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DEFERRAL, EXTENSION, SUSPENSION, WITHDRAWAL AND CANCELLATION OF ENROLMENT POLICY 

PURPOSE 

ACTB is committed to providing students with clear and supportive processes to defer the commencement of 

their course, extend the duration of their enrolment, temporarily suspend their enrolment, withdraw from their 

training program, or manage the cancellation of their enrolment. This policy ensures that all such decisions are 

handled ethically, fairly and transparently, while aligning with compassionate or compelling circumstances and 

applicable regulatory requirements. 

SCOPE 

This policy applies to: 

• All staff and students of ACTB; and 

• All training and assessment, and enrolment business functions. 

LEGISLATION 

This policy is made under and must be read in conjunction with the following legislation and regulatory 

instruments: 

• Education Services for Overseas Students Act 2000 (ESOS Act) 

• National Code of Practice for Providers of Education and Training to Overseas Students 2018 (National 

Code 2018) — Standard 9 

• Education Services for Overseas Students Regulations 2019 

• Migration Act 1958 (Cth) — Student Visa (Subclass 500) conditions 

• ASQA Standards for Registered Training Organisations 2025 

DEFINITIONS 

Term Definition 

Deferral To delay the commencement of a course before the student has started. 

Extension To extend the enrolment period, up to a maximum of an additional year. 

Suspension To temporarily pause a student's enrolment once the course has commenced. 

Withdrawal When a student decides to permanently cease their enrolment in a course. 

Cancellation 
When ACTB ceases to provide any further training and assessment services to a student in 

respect of a particular enrolment. 

CoE 
Confirmation of Enrolment — a document issued by ACTB to international students as 

required under the ESOS Act. 

Special Circumstances 
Circumstances aligned with compassionate or compelling circumstances as defined under 

this policy 

Student Leave 

A temporary, approved absence from study of up to four (4) weeks that does not constitute 

a formal deferral or suspension. Student leave is intended for short-term circumstances and 

does not typically require reporting via PRISMS unless it impacts the student’s enrolment 

status under ESOS requirements. 
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RESPONSIBILITIES 

CEO or Delegate 

• Overall accountability for this policy and its implementation. 

• Approves suspensions and cancellations initiated by ACTB. 

• Reviews and decides on appeals related to suspension or cancellation decisions. 

RTO Manager / Administrator 

• Ensures compliance with legislation, regulations and ASQA Standards for RTOs 2025. 

• Processes student requests for deferral, extension, suspension or withdrawal. 

• Authorises refunds in accordance with the ACTB Fee and Refund Policy and Procedure. 

Student Services  

• Manages and coordinates requests with the RTO Manager and the student. 

• Communicates the process, outcomes and provides relevant documentation to students. 

• Maintains accurate and up-to-date records in the student's file. 

• Updates the student management system (PRISMS, where applicable) within required legislative 

timeframes and, for overseas students, after the appeals process is completed or the appeal period has 

expired. 

Trainers and Assessors 

• Provides support to students experiencing challenges that may lead to deferral, extension, suspension, 

withdrawal or cancellation, and upon their return. 

• Alerts the RTO Manager to any significant student concerns at the earliest opportunity. 

 

GENERAL PRINCIPLES 

ACTB observes and upholds the following when managing and administering this policy: 

• All processes related to deferrals, extensions, suspensions, withdrawals and cancellations are carried out 

in a fair, impartial and transparent manner. 

• The well-being and educational needs of students are prioritised by considering individual circumstances 

and providing tailored support. 

• Disruption to the student's study journey is minimised, and continuity of training and assessment is 

maintained wherever possible. 

• All requirements, timelines and outcomes are communicated clearly and promptly — including that the 

Deferral, Extension, Suspension or Withdrawal Form should be lodged at least 10 business days prior to 

the requested effective date, where practicable.  ACTB may accept late applications where compassionate 

or compelling circumstances or other reasonable grounds exist. 

Deferral, extension and suspension requests are accepted and assessed without prejudice, taking into account 

the personal circumstances of the student. An extension to the course duration may be granted in certain 

circumstances, including but not limited to: 

o Student visa delay (evidenced by communications and records from the Department of Home Affairs). 

o Compassionate or compelling circumstances, including but not limited to: 

i. Serious illness or injury (evidenced by a medical certificate from a registered medical practitioner); 

ii. Bereavement of close family members (evidenced by a death certificate or obituary); 

iii. Major political upheaval or natural disaster in the student's home country; 
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iv. A traumatic experience, including but not limited to: the involvement in or witnessing of a serious 

accident, or witnessing or being the victim of a serious crime (evidenced by police or psychologist's 

reports). 

o Where ACTB has implemented an intervention strategy and the student remains at risk of not meeting 

satisfactory course progress. 

o Student Leave (Up to 4 Weeks): ACTB may grant short-term student leave of up to four (4) weeks for 

minor or temporary circumstances that do not warrant a formal deferral or suspension. 

i. Such leave will be assessed on a case-by-case basis.  

ii. Supporting evidence may be required where appropriate.  

iii. Student leave will be recorded on the student’s file, but will not be treated as a suspension 

unless the duration exceeds four (4) weeks or impacts course progress or visa requirements.  

iv. Where the leave extends beyond four (4) weeks, the request must be processed as a formal 

suspension in accordance with this policy. 

International Students — Deferral of 28 Days or Longer: 

•  ACTB will advise the student that their student visa status may be affected and that they should seek 

advice from the Department of Home Affairs regarding their ability to remain in Australia during the 

deferral period. 

• The student must be notified that their student visa may be affected as a result of their deferral and that 

they should contact the Department of Home Affairs (phone: 131 881) for advice. 

ACTB-Initiated Suspension — Conditions: 

Where ACTB initiates a suspension of a student's enrolment, this will only occur after: 

• Three formal warnings have been issued, and continuous misconduct, misbehaviour or failure to comply 

with the Student Code of Conduct Policy persists; or 

• Serious misconduct, misbehaviour or misuse of resources has occurred. Where the serious misconduct is 

considered criminal, the student may be expelled. 

International Students — Suspension of 28 Days or Longer: 

• Any suspension period will be assessed in accordance with the ESOS framework, National Code 2018 and 

student visa requirements, and managed on a case-by-case basis. 

• If enrolment is suspended for more than 6 months, the student's visa may be cancelled by the Department 

of Home Affairs. 

• ACTB will advise the student that their visa status may be affected and that they should seek advice from 

the Department of Home Affairs regarding their enrolment and residency status. 

• The student must be notified that their student visa may be affected and that they should contact the 

Department of Home Affairs for advice. 

ACTB-Initiated Cancellation — Conditions: 

Cancellation is only initiated as a last resort, where: 

• The student has already been issued with three formal warnings and a suspension due to continuous 

misconduct, misbehaviour, misuse of resources or failure to comply with the Student Code of Conduct 

Policy; or 

• Criminal misconduct or behaviour occurs on ACTB premises or using ACTB facilities, resources and/or 

equipment; or 

• Non-payment of outstanding course fees and charges where fees have been overdue for 14 days, and the 

student has not made a resolution or entered into a payment plan with ACTB, even after a 20-business-
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day notice of cancellation has been issued, and where this action is consistent with the student’s written 

agreement and ACTB’s Fees and Charges and Fee and Refund Policy. 

• Where a withdrawal is successful, or a cancellation is not appealed, the student will be issued with a 

Statement of Attainment for any units already completed. 

• Where refunds are due as a result of a deferral, extension, suspension, withdrawal or cancellation, they are 

to be processed in line with the ACTB Fee and Refund Policy and Procedure in a timely manner. 

 

PROCEDURE A — STUDENT-INITIATED DEFERRAL, EXTENSION, SUSPENSION OR WITHDRAWAL 

 

Step 1 — Request Received 

1. The student lodges a completed Deferral, Extension, Suspension, Student Leave or Withdrawal Form via 

email to: admin@actb.com.au or sso@actb.com.au. The form must include the type of request, the reason, 

the proposed dates, and all supporting documentation (refer to the Evidence Requirements section below). 

2. Student Services reviews the form for completeness and speaks to the student to understand their reasons, 

ensuring they understand how the request may affect their learning journey and CoE. 

3. International students: Student Services must advise the student to contact the Department of Home 

Affairs (phone: 131 881) to discuss potential consequences for their student visa. 

4. Student Services acknowledges receipt of the form, informs the student of the process and advises that a 

decision will be provided within 20 business days. 

 

Step 2 — Documentation and Filing 

1. The request and all supporting documentation are recorded and saved in the student's file. 

2. If a hard copy was provided, it is to be scanned into the student's file. 

 

Step 3 — RTO Manager Review and Decision 

3. The Deferral, Extension, Suspension or Withdrawal Form is forwarded to the RTO Manager for review. 

4. The RTO Manager reviews and processes the form within 14 business days. 

 

Step 4 — If the Request is Approved 

5. Where an approved deferral, suspension or extension affects the expected course duration, ACTB will 

update PRISMS and issue a revised CoE where required. 

6. Student Services updates the student's file with the approval and all details. 

7. Within 10 business days, Student Services issues the student (and their parent or guardian if under 18) 

with: written correspondence confirming the decision; information on the Refunds Policy and Procedure 

(if applicable); an updated CoE Training Plan document; and a Payment Refund Form (if applicable). 

8. International students: The written correspondence must also include advice for the student to contact the 

Department of Home Affairs regarding how their student visa may be affected. 

9. When a completed and signed Payment Refund Form is returned, it is to be processed in line with the 

ACTB Refunds Policy. 

10. For deferrals, extensions and suspensions: The Trainer and Assessor are to provide support to the 

student throughout the deferral, extension or suspension, and upon their return. 

11. For approved student leave (up to 4 weeks), no change to CoE will be made unless required under ESOS 

legislation 
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Step 5 — If the Request is Denied 

12. Student Services updates the student's file detailing the rejection and the reasons for the rejection. 

13. The student is notified in writing of the decision and of ACTB's appeals process within 10 business days. 

14. The Trainer and Assessor provide support to the student to help them overcome the challenges that 

led to their request. 

 

Step 6 — Appeal 

15. Where the student is not satisfied with the decision, they may access the Appeals process in accordance 

with the ACTB Complaints and Appeals Policy and Procedure. 

16. The appeal must be lodged within 20 business days of receiving written notification of the outcome. 

17. Where an affected international student is not successful in their appeal to overturn a suspension 

decision, ACTB will inform the Department of Home Affairs via PRISMS as required under the ESOS Act. 

 

Step 7 — Issuance of AQF Certification 

18. Where a student withdraws, or their enrolment otherwise ceases, ACTB will issue AQF certification 

documentation for completed units in accordance with its Issuing AQF Certificates and Outcomes Policy. 

 

PROCEDURE B — ACTB-INITIATED SUSPENSION OR CANCELLATION 

 

Step 1 — Formal Notification Meeting 

19. When ACTB arrives at a decision to suspend or cancel a student's enrolment, the student is to be 

contacted in writing (via email) and invited to an in-person or online meeting within 20 business days to 

discuss their enrolment. The student is advised that they may bring a support person to the meeting. 

20. The meeting must take place before the suspension or cancellation is executed. 

 

Step 2 — Documentation Prepared 

21. Student Services prepares a formal written notification and all evidence that led to the decision. 

22. The written notification must clearly detail: the reasons for the suspension or cancellation (using 

compassionate, non-judgmental language and emphasising the steps taken to support the student prior 

to the decision); the date the suspension or cancellation takes effect; and, where it is a suspension, how 

long the suspension will be for. 

 

Step 3 — Formal Notification Meeting 

23. The RTO Manager, Trainer and Assessor attend the meeting with the student and their support person. 

24. The meeting is conducted in a compassionate and professional manner. During the meeting, the student 

is provided with the official suspension or cancellation notification; advised of the reason for and process 

leading to the decision; informed of their rights and obligations, including their right to appeal; counselled 

appropriately; and, where being suspended, informed of what ACTB will do to support them on their return. 

 

Step 4 — Appeal 

25. Where the student does not accept the decision, they may access the Appeals process in accordance 

with the ACTB Complaints and Appeals Policy and Procedure. 
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26. Where the student appeals, the suspension or cancellation does not take effect until the appeals process 

is completed. 

 

27. The appeal must be lodged within 20 business days of the student receiving written notification of the 

decision. 

28. Where an affected international student is not successful in their appeal, ACTB will inform the 

Department of Home Affairs via PRISMS as required under the ESOS Act. 

 

Step 5 — Issuance of AQF Certification 

29. Where the student does not appeal the enrolment cancellation, ACTB will issue AQF certification 

documentation in accordance with its Issuing AQF Certificates and Outcomes Policy. 

RECORDS 

All records related to deferral, extension, suspension, withdrawal and cancellation requests — including all 

supporting documentation, decision records, correspondence, and appeal outcomes — will be retained in the 

student's file for a minimum of two (2) years after the student ceases to be an accepted student at ACTB, and in 

accordance with ASQA Standards for RTOs 2025, other applicable legislative or regulatory requirements.. All 

records must be accurate, up to date and accessible to authorised staff and relevant regulatory authorities upon 

request. 

COMPLIANCE 

This policy aligns with: 

• ASQA Standards for RTOs 2025: Standard 2.1, 2.3, 2.8, 4.2, 4.3, 4.4 

• National Code 2018: Standard 8 (Overseas Student Visa Requirements), Standard 9 (Deferring, Suspending 

or Cancelling the Overseas Student's Enrolment) 

 

Failure to comply with this policy may result in: 

• For ACTB: breaches of legislation or regulatory requirements may result in financial penalties, loss of 

registration, reputation damage or regulatory enforcement actions. 

• For Staff: staff found to have knowingly or negligently failed to comply with this policy may face disciplinary 

action, up to and including termination of employment. 

• For Students: disruption to training and assessment services, financial losses and/or emotional distress 

from the mishandling of requests. 

CONTINUOUS IMPROVEMENT 

• Feedback from staff, students and industry stakeholders will be used to inform improvements to 

compliance processes and the effectiveness of operations. 

• An internal audit is to be conducted at least once per year to assess compliance with this policy and the 

relevant legislative and regulatory requirements. 

• Internal audit review questions should include: Are all requests assessed fairly and without prejudice? Are 

all forms and supporting documentation collected and stored in the student's file? Are students provided 

with timely, clear communication about outcomes? Is student well-being considered in all decisions? Are 

approved changes recorded in the Student Management System and PRISMS? Are students given the 

opportunity to appeal before a suspension or cancellation is finalised? 
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PUBLICATION 

This policy will be made available to staff, students and persons seeking to enrol at ACTB through publication 

on the College's website (www.actb.com.au). 

DOCUMENT CONTROL 

Date Rationale / Summary of Changes Actioned By 

April 2026 

Policy created for ACTB, aligned to ASQA Standards for RTOs 

2025, National Code 2018 Standard 9, and ESOS Act. Includes 

evidence requirements table, student-initiated and ACTB-

initiated procedures, and international student-specific 

provisions. 

ACTB Management 

 

https://www.actb.com.au/
mailto:info@actb.com.au

