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1.0 Purpose

This policy states how and in what circumstances Austech Institute for Further 

Education will defer, suspends or cancels a student’s enrolment.

This policy is intended to ensure compliance with Standard 13 of the National 

Code 2007.

2.0 Scope

This policy applies to both requests from students and decisions initiated by the 

management of Austech Institute for Further Education regarding deferral, 

suspension or cancellation of enrolment. It covers the grounds on which a 

student’s enrolment may be deferred, suspended or cancelled, the evidence 

that may be required to justify such a decision, and the procedures for 

informing students of decisions and appeal processes open to them and for 

reporting changes in enrolment status to DEEWR.

2.1 Grounds for deferral, suspension or cancellation of enrolment

Student requests for deferral

Deferral of studies by international students is permitted only in compassionate 

or compelling circumstances such as serious illness or bereavement. Students 

will be required to provide evidence of the compassionate or compelling 
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circumstances.  The maximum period of deferral or suspension is one six 

months.

Academic misconduct

All students are expected to maintain high standards of academic honesty and 

integrity. Academic misconduct is defined as attempts by students to cheat, 

plagiarize or otherwise act dishonestly in undertaking an assessment task, or 

assisting other students to do so. Students are considered guilty of academic 

misconduct if they seek to gain advantage by unfair means such as copying 

another students’ work, or in any way mislead a lecturer or tutor about their 

knowledge, ability, or the amount of original work they have done. Repeated 

or serious instances of academic misconduct may be punished by suspension or 

cancellation of a student’s enrolment.

General misconduct

Students are expected to respect other students, staff and property so that 

learning and teaching can take place freely, safely and without impediment 

due to the misconduct of others.

General misconduct is where a student: acts dishonestly; harasses other 

students or staff; interferes with students or staff; prevents or disrupts 

learning; disobeys/fails to comply with contractual or legal requirements; 

misuses, damages or steals Austech Institute for Further Education property or 

the property of others; alters/defaces Austech Institute for Further Education

documents or records; prejudices the good name of Austech Institute for 

Further Education, or otherwise acts in an improper manner.
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Austech Institute for Further Education will report all criminal acts committed 

by its students to the relevant authorities.

The CEO, Austech Institute for Further Education may with impose the penalty 

of expulsion from Austech Institute for Further Education in the case of 

physical or verbal abuse of students or staff of Austech Institute for Further 

Education, repeated or severe misconduct, or criminal acts.

Notification and appeal
1. Students must be notified in writing of penalties as a consequence of either 

general or academic misconduct; 

2. The grounds for appeal are:

○ procedural irregularities, and/or

○ factual errors on which the decision was based and which were of such 

magnitude as to invalidate the decision; 

3. Appeals must be lodged in writing with the ACEO within 20 days of the date 

of the student being notified of the consequence.  The process will 

commence within 10 working days of the date of receipt of the student’s 

appeal. Enrolment will not be suspended or cancelled until the internal 

appeals process is exhausted, unless extenuating circumstances apply.
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3.0 Roles and responsibilities

Administration Staff:

1) To receive requests for deferral or suspension of enrolment and appeals 

against decisions to suspend or cancel enrolment from students or agents 

and forward them to the ACEO;

2) To place completed forms and other relevant documents on student 

files.

ACEO:

1) To assess requests from students for deferral or suspension of enrolment 

and evaluate the evidence presented in support of such requests;

2) To decide on the imposition of suspension or cancellation of enrolment 

as a punitive or security measure;

3) To evaluate appeals against decisions on deferral or suspension of 

enrolment; 

4) To notify DEEWR via PRISMS of deferrals, suspensions or cancellations of 

enrolment;

5) To monitor AIFE procedures in relation to deferral, suspension and 

cancellation of enrolment for compliance with Standard 13 of the 

National Code 2007.
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4.0 Procedure

Student request for deferral or suspension of enrolment

1. Student submits a written request for deferral or suspension, and 

supporting evidence, to Administration Staff;

2. Administration Staff record receipt of request and forward to ACEO;

3. ACEO assesses request and evaluates supporting evidence presented;

4. ACEO records decision on student diary in database;

5. ACEO notifies DEEWR via PRISMS if request is granted;

6. ACEO informs student of decision and of their right to access AIFE 

Complaints and Appeals Process if request is refused;

7. Upon return to class, student provides any further supporting evidence 

requested by ACEO and consults Course Co-ordinator regarding units 

missed and measures to be taken to make up for missed training and 

assessment;

8. Course Co-ordinator advises student and ACEO if extension of course 

will be required.

4.1 Procedure

Suspension or cancellation of enrolment initiated by AIFE

1. Trainer or other staff member reports student misconduct to ACEO;

2. ACEO decides on appropriate disciplinary action; 

3. ACEO informs student of intended action and of their right to access AIFE 

Complaints and Appeals Process;
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4. If  student chooses not to access AIFE Complaints and Appeals Process, 

outcome of process supports original AIFE decision, or ‘extenuating 

circumstances relating to the welfare of the student’ are deemed to apply, 

ACEO implements decision via PRISMS; 

5. Administration Staff place hard copy of PRISMS page, Complaint Form and 

other relevant documents on student file. 

5.0 Reports

At the end of each year, the ACEO generates a report on all deferrals, 

suspensions and cancellations of enrolment for that year. The report may 

includes recommendations for improvements to this policy and procedure.

6.0 Policy Context

This policy should be read in conjunction with:

�x AIFE Organisation Chart 

�x AIFE Student Handbook 

�x AIFE Complaints and Appeals Process

�x AIFE Complaint Form B

�x Standard 13, National Code 2007 (see Appendix)
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7.0 Appendix

Standard 13 – Deferring, suspending or cancelling the student’s enrolment 
Outcome of Standard 13 

Registered providers may only enable students to defer or temporarily 
suspend their studies, including granting a leave of absence, during the 
course through formal agreement in certain limited circumstances. 

13.1 The registered provider must have in place documented procedures for 
assessing, approving and recording a deferment of the commencement of study 
or suspension of study for the student, including keeping documentary evidence 
on the student’s file of the assessment of the application. 

13.2 The registered provider can only defer or temporarily suspend the 
enrolment of the student on the grounds of: 
a. compassionate or compelling circumstances (e.g. illness where a medical 
certificate states that the student is unable to attend classes), or 
b. misbehaviour by the student. 

13.3 The registered provider must: 
a. inform the student that deferring, suspending or cancelling his or her 
enrolment may affect his or her student visa, and 
b. notify the Secretary of DEEWR via PRISMS as required under section 19 of the 
ESOS Act where the student’s enrolment is deferred, temporarily suspended or 
cancelled. 

13.4 The registered provider must inform the student of its intention to 
suspend or cancel the student’s enrolment where the suspension or 
cancellation is not initiated by the student and notify the student that he or 
she has 20 working days to access the registered provider’s internal complaints 
and appeals process as per Standard 8.1. 
If the student accesses the registered provider’s internal complaints and 
appeals process, the suspension or cancellation of the student’s enrolment 
under this standard cannot take effect until the internal process is completed, 
unless extenuating circumstances relating to the welfare of the student apply. 
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Figure 1: Procedures Figure 1: Procedures


