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       COLDSTREAM PRIMARY SCHOOL

refund policy 
Purpose

Coldstream Primary School must ensure that the provision of services for students, (i.e. camps, excursions, incursions) do not incur direct costs to the school, nor cause the school to run at a loss.
Aims: 

To provide a fair and equitable refund system that does not cause financial loss to the school.
implementation:

· should an event be cancelled, refunds to parents/guardians are to be made by providing credit towards future costs. In the case of a student leaving the school, (such as a grade 6 student at the end of the year) forwarding electronic payment will be refunded to each parent/guardian, or may be credited to the sibling’s account that still attends the school.
· Should a parent/guardian seek a refund of excursion money because of the inability of the student to attend (for example, due to illness) credit will be provided for future services for the student, in accordance with the school refund policy and not by payment to the student. Accordingly, the parent/guardian will receive a family statement showing the adjustment.
· Before a school processes a refund, the original receipt is to be produced or the receipt number identified.
· Parents will be informed on the event notice if a deposit is non-refundable.
· Where the school is charged for the provision of a program or service as a bulk cost and not per head cost, no refund is able to be given.
· Where a “per head” fee is charged credit or refund may be able to be given.
· Where there is a combination of a bulk charge and a “per head” charge is an excursion e.g. visit to a zoo, bus charge is bulk cost, Entry fee is per head cost. Only the “per head” component may be refunded.
· All claims for reimbursements must be made within 14 days of the event.
· Points 3 and 4 to be included on all camps/excursions/visiting groups/services notices where there are changes
· Where non-refundable deposits have been paid, such as for swimming or camp, refunds are not able to be given
· Where an order for a “special lunch” has been placed and a child is absent on that day a refund will not be given. Drinks may be kept for the child’s return.
COmmunication
This policy will be communicated to our school community in the following ways:

· Available publicly on our school’s website 
· Made available in hard copy from the general office upon request
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