ﬂ MACQUARIE
-3 University

English Language Centre (ELC) Student
Cancellations Policy

Section 1 - Purpose

(1) This Policy covers any scenario in which a student transitioning from Access Macquarie Limited to Macquarie
University at the Macquarie University English Language Centre (ELC) wishes to cancel their existing enrolment and to
withdraw from their ELC studies.

(2) The Policy defines the process of formalising the cancellation and the information that needs to be collected and
reported via PRISMS to the Department of Home Affairs (DHA) in the event that there is a change to the student’s
enrolment.

Scope

(3) Any ELC student who is transitioning from Access Macquarie Limited to Macquarie University, whether they are on
a package offer to Macquarie University (the University), or an English Only offer.

(4) The process needs to be followed by Student Services and the ELC Admissions team.

Section 2 - Policy

(5) Students may apply to cancel their studies at any time before or during their enrolment.
(6) A refund will not be given in the case of the course having commenced at the time of a cancellation.

(7) Where an advertised course is cancelled, and another acceptable course is not available to the student, the
student's enrolment will be cancelled and a full refund given.

(8) ELC may suspend or cancel a student's enrolment on the following grounds:

a. where the student's behaviour contravenes the ELC Student Code of Behaviour;

b. for non-payment of fees as required in the written agreement between the student and the University;

c. the student is in breach of their visa requirements as they have failed to meet the required attendance and
progression requirements; and

d. any other grounds that the University deems as reasonable grounds to suspend or cancel the student’s
enrolment.

(9) If ELC and the University initiate a suspension or cancellation of a student’s enrolment, the following will occur:

a. the student will be advised in writing to their student email and by post that their enrolment may be suspended
or cancelled; and

b. the student will be provided information on their right to appeal the decision within twenty (20) working days.
The student will be directed to the English Language Centre (ELC) Complaints and Appeals Policy for further
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information; and

c. it will be recommended to the student that they should seek advice from the Department of Home Affairs on
the impact that a suspension or cancellation will have on their visa.

(10) Where a student appeals against cancellation of enrolment, in order to enforce ELC's statutory duty of care
obligations, or for protection of the Centre's property, ELC may choose to exclude the student from classes throughout
the appeal process.

(11) Students can apply for a cancellation of their enrolment via student services using the Cancellation to Enrolment
form.

Section 3 - Procedure

(12) Nil.

Section 4 - Guidelines

(13) Nil.

Section 5 - Definitions

(14) Commonly defined terms are located in the University Glossary.
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Status and Details

Status

Effective Date
Review Date
Approval Authority
Approval Date

Expiry Date

Responsible Executive

Responsible Officer

Enquiries Contact

Historic

22nd February 2021

1st December 2021

Deputy Vice-Chancellor (Engagement)
9th June 2018

22nd December 2021

Rorden Wilkinson
Deputy Vice-Chancellor (Academic)

Pamela Humphreys
Director, Macquarie University College
+61 298506114

Pamela Humphreys
Director, Macquarie University College
+61 2 9850 6114
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