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DIVERSITAT TRAINING POLICIES AND PROCEDURES – INTERNATIONAL 
STUDENTS 

 

Refund Policy 

                                                                                                                                                                
Student Refund Policy 

Student Refund Policy – Student Default 
 
Please note: This written agreement, and the right to make complaints and seek appeals of decisions 
and action under various processes, does not affect the rights of the student to take action under the 
Australian Consumer Law if the Australian Consumer Law applies. 
 
Any student wanting to request a refund for whatever reason must do in writing and within 14 days 
of the incident taking place. 
 
An application for a refund must be made in writing and addressed to the CEO, clearly stating the 
reason for the cancellation. 
 
You can nominate an adult family member, over the age of 18, other than yourself, who can receive 
a refund on your behalf. 
 
Registration fees, administration fees and fees paid to education agents are non- refundable. 
 
A full refund of the course fees will be given by the College only up to twenty eight (28) days prior to 
the nominated course commencement date. If less than twenty eight (28) days notice is given of the 
intention to withdraw from the course then a 50% refund will be given. If a student fails to commence, 
whether the student notifies the college or not, no refund will be availabe except in special 
circumstances. 
 
“Special circumstances” under which a refund will be considered and which are beyond the students 
control: 

o In the case of serious illness – varified by a medical certificate 
o Family or personal tragedy 
o Acts of God 
o Acts of Government authorities, for example where the student is prevented from 

commencing studies in the agreed course of study.  
o Where a student’s visa has not been granted 

 
If required, or when Diversitat Training agrees to refund monies paid, it will do so within 4 weeks of 
receiving written application for refund. The refund will include all course fees paid (less the 
registration fee, fees paid to education agents). 
 
If a student withdraws from a course of study after commencing, for any reason outside those 
specified under “Special Circumstances” no refund will be given, and the student will be held liable 
for any unpaid fees as a result of the withdrawal.  
 
Diversitat Training agrees to refund all monies paid, where the course of study has been cancelled 
prior to commencement in accordance with the scheduled commencement date. In such cases, 
payment will be made within 2 weeks (14 days). All monies paid shall be refunded in full. 
 
The College will provide the student with a written statement detailing how the amount of the refund 
has been calculated. All refunds will be paid to the person who enters into the contract with the 
College (the Student) unless they provide written direction to the provider to pay the refund to 
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someone else. Under no circumstance will the refund be paid to an education agent. All refunds will 
be paid in the currency in which the fees were paid. 
 
 
Provider Default Refund Policy  
 
Please note: This written agreement, and the right to make complaints and seek appeals of decisions 
and action under various processes, does not affect the rights of the student to take action under the 
Australian Consumer Law if the Australian Consumer Law applies. 
 
In the unlikely event that Diversitat Training is unable to deliver your course in full, you will be 
offered a refund of all the course money you have paid to date. The refund will be paid to you within 
2 weeks of the day on which the course ceased being provided.  
 
You can nominate an adult family member, over the age of 18, other than yourself, who can receive 
a refund on your behalf. 
 
Alternatively, you may be offered enrolment in an alternative course by Diversitat Training at no 
extra cost to you. 
 
You have the right to choose whether you would prefer a full refund of course fees, or to accept a 
place in another course. If you choose placement in another course, we will ask you to sign a 
document to indicate that you accept the placement. 
 
If Diversitat Training is unable to provide a refund or place you in an alternative course our Tuition 
Protection Service will ensure you are able to either: 

a) complete your studies in another course or with another education provider or 
b) receive a refund of your unspent tuition fees. 

 
Go to https://tps.gov.au/StaticContent/Get/StudentInformation for more information. 
 

 

Course Transfer Policy 

 
Overseas Student Transfers Policy 

 
Purpose 
 
The policy describes the requirements for transferring from one provider to another and vice-versa 
for overseas students. 
 
This policy details the procedures for assessing applications to transfer prior to completion of 6 
months of their principal course. Students who have studied longer than this period can apply as 
normal and no letters of release need to be sighted or produced. 
 
Diversitat Training’s policies support the intent of Standard 7, considers individual circumstances, 
and will provide a letter of release at no cost to the student if a successful application is made for 
release. Diversitat Training will always advise a transferring student of the need to contact DHA to 
seek advice on whether a new student visa is required. 
 
Diversitat Training will ensure this policy is available to both staff and students by including it in the 
Staff Policy and Procedure Folder available on all staff computers and the Student Handbook. 
 
Policy 
 
Under this policy, Diversitat Training will support the intent of the standard which recognises 
overseas students as consumers and supports them to exercise choice, while acknowledging that 
they may require support to transition to study in Australia. 

https://tps.gov.au/StaticContent/Get/StudentInformation
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Diversitat Training enrolling a transferring student from another provider 
 
Diversitat Training will not enrol any transferring overseas student prior to completion of 6 months 
of their principal course unless: 
 

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

o the releasing registered provider has had a sanction imposed on its registration by the 
ESOS agency that prevents the overseas student from continuing his or her course at 
that registered provider 

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

o any government sponsor of the overseas student considers the change to be in the 
overseas student’s best interests and has provided written support for the change.  

 
Diversitat Training assessment process for current students wishing to transfer to 
another provider prior to completing 6 months of their principal course 
 
Diversitat Training will only allow a current overseas student to transfer to another provider prior to 
completing 6 months of their principal course if:  
 

A) The following steps are followed 
 

1. Students make a written request (e-mail is satisfactory) to the CEO, or their delegate 
to transfer from Diversitat Training. 

2. The student provides a valid offer of enrolment from the new institution. 
3. With the valid offer of enrolment, the College will assess the circumstances 

surrounding  the transfer request (see below) 
4. If the circumstances are deemed sufficient, and in accordance with policy, the letter of 

release will be granted at no charge to the student. The student will also be advised of 
the need to contact DHA to determine if they need to obtain a new visa. 

5. The College reports student’s termination of studies through PRISMS 
 
If any of the information received regarding the transfer request is unclear, the CEO, or their delegate 
will need to interview the student and gain a fuller understanding of the circumstances. 
 
All requests, considerations, decisions and copies of letters of release should be placed in the 
student’s file 
 
The approval of transfer of a student to another institution does not indicate the agreement to provide 
any refund. Refunds are governed by the refund policy independent of this policy. 
 

Diversitat Training will not finalise the student’s refusal status if applicable in PRISMS until 
the appeal finds in favour of the College, or the overseas student has chosen not to access 
the complaints and appeals processes within the 20 working day period, or the overseas 
student withdraws from the process. 

Diversitat Training will maintain records of all requests from overseas students for a release 
and the assessment of, and decision regarding, the request for two years after the overseas 
student ceases to be an accepted student.  
 

B) Circumstances in which Diversitat Training will grant the request 
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Diversitat Training will grant the request if the transfer is deemed to be in the student’s best 
interests. These circumstances can include: 

o 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 Diversitat 
Training’s intervention strategy to assist the overseas student in accordance with 
Standard 8 (Overseas student visa requirements) 

o there is evidence of compassionate or compelling circumstances 
o Diversitat Training fails to deliver the course as outlined in the Acceptance of Offer 

document.  
o there is evidence that the overseas student’s reasonable expectations about their 

current course are not being met 
o there is evidence that the overseas student was misled by Diversitat Training or an 

education or migration agent regarding the College or its course and the course is 
therefore unsuitable to their needs and/or study objectives 

o an appeal (internal or external) on another matter results in a decision or 
recommendation to release the overseas student. 
 

C) Refusing to provide a letter of release 
 
Diversitat Training will not give a student a letter of release unless the student shows them a valid 
letter of offer of enrolment from another provider. 
 
When a request for release is refused, the student will be provided with a written response stating 
the reason for the refusal.   
 
The student will be given advice in writing that they may access the student complaints and appeals 
process within 20 working days as detailed in the Student Handbook if they seek a review. 
 

D) Timeframe for assessing and replying to a transfer request  
 
Diversitat Training will make a decision regarding accepting or refusing a transfer request within 10 
working days of receiving a written request. In situations where students are eligible for a Letter of 
Release, Diversitat Training will provide such a letter within 10 working days of receiving a written 
request. 

 

Course Progress Policy 

 
Monitoring Overseas Student Progress Policy 

 
Purpose 
 
The purpose of this policy is to ensure Diversitat Training systematically monitors students' course 
progress for each course in which the overseas student is enrolled, which includes recording, 
monitoring, assessing, and when necessary, counselling and reporting the course progress of each 
student. 
 
Policy 
 

Diversitat Training will monitor the progress of each overseas student to ensure the overseas 
student is in a position to complete the course within the expected duration specified on the 
overseas student’s CoE.  
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Diversitat Training will identify, notify and assist an overseas student at risk of not meeting 
course progress requirements where there is evidence from the overseas student’s assessment 
tasks that the overseas student is at risk of not meeting those requirements. 

Diversitat Training will clearly outline and inform the overseas student before they commence 
the course of the requirements to achieve satisfactory course progress through the Student 
Handbook. 
 
Process for monitoring and recording course progress 
 
1. Requirements for achieving satisfactory course progress 
 
The overseas student receives an average grade of 60% for all four macro-skills for General English 
or a score of 50 for Pearson Test of English (PTE) Academic in the final summative test scheduled 
in their weeks of ELICOS study, as stated in the student’s CoE. 
 
2. Processes for recording and assessing course progress 
 
Recording: All summative test results are to be recorded by the overseas student’s teacher on 
individual class excel spreadsheets within 2 working days after a summative test is held. These 
spreadsheets are monitored by the Director of Studies (DOS) after each summative test occurs.  
 
Assessing: The role of assessing course progress is held jointly by the overseas student’s teacher 
and the DOS. The teacher is responsible for having a clear understanding of the Monitoring 
Overseas Student Progress Policy, particularly when an intervention needs to occur. This policy is 
part of the policies and procedures folder accessible in all computers used by Diversitat Training 
teachers. It is the teacher’s job to notify the DOS in writing when a particular student needs an 
intervention. 
 
The DOS is also responsible for assessing course progress. They must regularly monitor student 
summative test results to ensure that teachers are fulfilling their obligations regarding monitoring 
course progress and to also ensure all students who need an intervention receive one. 
 
3. Details of the registered provider’s intervention strategy 
 
Intervention must occur when an overseas student receives an average grade of 59% or less for all 
four macro-skills in General English or a score of 49 or less in PTE Academic in the summative test 
scheduled at the point closest to when 50% of their ELICOS study weeks have been completed. 
 
A letter will be sent to the student by email requesting a meeting with the Director of Studies (DOS) 
to develop strategies to ensure the student maintains satisfactory course progress. 
(Unsatisfactory Course Progress – Warning Letter). 

 
The DOS will meet with the “at risk” student to discuss: 

o issues that might be causing the unsatisfactory course progress, such as: 
 personal issues (homesickness, money, boyfriend/girlfriend, housing, work) 
 classroom issues (suitability of course, problems with other students/teacher) 

o strategies to assist them to achieve satisfactory course progress, such as: 
 possibility of re-assessment  
 attending extra tutorials or participating in study groups 
 receiving individual support and / or mentoring 
 attending counselling if personal issues present 

 
The DOS will advise the students about the requirements for achieving satisfactory course progress. 
The DOS will also explain that if the student is deemed to be making unsatisfactory course progress, 
it could lead to the student being reported to DHA and the cancellation of his or her visa, depending 
on the outcome of any appeals process. 
 



 Diversitat Training Policies and Procedures – International Students 

Geelong Ethnic Communities Council Inc. trading as Diversitat. TOID 5819 | CRICOS Provider No. 03369J 
Diversitat adheres to all applicable Laws and Legislation. Individuals with disabilities are encouraged to apply. 

6 

 

The DOS will maintain a record of each meeting using the Early Intervention Report Form. A copy 
of this form will be held on each students file. 

 
The DOS will follow up the progress of the student at times discussed with the student or as the DOS 
deems reasonable if they notice further risk of unsatisfactory course progress.  
 
4. Processes for determining the point at which the student has failed to meet satisfactory 
course progress.  
 
The DOS is responsible for determining the point at which the student has failed to meet satisfactory 
course progress. They should, on a weekly basis, monitor the number of weeks that every overseas 
student has left on their CoE. This will allow them to know when a student’s final summative test is 
taking place.  
 
If an overseas student receives an average grade of 59% or less for all four macro-skills in General 
English or a score of 49 or less in PTE Academic in the final summative test scheduled in their weeks 
of ELICOS study, as stated in the student’s CoE, the DOS will notify the student that Diversitat 
Training intends to report the overseas student for unsatisfactory course progress. 

Process for reporting unsatisfactory course progress  

Where Diversitat Training has assessed the overseas student as not meeting course progress 
requirements, the College will give the overseas student a written notice as soon as practicable, 
using the Intention to report letter. 

In this letter, Diversitat Training will: 
o notify the overseas student that the College intends to report the overseas student for 

unsatisfactory course progress  
o inform the overseas student of the reasons for the intention to report 
o advise the overseas student of their right to access Diversitat Training’s complaints and 

appeals process, in accordance with Standard 10 (Complaints and appeals), within 20 
working days. 

 
A student may appeal on the following grounds: 
 

• Diversitat Training has not recorded or calculated your marks correctly, or 
• There are compassionate or compelling reasons which have contributed to your 

unsatisfactory progress, or 
• Diversitat Training has not implemented our intervention strategy in accordance with our 

documented policies and procedures, or 
• Diversitat Training has not implemented other polices which may impact upon your results, 

or 
• Diversitat Training has not made a relevant policy available to you. (Please specify) 

 
Where the student’s appeal is successful, the outcomes may vary according to the findings of the 
appeals process. 
 

i. If the appeal shows that there was an error in calculation, and the student actually made 
satisfactory course progress, Diversitat Training does not report the student, and there is 
no requirement for intervention. 
 

ii. If the appeals process shows that the student has not made satisfactory progress, but there 
are compassionate or compelling reasons for the lack of progress, ongoing support must 
be provided to the student through Diversitat Training’s intervention strategy, and 
Diversitat Training does not report the student.  

 
Diversitat Training will only report unsatisfactory course progress in PRISMS in PRISMS in 
accordance with section 19(2) of the ESOS Act if:  
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o the internal and external complaints processes have been completed and the decision or 
recommendation supports Diversitat Training, or  

o the overseas student has chosen not to access the internal complaints and appeals 
process within the 20 working day period, or  

o the overseas student has chosen not to access the external complaints and appeals 
process, or  

o the overseas student withdraws from the internal or external appeals processes by 
notifying Diversitat Training in writing.  
 
 

Definitions / Explanatory Notes 
 
Compassionate or compelling circumstances 
 
Compassionate or compelling circumstances are generally those beyond the control of the student 
and they have an impact on the student’s capacity and/or ability to progress through a course. These 
could include: 
 

- serious illness or injury, where a medical certificate states that the student was unable 
to attend classes  

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

- major political upheaval or natural disaster in the home country requiring their emergency 
travel and this has impacted on their studies 

- a traumatic experience which could include but is not limited to:  
o involvement in or witnessing of an accident or  
o a crime committed against the student or 
o the student has been a witness to a crime  

 
and this has impacted on the student (these cases should be supported by police or 
psychologists’ reports).  

 
Please note that the above are only some of examples of what may be considered compassionate 
or compelling circumstances.  Diversitat Training will use its professional judgment to assess 
each case on its individual merits.  When determining whether compassionate or compelling 
circumstances exist, Diversitat Training will consider documentary evidence provided to support 
the claim. Diversitat Training will keep copies of these documents, together with a record of why 
the decision was made, in the student’s file.  
 

 

Attendance Policy 

 
Monitoring Overseas Student Attendance Policy 

 
Purpose 
 
The purpose of this policy is to ensure Diversitat Training systematically monitors students’ 
compliance with student attendance for each course in which the overseas student is enrolled.  
 
Policy 
Diversitat Training will identify, notify and assist an overseas student at risk of not meeting 
attendance requirements based on the total number of available scheduled hours and can report 
students who have breached their attendance requirements ie their attendance has fallen under 
80%. 

Diversitat Training will clearly outline and inform overseas student before they commence the 
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course of the requirements to achieve satisfactory attendance through the orientation program and 
the Student Handbook.  

This policy is part of the policies and procedures folder accessible in all computers used by 
Diversitat Training teachers. 
 
Process for monitoring and recording attendance 
 
1. Requirements for achieving satisfactory attendance 
 
To achieve satisfactory attendance for a course, students must maintain a minimum attendance 
of 80 per cent of the scheduled contact hours. 
 
2. The method for working out minimum attendance 
 
All students must maintain an attendance rate of at least 80% during the course duration. 

Attendance is calculated by totalling the number of available scheduled hours, and dividing them by 
80%. The balance is the total time a student may be absent during their course.  

eg A student enrols into a program that runs for 20 weeks. The contact hours for that 
course are 20 hours per week. The total contact hours for that program are 20 x 20 = 
400 hours. 80% of 400 is 320, meaning the student can miss 80 hours in that course. 

 
3. Processes for recording course attendance  
 

Attendance is recorded on hard copy rolls by the class teacher for each class period every day 
classes are held. Students arriving late for a class period or who are absent for a class period are 
recorded. 

At the end of the week, the rolls are handed in to reception by the teacher. The data is entered into 
the student management system (SMS) and weekly reports are evaluated by the Director of Studies 
(DOS), or their delegate. 

 
4. Details of the registered provider’s intervention strategy  
 
Diversitat Training will contact and counsel students who have been absent for more than five 
consecutive days without approval or where the student is at risk of not attending for at least 80 per 
cent of the scheduled course contact hours for the course in which he or she is enrolled (i.e. before 
the student’s attendance drops below 80 per cent). 

 
Students identified at risk will be sent a letter and counselled, and students who drop below the 80% 
rate will be sent an Intention to Report (ITR) letter. 

 

Warning Letter for at risk students 

Each week the DOS, or their delegate will draw a report from the Student Management System on 
all students’ overall attendance. Students below 90% attendance are emailed a warning letter 
(Unsatisfactory Attendance - Warning Letter) outlining the student’s current overall attendance. 
This letter will also request a meeting with the Director of Studies (DOS) to discuss: 

o issues that might be causing the unsatisfactory attendance, such as: 
 personal issues (homesickness, money, boyfriend/girlfriend, housing, work) 
 classroom issues (suitability of course, problems with other students/teacher) 

o strategies to assist them to achieve satisfactory attendance, such as: 
 changing work shifts  
 receiving individual support and / or mentoring 
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 attending counselling if personal issues present 
 
The DOS will advise the students about the requirements for achieving satisfactory attendance. The 
DOS will also explain that if the student is deemed to have attendance lower than 80%, it could lead 
to the student being reported to DHA and the cancellation of his or her visa, depending on the 
outcome of any appeals process. 
 
The DOS will maintain a record of each meeting using the Early Intervention Report Form. A copy 
of this form will be held on each students file. 

 
The DOS will follow up the attendance of the student at times discussed with the student or as the 
DOS deems reasonable if they notice further risk of unsatisfactory attendance.  
 
5. Processes for determining the point at which the student has failed to meet satisfactory 
course attendance.  
 
The DOS is responsible for determining the point at which the student has failed to meet satisfactory 
course attendance. They, or their delegate, should evaluate weekly attendance reports generated by 
the SMS. 
 
During this evaluation, the DOS or their delegate must: 
 

1. Check which students are below 80% overall attendance 
2. Check to ensure they have received a warning letter 
3. If they have, an Intention to Report (ITR) letter can be issued 
4. If they haven’t, due to an oversight, a warning letter must be immediately issued and the 

student given an opportunity to rectify their attendance before an ITR letter can be issued.  
 
Process for reporting unsatisfactory attendance 
 
Where Diversitat Training has assessed the overseas student as not meeting course attendance 
requirements, the College will give the overseas student a written notice as soon as practicable, 
using the Intention to report letter. 

In this letter, Diversitat Training will: 
o notify the overseas student that the College intends to report the overseas student for 

unsatisfactory attendance 
o inform the overseas student of the reasons for the intention to report 
o advise the overseas student of their right to access Diversitat Training’s complaints and 

appeals process, in accordance with Standard 10 (Complaints and appeals), within 20 
working days. 

 
A student may appeal on the following grounds: 
 

• Diversitat Training has not recorded or calculated your attendance correctly, or 
• There are compassionate or compelling reasons which have contributed to your 

unsatisfactory attendance, or 
• Diversitat Training has not implemented our intervention strategy in accordance with our 

documented policies and procedures, or 
• Diversitat Training has not implemented other polices which may impact upon your 

attendance, or 
• Diversitat Training has not made a relevant policy available to you. (Please specify) 

 
Where the student’s appeal is successful, the outcomes may vary according to the findings of the 
appeals process. 
 

iii. If the appeal shows that there was an error in calculation, and the student actually has 
satisfactory attendance, Diversitat Training does not report the student, and there is no 
requirement for intervention. 
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iv. If the appeals process shows that the student does not have satisfactory attendance, but 

there are compassionate or compelling reasons for the lack of progress, Diversitat 
Training may decide not to report the overseas student for breaching the attendance 
requirements if the overseas student is still attending at least 70 per cent of the scheduled 
course contact hours  

Diversitat Training must only report unsatisfactory course attendance in PRISMS in 
accordance with section 19(2) of the ESOS Act if: 

o the internal and external complaints processes have been completed and the decision or 
recommendation supports Diversitat Training, or 

o the overseas student has chosen not to access the internal complaints and appeals 
process within the 20 working day period, or 

o  the overseas student has chosen not to access the external complaints and appeals 
process, or  

o the overseas student withdraws from the internal or external appeals processes by 
notifying Diversitat Training in writing.  

 
Definitions / Explanatory Notes 
 
Compassionate or compelling circumstances 
 
Compassionate or compelling circumstances are generally those beyond the control of the student 
and they have an impact on the student’s capacity and/or ability to progress through a course. These 
could include: 
 

- serious illness or injury, where a medical certificate states that the student was unable 
to attend classes  

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

- major political upheaval or natural disaster in the home country requiring their emergency 
travel and this has impacted on their studies 

- a traumatic experience which could include but is not limited to:  
o involvement in or witnessing of an accident or  
o a crime committed against the student or 
o the student has been a witness to a crime  

 
and this has impacted on the student (these cases should be supported by police or 
psychologists’ reports).  

 
Please note that the above are only some of examples of what may be considered compassionate 
or compelling circumstances. Diversitat Training will use its professional judgment to assess 
each case on its individual merits.  When determining whether compassionate or compelling 
circumstances exist, Diversitat Training will consider documentary evidence provided to support 
the claim. Diversitat Training will keep copies of these documents, together with a record of why 
the decision was made, in the student’s file.   
 

 

Deferring, Suspending or Cancelling a Course Policy 

 
Deferring, Suspending or Cancelling the Overseas Student’s Enrolment Policy 

 
Purpose 
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This policy outlines the requirements and procedures when Diversitat Training wishes to suspend 
and cancel a student’s enrolment and the requirements and procedures when a  student requests a 
deferment or suspension. 
 
Policy 
 
Diversitat Training will ensure this policy is available to both staff and students by including it in the 
Staff Policy and Procedure Folder available on all staff computers and the Student Handbook. 

Diversitat Training will maintain a record of any decisions made regarding deferring, suspending 
or cancelling an overseas student’s enrolment. 

Diversitat Training has a process for assessing, approving and recording a deferment of the 
commencement of study or suspension of study request by an overseas student. 
 
Student request for deferment of the commencement of study or suspension of study 
 
Deferments 
 
Students who are unable to arrive and start their course on time as agreed, or no later than seven 
(7) days after the agreed start date, will have to apply to Diversitat Training to defer their studies.  
 
If a student wants to start their course more than seven (7) days after the agreed date, they must 
contact Diversitat Training and request an application to defer or suspend form by email.  
 
They would need to fill out this form and return it to the College. In order for the application to be 
approved, the student would need to demonstrate compassionate or compelling circumstances in 
the form of a letter, and other supporting documentation if necessary, as to why they want to delay 
starting their studies. 
 
Suspensions 
 
Students who would like to suspend their studies must first speak to the Director of Studies (DOS). 
An application to defer or suspend form must be completed which will need to be approved by the 
DOS. Prior to applying to suspend their program, students must ensure that they have paid any 
outstanding College fees.  
 
They would need to fill out the application to defer or suspend form and return it to the College. In 
order for the application to be approved, the student would need to demonstrate compassionate or 
compelling circumstances in the form of a letter, and other supporting documentation if necessary, 
as to why they want to delay their studies. 
 
Procedure for recording deferments or suspensions   
 

• Student requests deferment or suspension of course studies 
• Request made in writing using application to defer or suspend form and evidenced with 

a medical certificate or letter outlining the exceptional circumstances for which they are 
seeking a deferment or suspension 

• Request to be assessed by the DOS, using review form 
• If circumstances are deemed exceptional a deferment or suspension will be granted 
• Student will be granted a deferment or suspension for up to 12 months before an 

enrolment will be cancelled  
• Requests involving circumstances not deemed exceptional will not be granted 
• College reports student to Secretary of DET via PRISMS 
• Student sent letter to student from the College outlining decision and reasons why 
• The application to defer or suspend form, the review form and the letter to student from 

the College will be placed in the student file, along with any other supporting 
documentation. 
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Compassionate or compelling circumstances 
 
Compassionate or compelling circumstances are generally those beyond the control of the 
student and they have an impact on the student’s capacity and/or ability to progress through a 
course. These could include: 
 

- serious illness or injury, where a medical certificate states that the student was 
unable to attend classes  

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

- major political upheaval or natural disaster in the home country requiring their 
emergency travel and this has impacted on their studies 

- a traumatic experience which could include but is not limited to:  
o involvement in or witnessing of an accident or  
o a crime committed against the student or 
o the student has been a witness to a crime  

 
and this has impacted on the student (these cases should be supported by police 
or psychologists’ reports).  

 
Please note that the above are only some of examples of what may be considered compassionate 
or compelling circumstances.  Diversitat Training will use its professional judgment to 
assess each case on its individual merits.  When determining whether compassionate or 
compelling circumstances exist, Diversitat Training will consider documentary evidence 
provided to support the claim. Diversitat Training will keep copies of these documents, together 
with a record of why the decision was made, in the student’s file.  
 

 

Diversitat Training suspending or cancelling a student’s enrolment 

Diversitat Training may suspend or cancel a student’s enrolment including, but not limited to, 
on the basis of: 

o misbehaviour by the student 
o the student’s failure to pay an amount he or she was required to pay the registered 

provider to undertake or continue the course as stated in the written agreement  
o a breach of course progress or attendance requirements by the overseas student, which 

must occur in accordance with Standard 8 (Overseas student visa requirements).  
 
Please refer to the table below. 
 

Student Misbehaviour 
 
 
General misconduct 
 
Students are expected to respect other students, staff and property so that learning and teaching 
can take place freely, safely and without impediment due to the misconduct of others. 
 
General misconduct is where a student: acts dishonestly; harasses other students or staff; 
interferes with students or staff; prevents or disrupts learning; disobeys/fails to comply with 
contractual or legal requirements; misuses, damages or steals College property or the property of 
others; alters/defaces College documents or records; prejudices the good name of Diversitat 
Training, or otherwise acts in an improper manner. 
 
Diversitat Training will report all criminal acts committed by its students to the relevant authorities. 
 
The following examples indicate the kinds of behaviour which constitute student misconduct. 
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They are for illustrative purposes and are not intended to be exhaustive. Student misconduct may 
occur when a student: 

a)  contravenes any rules or acts; 
b)  prejudices the good name or reputation of Diversitat Training; 
c)  prejudices the good order and governance of Diversitat Training or interferes with the 

freedom of other people to pursue their studies, carry out their functions or participate in 
the life of the College; 

d)  fails to comply with conditions agreed to in the contract; 
e)  wilfully disobeys or disregards any lawful order or direction; 
f)  refuses to identify him or herself when lawfully asked to do so by a staff member of 

Diversitat Training; 
g)  fails to comply with any penalty imposed for breach of discipline; 
h)  misbehaves in a class, meeting or other activity under the control or supervision of the 

College, or on College premises or other premises to which the student has access as a 
student of Diversitat Training; 

i)  obstructs any member of staff in the performance of their duties; 
j)  acts dishonestly in relation to admission to Diversitat Training; 
k)  knowingly makes any false or misleading representation about things that concern the 

student as a student of Diversitat Training or breaches any of Diversitat Training’s 
rules; 

l)  alters any documents or records; 
m) harasses or intimidates another student, a member of staff, a visitor to Diversitat 

Training, or any other person while the student is engaged in study or other activity as a 
College student, because of race, ethnic or national origin, sex, marital status, sexual 
preference, disability, age, political conviction, religious belief or for any other reason; 

n) breaches any confidence of Diversitat Training; 
o) misuses any facility in a manner which is illegal or which is or will be detrimental to the 

rights or property of others. This includes the misuse, in any way, of any computing or 
communications equipment or capacity to which the student has access at or away from 
Diversitat Training premises while acting as a College student, in a manner which is 
illegal or which is or will be detrimental to the rights or property of others; 

p) steals, destroys or damages a facility or property of Diversitat Training or for which the 
College is responsible; or 

q) is guilty of any improper conduct. 
r)  fails to attend and participate in classes regularly. 
 

Penalties for general misconduct 
 

1. Penalties imposed will take into account the nature and the extent of the misconduct 
2. A student’s second offence is penalised more severely than their first offence and a third 

offence will result in exclusion from Diversitat Training. 
 
If the student admits to the alleged misconduct, the DOS may impose one or both of the following: 

• a charge for the cost of damage to facilities and equipment 
• temporary exclusion from Diversitat Training. 

 
The DOS may then impose the penalty of permanent exclusion from Diversitat Training in the 
case of physical or verbal abuse of students or staff of Diversitat Training, repeated or severe 
misconduct, or in the case of criminal acts. 
 
Academic misconduct 
 
All students are expected to maintain high standards of academic honesty and integrity. Academic 
misconduct is defined as attempts by students to cheat, plagiarise or otherwise act dishonestly in 
undertaking an assessment task, or assisting other students to do so. Students are considered 
guilty of cheating if they seek to gain advantage by unfair means such as copying another students’ 
work, or in any way mislead a teacher about their knowledge, ability, or the amount of original work 
they have done. 
 
a) Student’s responsibilities: 
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     1 During Tests 
 

a)  Students must not help or receive assistance from other students 
b)  Students must not request the loan of or lend materials or devices to other students 
c)  Students must not bring any materials into the test room other than those specified 

for that test 
d) Students must not use computer software or other devices during a test  other than 

those specified. 
 
           A student may be excluded from a test for any of the following reasons:  
 

•  unauthorised absence from class.  
•  failure to meet course requirements, for example non-submission of assignments or 

failure to attend class or sit for previous tests 
•  academic misconduct  
•  general misconduct  

 
    2 Other assessment tasks 
 

a)  Students must not copy or paraphrase any document, audio-visual material, 
computer-based material or artistic piece from another source except in accordance 
with the conventions of the field of study 

b)  Students must not use another person’s concepts, results or conclusions and pass 
them off as their own 

c)  In cases where the assessment task is intended to be individual work not group work, 
students must not prepare an assignment collaboratively and then submit work that 
is substantially the same as another student’s assessment. 

d)  Students must not ask another person to produce an assessable item for them. 
 
b) Diversitat Training’s responsibilities: 
 
         Procedural fairness 
 

1. Students must be treated fairly, with dignity and with due regard to their privacy 
2. Students are to be regarded as innocent of the alleged misconduct until they have 

either admitted to it or been found by proper inquiry to have so behaved. 
3. Past misconduct is not evidence that a student has behaved in the same manner 

again. 
4. Each case is dealt with on its own merits and according to its own circumstances with 

the proviso that the first instance of misconduct will be penalised more leniently than 
subsequent instances of misconduct. 

      
c) Penalties 
 

1. Penalties imposed will take into account the nature and the extent of the misconduct. 
2. A student’s second offence is penalised more severely than their first offence and a 

third offence will result in exclusion from Diversitat Training. 
3. The following penalties may be imposed: a warning, a reduction in grades, receiving 

zero for an assessment event, failing the course, exclusion from Diversitat Training. 
 

Financial Misconduct 
 
 
Any student who fails to maintain up-to-date payments for their course will be seen as breaching 
their financial obligations. Any student who falls more than one month behind in their payments 
will be notified that if they do not make payment within 7 days of all outstanding amounts, they will 
have their enrolment cancelled on the grounds of financial misconduct.  
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A breach of course progress or attendance requirements 
 
 
Diversitat Training will refer to the Monitoring Overseas Student Progress Policy or the 
Monitoring Overseas Student Attendance Policy, depending on the circumstances.  

 
Before initiating a suspension or cancellation 
 
Before initiating a suspension or cancellation of an overseas student’s enrolment Diversitat 
Training will:   
 

o thoroughly investigate the matter, using the review form. 
o inform the overseas student of that intention and the reasons for doing so, in writing (letter 

to student) 
o advise the overseas student of their right to appeal through the provider’s internal 

complaints and appeals process, in accordance with Standard 10 (Complaints and 
appeals), within 20 working days. 

 
Notification and appeal 
 

1. Students must be notified in writing of penalties as a consequence of any misconduct. The 
misconduct will be outlined in detail. 

2. The grounds for appeal are: 
•  procedural irregularities, and/or 
•  factual errors on which the decision was based and which were of such magnitude as 

to invalidate the decision  
 
Students have the right to appeal a decision by Diversitat Training to suspend or cancel their studies 
and Diversitat Training will not notify DET of a change to the enrolment status until the internal 
complaints and appeals process is completed. 
 
Appeals must be lodged in writing with the DOS within 20 days of the date of the student being 
notified of the consequence.  The process will commence within 10 working days from the date of 
receipt of the student’s appeal. 
 
When there is a deferral, suspension or cancellation action taken 
 
When there is a deferral, suspension or cancellation action taken Diversitat Training will: 

o inform the overseas student of the need to seek advice from Immigration on the potential 
impact on his or her student visa 

o report the change to the overseas student's enrolment under section 19 of the ESOS Act. 

Please Note: 

The suspension or cancellation of the overseas student’s enrolment under Standard 9.3 cannot 
take effect until the internal appeals process is completed, unless the overseas student’s health 
or wellbeing, or the wellbeing of others, is likely to be at risk. 

 

 

Complaints and Appeals Policy 

 
Complaints and Appeals Policy 

 
Purpose 
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Diversitat Training has and implements when required a documented and fair internal 
complaints handling and appeals process and policy for the resolution of any type of dispute 
involving a student that includes access to an independent external body. In addition, Diversitat 
Training provides the overseas student with comprehensive, free and easily accessible 
information about that process and policy. 
 
Policy 
 
Diversitat Training will respond to any complaint or appeal the overseas student makes 
regarding his or her dealings with the College, the College’s education agents or any related party 
the College has an arrangement with to deliver the overseas student’s course or related services 

Diversitat Training’s internal complaints handling and appeals process and policy is fair and 
documented.  

Diversitat Training provides the overseas student with comprehensive, free and easily 
accessible information about that process and policy – through the Student Handbook. 
 
Diversitat Training will maintain the student’s enrolment while the complaints and appeals process 
is ongoing. This does not necessarily mean that a student will remain in class. 
 
Process for the overseas student to lodge a complaint or appeal  
 
Informal Complaint Procedure 
 
1. Student has a complaint  
2. Approaches Teacher/Director of Studies (DOS) with complaint 
3. Teacher/DOS resolves complaint internally on an informal basis 
 
Formal Complaint Procedure 
 
1. Student has a complaint  
2. Student lodges the complaint in writing to the DOS within 5 working days of the incident occuring 
3. The written complaint will be acknowledged by Diversitat Training in writing, along with an 
outline of the processes to be followed and an estimated time frame. 
4. You will be given an opportunity to formally present your case at minimal or no cost and be 
assisted by a support person at any relevant meetings 
5. Assessment of the complaint to begin within 10 working days of the written complaint being 
received by the DOS. The assessment will be conducted in a professional, fair and transparent 
manner 
6. Student’s enrolment will be maintained during the assessment process  
7. A written statement of the outcome of the complaint assessment, including detailed reasons, will 
be given to the student as soon as practicable, with detailed reasons for the outcome 
8. A written record of the complaint will be kept by Diversitat Training, including a statement of the 
outcome and detailed reasons for the outcome.  
 
In the event of a favourable outcome for the student, Diversitat Training will immediately advise 
and implement any decision 
 
Internal Appeal 
 
If a student is unhappy with the result, they will be able to lodge an internal appeal. This appeal is a 
separate process to the procedure outined above and will be carried out by a minimum of two 
senior staff of Diversitat Training, including the CEO. All time periods and rules related to the 
initial procedure outlined above also relate to the appeals process.  
 
Diversitat Training will commence assessment of the appeal within 10 working days of it 
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being made in accordance with the College’s complaints handling and appeals process and 
policy, and finalise the outcome as soon as practicable 
 
Diversitat Training will conduct the assessment of the complaint or appeal in a 
professional, fair and transparent manner 
 
External Review 
 

If the overseas student is not successful in the registered provider’s internal complaints handling and 
appeals process, Diversitat Training will advise the overseas student within 10 working days of 
concluding the internal review of the overseas student’s right to access an external complaints 
handling and appeals process at minimal or no cost.  

Diversitat Training will give the overseas student the contact details of the appropriate complaints 
handling and external appeals body – see below: 

External Bodies 

Commonwealth Ombudsman: http://www.ombudsman.gov.au/making-a-complaint/overseas-
students 

ASQA: https://www.asqa.gov.au/complaints 
 
NB ASQA will only use the information you provide to inform its regulatory approach and will not 
contact us on your behalf or act as your advocate.  
 

A decision in favour of the overseas student 
 

If the internal or any external complaints handling or appeal process results in a decision or 
recommendation in your favour, we will immediately implement the decision or recommendation 
and/or take the preventive or corrective action required by the decision, and advise you of that 
action.  

 

 
 

http://www.ombudsman.gov.au/making-a-complaint/overseas-students
http://www.ombudsman.gov.au/making-a-complaint/overseas-students
https://www.asqa.gov.au/complaints
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