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DEFERRAL SUSPENSION CANCELLATION WITHDRAWAL POLICY

1.0 PURPOSE

The purpose of this policy is to provide a clear and documented process for Global College
Australasia Pty Ltd (ACN 002 965 639, ABN 30 606 828 880, RTO ID 45088, CRICOS Provider
03564F), herein referred to as “GCA”, to assess, approve and record requests from overseas
students for the deferment of commencement of studies or suspension of studies.

GCA will ensure that all applications are appropriately assessed and that supporting
documentation, decisions and relevant evidence are retained on the student’s file.

GCA also recognises the importance of overseas students maintaining satisfactory course
progress, including completing and submitting required assessments. Where a student does
not maintain satisfactory course progress, the matter will be managed in accordance with
GCA’s Course Progression Policy and Procedures and applicable student visa requirements.

2.0 SCOPE

This policy and procedure, including the associated guidelines, applies to all international
students enrolled at GCA.

This policy and procedure relate to the applicable requirements of the 2025 Standards for
Registered Training Organisations (RTOs), including requirements relating to VET student
information and support, complaints and appeals, and the effective management of
student services and records, where applicable.

This policy and procedure also aligns with the

e Education Services for Overseas Students Act 2000 (Cth) — particularly s 19;

e Education Services for Overseas Students Regulations 2019 (Cth) — prescribed
reporting information;

e National Code of Practice for Providers of Education and Training to Overseas
Students 2018:

e Standard 7 — Overseas student transfers;

e Standard 8 — Overseas student visa requirements;

e Standard 9 — Deferring, suspending or cancelling enrolment; and

e Standard 10 — Complaints and appeals.

e Applicable Standards for RTOs and GCA's regulatory obligations as an RTO.

3.0 DEFINITIONS
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A. Deferral : Deferral means postponing the commencement of a course in which a student
is enrolled but has not yet commenced, to a later approved commencement date.

B. Suspension : Suspension means temporarily placing a student's enrolment on hold after
the course has commenced, with the intention of resuming studies at an approved future
date.

As a general guideline, the period of suspension should be between five weeks and six
months.

e GCA will generally not approve a suspension for a period exceeding six months. Where
a student requires a longer period, the student may be required to withdraw from the
course and reapply for enrolment at a later date.

e Where astudent requires an absence of less than five weeks, the student should apply
for approved leave in accordance with GCA's Approved Leave Policy and Procedure.

e The five-week and six-month periods are administrative guidelines only and do not
prevent GCA from approving a different period where justified by compassionate or
compelling circumstances and permitted by the ESOS framework.

C. Cancellation : Cancellation means the termination of a student's enrolment in one or more
courses initiated by GCA, in accordance with GCA's policies and procedures and applicable
regulatory requirements.

D. Withdrawal : Withdrawal means a student voluntarily chooses to discontinue their
enrolment in a course.

A student may withdraw from a course in order to:

e Transfer to another course offered by GCA;

e Transfer to another education provider, subject to applicable transfer requirements;
or

e Discontinue further study.

All requests for deferral, suspension or withdrawal must be submitted via email only and
assessed in accordance with GCA's applicable policies and procedures and relevant regulatory
requirements.

E. Compassionate or Compelling Circumstances

Compassionate or compelling circumstances are generally circumstances beyond the
student's control that have an impact on the student's course progress, attendance or
wellbeing.

These circumstances may include, but are not limited to:

e Serious illness or injury, where appropriate medical documentation confirms that the
student was unable to attend classes or continue their studies.
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e Bereavement of a close family member, such as a parent or grandparent. Where
possible, supporting documentation, such as a death certificate, should be provided.
e Major political upheaval or a natural disaster in the student's home country that
requires emergency travel and impacts the student's ability to continue their studies.
o Delay in receiving a student visa, resulting in the student being unable to commence
the course on the scheduled commencement date.
e A traumatic experience that has significantly affected the student's studies or
wellbeing, which may include:
o involvement in or witnessing a serious accident; or
o witnessing or being the victim of a serious crime.

The examples above are not exhaustive, and GCA will assess compassionate or compelling
circumstances on the individual facts and supporting evidence of each case

Where applicable, traumatic circumstances should be supported by appropriate evidence,
such as a police report, medical documentation or a report from a suitably qualified
professional.

GCA will assess each case individually and may request appropriate supporting evidence to
determine whether the circumstances are compassionate or compelling.

F. Student Misconduct

Student misconduct refers to behaviour that is inconsistent with the standards of behaviour
outlined in GCA's Student Handbook, Student Code of Conduct and other applicable policies
and procedures.

GCA is committed to providing a safe, respectful and supportive learning environment in
which all students have an equal opportunity to participate in and benefit from their

education and training.
Examples of unacceptable or disruptive behaviour may include, but are not limited to:

e Repeatedly disrupting or interrupting trainers, staff or other students.

e Smoking in designated non-smoking areas.

e Behaving disrespectfully towards trainers, staff, students or other persons.

e Bullying, threatening, intimidating or harassing another person.

e Using offensive, abusive or discriminatory language.

e Engagingin sexual harassment or other inappropriate conduct.

e Acting in an unsafe manner that places the student or others at risk.

e Refusing, without reasonable grounds, to participate in required learning or group
activities.

e Repeated or unexplained absence or late arrival where this is inconsistent with course
or attendance requirements.

e Failing to comply with reasonable directions given by authorised GCA staff.
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Student misconduct will be managed in accordance with GCA's applicable policies and
procedures. Depending on the nature and seriousness of the conduct, appropriate action may
be taken, including disciplinary action and, where applicable, suspension or cancellation of
enrolment.

G. CoE - Confirmation of Enrolment

CoE means Confirmation of Enrolment. It is an official document issued to an overseas
student confirming their enrolment in a CRICOS-registered course and contains information
relevant to the student's course and enrolment.

4.0 POLICY STATEMENT

4.1 GCA may permit an overseas student to defer the commencement of their studies or
temporarily suspend their enrolment, including an approved leave of absence, only in limited
circumstances and in accordance with applicable regulatory requirements and GCA policies
and procedures.

4.2 This policy and procedure outlines GCA's process for assessing, approving, recording and
managing the deferment of commencement or suspension of an overseas student's
enrolment in accordance with the Education Services for Overseas Students (ESOS) legislative
framework and the National Code of Practice for Providers of Education and Training to
Overseas Students 2018.

4.3 A student applying for a deferral, suspension or withdrawal must provide sufficient,
accurate and relevant supporting documentation to enable GCA to assess the application.
GCA may request additional information or evidence where required before making a
decision.

4.4 Relationship to the student signed Letter of Offer and Refund Policy

This policy and procedure must be read in conjunction with the student's signed Letter of
Offer and Written Agreement and GCA's Refund Policy and Procedure.

Where a student requests a deferral, suspension or withdrawal, any financial or refund
outcome will be determined based on the effective date of the request or decision, the
circumstances of the request, and the applicable terms and conditions contained in the
student's Letter of Offer/Written Agreement and GCA's Refund Policy and Procedure.

5.0 GCA-INITIATED DEFERRAL, SUSPENSION AND CANCELLATION

In accordance with the National Code of Practice for Providers of Education and Training to
Overseas Students 2018, GCA may defer or suspend a student’s enrolment where
compassionate or compelling circumstances exist, or may initiate the suspension or
cancellation of a student’s enrolment where grounds exist under the student’s Letter of Offer
and Written Agreement, GCA policies and procedures, or applicable regulatory requirements.
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Circumstances or grounds may include:
A. Compassionate or Compelling Circumstances

Where compassionate or compelling circumstances exist and are supported by appropriate
evidence, GCA may defer or temporarily suspend the student’s enrolment where appropriate.

B. Serious Student Misconduct

GCA may initiate suspension or cancellation where a student has engaged in serious
misconduct or behaviours that breaches GCA’s requirements.

Refer to the Learner Support Policy and Procedure, Student Code of Conduct, and other
applicable GCA policies and procedures.

C. Unsatisfactory Course Progress

Where suspension or cancellation relates to a breach of course progress or attendance
requirements, GCA will only take such action in accordance with Standard 8 of the National
Code 2018, including all applicable intervention, notification, complaints and appeals and
reporting requirements. Nothing in this Policy overrides the specific requirements applying to
course progress or attendance under Standard 8.

D. Non-Payment of Course Fees

GCA may initiate suspension or cancellation where a student has failed to pay tuition fees or
other applicable fees in accordance with their Letter of Offer and Written Agreement, agreed
payment arrangements, and applicable GCA policies and procedures.

5.1 GCA-INITIATED SUSPENSION OR CANCELLATION

Where GCA intends to suspend or cancel a student’s enrolment, GCA will provide the student
with formal written notice of the intended action, including the reasons for the proposed
suspension or cancellation.

The students will be provided with 20 working days to access GCA’s Internal Complaints and
Appeals process.

Where the student lodges an internal appeal within the required timeframe, GCA will not
implement the suspension or cancellation until the internal complaints and appeals process

A provider-initiated suspension or cancellation in line with Standard 9.6 of the National Code
will not take effect until the internal appeals process has been completed, unless GCA
reasonably determines that the overseas student's health or wellbeing, or the wellbeing of
others, is likely to be at risk. Where this exception applies, GCA may implement the
suspension or cancellation immediately but will continue to provide the student access to the
applicable complaints and appeals process and retain documentary evidence supporting the
decision. The student will be advised in writing of the final outcome and the effective date of
the suspension or cancellation.

GCA requires the notice to specify:
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1. proposed action on student enrolment;

2. reasons and factual grounds for this suspension or cancellation;

3. proposed effective date of suspension or cancellation;;

4. student's right to lodge an internal appeal;

5. the 20-working-day deadline for an appeal;

6. how and where to lodge the appeal;

7. that the action ordinarily will not take effect until the internal appeal is completed,;
and

8. any applicable exception concerning risk to students health or wellbeing.

Where GCA relies upon the Standard 9.6 health or wellbeing exception, the authorised
decision-maker must document the facts, evidence, risk assessment and reasons supporting
the determination that the student's health or wellbeing, or the wellbeing of others, is likely
to be at risk.

5.2 OUTCOME AND PRISMS REPORTING

Where the decision to suspend or cancel the student's enrolment is upheld following
completion of the applicable complaints and appeals process, GCA will update the student's
enrolment status in PRISMS, as required under the ESOS legislative framework and National
Code 2018.

GCA will ensure that the effective date and reason for the change to the student's enrolment
are accurately recorded.

5.21 ESOS Reporting Timeframes

GCA will report changes to an accepted student's enrolment through PRISMS within the
timeframes prescribed by section 19 of the Education Services for Overseas Students Act
2000 and the Education Services for Overseas Students Regulations 2019. Unless a shorter
statutory period applies, reportable events must be reported within 31 days. Where section
19 prescribes a 14-day reporting period for an accepted student under 18 years of age, GCA

will comply with that shorter period.

5.3 STUDENT VISA IMPLICATIONS

Students are advised that a deferral, suspension or cancellation of enrolment may affect their
student visa.

Whenever a deferral, suspension or cancellation action is taken, GCA will inform the overseas
student in writing of the need to seek advice from the Department of Home Affairs or legal
professional regarding the potential impact of the change in enrolment on their student visa
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5.4 RECORD KEEPING

GCA will retain appropriate documentary evidence relating to the assessment and decision to
defer, suspend or cancel a student's enrolment.

This may include the application or notice, supporting documentation, correspondence,
assessment and decision records, complaints and appeals documentation, and relevant
PRISMS records.

All documentation will be maintained in the student's official file and GCA's approved
electronic record-management system in accordance with GCA's record-keeping
requirements.

6.0 STUDENT INITIATED DEFERRAL, SUSPENSION or WITHDRAWAL

In accordance with the National Code of Practice for Providers of Education and Training to
Overseas Students 2018, a student may submit a formal request to GCA to defer the
commencement of their studies or temporarily suspend their enrolment, including a request
for an approved leave of absence where applicable.

GCA will assess each request individually and may approve a deferral or suspension where
appropriate supporting evidence demonstrates:

A. Compassionate or compelling circumstances
Circumstances beyond the student's control that have an impact on the student's ability to
commence or continue their studies.

B. Student visa delay
Where a delay in the granting of the student's visa prevents the student from commencing
their course on the scheduled commencement date.

All requests must be submitted in accordance with GCA's application process and supported
by appropriate documentary evidence. Approval is subject to GCA's assessment of the
circumstances and applicable regulatory and enrolment requirements.

6.1 STUDENT-INITIATED DEFERRAL PRIOR TO COURSE COMMENCEMENT

a) A deferral applies before the student commences their course and will only be considered
where the grounds for the request are acceptable and supported by appropriate evidence.
Where a deferral is approved, GCA will confirm the student's new commencement date and
manage any required changes to the student's Confirmation of Enrolment (CoE) in
accordance with applicable requirements.
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Where a student wishes to defer their course before the scheduled commencement date,
after a Confirmation of Enrolment (CoE) has been issued, the student must submit a formal
written request to GCA for consideration.

b) GCA will assess the student's request and supporting evidence. Grounds for deferral may
include, but are not limited to:

e Adelay in the granting of the student's visa;

e A student visa being granted too close to the scheduled course commencement date
to reasonably commence as planned; or

e Compassionate or compelling circumstances.

c) Once the deferral request has been assessed, GCA will advise the student of the outcome
in writing. Where applicable, the student will also be advised of any actions or conditions that
must be completed before the deferral can be finalised. These may include outstanding fee
obligations, completion of current academic requirements, or submission of outstanding
assessments, where relevant.

d) Where the deferral is approved and all applicable requirements and conditions have been
satisfied, GCA will issue the student with a new Letter of Offer showing the revised
commencement date and any other applicable changes.

e) The student must review, accept and sign the new Letter of Offer/Written Agreement as
required. Where a new CoE is required, it will then be issued by the Admissions Team in
accordance with GCA's processes and applicable requirements.

f) Where a student has already commenced their course, a request to temporarily suspend
their studies will be assessed in accordance with the applicable suspension provisions of this
policy, including consideration of compassionate or compelling circumstances and supporting
evidence.

6.2 SUSPENSION

6.2.1 STUDENT-INITIATED SUSPENSION OF ENROLMENT

A student who has commenced their course may request a temporary suspension of their
studies where compassionate or compelling circumstances exist or where otherwise
permitted under applicable GCA policies and regulatory requirements.

The student must formally submit the request in accordance with the DSCW Application and
Submission Procedure and provide sufficient and relevant supporting evidence to
substantiate the circumstances on which the request is based.

GCA will assess each request on its individual circumstances and merits, taking into
consideration the reason for the suspension, the supporting evidence provided, the
requested period of suspension and any impact on the student’s enrolment and expected
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course completion date.

Submission of a suspension request does not mean that the suspension has been approved.
Unless otherwise advised by GCA in writing, the student must continue to comply with their
existing enrolment, attendance, academic and financial obligations until GCA provides written
confirmation of the outcome.

Where a suspension is approved, GCA will advise the student in writing of the approved
suspension period, effective date, return date and any conditions or actions required before
recommencing studies.

An approved suspension will generally not exceed six months, subject to the circumstances
of the individual case and applicable regulatory requirements.

Where an approved deferral or suspension results in the student being unable to complete
the course within the expected duration stated on the existing CoE, GCA will assess and
manage any extension of course duration in accordance with Standard 8 of the National Code
and make the required PRISMS/CoE changes.

The student will be advised that suspension of their studies may affect their student visa and
that they should seek appropriate advice regarding any visa implications.

6.3 STUDENT WITHDRAWL

6.3.1 STUDENT-INITIATED WITHDRAWL

A student may request to withdraw their enrolment either before or after the course
commencement date. The withdrawal request must be formally submitted and processed in
accordance with the DSCW Application and Submission Procedure, the student's Letter of
Offer and Written Agreement, GCA policies and procedures, and applicable regulatory
requirements.

Submission of a withdrawal request does not mean that the student's enrolment has been
cancelled. Unless otherwise advised by GCA in writing, the student must continue to comply
with their existing enrolment, academic, attendance and financial obligations until the
withdrawal has been approved by GCA in writing.

GCA receives and processes the student's notification/request, determines its effective date
consistently with the Written Agreement and applicable law, deals with financial
consequences, transfer requirements and reporting.

International students will be advised that student withdrawal of their enrolment and
cancelling CoE may affect their student visa and that they should seek appropriate advice
regarding their visa circumstances.

A student may seek to withdraw in order to:
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e transfer to another course offered by GCA;
e transfer to another registered education provider; or
e discontinue further study.

A withdrawal request must be formally submitted and processed in accordance with the
DSCW Application and Submission Procedure, the student’s Letter of Offer and Written
Agreement, GCA policies and procedures, and applicable regulatory requirements.

A withdrawal request and a request for release to transfer to another registered provider are
separate processes. Approval or processing of a DSCW withdrawal request does not
automatically mean that a release will be granted or recorded in PRISMS.

Where a student intends to transfer to another registered provider, the transfer request will
also be assessed in accordance with GCA’s Student Transfer Policy and Procedure and the
applicable requirements of Standard 7 of the National Code 2018.

Withdrawal does not automatically waive or remove any tuition fees or other financial
obligations that have become payable. Any outstanding fees or refund entitlement will be
determined in accordance with the student’s Letter of Offer and Written Agreement and
GCA’s Refund Policy and Procedure.

Where the withdrawal is processed, GCA will confirm the effective withdrawal date in writing
and complete any required changes to the student’s enrolment records, Confirmation of
Enrolment (CoE) and PRISMS.

International students will be advised that withdrawal from their course may affect their
student visa and that they should seek appropriate advice regarding their visa circumstances.

Where the student is subject to the registered provider transfer restrictions under Standard
7, GCA will not treat approval or processing of a withdrawal as approval of a provider transfer.
Any request to transfer to another registered provider will be separately assessed and
recorded in accordance with Standard 7 and GCA's Student Transfer Policy and Procedure.

7.0 DSCW APPLICATION AND SUBMISSION PROCEDURE — DEFERRAL, SUSPENSION,
CANCELLATION AND WITHDRAWAL

This procedure applies to student requests for deferral, suspension, cancellation or
withdrawal (DSCW) from their enrolment with GCA.

a) Complete the DSCW Form

The student must complete the Defer, Suspend, Cancel and Withdrawal (DSCW) Form and
clearly identify the type of request being made.

The form may be obtained through GCA's approved student communication channels or by
contacting Student Support.

b) Assistance with the Application
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Students requiring assistance to access or complete the DSCW Form may contact or attend
Student Support.

GCA staff may assist the student to understand the application process and documentation
requirements; however, the student remains responsible for formally submitting their
completed application.

c) Formal Submission Requirement

The completed DSCW Form and all relevant supporting documentation must be emailed
directly to GCA Student Support at the designated Student Support email address.

The designated method of formal submission is email to Student Support. Where a student
provides a DSCW application or clearly communicates a request to another GCA staff
member, the staff member must promptly direct the student to the formal submission
process and, where appropriate because of urgency, vulnerability or exceptional
circumstances, refer the matter to Student Support

GCA staff will not accept documents on behalf of Student Support as proof that a DSCW
application has been submitted.

The student's email to Student Support will form part of the official evidence of submission
and will establish the date on which the application was formally received by GCA.

Students should retain a copy of their sent email, completed DSCW Form and supporting
documentation for their records.

d) Supporting Documentation
The student must provide sufficient and relevant supporting documentation where required.

Where the application is based on compassionate or compelling circumstances, appropriate
evidence must be provided to support the circumstances claimed.

GCA may request additional information or documentation where the evidence provided is
insufficient or further clarification is required.

e) Acknowledgement and Review

Student Support will record the application and forward it to the authorised GCA staff
member for review and assessment.

The authorised staff member will review the DSCW Form, supporting documentation and any
relevant enrolment, academic, attendance and financial information.

Where necessary, GCA may contact the student for further information or require the student
to attend a meeting to discuss the application.
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f) Assessment of the Application

GCA will assess each application on its individual circumstances and merits, taking into
consideration:

o the type and reason for the request;

e the information and supporting evidence provided;

e compassionate or compelling circumstances, where applicable;
e the student's enrolment and academic circumstances;

e applicable GCA policies and the student's Written Agreement;
e applicable ESOS and National Code requirements; and

e any other relevant circumstances.

Submission of a DSCW Form does not automatically mean that the request has been
approved.

g) Student Obligations While Awaiting a Decision

Unless otherwise advised by GCA in writing, the student must continue to comply with their
existing enrolment, attendance, academic and financial obligations while the application is
being assessed.

The student's enrolment will remain unchanged until GCA has assessed the application and
provided written notification of the outcome.

h) Financial Obligations and Refunds

A DSCW application does not automatically remove or alter the student's existing financial
obligations.

Any outstanding fees, tuition fee liability or refund entitlement will be determined in
accordance with the student's Written Agreement, Letter of Offer and GCA Refund Policy,
as applicable.

A DSCW application does not remove the student’s responsibility under the signed offer
letter, nor does it automatically waive or change any existing financial obligations.

Any outstanding fees, tuition liabilities, or refund entitlements will be assessed in accordance
with the student’s Written Agreement, Letter of Offer, and the GCA Refund Policy.

Once a student signs the offer letter, the tuition fees and payment terms become binding.
Any later decision not to attend or not to use the course does not change, reduce, or waive
the financial obligations set out in the signed letter of offer.

i) Written Outcome
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Once a decision has been made, GCA will advise the student of the outcome in writing.
Where the application is approved, the written outcome will identify, as applicable:

e the approved action;

o the effective date;

e the new commencement or return date;

e any conditions or further actions required;

e any relevant enrolment or CoE changes; and

e any other information the student is required to follow.

Where an application is not approved, GCA will advise the student of the decision and any
applicable review, complaint or appeal rights.

j) Student Visa Implications

GCA will advise international students that a deferral, suspension, cancellation or
withdrawal may affect their student visa.

Students are responsible for seeking appropriate advice regarding the possible effect of
changes to their enrolment on their visa.

k) PRISMS and CoE Management

Where required, GCA will record and report approved changes to the student's enrolment
through PRISMS in accordance with applicable ESOS and National Code requirements.

Where the approved change affects the student's commencement, study or expected
completion dates, GCA will manage the student's existing Confirmation of Enrolment (CoE)
and issue, amend or otherwise manage the CoE as required.

1) Record Keeping
GCA will retain relevant records relating to the DSCW application, including:

e the completed DSCW Form;

e the student's submission email;

e supporting documentation;

e records of meetings or discussions;

e assessment and decision records;

e correspondence with the student;

e the written outcome;

¢ relevant effective, commencement or return dates; and
e PRISMS and CoE actions, where applicable.
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Relevant information will be maintained in the student's official record and Student
Management System (VETtrak) in accordance with GCA's record-keeping requirements.

Please note that

e A DSCW application is considered formally submitted only when the completed form and
required supporting evidence have been received through the designated GCA Student Support
email channel.

e Submission of an application does not constitute approval. The student must wait for GCA's
written decision before treating the requested deferral, suspension, cancellation or withdrawal
as approved.

e The formal date of receipt by Student Support will be used by GCA when assessing the
application and, where relevant, determining associated administrative and financial
outcomes in accordance with the student's Letter of Offer/Written Agreement and GCA's
Refund Policy and Procedure

e All outstanding tuition fees and other applicable payments must be paid in accordance with
the student's Letter of Offer and Written Agreement up to the effective date on which the
deferral is formally approved by GCA.

e Submitting a deferral request does not suspend, waive or cancel the student'sexisting
payment obligations. The student remains responsible for all fees that become due under
their Letter of Offer and Written Agreement until the deferral is formally approved in writing
by GCA.

e Any fees, credits or refunds applicable following the approved deferral will be determined in
accordance with the student's Letter of Offer and Written Agreement and GCA's Refund Policy
and Procedure.

e [fthe fees payable for the withdrawal/cancellation of the COE remains unpaid and no
further communications are received from the student, till the timeline provided by GCA,
the withdrawal application gets dismissed and serves as a continuing enrolment and the
student must continue studying, maintain the course satisfactory progress and pay the
tuition fees as per their LOO.

8.0 ROLES AND RESPONSIBILITIES

8.1 GCA will retain all documentation relating to a student's deferral, suspension,
cancellation or withdrawal (DSCW) in the student's official record and relevant GCA systems.

Documentation may include:

e DSCW application forms;

e Supporting evidence;

e Emails and other correspondence;

e Records of meetings and discussions;

e Assessment and decision records;

e Complaints and appeals documentation;
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e Financial or refund information, where applicable;
e CoE and PRISMS records; and
e Any other documentation relevant to the decision.

8.2 Relevant discussions with the student, Student Support and other authorised GCA staff
regarding a DSCW matter must be appropriately documented. Meeting notes, file notes and

other relevant records must be retained in the student's file and/or recorded in the Student
Management System (VETtrak).

8.3 Student Support is responsible for receiving DSCW applications through the designated
Student Support email address, recording the application in the DSCW Register and
forwarding the application for assessment.

A form or supporting evidence provided to a trainer, assessor, reception staff member or
other GCA staff member is not considered formally submitted until it has been received
through the designated Student Support submission process.

8.4 The authorised GCA decision-maker is responsible for assessing the application and
supporting evidence, obtaining further information where required, and communicating the
outcome to the student in writing.

8.5 Authorised administrative staff are responsible for updating VETtrak, PRISMS and the
student's CoE, where required, following the approved decision and completion of any
applicable complaints and appeals process.

9.0 REPORTING PROCESS — GCA-INITIATED ACTION
Where GCA initiates a deferral, suspension or cancellation, the following process applies:

A. The relevant GCA staff member documents the matter and provides the DSCW record and
supporting evidence to Student Support.

B. Student Support records the matter in the DSCW Register and forwards the documentation
to the authorised GCA decision-maker for assessment.

C. The authorised decision-maker reviews the circumstances and available evidence. Relevant
matters may include the student's enrolment status, course progress, conduct, financial
obligations and other applicable GCA or regulatory requirements.

D. Where GCA intends to suspend or cancel the student's enrolment, the student will be
notified in writing of:

e The proposed action;
e The reasons for the proposed action;
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e The proposed effective date, where applicable; and
e The student's right to access GCA's Complaints and Appeals Policy and Procedure.

Where applicable, the student will be provided 20 working days to access the internal
complaints and appeals process.

E. Where the student accesses the complaints and appeals process within the applicable
timeframe, GCA will manage the student's enrolment in accordance with the applicable
regulatory requirements while the internal appeal is being considered.

Where extenuating circumstances relating to the welfare of the student apply, GCA may
take action in accordance with the applicable National Code requirements.

F. Once the applicable process has been completed, Student Support and/or authorised
administrative staff will:

e Retain the relevant documentation in the student's official record;

e Record the outcome in VETtrak;

e Update the DSCW Register;

e Update or report the student's CoE through PRISMS, where required; and
e Retain evidence of the action taken.

9.1 VISA REFUSAL DURING STUDY

Where GCA becomes aware that a student's visa has been refused after the student has
commenced their studies, GCA will review the student's circumstances and current study
rights before determining the appropriate action.

GCA will:

A. Contact the student and request relevant information and documentation regarding their
current visa status.

B. Where necessary, arrange a meeting with the student to discuss their circumstances.

C. Request evidence demonstrating that the student currently holds a visa or other lawful
status that permits them to continue studying in Australia.

D. Verify the student's current visa status and study rights through VEVO, where appropriate.

E. Where the student demonstrates that they continue to have lawful study rights, GCA will
record the evidence and manage the student's continued enrolment accordingly.
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F. Where the student cannot demonstrate continuing study rights, GCA will assess the
appropriate enrolment action in accordance with applicable regulatory requirements and
GCA policies and procedures.

GCA may record relevant progress notes in the student's file and Student Management
System, including:

1. Visa refusal notification received — student contacted and further information
requested.

2. Relevant visa/review documentation received — VEVO check completed and current
study rights confirmed, where applicable.

3. Review or appeal information recorded — follow-up date entered into the Student
Management System.

4. Final visa/review outcome received — appropriate enrolment action determined and
recorded.

GCA will not assume that lodging a visa review or appeal automatically provides study rights.
The student's current immigration status and study rights must be appropriately verified.

Where the student ultimately retains or obtains appropriate study rights, GCA will manage
the continuation of their studies accordingly.

Where the student no longer has appropriate study rights, GCA will take the required
enrolment and reporting action in accordance with applicable regulatory requirements.

10.0 REPORTING PROCESS — STUDENT-INITIATED REQUEST

Where a student initiates a deferral, suspension, cancellation or withdrawal request, the
following process applies:

A. The student must complete the DSCW Form and email the completed form, together with
all required supporting documentation, directly to the designated GCA Student Support
email address.

The application is considered formally received on the date it is received by Student Support.

Providing documentation to another GCA staff member does not constitute formal
submission.

B. Student Support will:

e Record the application in the DSCW Register;

e Confirm or record the date of receipt;

e Place the application and supporting evidence on the student's record; and
e Forward the application to the authorised GCA decision-maker.
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C. The authorised decision-maker will assess the request and supporting evidence, taking into
consideration the nature of the request and relevant academic, contractual, financial and
regulatory requirements.

Where necessary:

e Additional evidence may be requested;
e The student may be required to attend a meeting; and
e Relevant GCA staff may be consulted.

D. GCA will advise the student of the outcome in writing.
Where the request is approved, the student will be advised of:

e The decision;

e The effective date;

e Any conditions attached to the approval;

e Any effect on course duration or enrolment;
e Any outstanding financial obligations;

e Any CoE changes; and

e Any further action required.

Where the request is not approved, GCA will provide the student with:

e The decision and reasons;

e The intended course of action, where applicable; and

e Information about the student's right to access GCA's Complaints and Appeals Policy
and Procedure.

E. Submission of a DSCW application does not constitute approval. Until GCA provides written
confirmation of an approved change, the student must continue to meet their existing
enrolment, academic and financial obligations.

F. Where an internal complaints and appeals process applies, GCA will manage the enrolment
and reporting outcome in accordance with applicable regulatory requirements.

G. Following finalisation of the matter, Student Support and/or authorised administrative
staff will:

e Retain all relevant documents in the student's official record;

e Update the DSCW Register;

e Record the outcome in VETtrak;

e Update the student's CoE and/or PRISMS, where required; and
e Retain evidence of the final decision and reporting action.
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11.0 QUALITY ASSURANCE

GCA will periodically review the implementation of this policy and associated DSCW processes
to ensure that:

e Applications and GCA-initiated actions are processed consistently;

e Decisions are appropriately documented and supported by evidence;

e Required records are maintained;

e VETtrak and PRISMS records are updated where applicable;

e Students receive appropriate written notification;

e Complaints and appeals requirements are followed;

e Financial outcomes are managed consistently with the student's Letter of
Offer/Written Agreement and GCA's Refund Policy; and

e GCA continues to comply with applicable ESOS and National Code requirements.

The Quality Assurance Manager will oversee the review of this policy and report identified
compliance issues or required improvements to the CEO or other authorised senior
management.

The CEO and Quality Assurance Manager are responsible for overseeing the ongoing
compliance and effectiveness of this policy.

12.0 RELATED DOCUMENTS
This policy and procedure should be read in conjunction with, where applicable:

e GCA Letter of Offer and Written Agreement;

e Defer, Suspend, Cancel and Withdrawal (DSCW) Form;

e GCA Refund Policy and Procedure;

e GCA Student Transfer Policy and Procedure;

e GCA Complaints and Appeals Policy and Procedure;

e GCA Course Progression and Intervention Policy and Procedure;
¢ GCA Student Code of Conduct;

e GCA Student Handbook;

e GCA Approved Leave Policy and Procedure;

e GCA Fee Payment Schedule and relevant financial policies; and
e Relevant GCA student forms and administrative procedures.

13.0 POLICY REVIEW

This policy and procedure will be reviewed at least annually, or earlier where required due
to:

e Changes to legislation, regulatory standards or government requirements;
e Changes to the ESOS legislative framework or National Code;

e Changes to GCA's operations, systems or related policies;

e Findings arising from internal or external audits;
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e Identified compliance issues or complaints; or
e Opportunities for continuous improvement.

Any amendments will be appropriately approved, version controlled and communicated to

relevant GCA staff.
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