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1. Purpose

This policy ensures that all requests for enrolment cancellation, deferral, or transfer are handled in accordance with
ASQA’s 2025 Standards for RTOs, and in a way that is fair, transparent, and compliant with relevant legislation.

2. Scope
This policy applies to:

e All current and prospective learners of The College of Health and Fitness (TCOHAF)
e All delivery modes (online, face-to-face, blended)
e All nationally recognised training products

3. Relevant Standards and Legislation

Standards for RTOs 2025:
o Standard 1 — Learner Experience
o Standard 2 — Quality Training and Assessment
o Standard 4 — Fair and Ethical Practices
o Standard 5 — Regulatory Compliance
e National Vocational Education and Training Regulator Act 2011
e  Privacy Act 1988 (Cth)
e Australian Consumer Law
e  Tuition Protection Service (for CRICOS providers, if applicable)

4. Definitions

Term Definition

Cancellation Withdrawal of a learner’s enrolment before course completion

Delayed commencement or temporary suspension of training by a learner or
RTO

Transfer Movement from one course or delivery mode to another, or between RTOs

Compassionate or compelling Situations beyond the learner’s control that affect their ability to progress (e.g.,
circumstances iliness, death in family)

5. Policy Statements

e Learners may cancel, defer, or request transfer of their enrolment with appropriate notice and supporting
evidence.

e TCOHAF reserves the right to defer, suspend, or cancel enrolment due to learner misconduct or extenuating
circumstances.

e Decisions will be made fairly and equitably, with timely written notification.
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e All changes to enrolment must be recorded in the Student Management System (SMS) and reported to
regulatory bodies as required.

6. Procedure

6.1. Learner-Initiated Cancellation, Deferral or Transfer

Step Action Responsibility

Learner submits the Enrolment Variation Form with reason and supporting Learner

documentation (if applicable)

RTO reviews request and contacts learner to clarify information or discuss Compliance Officer
options

Decision made and confirmed in writing within 10 business days Compliance Officer
Refunds processed in accordance with the Refund Policy (if applicable) Administrator
Records updated in SMS and AVETMISS/USI data adjusted as required Administrator

6.2. RTO-Initiated Cancellation or Deferral

Step Action Responsibility

1 RTO identifies issue (e.g., misconduct, non-payment, low engagement) Trainer/Administrator

Written notice issued to learner outlining intention and reason Compliance Officer
Learner given opportunity to respond or appeal within 5 business days Learner

Final decision issued in writing Compliance Officer
If upheld, enrolment updated in SMS, learner withdrawn or deferred Administrator
AVETMISS and USI records updated, refund processed (if due) Administrator

7. Supporting Evidence for Deferral or Transfer

Learners should provide evidence, where applicable, including:

e Medical certificates

e Legal documents (e.g. court orders)

e Death notices

e Employment changes (e.g. new shift patterns)

e  Statutory declaration (if no official documentation exists)

8. Transfer Between RTOs

If a learner requests transfer:

e  TCOHAF will provide support and a Statement of Attainment for completed units
e The learner must supply a formal offer or enrolment confirmation from the new provider
e No penalties or undue barriers will be applied

9. Appeals

Learners may appeal a cancellation, deferral, or transfer decision within 20 business days of the outcome under the
Complaints and Appeals Policy.
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10. Records and Privacy

All forms, decisions, correspondence, and evidence will be retained in accordance with the RTO’s Record Management
and Privacy Policies, ensuring confidentiality and data security.

11. Related Documents

e Enrolment Variation (Cancellation/Deferral/Transfer) Form
e Complaints and Appeals Policy

e Fees and Refund Policy

e  Privacy and Record Management Policy

e Learner Handbook

12. Review and Continuous Improvement

This policy is reviewed annually and as legislation or operational needs change. Stakeholder feedback and audit
outcomes inform updates.
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