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VET STUDENT LOAN (VSL) STUDENT WITHDRAWAL POLICY AND PROCEDURE

1. PURPOSE

1.1 Under Part 7, Division 1, Subdivision E of the VET Student Loans Rules, the purpose of this procedure is to outline
the process for students who wish to withdraw from a VET Student Loan (VSL) approved course or unit of study,
under the VET Student Loan Scheme.

2. SCOPE

2.1 This procedure applies to all students enrolled in an approved VSL course with LTF, under the VSL Scheme.

3. POLICY STATEMENT

3.1 Withdrawal must be made in writing and submitted to Student Support Services admin@learntofly.edu.au in
time for it to be delivered and processed by the census date.

3.2 Students should keep a copy of the withdrawal documentation as confirmation that the correct procedure was
completed.

3.3 Contact LTF to ensure the student's withdrawal enrolment by the census date and in accordance with the
required procedures to avoid incurring the cost or debt of the unit.

4. PROCEDURES

4.1 Student requests to withdraw

A student enrolled under the VET Student Loan Scheme requests to withdraw from a course or unit of study, by
completing and submitting a VET Student Loan Application to Withdraw Form. Application is forwarded to
admin@learntofly.edu.au.

4.2 Withdrawing within the nominated Census date period

Students seeking to withdraw from a VET course or VET unit of study without incurring a VET Student Loan debt,
must complete and submit the VET Student Loan Application to Withdraw form, nominating every unit of study
the student wants to withdraw from by the census date, including any units for future study periods.

Students that lodge their Withdrawal Application Form on or before the census date for that unit of study will be
granted a withdrawal without penalty. 100% tuition fees paid for that unit will be refunded and no VET Student
Loan debt is incurred.

4.3 Withdrawing outside of the nominated Census date period

Students that lodge their Withdrawal Application Form after the census date for that unit of study are still liable
to pay the tuition fees of that unit of study and will incur a VET Student Loan debt, regardless of whether the
student attended any classes or handed in any assessment items.
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4.4 Fee waiver under extenuating circumstances

Students who withdraw from a unit or units of study after the census date because of serious illness or other
extenuating circumstances, can apply directly to Learn to Fly Australia (LTF) Pty Ltd to have their VET Student
Loan balance re-credited and VET Student Loan debt removed. Requests can be made in writing via email to
admin@learntofly.edu.au.

Extenuating Circumstances, covering a range of unexpected, extenuating and compassionate circumstances, are
those which were outside the control of the student and/or for which there was no opportunity to prepare in
advance. For LTF to be satisfied that extenuating circumstances apply, a student must be able to provide
documentary evidence reflecting that the circumstances:

▪ Were beyond the student’s control; and
▪ Did not make their full impact on the student until on or after the census date; and
▪ Made it impracticable for the student to complete unit(s) of study.

Documentary evidence will be required to support a claim for a request for a fee waiver under special situations,
and decisions will be made by the LTF Management Team on an individual case by case basis.

4.5 Student notified of the outcome of an application to withdraw

The student will be notified in writing (email) of the outcome of their application to withdraw. The

correspondence will be recorded in the enrolments logbook within the Learner Management System

(Axcelerate).

5. LEGISLATIVE AUTHORITY

VET Student Loans Act 2016
VET Student Loans Rules 2016
High Education Support Act (HESA) 2003 (Cth)

6. APPROVAL AND REVIEW DETAILS

APPROVAL AND REVIEW DETAILS

Approval authority Chief Executive Officer

Committee to approve Compliance Committee

Administrator RTO Manager

Next Review December 2022

Version 1.0 Jan 22

Learn to Fly Australia Pty Ltd | RTO Code: 45684 | CRICOS Provider: 03913A

mailto:admin@learntofly.edu.au
https://www.legislation.gov.au/Details/C2021C00507
https://www.legislation.gov.au/Details/F2020C00982
https://www.legislation.gov.au/Details/C2022C00005

