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1. Purpose 

Open Colleges (OC) recognises that a student may, due to personal circumstances, 
require additional time to complete their course of study beyond the maximum course 
period for their enrolment. The purpose of this Extension Policy is to provide guidance on 
the fair and reasonable terms on which OC will grant students additional time to complete 
their studies, or to defer their studies for a defined period of time. 

 

2. Scope 

This policy applies to all students enrolled in any Nationally Recognised Training course 
delivered by OC. 

 

3. Policy 

3.1 Course Duration 
Students must complete their course (including submission of all assessments and 
completion of all work placement) before the expiry date for their course, as outlined in 
their confirmation of enrolment (Maximum Duration). 

3.2 Extension to Maximum Duration 
If a student requires more time to complete their course, then prior to the expiry of the 
Maximum Duration, they can apply for an extension to their Maximum Duration, for up to a 
maximum of 6 months (Course Extension). 

Students can make multiple applications for a Course Extension, provided the total 
cumulative time applied for does not exceed 6 months. 

Extensions beyond 6 months will not be granted, and a new enrolment (including payment 
of applicable course fees) would be required. 

(a) Grounds for a Course Extension 
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A student may apply for a Course Extension for any reason that has delayed the 
completion of their studies within the Maximum Duration. 

(b) Conditions of a Course Extension 

Eligibility for a Course Extension is subject to the following: 

(i) the Maximum Duration has not been reached i.e. the enrolment has not expired; 

(ii) the student has not exceeded the 6-month maximum allowed extensions 
previously; 

(iii) there are no material changes to the training package for the course; 

(iv) the course is not in a teach-out period (either set by OC or due to a course 
update); 

(v) all course fees that are due at the time have been paid; and 

(vi) payment of the Course Extension Fee (as set out below). 

If OC approves the Course Extension, the Maximum Duration of the course will be adjusted 
accordingly. 

(c) Course Extension Fees 

All students seeking a Course Extension are required to pay the applicable fee as 
outlined in the Schedule of Administrative Fees (DC 1.3), which can be found on OC’s 
website under ‘Key Student Information’ (Course Extension Fee).  

The Course Extension Fee is payable at the time of application and is a per month 
rate. 

(d) Applying for a Course Extension 

To apply for a Course Extension, students need to complete the application by 
submitting the Course Extension Request Form (FR1.7) to Student Support via email. 
Applications should be made as soon as the student is aware that they require 
additional time to complete their studies, as Course Extensions must be made prior 
to expiry of the Maximum Duration. 

(e) Course fee arrears 

If the student’s course fees are in arrears, all arrears must be brought up to date prior to 
application being made for an extension. 

3.3 Extension to a course in teach out 
At OC’s sole discretion, it may consider a request from a student for an extension to the 
Maximum Duration for a course that has a teach out date (Teach Out Extension). 

(a) Teach Out Extension requests 
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Any request for a Teach Out Extension must be made to Student Support (via email) 
and will be referred to and determined by the Education Manager (or their 
delegate) for the course. 

(b) Determination of a Teach Out Extension 

In considering the request for a Teach Out Extension, the student’s progress in the 
course to date, the time required for the student to complete the course; and the 
teach out date will all be taken into consideration.  

At the Education Manager’s discretion, the Teach Out Extension (including any 
further extension to it) may be subject to the student adhering to a training plan to 
enable completion of their course (or identified units of competency where it will 
not be possible for the student to complete their course in the remaining time). 

(c) Course Extension Fees 

The Course Extension Fee will apply for any Teach Out Extension. 

3.4 Assessment resubmission extension 
If a student has: 

(a) reached the end of their Maximum Duration; 

(b) previously genuinely attempted and submitted all required assessments in the 
course; and 

(c) been deemed not yet competent in those submitted assessments, 

then OC will grant a (one off) 1-month extension (free of charge) to allow for the 
resubmission of such assessments needing competency (Assessment Resubmission 
Period). However, if the student is still be deemed not yet competent, or not have 
resubmitted the assessments, by the end of the Assessment Resubmission Period then the 
student will be required to apply and pay for an extension (in accordance with, and subject 
to, this Policy) to complete their studies. 

The Assessment Resubmission Period will be subject to the teach-out date for the course 
and cannot exceed that date. 

A student should request the Assessment Resubmission Period from their Trainer & 
Assessor. 

3.5 Deferral of studies 
If a student encounters difficulties or changed circumstances that are likely to impact on 
their ability to study or would like to take a break from their studies, they may apply to defer 
(or pause) their studies for up to 3 months (Course Deferral). Only one deferral per 
enrolment is permitted. 
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(a) Conditions of a Course Deferral 

Eligibility for a Course Deferral is subject to the following: 

(i) the Maximum Duration has not been reached i.e. the enrolment has not 
expired; 

(ii) there are no material changes to the training package for the course; 

(iii) the course is not in a teach-out period (either set by OC or due to a course 
update; and 

(iv) the student informs OC of their expected date of return to their studies. 

If OC approve the Course Deferral, the Maximum Duration of the course will be adjusted 
accordingly. 

(b) Applying for a Course Deferral 

To apply for a Course Deferral, students need to complete the Course Deferral Form 
(FR1.6) and submit it to Student Support via email. Applications should be made as 
soon as the student is aware that they require additional time to complete their 
studies, as Course Deferrals must be made prior to the absence from study and 
prior to the expiry of the Maximum Duration. 

(c) Return to studies while a Course Deferral is in place 

During the period of a Course Deferral, the delivery of training and assessment by 
OC will not occur. If the student returns to their studies (including by submitting 
assessments) during the Course Deferral, the period of the Course Deferral will be 
concluded early. 

(d) Payment obligations during Course Deferral 

All payment obligations (including scheduled payments under an instalment plan) 
must continue to be met during the period of the Course Deferral. 

3.6 Special Consideration 
If a student is experiencing exceptional circumstances out of their control e.g. serious 
illness, or personal trauma or hardship which is ongoing in nature and which will prevent 
the student from completing their course within the Maximum Duration, and additional 
time is required (subject to any teach out date), OC has a Special Consideration Policy 
(PO5.3), which can be found on OC’s website under ‘Key Student Information’.  

It is the student’s obligation to contact OC as soon as the student becomes aware of any 
such circumstances that will impact on their ability to complete their studies.  

An application for Special Consideration cannot be made after the expiry of the Maximum 
Duration. 
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4. Related documents 

• DC 1.2 Student Agreement 

• DC 1.3 Schedule of Administrative Fees 

• FR 1.6 Course Deferral Form 

• FR 1.7 Course Extension Form  

• PO 5.3 Special Considerations Policy 
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