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5.2 Flowchart details – Deferral (Student initiated deferment of enrolment) 

5.2.1 Student submits the completed Application to Defer Course 
Commencement Form with supporting evidence to MM by Friday before course 
commencement.  

5.2.2 MM forwards the request to DH-M for approval within five (5) working 
days from the date of receipt of the application. 

• If student is under 18, written evidence that the student’s parent or legal 
guardian supports a deferment request must be submitted. 
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5.3 Procedure Flowchart – Leave of Absence (Student-initiated suspension of 
enrolment)
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5.5 Procedure Flowchart – Suspension (College-initiated Suspension of E
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5.8 Flowchart details – Withdrawal (Student-initiated Cancellation of Enrolment) 

5.8.1 Student completes the Withdrawal from Course Form and arranges a 
meeting with SSO. 

5.8.2 SSO checks student’s course progress and fees status in Paradigm. If 
fees are outstanding, the student is then requested to clear outstanding fees. 
SSO interviews the student to understand the reasons for the request for 
cancellation. If it is in relation to an academic issue, SSO advises the student 
to contact the Student Advisor. If the student wishes to move to another state 
or another college (including ACA College), SSO will brief the student about 
the transfer process as per the Transfer to Another Registered Provider Policy. 
SSO completes a Student Counselling Report.  

5.8.3 SSO informs student 
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5.10 Flowchart Details – Cancellation (College-initiated Cancellation of 
Enrolment) 
 

5.10.1 The college will initiate cancellation of student enrolment if: 
a. the student failed to pay fees (non-payment of fees); 
b. the student breached a condition of the student visa;  
c. the student misbehaved (when student has committed serious 

misbehaviour such as criminal activity or non-
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