inform the Australian Taxation Office that the debit has been removed.  

Review of the Original Decision

Where a student is not satisfied with the decision made by the FEE-HELP Re-crediting Officer, they may apply in writing for a review of the decision.  The Review Officer, appointed by the Board of Delegates, is the Dean of the College.  

The time limit for applying for a review of the decision is 28 days from the person receiving notice of the decision.  The person must state the reasons why he or she is applying for a review.  The Review Officer will notify the applicant of his decision and the reasons for making the decision.  

The Reviewer Officer’s available options are to: 

· confirm the decision; 

· vary the decision; or 

· set the decision aside and substitute a new decision.  

The Review Officer will advise the applicant of his or her right to appeal to the Administrative Appeals Tribunal for a review of the Reviewer’s decision if the applicant is unsatisfied with the outcome and will provide the applicant with the contact details and address of the nearest AAT registry.  

The Review Officer must acknowledge receipt of an application for a review of a decision in writing and will inform the applicant that, 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 the original decision.  

Where a student is not satisfied with the reviewed decision made by the review officer, they may apply to the AAT for a further review of the decision not to re-credit a person’s FEE-HELP balance.  The student may supply additional information to the AAT that he or she did not previously supply to the College (including the College’s Review Officer).

Contact Persons

The current FEE-HELP Re-crediting Officer is the Academic Administrator of the Australian College of Theology, Ms Anne Bates.

Her contact details are—

The Australian College of Theology

Suite 4, Level 6

51 Druitt Street

Sydney  NSW  2000

ph. 02 9262 7890

fax: 02 9262 7290

email: abates@actheology.edu.au

The Board of Delegates of the College has appointed the Dean of the College, the Rev Dr Mark Harding, as the Review Officer of decisions made by the Academic Administrator.  

His contact details are—

The Australian College of Theology

Suite 4, Level 6

51 Druitt Street

Sydney  NSW  2000

ph. 02 9262 7890

fax: 02 9262 7290

email: mharding@actheology.edu.au
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