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Policy Context 
 

Registration Manager Australian Skills Quality Authority (ASQA) 

Conditions of Registration VET Quality Framework (VQF); ESOS / CRICOS requirements 
where applicable 

Codes and Standards 
ESOS National Code 2018 – Standard 9 (Deferring, 
suspending or cancelling the overseas student’s enrolment); 
related complaints and appeals requirements where applicable 

Legislation or Other 
Requirements 

National Vocational Education and Training Regulator Act 
2011; Education Services for Overseas Students Act 2000 

 

1. Purpose 
The purpose of this policy and procedure is to ensure that MBC has documented processes for 
assessing, approving and recording a deferment, suspension or cancellation of a student’s enrolment. 

It also sets out student access to complaints and appeals mechanisms where MBC initiates a 
suspension or cancellation of enrolment against a student’s wishes. 

2. Objective 
The objective of this policy and procedure is to ensure that MBC: 

• provides clear guidelines for deferring, suspending or cancelling student enrolments in accordance 
with applicable requirements; 
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• defines the obligations of MBC and the enrolled student for the duration of the enrolment; 
• sets out the process for assessing, approving and recording a deferment of commencement, 

suspension of study or cancellation of enrolment; and 
• informs students before enrolment of the grounds on which their enrolment may be deferred, 

suspended or cancelled. 

3. Scope 
This policy applies to all prospective and enrolled students. 

4. Policy Statement 
MBC is committed to maintaining compliance with all regulatory, legislative and contractual 
requirements relating to student enrolment status. 

MBC will: 

• support students to complete their course within the expected duration where possible; 
• consider requests for deferment or suspension where compassionate or compelling circumstances 

exist; 
• implement intervention strategies where relevant for students at risk of not meeting satisfactory 

course progress; and 
• apply approved deferment, suspension or cancellation processes fairly, consistently and with 

appropriate records. 

5. General Process 
 

Policy Aspect MBC Implementation 

Compliance with 
legislation and general 
requirements 

MBC management and staff will assess and record all 
deferments, suspensions and cancellations of study, ensure 
students are informed of their rights to appeal, and provide 
appropriate care and support where required. This policy and 
procedure outlines the grounds on which a student’s enrolment 
may be deferred, suspended or cancelled. 

Deferment / Suspension 

To defer or suspend enrolment means to temporarily put studies 
on hold. A student may request deferment or suspension on the 
grounds of compassionate or compelling circumstances. MBC 
may also initiate a suspension of enrolment due to student 
misbehaviour in accordance with this policy and procedure. 

 

6. Student Initiated Deferral, Suspension or Cancellation 
Students may be able to temporarily defer the commencement of their studies or suspend their 
enrolment after commencement where they have a genuine reason to do so. 

MBC will only approve a temporary deferment or suspension on the grounds of compassionate or 
compelling circumstances. Examples may include serious illness or injury supported by a medical 
certificate, bereavement of a close family member, major political upheaval or natural disaster, 
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traumatic experiences supported by appropriate evidence, or where MBC is unable to offer a 
prerequisite unit. 

These examples are not exhaustive. The CEO or authorised delegate will assess each case on its 
merits and consider the documentary evidence provided. Copies of supporting documents must be 
retained on the student file. 

Student-initiated deferral or suspension requirements 
A student wishing to defer commencement must apply before the course starts. 

A student wishing to suspend studies after commencement must complete the approved Deferment / 
Leave Application and submit it to the Student Support Officer (SSO). Where possible, the student 
should discuss the application with the SSO. 

The application must set out the compassionate or compelling circumstances and attach supporting 
evidence. 

Outstanding fees may affect whether an application is approved, subject to any payment 
arrangements accepted by MBC. 

Deferment or suspension request responses 
The SSO / Administration will review applications and determine whether they are approved or 
rejected in consultation with the CEO where required. 

Students will be informed in writing of the outcome of their application, normally within 10 working 
days of assessment. 

If an application is rejected, the written outcome will advise the student of their right to access MBC’s 
complaints and appeals process. 

All application records, evidence and outcomes must be maintained on the student file and relevant 
systems. 

Student-initiated cancellation 
A student may request cancellation of enrolment where they decide to discontinue studying with MBC. 

Students wishing to cancel their enrolment must complete the Course Withdrawal / Cancellation form 
and submit it to the SSO. Where possible, the student should discuss the request with MBC before 
finalisation. 

Students will be required to refer to their written agreement and the Fees and Refunds Policy and 
Procedure for applicable refund arrangements. 

If a cancellation request is rejected, the written outcome must advise the student of their appeal rights. 

7. Provider Initiated Deferral, Suspension or Cancellation 
MBC may defer an enrolment where a course is not being offered at the proposed date or site, or for 
another reason that makes delivery impossible or inappropriate. In such cases, MBC will manage the 
matter in accordance with the written agreement and the Fees and Refunds Policy and Procedure. 

MBC may suspend or cancel a student’s enrolment for reasons including non-payment of fees or 
student misbehaviour. 
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Examples of provider-initiated suspension or cancellation grounds 
Examples may include disrespectful or discriminatory behaviour, intimidation of staff or students, 
refusal to work in a safe and orderly environment, damaging or misusing MBC property, criminal 
actions, failure to pay fees when due, failure to make satisfactory course progress where this is 
managed under the relevant course progress policy, or other actions deemed unsuitable by the CEO. 

Provider-initiated process and appeal rights 
Before imposing a suspension or cancellation of an overseas student’s enrolment, MBC must inform 
the student in writing of the intention to suspend or cancel, the reasons for the proposed action, and 
the student’s right to appeal through MBC’s internal complaints and appeals process within 20 
working days. 

Where a deferral, suspension or cancellation affects an overseas student, MBC must also inform the 
student that the change may affect their student visa and that they should seek advice from the 
Department of Home Affairs or their registered migration adviser. 

Any reportable change must be recorded in PRISMS in accordance with ESOS requirements. 

Suspension or cancellation responses 
When misconduct or another triggering issue is reported, the SSO or CEO will validate the 
information, seek further details where necessary, maintain procedural fairness, and determine 
whether suspension or cancellation is warranted. 

The student must be informed in writing of any decision to suspend or cancel enrolment and advised 
that they have 20 working days to appeal. 

If the student lodges an appeal, the suspension or cancellation will not take effect until the internal 
appeals process is completed, unless the student’s health or wellbeing, or the wellbeing of others, is 
likely to be at risk. 

All documentation relating to the matter must be retained on the student file. 

8. Procedure for Re-enrolment 
If a student wishes to re-enrol at MBC after withdrawing or being cancelled from a course, the student 
must submit a new Application for Enrolment to the Student Support Officer. 

Each application will be considered on a case-by-case basis and the student will be advised of the 
outcome in writing. 

9. Procedure Steps 
 

Ste
p 

Procedure Responsibility Reference 

1 

The Student Support Officer / Administration 
reviews the request, checks that sufficient 
supporting evidence has been provided, and seeks 
clarification or additional evidence where needed. In 
uncertain cases, advice is obtained from the CEO or 
other senior staff member. Where the request 
involves a transfer between courses, the relevant 

Student Support 
Officer / 
Administration, in 
consultation with 
CEO 

Deferment / Leave 
Application; Course 
Withdrawal / 
Cancellation Form; 
Complaints and 
Appeals Policy and 
Procedure 
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enrolment processes must also be completed. All 
request documents, evidence and outcomes are 
stored on the student file and in approved systems. 
Where a request is refused, the student is advised 
in writing and informed of the right to appeal. 

2 

The Student Support Officer / Administration 
discusses the request and proposed outcome with 
the CEO / PEO where approval, rejection or further 
action is required. 

Student Support 
Officer / 
Administration; CEO / 
PEO 

Internal 
consultation and 
approval process 

3 

All requests and outcomes, including any approved 
deferment, suspension or cancellation, are recorded 
in the student management system and the student 
file. PRISMS reporting is completed where required 
for overseas students. 

Administration / 
Authorised Staff 

Student 
Management 
System; PRISMS 
where applicable 

 

10. Continuous Improvement 
This procedure is designed to ensure that trends, repeat issues and compliance matters relating to 
deferment, suspension and cancellation are identified through management review and used to 
support continuous improvement. 

11. Confidentiality and Privacy Statement 
For more information, refer to MBC’s Privacy and Confidentiality Policy. Records created under this 
policy and procedure will be handled and stored in accordance with approved privacy and records 
management requirements. 

12. Publication 
This policy and procedure, once approved, will be available to relevant staff and students through 
approved MBC document locations, the intranet, the website where appropriate, or on request. It will 
also form part of information communicated during staff orientation and relevant student information 
processes. 

13. Review Processes 
This policy and procedure will be reviewed annually by the CEO or authorised delegate. Approved 
changes will be documented in version control records, communicated to relevant staff, and uploaded 
to approved document locations. 


