
Parent makes a request for a 
refund to admissions director 

or Chief Operating Officer

Parent advised that no 
refund is payable

Determine refund per 
ICS refund policy

Parent contacted to 
confirm method of 

payment

P&O 4.4.1.2001 Refund Procedure  

FINANCE OFFICER CHIEF OPERATING OFFICER PARENT      

P&O 4.2.1.2001 Contract 
Procedure for New Students

or
P&O 4.2.1.2004 Contract 
Procedure for Transferring 

Students Between Grades or from 
Part-Time to Full Time                         

or                                                
P&O 4.2.1.2006 Contract 
Procedure for Transferring 
Students From Full-Time to 

Part-Time

Payment 
within  

7 
days 

of 
parent 
request

Parent advised of 
refund amount

P&O 4.2.1.2001 Contract 
Procedure for New Students

or
P&O 4.2.1.2004 Contract 
Procedure for Transferring 

Students Between Grades or from 
Part-Time to Full Time                         

or                                                
P&O 4.2.1.2006 Contract 
Procedure for Transferring 
Students From Full-Time to 

Part-Time

Payment made to 
parent

Fee Protection Service 
provider notified to 

adjust or cancel FPS 
insurance

(at end of term by 
registrar)

CHANGE HISTORY
Process Owner: Advancement Director
Approving Authority: Chief Operating Officer
Version :: Effective Date:: Description of Change :: Meeting Minutes
001 :: 14 Nov 2018 :: Initial Release :: Admin meeting minute 14 Nov 2018
002 :: 29 Jul 2020 :: Updated process owner from admissions director to advancement director and added reference to 4.2.1.2006 :: 
Admin meeting minutes 29 Jul 2020
003 :: 07 Jun 2023 :: Update policy number to align with GD4 :: Admin meeting min
004 :: 12 Dec 2023 :: Business Manager title updated to Chief Operating Officer :: Admin Meeting Min 12DEC2023

Refund 
Due

No

Yes

Refund payment 
approved

Sarah Goh
Advancement should not be process owner
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