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Toorak College International Students Deferment, Suspension, Cancellation
and Transfer Policy and Procedures

Purpose

This policy and procedures addresses the ESOS National Code Standards 7 and 9.

This standard also addresses cancellation of enrolment and requirements relating to notification through
PRISMS should a student’s enrolment be deferred, suspended, cancelled or transferred. It covers student
access to complaints’ and appeals’ mechanisms if a provider initiates a suspension or cancellation of
enrolment against a student’s wishes and the obligations of Toorak College to abide by the National Code
within these processes.

Scope
Applies to all international students, Toorak College staff and any third party providers.

Policy Statement
1. Deferment of commencement of study requested by a student.

Toorak College will only grant a deferment of commencement of studies for compassionate and compelling
circumstances. These include, but are not limited to:
a) Illness, where a medical certificate states that the student was unable to attend classes

b) Bereavement of close family members such as parents or grandparents (where possible a death certificate
should be provided)

c¢) Major political upheaval or natural disaster in the home country requiring emergency travel that has
impacted on studies

d) A traumatic experience which has impacted on the student (these cases should be where possible
supported by police or psychologists’ reports)

Notification of deferment of studies should be directed to the Director of International Education, the final
decision for assessing and granting a deferment of commencement of studies lies with the Principal.

Any Deferment or Refusal to grant Deferment, WILL be recorded on the Provider Registration and
International Student Management System (PRISMS) depending on the students CoE status.

2. Suspension of study requested by student

Once the student has commenced the course, Toorak College will only grant a suspension of study for
compassionate and compelling circumstances. These include but are not limited to :

a) Illness, where a medical certificate states that the student was unable to attend classes
b) Bereavement of close family members such as parents or grandparents (where possible a death certificate

should be provided)

International Students Deferment, Suspension, Transfer and Cancellation Policy Date of Approval — October 2020
Toorak College, Old Mornington Road Mount Eliza, PO Box 150 Mount Eliza, Victoria 3930 Australia
CRICOS Provider Code: 00349D, CRICOS Course Code: 005454G (Senior), 097816B (Primary)



¢) Major political upheaval or natural disaster in the home country requiring emergency travel that has
impacted on studies
d) A traumatic experience which has impacted on the student (these cases should be where possible,

supported by policy or psychologists’ reports)

Suspension WILL be recorded on PRISMS.
The period of suspension WILL NOT be included in attendance calculations.

All requests for suspension of studies must, in the first instance, be directed to the Director of International
Education with the final decision for assessing and granting a suspension of studies lying with the Principal.
Applications will be assessed on merit and all applications for deferment or suspension will be considered
within 20 working days. (See Appendix A: process for deferment or suspension of study)

3. Exclusion from class (1-28 days)

a) Toorak College may exclude a student from class/studies on the grounds of misbehavior by the student.
Exclusion will occur as a result of any behaviour identified as resulting in exclusion in Toorak College’s
Behaviour Policy/Code of Conduct. (Please refer to the Toorak College School Diary)

b) Excluded students must abide by the conditions of their exclusion from studies which will depend on the
welfare and accommodation arrangements in place for each student and which will be determined by the
Principal

c) Where the student is provided with homework or other studies for the period of the exclusion, the
student must continue to meet the academic requirements of the course.

Exclusions from class WILL NOT be recorded on PRISMS.
Periods of exclusion from class WILL NOT be included in attendance calculations as per Toorak College’s
Course Progress and Attendance Policy.

4. School initiated suspension of studies (28 days +)

a) Toorak College may initiate a suspension of studies for a student on the grounds of misbehavior by the
student. Suspension will occur as the result of any behaviour identified as resulting in suspension in Toorak
College’s Behaviour Policy/Code of Conduct.

b) Suspended students must abide by the conditions of their suspension from studies which will depend on
the welfare and accommodation arrangements in place for each student and which will be determined by
the Principal.

c¢) Students who have been suspended for more than 28 days are required to return to their home country
by Department of Home Affairs (DHA) unless special circumstances exist (eg the student is medically unfit
to travel)

d) If special circumstances exist, the student must abide by the conditions of her suspension which will
depend on the welfare and accommodation arrangement in place for each student and which will be
determined by the Principal.

Suspensions WILL NOT be recorded on PRISMS.
The period of suspension WILL NOT be included in attendance calculations.
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5. Cancellation of enrolment

a) Toorak College may suspend or cancel the enrolment of a student under the following conditions:

i. Failure to pay an amount that was required to pay the school to undertake or continue the course as stated
in the written agreement

ii. Failure to maintain approved welfare and accommodation arrangements (visa condition 8532)

iii. A breach of the course progress and attendance requirements by the overseas student, which occurs in
accordance with the Overseas student visa requirements - Standard 8.

iv. Any behaviour identified in Toorak College’s Behaviour Policy/Code of Conduct (please refer to the
Toorak College School Diary.)

b) The final decision in relation to the cancellation of enrolment lies with the Principal

c¢) Toorak College is required to report failure to maintain satisfactory course progress and failure to
maintain satisfactory attendance to DHA, which will result in automatic cancellation of the student visa.

If Toorak College initiates a suspension or cancellation of the overseas student’s enrolment, before
imposing a suspension or cancellation Toorak College will:

a) Inform the overseas student of that intention and the reasons for doing so, in writing
b) Advise the overseas student of their right to appeal through the Toorak College internal complaints
and appeals process, within 20 working days, in accordance with standard 10 of the National Code.

Overseas Students Transfers
Toorak College will not knowingly enrol an overseas student seeking to transfer from another registered
provider prior to the overseas student completing six months of her course, except where the following

apply:

e The releasing registered provider, or course in which the overseas student is enrolled, has ceased to be
registered.

e The releasing registered provider has had a sanction imposed on its registration by the ESoS agency
that prevents the overseas student from continuing her course.

e The releasing registered provider has agreed to the overseas student’s release and recorded the date of
effect and reason for release in PRISMS.

e Any government sponsor of the overseas student considers the change in the best interests of the
overseas student and has provided written support for the change.

Where Toorak College enrols a student under 18 years of age who has welfare arrangements approved by
another registered provider, Toorak College will negotiate the transfer date for welfare arrangements with
the releasing provider to ensure there is no gap in welfare.

The school will inform the student of their visa obligation to maintain their current welfare arrangements
until the transfer date, or have alternative welfare arrangements approved or return to their home country
until the new approved welfare arrangements take effect.

6. Assessing Transfer of enrolment requests

e A student must submit a request for transfer in writing to the Principal. The request must be
accompanied by a valid letter of offer from another registered provider.
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e The School will respond to all requests to transfer in writing. The response will either confirm that the
request for transfer has been approved or alternatively if the transfer request is refused, outline the
reasons for refusal and any circumstance that the School considers detrimental to the student.

e The School endeavours to provide a written response to all transfer requests within 10 working days.

e [If the transfer is granted, it will be at no cost to the overseas student and Toorak College will advise the
overseas student to contact immigration to seek advice on whether a new student visa is required.

e Inthe event that a transfer request is refused the student will be informed of their right to access the
Toorak College complaints and appeals process, in accordance with Standard 10 of the ESOS code, with

20 working days.
Transfer requests after completing six months of their course

a) Toorak College will only grant a students request for release and transfer of enrolment to another
registered provider if all of the following conditions are satisfied:
e The student has completed at least six months of their chosen course of study

e The students has written confirmation from their legal guardian or parent to transfer

e The student has a valid enrolment offer from another registered provider

e There are no unpaid fees or charges at the time of the request

e There are no reasonable grounds for refusal as outlined in 6(c)

e The School does not identify any circumstances as outlined in 6(d) which may be detrimental to the

student

Transfer request prior to completing six months of their course.

b) Toorak College will grant the transfer request prior to an overseas student completing six months of
their course if the transfer is in the best interests of the overseas student, this may include but is not
limited to:

e The overseas student will be reported because they are unable to achieve satisfactory course progress at
the level they are studying, even after engaging with the College’s intervention strategies to assist the

student in accordance with Standard 8. (Overseas student visa requirements)
e There is evidence of compassionate or compelling circumstances.
e Toorak College fails to deliver the course as outlined in the written agreement.

e There is evidence that the overseas students' reasonable expectations about their current course are not
being met.

e There is evidence that the overseas student was misled by Toorak College or an education agent or
migrations agent regarding Toorak College’s course and the course is therefore unsuitable to their needs
or study objectives.

e An appeal (internal or external) on another matter results in the decision or recommendation to release
the overseas student.

Refusal of transfer requests

¢) Toorak College considers the following conditions as reasonable grounds to refuse a transfer and will not
provide a letter of release in the following circumstances:
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e If the request is prior to completing 6 months of their course and the transfer is not in the best interests
of the overseas student as outlined in (a) above.
e The conditions for transfer requests stated in 6(b) have not been met to the satisfaction of the School

e If any of the course fees (including accommodation and associated course costs) remain unpaid at the
time of the request. Unpaid course fees includes any fees in lieu of notice which will be charged when a
student does not provided one full term’s notice as required in the Enrolment Agreement and Schedule of
International Fees and Charges

d) Toorak College considers the following circumstances to be detrimental to the student and may be
considered reasonable grounds to refuse a transfer request:

e If a student has commenced VCE (Units 1 to 4) transfer of enrolment may be detrimental to continuous
delivery of the program

o If the proposed course does not meet the study capabilities of the student or provide adequate access to
support services

e) If the overseas student is under 18 years of age Toorak College must have written confirmation the
overseas student’s parent or legal guardian supports the transfer.

Where the overseas student is not being cared for in Australia by a parent or suitable nominated relative,
the receiving school or provider must confirm to Toorak College that it accepts responsibility for approving
the student’s accommodation, support and general welfare arrangements in accordance with Standard 5.

f) Toorak College will not finalise a student’s refusal status in PRISMS until any appeal finds in favour of
Toorak College, or the overseas student has chosen not to access the complaints and appeals process within
20 days, or the overseas student withdraws from the process.

7. Complaints and Appeals

The suspension or cancelation of the overseas students enrolment under national code standard 9.3 cannot
take effect until the internal appeals process is completed, unless the overseas students health or wellbeing,
or the wellbeing of others, is likely at risk. Further to this:

a) Student requested deferments and suspensions are not subject to Toorak College’s Complaints and
Appeals Policy

b) Exclusion from class is subject to Toorak College’s Complaints and Appeals Policy.

c¢) For the duration of the appeals process, the student is required to maintain her enrolment and
attendance at all classes as normal. The Principal will determine if participation in studies will be in class or
under a supervised arrangement outside of classes.

d) If students access Toorak College’s Complaints and Appeals process regarding a school initiated
suspension, where the suspension is recorded in PRISMS, the suspension or cancellation WILL NOT be
reported in PRISMS until the complaints and appeals process is finalized, unless extenuating circumstances
relating to the welfare of the student apply.

f) Extenuating circumstances include:

i. The student refuses to maintain approved welfare and accommodation arrangements (for students
under 18 years of age)

ii. The student is missing
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iii. The student has medical concerns or severe depression or psychological issues which lead the
school to fear for the student’s wellbeing.
iv. Is at risk of committing a criminal offence; or

v. The student is the subject of investigation relating to criminal matters

g) The use of extenuating circumstances by Toorak College to suspend or cancel a student’s enrolment prior
to the completion of any complaints and appeals process will be supported by appropriate evidence

h) The final decision for evaluating extenuating circumstances lies with the Principal

7. Student Advice

When there is any deferment, suspension, cancellation or transfer of enrolment, Toorak College will;

a) Inform the overseas student of the need to seek advice from immigration of the potential impact on
a student’s visa as a result of changes to enrolment status. Students will be informed to contact the
Department of Home Affairs for advice.

b) Report the change to the overseas student’s enrolment under section 19 of the ESOS Act.

Record Maintenance
In accordance with the Toorak College records maintenance policy, all documents will be maintained for a
minimum of two years after the overseas student ceases to be an enrolled student. In relation to:
e requests for overseas students for a release and the assessment of, and decision regarding the
request
Requests for deferments of commencement of studies.
Requests for Cancelations of enrolments
Student requested suspension of studies
Toorak College initiated suspensions

Related Documents

Application for Enrolment for International Students
Application for Enrolment and Student Details
International Student Grievance Policy

Toorak College Complaints and Appeals Policy

Document Review
This document was prepared in October 2020.
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Appendix A:

Process for assessing, approving and recording a deferment of commencement of study or
suspension of study requested by an overseas student.

Assessment

a) All requests for deferment of commencement of studies must, in the first instance, be directed
to the Toorak College enrolments office, with the final decision for assessing and granting a

deferment of commencement of studies lying with the Principal.

b) All requests for suspension of studies must, in the first instance, be directed to the Director of
International Education with the final decision for assessing and granting a suspension of studies

lying with the Principal.
c) Overseas students must make all requests in writing, including the reason for the application.

d) Applications will be assessed on merit and all applications for deferment or suspension will be
considered within 20 working days.

e) All requests for a student transfer must, in the first instance, be directed to the Director of
International Education. Students must use the Toorak College International Student transfer
template letter to begin the transfer process.

Approval

f) Final approval of decisions relating to the deferment or suspension of study or a student transfer to
another provider are made by the Principal. The overseas student will be notified in writing of the
decision.

Recording

g) Records of student requests will be kept in the student file and on the school management system
for a minimum of two years after the student ceases to be enrolled at the college.

h) The enrolments office will record any deferment, suspension of studies or student transfer on the
Provider Registration and International Student Management System (PRISMS) depending on the
students CoE status.
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