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PURPOSE 
The following procedure outlines the steps involved for international students that are deferring, suspending 
or cancelling their enrolment at BNIT. 

SCOPE 
This policy applies to overseas students on an international student visa.  

DEFINITION 
CRICOS - Commonwealth Register of Institutions and Courses for Overseas Students 

DEEWR – Department of Education, Employment and Workplace Relations 

PRISMS - The Provider Registration and International Student Management System is a secure database 
developed jointly by the DEEWR and DIAC for the purposes of administering the ESOS Act.  PRISMS is the system 
used by providers to generate bona fide Confirmation of Enrolments (CoE) for DIAC as well as report any changes to 
class enrolments or compliance issues. 

DOCUMENTATION AND REFERENCES 
IP35 Student Misconduct Management 

IP58 International Students Transfer Policy 

IP59 International Student Deferral, Suspension or Cancellation of Enrolment Policy 

IF438 Student Misconduct Report 

IF708 International Application for Withdrawal 

IF739 International Student Application for Deferral 

COMPLIANCE REFERENCE 

 The National Code of Practice for Registration Authorities and Providers of Education and Training to Overseas 
Students (The National Code 2007) 

 Education Services for Overseas Students Act 2000 (The ESOS Act).  

PROCESS 
Note: 
This procedure has been separate into three sections: - Click on the appropriate section to access the relevant 
information. 

Student’s decision to defer or suspend enrolment 

Student’s decision to cancel enrolment 

Brisbane North Institute of TAFE’s (BNIT) decision to 
defer, suspend or cancel student’s enrolment

 

http://www.bn.tafe.qld.gov.au/resources/pdf/student-misconduct-management-ip35.pdf
http://www.bn.tafe.qld.gov.au/resources/pdf/ip58.pdf
http://www.bn.tafe.qld.gov.au/resources/pdf/IP59.pdf
http://helpnet.bnp.admin.tafe/Content/EdServ/BusImp/QA_Proc/IF708.pdf
http://helpnet.bnp.admin.tafe/Content/EdServ/BusImp/QA_Proc/IF739.doc
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Responsibilities Action Steps Qualifying Remarks 
 

 
 
 
 
 
 
1 - 9. International Unit 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
10. Faculty (amend 

classes/unit) and 
International (amend 
Fee class) 

 
11. International Unit 
 

Student’s decision to DEFER or SUSPEND their enrolment 

Start

1. International Unit receives request from student to defer,  
or suspend their enrolment

2. Does the student’s 
circumstance and supporting 

evidence qualify as 
compassionate grounds or as 

extenuating circumstance 
outlined in 4.1 of IP59

No

Yes

3. Forward a copy of the request to the relevant faculty to 
advise of student’s situation and to confirm that the student 

can return during time requested.

4. 
Has faculty approved 

student’s return at time 
requested 

No

Yes

6. Contact the student and advise that the tuition fees for the 
semester they will be returning to must be paid prior to 

approval being granted.

7. Complete the IF739 International Student Application for 
Deferral Form with Manager, International Business 

signature indicating request is approved and send to 
student.

8. 
Has faculty approved 

student’s return at time 
requested 

No

Yes

9. Create a variation on student’s enrolment via PRISMS to 
amend the end of study date accordingly.

10. Amend ISAS account accordingly

11. Make copies of all documentation and place in stduent’s 
hard copy file and archive.

End

5. Select ‘No’ on 
approvals section of 

IF739 (with Manager’s 
authorisation and send 
to student along with 

letter detailing reasons 
for refusal.

 
 

 
 
 
 
 

1. IF708 and IF739 
International Student 
Application for Deferral 

 
2. If the student has not 

completed 6 months of 
principle program is 
requesting cancellation of 
their enrolment refer to IP58 
and MP89 

 
3.  Assess the student’s 

requested dates for 
deferment / suspension and 
decide if student will be able 
to catch up on classes 
missed without any 
problems or if student will 
need to defer studies and 
recommence in the next 
semester 

 
5. Letter of refusal must 

include copy of or reference 
to MP23 Institute Appeals 
procedure  

 
7 Ensure that full semester 

payment has been made. 
 
 
9 Reason for course variation 

must be ‘Deferring 
/suspending student 
enrolment’ and select 
‘Compassionate or 
compelling circumstances’ 
as the reason for 
deferring/suspending 
student enrolment. 

 
10. Ensure student is enrolled 

and / or withdrawn from 
correct Fee classes and DP 
according to dates of 
enrolment. 

 
 
 
 
 

 

Responsibilities Action Steps Qualifying Remarks 

http://helpnet.bnp.admin.tafe/Content/EdServ/BusImp/QA_Proc/IF708.pdf
http://helpnet.bnp.admin.tafe/Content/EdServ/BusImp/QA_Proc/IF739.doc
http://www.bn.tafe.qld.gov.au/resources/pdf/ip58.pdf
http://helpnet.bnp.admin.tafe/Content/EdServ/BusImp/QA_Proc/MP89.pdf
http://helpnet.bnp.admin.tafe/Content/EdServ/BusImp/QA_Proc/mp23.pdf
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1 - 7  
 International Unit 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
7. International Unit 
 
 
 
8. Faculty (amend 

classes/unit) and 
International (amend 
Fee class) 

 
9. International Unit 
 
 
 
 
 
 
 
 
 
 
 

Students decision to CANCEL enrolment 

Start

1. International Unit receives request from student to  
cancel their enrolment

2. Has the student provided 
supporting evidence as outlined in 

IF708 in  accordance with their 
reason for leaving? 

4. Does the student have any 
outstanding debts owing to BNIT?

5. Forward a copy of invoice of student with outstanding 
amount owing.

6. Complete the IF708 with Manager, International Business’ 
signature indicating request is approved and send to 

student.

7. Create a variation of student’s enrolment via PRISMS

8. Amend ISAS account accordingly

9. Make copies of all documentation and place in student’s 
hard copy file and archive

3. Request 
supporting 

documentation from 
student..

End

No

Yes

Yes

No

 

 
 
 
 
 
 
1. IF708 
 

If the student has 
requested a cancellation of 
enrolment to go to another 
provider, refer to MP89 
International Student 
Transfer to another 
provider. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
7.  Reason for course 

variation must be 
‘’Termination of student 
studies prior to completing 
the course’ and select 
‘Student notifies cessation 
of studies’ Termination 
reason. 

 
 
 
 
 
 
 
 

Responsibilities Action Steps Qualifying Remarks 

http://helpnet.bnp.admin.tafe/Content/EdServ/BusImp/QA_Proc/IF708.pdf
http://helpnet.bnp.admin.tafe/Content/EdServ/BusImp/QA_Proc/MP89.pdf
http://helpnet.bnp.admin.tafe/Content/EdServ/BusImp/QA_Proc/MP89.pdf
http://helpnet.bnp.admin.tafe/Content/EdServ/BusImp/QA_Proc/MP89.pdf
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2. Relevant Staff 

member who 
witnessed/ was 
advised of the 
misconduct. 

 
3. Director Education 

and Training or 
Institute Director 

 
 
 
 
4. Director Education 

and Training or 
Institute Director 

 
 
 
 
 
 
 
 
 
 
 
9. Appeals committee. 
 
 
 
 
 
 
 
 
12. International Unit 
 
13. Faculty (amend 

classes/unit) and 
International (amend 
Fee class) 

 
14. International Unit 
 

BNIT’S decision to defer, suspend or cancel student’s 
enrolment 

Start

1. Student misconduct occurs – see IP35 for examples of 
misconduct.

8. 
Has an appeal been received from 

the student? 

9. Appeal conducted as detailed in 
MP23 Appeals Procedure.

Yes

2. Complete IF438 Student Misconduct Report regarding 
student and forward to Director Education and Training or 

Institute Director

3. Advise the student in writing of the alleged incident of 
misconduct and decide on appropriate disciplinary action 

as outlined in IP35 Student Misconduct Management Policy

4. Provide a written statement detailing the circumstances 
of the disciplinary action decided on and send to BNIT 

Feedback for Business Improvement to attachet to 
student’s file in QPulse and a copy to the International Unit  

outlined in IP35 Student Misconduct Management Policy 

5. Advise the student in writing of the disciplinary action to 
be taken 

10.
Has the Appeals Committee 

decided on a deferment, 
suspension or cancellation of the 

student’s enrolment?  

6. 
Has the disciplinary action resulted in 

deferment, suspension or cancellation of 
the student’s enrolment?  

11. No variation to 
student’s enrolment 

in PRISMS is 
required

Yes

No

Yes

12. Create a variation on student’s enrolment 
via PRISMS

13. Amend ISAS accordingly

14. Make copies of all documentation and place 
in student’s hard copy file and archive

End

No

No

 

 
 
 
1. IF438 
 
 
3. A suspension from BNIT 

must not exceed 14 days 
see IP35 Student 
Misconduct Management 
Policy  
 

 
5. Letter must also inform 

student that they have 20 
working days to access 
BNIT’s appeals process 
see MP23 Appeals 
Procedure, and that 
deferment, suspension or 
cancellation of enrolment 
may affect his or her 
student visa. 

 
8. If the student appeals the 

decision to defer, suspend 
or cancel their enrolment, 
BNIT must NOT notify 
DEEWR of a change to the 
enrolment status until the 
appeals process is 
completed.   

 
 
12. If the decision is to expel 

the student a Section 20 
notice must be generated 
and sent to the student. 

 Refer to PRISMS Provider 
User Guide for the 
necessary course variation 
steps required for either 
deferral or cancellation for 
disciplinary reasons. 

. 

http://helpnet.bnp.admin.tafe/Content/EdServ/BusImp/QA_Proc/IF438.pdf
http://helpnet.bnp.admin.tafe/Content/EdServ/BusImp/QA_Proc/IP35.pdf
http://helpnet.bnp.admin.tafe/Content/EdServ/BusImp/QA_Proc/IP35.pdf
http://helpnet.bnp.admin.tafe/Content/EdServ/BusImp/QA_Proc/IP35.pdf
http://helpnet.bnp.admin.tafe/Content/EdServ/BusImp/QA_Proc/mp23.pdf
http://helpnet.bnp.admin.tafe/Content/EdServ/BusImp/QA_Proc/mp23.pdf
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DOCUMENT AUTHORISATION 
 

Owned by (signature) 

Position Title Manager, International Business 

Authorised by (signature) 

Position Title Director, Client Relations 
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