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1. Copyright Disclaimer 

Not applicable. 

2. Document Control 

 

Owner Registrar 

Stakeholders All students and staff 

Approving Body Academic Board 

 

Version History 

Version Date Description 

Draft Version 0.1 1st October 2020 Provided by Higher Education Leadership Institute (HELI). 

Draft Version 0.2 15th March 2022 Contextualised to Nova Anglia College requirements by Ms. Harpreet Kaur. 

Draft Version 0.3 27th June 2022 New template applied by Ms. Carmen Ralph. 

Draft Version 0.4 28th July 2022 

Amended by Ms. Carmen Ralph as per the Executive Management 
Committee meeting minutes as follows: updated Section 6.2.2 
(Suspension of Enrolment) to include provisions for student leave of 
absence; and added a definition for “leave of absence”. 

Version 1.0 29th September 2022 Approved without amendments by the Academic Board. 

Version 1.1 3rd November 2022 

Amended by Ms. Carmen Ralph as per the minutes of the Executive 
Management Committee meeting as follows: added Item 6.2.2.11 to 
include information about advising students of the outcome of their 
request for a leave of absence.  

Version 1.2 7th November 2022 

Amended by Ms. Carmen Ralph as per the minutes of the Executive 
Management Committee meeting as follows: updated Key Procedural 
Points 6.3.1, 6.3.2 and 6.3.3 with information regarding the Notice of 
Intention to Suspend or Cancel Enrolment Due to Student Failure to 
Maintain Satisfactory Course Progress, the Notice of Intention to 
Suspend/Cancel Enrolment Due to Student Breach of Academic 
Integrity/Student Breach of Code of Conduct/Failure to Pay Tuition/Non-
Tuition Fees and the Notification of Immediate Suspension/Cancellation 
of Enrolment Due to Student Breach of Academic Integrity/Student 
Breach of Code of Conduct; added Item 6.3.4 to provide information 
about Nova Anglia College’s obligations under Standard 9.6 of the 
National Code 2018; and updated Section 9 (Related Documents). 

Version 1.3 29th November 2022 

Amended by Ms. Carmen Ralph as per the minutes of the Board of 
Directors meeting as follows: changed the campus address from Suite 28, 
Level 3, 240 Queen Street, Brisbane City QLD 4000 to 29 Amelia Street, 
Fortitude Valley QLD 4006. 

Version 1.4 09th May 2023 
Grammatical rectification done by Harpreet Kaur as per guidelines of 
External Auditor Dr John Capper. 

Version 1.5 20th March 2024 Added Provider ID and updated header. 



 

Student Deferral, Suspension, Withdrawal or Cancellation Policy and Procedure This document is uncontrolled when printed. 

Version: V1.7   |     Date: June 2026 Page 4 of 9 

 

Version 1.6 20th August 2025 CRICOS code added. 

Version 1.7 15th June 2026 
Updated current terminology of Genuine Student (GS) assessment, 
rather than Genuine Temporary Entrant (GTE). 

 

3. Approval, Publication and Review  

3.1  Approval  

This Student Deferral, Suspension or Cancellation Policy and Procedure was reviewed with amendments by the 
Executive Management Committee in the meeting held on 28th July 2022. Further, this document was approved 
without amendments by the Academic Board in the meeting held on 29th September 2022. Recent amendments 
were approved by the Executive Management Committee in the meetings held on 3rd November 2022 and 7th 
November 2022. 

3.2  Publication 

This Student Deferral, Suspension or Cancellation Policy and Procedure will be made available to individuals, including 
current and prospective students seeking to enrol in Nova Anglia College, by publication on the website at 
www.nac.edu.au. Alternatively, a copy of this document can be requested by contacting the Registrar Office at 
registrar@nac.edu.au. 

3.3  Review 

This Student Deferral, Suspension or Cancellation Policy and Procedure is subject to change and will be reviewed at 
least once per year with no gap of three years or more between two consecutive reviews.  

Next review date: March 2027 

4. Purpose 

Nova Anglia College (hereinafter referred to as “NAC”) puts the well-being of students at the centre of its teaching 
philosophy. While NAC recommends that students undertake their studies in a continuous and regular sequence, it 
also recognises that there are circumstances where students may need to defer before the commencement of their 
studies, or they may need to suspend or cancel their studies to deal with personal issues. This document explains 
the process for student deferral, suspension or cancellation in such circumstances. 

For the purposes of this policy the term suspension also includes a leave of absence.  

5. Scope 

The scope of this document includes all students and staff at NAC. 

6. Procedure 

The following procedure of deferring, suspending or cancelling a student’s enrolment at NAC must be followed in 
the cases of: 

• Provider default; 

• Student-initiated deferral, suspension or cancellation of their enrolment; and 

• NAC-initiated deferral, suspensions or cancellations of enrolment of a student. 

http://www.nac.edu.au/
mailto:registrar@nac.edu.au
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6.1  Provider Default 

In the unlikely event that NAC is unable to deliver a course in full, students will be offered a refund of all the course 
money they have paid to date. The refund will be paid to the students within two (2) weeks of the day on which the 
course ceased being provided.  

The assurance of tuition fees is further explained in the Tuition Assurance Framework. 

6.2  Student-Initiated Deferral, Suspension or Cancellation of Enrolment 

Students can submit a request to defer, suspend or cancel their enrolment on the following grounds:  

• Visa delay; 

• Compassionate and compelling circumstances; or 

• Unavailability of a course or a unit.  

The compassionate and compelling circumstances are generally beyond the control of the student, have an impact 
on the student’s course progress or wellbeing and could include, but are not limited to: 

• Serious illness or injury, where a medical certificate states that the student was or will be unable to attend classes; 

• Bereavement of close family members such as parents or grandparents (where possible death certificates 
should be provided);  

• Major political upheaval or natural disaster in the home country requiring emergency travel and this has 
impacted on the student’s studies; or  

• Traumatic experiences which could include involvement in, or witnessing a serious accident, or witnessing or 
being the victim of a serious crime, and this has impacted on the student (these cases should be supported by 
police or psychologists’ reports). 

It is highly recommended that if a student plans to defer, suspend or cancel their enrolment, they should speak to a 
Student Support Officer so that they are fully informed about their options. Students are provided with details of 
how to contact the Student Support Officer during orientation. They can also email support@nac.edu.au at any time 
to discuss any issues affecting their studies. 

6.2.1  Deferral Before Commencement of Studies 

6.2.1.1 Students may request a deferral of studies prior to course commencement.  

6.2.1.2 Students must lodge the request by completing in full the Deferral, Suspension or Cancellation of Enrolment 
 Request Form on the website at www.nac.edu.au and submitting it online together with valid 
 supporting documents for the request in accordance with the instructions on the form. 

6.2.1.3 If the deferral request demonstrates evidence of compassionate and compelling circumstances, the Registrar 
will directly inform the student of the request outcome in writing within five (5) working days from receiving 
the request.  

6.2.1.4 When the deferral is approved, the student will receive a revised Letter of Offer and Confirmation of Enrolment. 

6.2.1.5 The Registrar will advise the student in writing of the outcome of the deferral request, record the change of 
 enrolment and update the Provider Registration and International Student Management System (PRISMS) 
 accordingly. 

6.2.2  Suspension of Enrolment 

6.2.2.1 Despite the ability to suspend their studies, students are still required to meet the rules regarding the maximum 
 duration allowed to complete their course as per the Student Progression and Exclusion Policy and Procedure. 

mailto:support@nac.edu.au
http://www.nac.edu.au/
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6.2.2.2 Suspensions will normally be granted for a semester, and where more than one suspension is requested 
 during the duration of a course, the cumulative period should not be more than 12 months. 

6.2.2.3 Students who wish to suspended their course must complete in full the Deferral, Suspension or Cancellation  of 
 Enrolment Request Form provided on the website at www.nac.edu.au and submit them online  together 
with valid supporting documents for the request in accordance with the instructions on the forms. 

6.2.2.4 The Course Coordinator will review the request for a suspension and ensure that the student will still be able 
 to meet the maximum course duration requirements for their course, i.e.,  considering any units which might 
 not be delivered again for a year or until the next cohort starts.  

6.2.2.5 The Course Coordinator will inform the student of the suspension request outcome in writing within 10 
 working days from receiving the request.  

6.2.2.6 If the request for suspension of studies has not been successful,  the student will be advised of the reasons 
 behind this decision. 

6.2.2.7 Students can request a leave of absence without adverse effect on their enrolment by completing the 
Student Leave of Absence Request Form provided on the website at www.nac.edu.au and submit it online 
together with valid supporting documents for the request in accordance with the instructions on the form. 

6.2.2.8 The leave of absence is usually granted for shorter periods of time.  

6.2.2.9 Students who take a leave of absence must commit to a new study plan or delivery mode if required. 

6.2.2.10 For shorter periods of leave of absence granted, no PRISMS update is required. 

6.2.2.11  The Registrar will directly advise in writing the student of the outcome of the leave of absence request 
within five (5) working days from receiving the request. 

6.2.3  Withdrawal from Units 

6.2.3.1 A request for suspension of studies does not automatically trigger a withdrawal from any units that a 
 student is currently undertaking. 

6.2.3.2 Students who wish to withdraw from their course or unit must complete in full the Student Withdrawal 
 Request Form on the website at www.nac.edu.au and submit it online together with valid 
 supporting documents for the request in accordance with the instructions on the form. 

6.2.3.3 The full process for a student to withdraw from one or more units during a study period and the financial 
 implications of that withdrawal are covered in the Student Withdrawal and Refund Policy and Procedure. 

6.2.3.4 The Dean or a delegate, such as the Course Coordinator, will make the final decision regarding each 
 withdrawal request based on the student’s personal circumstances.  

6.2.4  Cancellation of Enrolment  

6.2.4.1 Students wishing to cancel their enrolment must send the Registrar a Deferral, Suspension or Cancellation 
 of Enrolment Request Form completed in full and provide all valid documentation to support their request 
 in accordance with the instructions on the form. 

6.2.4.2 The student will receive a notification in writing of the result of the request within 10 working days from 
 submitting the Deferral, Suspension or Cancellation of Enrolment Request Form.  

6.2.4.3 If the student wishes to transfer to another provider and he/she has not completed the first six months of 
 their principal course, he/she must provide a letter of offer from an alternative provider and therefore 

http://www.nac.edu.au/
http://www.nac.edu.au/
http://www.nac.edu.au/
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 comply  with the conditions of Standard 7 of the National Code (please refer to the International Student 
 Transfer Between Providers Policy and Procedure).  

6.2.4.4 If the cancellation of enrolment triggers a refund, the refund will be processed in line with the process 
 described in the Student Withdrawal and Refund Policy and Procedure.  

6.2.4.5 The student requesting a refund should complete in full the Student Refund Request Form provided at 
 www.nac.edu.au and submit it to the Registrar at registrar@nac.edu.au for all  eligible refunds. 

6.2.4.6 Refunds will be paid within 30 business days of the commencement date of the unit of study to which the 
withdrawal applies. 

6.2.5  Grievances and Appeals 

6.2.5.1 Students are encouraged to resolve their concerns informally first by talking to the Administration in person, 
 phoning the Reception and asking to speak to the Registrar or emailing the Student Support Officer at 
 support@nac.edu.au.  

6.2.5.2 If a student’s request for deferral, suspension or cancellation of their studies is still unsuccessful after they 
 have tried to resolve their concern informally, they can appeal the outcome by completing a Student 
 Complaint Form on the NAC website within 20 working days from receiving the refusal notification.  

6.2.5.3 The grounds for the appeal will be clarified in writing and can be inconsistency of the refusal of deferral, 
 suspension or cancellations request with the policies and procedures associated with NAC. 

6.2.5.4 The investigation commences within 10 working days of receipt of completed Student Complaint Form and 
 valid supporting documentation, and the student is notified via email that their appeal has been  received.  

6.2.5.5 The appeals will be reviewed by the Dean on a case-by-case basis which might confirm or cancel the previous 
 decision. The decision made by the Dean is submitted to the applicant within 20 working days from 
 submitting the appeal, and this decision is also reported to the Teaching and Learning Committee. 

6.2.5.6 If a student remains dissatisfied with the appeal outcome, they may utilise the process described in Stage 
 Two Internal Appeal Flowchart of the Student Grievance Handling Policy and Procedure. 

6.2.5.7 All decisions made by the Dean regarding appeals under this policy and procedure will be reported to and 
 reviewed by the Teaching and Learning Committee. 

6.3  NAC-Initiated Suspension or Cancellation of Enrolment 

NAC reserves the right to cancel or suspend a student’s enrolment in the following circumstances:  

a) If a student submits fraudulent documents to gain admission at NAC;  

b) If a student does not maintain satisfactory course progress in accordance with the Student Progression and 
Exclusion Policy and Procedure;  

c) If a student does not maintain satisfactory attendance according to visa conditions for international students;  

d) If a student is identified as a non-genuine student; 

e) If a student does not pay tuition fees on time, his/her enrolment will be cancelled under NAC’s Student Code of 
Conduct;  

f) If a student behaves in a way which could potentially bring NAC into disrepute; 

g) If a student behaves in a way that is a threat to their own health and safety and/or a threat to the health and 
safety of another student or staff member, in which case NAC is required under Standard 9.6 to cancel the 
student’s enrolment immediately; or  

http://www.nac.edu.au/
mailto:registrar@nac.edu.au
mailto:support@nac.edu.au
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h) If a student has received two formal warnings from NAC for disobeying NAC’s rules. 

 

 A formal warning will be issued if a student:  

a) disobeys any NAC rules signed by the student when enrolled; 

b) knowingly engages in plagiarism, cheating or academic misconduct;  

c) does not abide by the email and Internet rules as stipulated by NAC; 

d) engages in any form of harassment (racial, sexual, or verbal) or bullying towards another student or staff 
member; or 

e) misuses or wilfully damages NAC facilities, equipment or property. 

Key procedural points: 

6.3.1 Where suspension or cancellation is initiated by NAC, students will receive a Notice of Intention to Suspend 
 or Cancel Enrolment Due to Student Failure to Maintain Satisfactory Course Progress or a Notice of Intention 
 to Suspend/Cancel Enrolment Due to Student Breach of Academic Integrity/Student Breach of Code of 
 Conduct/Failure to Pay Tuition/Non-Tuition Fees, which will clearly inform the student that suspending or 
 cancelling his/her enrolment may affect his/her visa.  

6.3.2 The Notice of Intention to Suspend or Cancel Enrolment Due to Student Failure to Maintain Satisfactory 
 Course Progress/Notice of Intention to Suspend/Cancel Enrolment Due to Student Breach of Academic 
 Integrity/Student Breach of Code of Conduct/Failure to Pay Tuition/Non-Tuition Fees will clearly identify that 
 a student will be given 20 days to access the Student Grievance Handling Policy and Procedure.  

6.3.3 If the student fails to respond to the notice or any other email or phone communications that NAC sends to 
 support the student and assist him/her in resolving their issues, NAC will further send a Notification of 
 Immediate Suspension/Cancellation of Enrolment Due to Student Breach of Academic Integrity/Student 
 Breach of Code of Conduct, which will clearly inform the student that he/she has breached Standard 9 of the 
 National Code 2018 and NAC’s Student Code of Conduct/Fraud Control and Corruption Prevention Policy and 
 Procedure/Student Academic Integrity Policy and Procedure.  

6.3.4 Under Standard 9.6 of the National Code 2018, NAC does not have to give the student the opportunity to 
 appeal and is required to suspend/cancel the student’s enrolment without waiting for the internal appeal to 
 be completed when the student’s own health or wellbeing, or the wellbeing of others, is likely to at risk. 

6.3.5 When the appeal process is initiated, NAC will maintain the student’s enrolment until the appeals process is 
 complete.  

6.3.6 The suspension or cancellation will be notified to DHA on completion of  the 20 days, or at the end of the 
 appeals process if the appeal is not upheld. 

6.3.7 Any deferral, suspension or cancellation will be reported to DHA on PRISMS and supporting documentation 
 and the outcome of the appeal (if any) will be recorded in the student’s file. 

7. Impacts on the Student Visa 

Deferring, suspending or cancelling an enrolment may affect Student Visa. All students wishing to change their 
enrolment conditions should contact their nearest Department of Home Affairs (DHA) office or refer to 
https://www.homeaffairs.gov.au/ and https://immi.homeaffairs.gov.au/change-in-situation/study-situation for 
further information.  

https://www.homeaffairs.gov.au/
https://immi.homeaffairs.gov.au/change-in-situation/study-situation
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Any deferral, suspension or cancellation will be reported to DHA on PRISMS and supporting documentation will be 
recorded in the student’s file. 

8. Definitions 

Cancellation:  Cessation of an enrolment in a course. 

Compelling or Compassionate/Extenuating Circumstances: Circumstances beyond the control of the students and 
which have an impact upon the student’s course progress and/or wellbeing, as described in Standard 
9 of the National Code 2018 

Deferral:  Postponement of commencement of a course. 

Leave of absence: A period that allows students to take a temporary break from studies for a short period of time 
  for sickness or personal emergencies. 

Misbehaviour:  A student’s display of unacceptable behaviour as described in the Student Handbook and the  
  Student Code of Conduct. 

Non-Genuine Student: A student whose primary intention is not, or is unlikely to be, undertaking study in Australia
  Or who is found not to be a genuine Student, holding a Student Visa (subclass 500).  

Suspension:  Temporary postponement of enrolment once the course has commenced. 

Withdrawal:   Withdrawal from a particular studying or non-studying unit. 

9.   Related Documents 

• Student Handbook 

• Student Withdrawal and Refund Policy and Procedure 

• Student Withdrawal From Units Request Form 

• Student Refund Request Form 

• Deferral, Suspension or Cancellation of Enrolment Request Form 

• Student Code of Conduct 

• Student Academic Integrity Policy and Procedure 

• Student Progression and Exclusion Policy and Procedure 

• Tuition Assurance Framework 

• International Student Transfer Between Providers Policy and Procedure 

• Notice of Intention to Suspend or Cancel Enrolment Due to Student Failure to Maintain Satisfactory Course 
Progress 

• Notice of Intention to Suspend/Cancel Enrolment Due to Student Breach of Academic Integrity/Student Breach 
of Code of Conduct/Failure to Pay Tuition/Non-Tuition Fees 

• Notification of Immediate Suspension/Cancellation of Enrolment Due to Student Breach of Academic 
Integrity/Student Breach of Code of Conduct 

10.    Related Legislations  

• ESOS Act 2000 

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


