
 COUNCIL POLICY 
ENVIRONMENTAL HEALTH SERVICES PRO-RATA AND REFUND POLICY 
  

PURPOSE 

This policy provides direction on Council’s refund and pro-rata provisions for the early cancellation and 
mid-term licence applications for all eligible Environmental Health Services licences and registrations. 

SCOPE 

This Policy applies to: 

a) Eligible refund requests for Council fees and charges incurred by the applicant for a licence or 
registration under the Food Act 2003 or the Public Health Act 1997; and 

b) Eligible applications made for annual licenses and registrations under the Food Act 2003 or the Public 
Health Act 1997 after the start of the currency period (e.g. food businesses applications made after July 
1 each year). 

It does not apply to licences and registrations other than those issued by Environmental Health Services. 
This policy should be read in conjunction with the ‘Schedule of Fees and Charges’ adopted by Council 
annually and any explanatory notes that accompany that schedule. 

RELATED DOCUMENTS 

Not applicable 

STATUTORY REQUIREMENTS 
 

Acts Local Government Act 1993 (Tas) Section 207 

Regulations Not applicable 

Australian/International 
Standards 

Not applicable  

 

DEFINITIONS 
 

Acceptable Forms of Identification means any form of identification recognised as main proof of identity 
by the Tasmanian Government - Consumer, Building and Occupational Services.  

Currency Period means the defined term of the licence, or registration (e.g. 1 July to 30 June). 

Eligible means refunds and applications made by businesses for a licence or registration under the Food 
Act 2003 or the Public Health Act 1997 that require ongoing regulation/inspections during the currency 
period. 

Person includes an individual, company or State Government agency. 
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Pro-Rata means a portion of a standard currency period e.g. a yearly license (12 months). 

POLICY STATEMENT 

Council’s Environmental Health section is responsible for approving various licences and registrations. 
These approvals usually require an annual renewal and attract a Council fee. As businesses close or 
proprietors leave, requests are often made for refunds. Generally, most costs incurred for issuing licences 
and registrations are consumed up front by initial inspections, administration, and processing costs. 
Therefore, these factors must be considered when calculating refunds or pro-rata amounts for 
applications made after the initial application period. This policy provides direction on Council’s pro-rata 
and refund provisions for the early cancellation of all eligible Environmental Health Services licences and 
registrations. 

Refunds generally 

1. All refund requests must be made by completing the application form in Attachment - A and submitted 
to Council. Verbal requests will not be accepted; and  

2. Refunds will only be provided to the person who paid the fee. The person must attach a copy of their 
proof of payment and an acceptable form of identification to the application form; and  

3. If a refund application is made within 6 months of the start of the currency period, the person will be 
entitled to a refund of 50% of the application fee; or 

4. Refund applications made after 6 months of the start of the currency period will not be entitled to any 
refund.  

For example:  

If a food business owner paid $350 for a food business application and applied for a refund 3 months into their 
licence period, they would be eligible for a $175.00 refund e.g. $350 – $175 (50%) = $175. 

Pro-rata licence/registration application fees 

1. Pro-rata provisions are only available for eligible licences and registrations under the Food Act 2003 
or the Public Health Act1997.  

2. If an application is made at any time within the first 6 months of the currency period, the full fee will 
be payable; and  

3. If an application is made at any time within the last 6 months of the currency period, 50% of the full 
fee will be payable. 
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Attachment A: ENVIRONMENTAL HEALTH REFUND FORM 

 
Applicant Details 
Title  Given Name/s  Family Name 
     

Business Name 

 

Postal Address  
 

Mobile Number  Email Address  
   

 
Refund Reason 
 

 

 

 
Bank Details for Refund 
Bank Account Name 
 

 

BSB  Account Number  
   

 
Applicant Declaration 
Please Note: A copy of your drivers’ licence, must be included as per the Environmental Health 
Services Pro-rata and Refund Policy. 

Applicant Name  Applicant Signature  Date 

    /               / 

 
Privacy Notice: Council collects personal information to carry out its operations as a Tasmanian Local Government.  This 
personal information may be used for other purposes permitted by law. The information may be shared with contractors 
and agents of the Council for this purpose, law enforcement agencies, courts and other organisations. You do not have to 
provide your personal information but if full information is not provided the Council may be unable to action your 
application or request. You can find out more about how the Council manages personal information and how you can 
request access or corrections to it in the Council’s Privacy Policy available on the Council website or on request. 
 

Office Use Only 
Received By  Initial Application Amount   

  $   

Approved By  Refund Amount  EFT Transfer 

  $  10.9000.9000.99089 
 


