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1. PRINCIPLES

A strategic objective of Ozford Institute of Higher Education’s (hereafter referred to as “the Institute”) is to support
excellence in learning and teaching which delivers practical graduate outcomes. The Institute will achieve this in part by
offering relevant courses. In offering relevant courses, the Institute is committed to ensuring that all students are provided
with every opportunity to complete the course of study in which they are enrolled. However, there may be circumstances

where it is required or considered necessaty to suspend/discontinue/terminate a coutse.

Where it is considered necessary to suspend/discontinue/terminate a course the Institute will implement a transparent

and equitable plan to ensure that students are not disadvantaged by such an action.

A fundamental principle of the Institute is that students will not be disadvantaged as a result of the

discontinuation/termination of a Course.

2. SCOPE

This procedure applies to all staff involved in instances of discontinuation/termination of a Coutse.

3. DEFINITIONS
Course

For the purposes of this policy a course is an accredited course provided by the Institute that is listed on the National
Register.

Discontinued Course

A course in which it has been formally decided that there will be no new students enrolled, but existing students will be
taught out.
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Individual Student Statement (ISS)

A written document prepared for a student that provides an identification of units that a student needs to complete to

graduate from a discontinued course.

Suspended Course

A course that the Institute decides to suspend. The period of suspension may be for one or more trimesters.
Terminated Course

When there is no further “transition and teach-out” to a discontinued course

Transition and Teach-out Mode

This is a status, following the decision to discontinue a course, where no new students can be enrolled in a course and
arrangements are in place to ensure that all existing enrolled students can either complete the course or transition to an
alternative mutually agreed course at no disadvantage to the student.

Transition and Teach-out Plan

A written plan that documents the process by which the discontinued course will proceed. The plan also documents the
academic support provided for students enrolled in a course that has been discontinued. The plan will provide for
equitable treatment for all students affected by the discontinuation of the course, by enabling them to have reasonable

time to complete the course, or by providing them with reasonable alternative course and unit options.
Unit of Study

A unit of study is an individual subject that is studied as part of a course. It is the smallest stand-alone component of a
course that can be recorded on an academic transcript. A unit can also be viewed as the study of a particular topic
within a wider field and is a unit of the basic building block of a qualification.

4. PROCEDURE
Decision to Suspend a course

4.1  Each trimester, the Academic Leadership Team will review the student needs and the courses and Units that
require delivery. The Academic Leadership Team will also consider if there are any coutses and/or Units that will
be suspended. A decision to suspend a course may be required due to lack of student demand, a staffing or other
business issue that prevents delivery of the course or unit of study for a trimester or a further period.

42 The Academic Leadership Team will approve the suspension of a course or unit of study.

4.3 Suspensions of this nature will be addressed as set out in the Deferring, Suspending or Cancelling a Student’s
Enrolment Policy and Procedure.

4.4 The Marketing Team will ensure that the courses that are suspended do not accept new enrolments for the
suspension period.

4.5  Where any students are in the process of completing the course or Units, the Academic Leadership Team will
ensure that the students continue to be taught without interruption.

Decision to Discontinue a course
Institute initiated decision

4.6 Discontinuing a course may commence:

e As part of the proposed accreditation of a new accredited course which will result in the replacement of an

existing course.
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e As part of business management, monitoring review and improvement processes

4.7  Proposals for Discontinuing a course will either be for immediate discontinuance (if no students are enrolled) or
transition and teach out (where students are still enrolled in the course.

4.8  Discontinuation of a course is a material change and requires a business case. A report will be prepared by the
Academic Leadership team for the Academic Boatd, that considers:

e  reason/s (academic, strategic and financial) for the discontinuation;
e  whether there is a replacement course proposed,;
e  the impact on and strategies to address:
o continuing students,
o international applicants,
o graduates of the course; and
o internal and external articulation arrangements.
e the number of students currently enrolled and their level of progression;

e an explanation of how students enrolled in the course will be helped to either complete the course or
transition to another course of study;

e any other impact for the Institute; and
e  how stakeholders have been or will be consulted about the discontinuation.

49  The Academic Board will review the report and make a decision whether or not the Institute should discontinue
the course.

4.10 If the discontinuation is approved, the Compliance team will prepare a Material Change notification as set out in
the Changes to Registered Provider Policy within 14 days of the decision that:

e The Institute does not intend to renew the accreditation of a course of study, and there are no enrolled students
or will be no students enrolled at the due date for renewal of course accreditation as they will have completed or
transitioned out.

e The Institute does not intend to continue delivering a course of study, however there will be students enrolled
past the current course accreditation renewal date, that will either complete or transition out during a teach out

petiod.

o If the course is due for accreditation, the Institute will apply for the accreditation of the course to be
renewed, noting that it is being taught out.

o0 The teach out arrangements may include students enrolled in a course that the Institute plans to replace
with a new course which students will transition in to subject to a TEQSA decision to accredit the new
course.

411 The Academic Leadership team will ensure that all students in the discontinued course are notified of the decision
and provided with a reasonable time to complete the course. and/or a transition and teach out plan

412 The Academic :Leadership team and Student Services team will support the students who have not completed the
discontinued course within the period of the transition and teach-out plan into an alternative course, to complete
their course by taking outstanding units at another institution or another mode of learning, or to complete their
course through a special course of study.

Regulatory decision
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4.13 If the course is discontinued due to a TEQSA decision, the President and CEO and the Academic Leadership
team will have responsibility for implementing the TEQSA decisions, directions and working to TEQSA timelines.

4.14 The Academic Board and Governing Board will oversee the Institute’s implementation of the TEQSA decision.

Transition and Teach out plan

4.15 The Academic Leadership team will prepare transition and teach out plan that:

sets out the process by which the discontinued course will be ceased

identifies all students cutrently enrolled in the coutse or major, their completed credit points, and their credit

point levels.
sets out the academic support that will be provided for students.

provides for equitable treatment for all students affected by the discontinuation of the course, by enabling
them to have reasonable time to complete the course, or by providing them with reasonable alternative course

and unit options.
specifies the anticipated timeline of activities, including the effective date of the termination of the course;

includes a communication plan that includes the proposed timeline and methods for notifying students of the
Transition and Teach-out Plan, including any students who may be on leave of absence, as well as academic

and professional staff and other stakeholders;

identifies all cohorts for whom individual transition arrangements are required, including international
students and pending students who have been made offers of admission via pathway or package

arrangements .

416 Only students who atre enrolled in the course or on an approved leave of absence at the time of the approval are

included in the teach out or course transition plan.

4.17 Where the Institute is unable to continue teaching an accredited course, and students remain enrolled in it, the

Academic Leadership team will endeavour to negotiate a credit arrangement with a similar course at another

institution.

4.18 The Academic Leadership team is responsible for ensuring that course resourcing, course outcomes and overall

service and support to students is not reduced as part of the teach out process.

Admissions

4.19 The Marketing and Admissions teams will suspend the marketing and admission intake into a course when notified

that:

a course is to be discontinued, and the approval is yet to be finalised, or
a course is to be discontinued and is in teach out; or

the Institute wishes to maintain the course as active for offering at a later stage, but not allow new student

admissions for a specific period.

420 The Admissions team will advise any students who have been offered a place in a discontinued course that the

course will no longer be on offer and offer other opportunities to complete a course with the Institute or the

option to cancel their enrolment. Cancellation of enrolment will be processed as set out in the Deferring,

Suspending or Cancelling a Student’s Enrolment Policy and Procedure.

Ozford Institute of Higher Education Pty Ltd ACN 165 694 351 trading as Ozford Institute of Higher Education. CRICOS Provider No: 034298
Course Discontinuation Termination and Teach Out Procedure Ver. 4.0
Version Date: August 2026 Page 4 of 9



OZFORD

Institute of Higher Education

Individual student statement

421 The Student Services team will provide all students affected by the decision to discontinue a course with a written
statement that:

e  provides an identification of units that the student needs to complete to graduate from a discontinued course.

e informs students about the need to discontinue the course and arrangements for either teach-out or transfer

to a different course or course offering (including students who have deferred their enrolment), and

e  provides reasonable timeframe in which to complete the course if they are provided with an option to not
transfer to a different course or course offering.

422 Students who do not complete their studies within the prescribed timeline for Teach-out will be managed on a
case-by-case basis. Options may include:

e transfer to another program, either with the intention to continue study or, if eligible, to be issued an
appropriate exit Award along with their transcript recording the extent of their studies and the reason for
their discontinuation

e  cross-institutional study

° Course substitution or recognition of Course equivalence.

Contingency Arrangements

4.23 'The Business Continuity Policy sets out transition contingency arrangements in the event that any course
provided by the Institute is discontinued, particularly identifying the availability and accessibility of similar courses.

424 The President and CEO is responsible for identifying, approving and maintaining contingency arrangements and
agreements.

Tuition Protection Scheme

4.1  The Institute’s Student Services team have responsibility for ensuring that the Institute completes reporting
requirements, which include maintaining and updating:

° student contact details including”
o the student’s current residential address
o the student’s mobile phone number (if any)

o the student’s email address (if any)

o records of unit and course completions
. students’ unique student identifiers (USI)
o data reported in the Tertiary Collection of Student Information (T'CSI)

42  The President and CEO has responsibility for promptly responding to information requests from the TPS
Director.

TPS Levies

4.3 The Accounts team prepare information for the annual International TPS Levy collection.
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4.4 Prior to the annual International TPS Levy collection, the Institute will receive a Request for Information (RFI) to

declare their overseas student tuition fee income for the previous calendar year.

4.5  Overseas student tuition fees are the fees a provider receives from an overseas student or intending overseas
student on a student visa (subclass 500) for lectures, tutorials, tutoring sessions, training, excursions, fieldwork,
laboratories, or practical experience that form part of a course or assist the student to progress in their course.
Non-tuition fees which should be excluded from the income declaration include fees received for:

o books or equipment sold to a student;

° health insutrance;

° administration;

° accommodation; and

o assisting the student to apply for or hold a student visa.

4.6 The Institute will deduct any tuition fee refunds provided to students prior to submitting the income declaration
for the year.

47  The Accounts team have responsibility for reviewing and arranging for payment of the TPS Levies.

Provider Default
4.8  'The President and CEO is responsible for contacting the TPS immediately at support@tps.cov.au if the Institute

is at risk of defaulting.

Provider Default - Overseas Students
49  The President and CEO will provide a written notice of the default to the relevant ESOS agency and the TPS
Director within 3 business days of the default occurring. The notice will include the following:

° the circumstances of the default;
° the details of the students in relation to whom the Institute has defaulted;
. advice as to:

o  whether the provider intends to discharge its obligations to those students under section 46D; and
o (if appropriate) how the provider intends to discharge those obligations.

410 The President and CEO will ensure that a written notice of the default is sent to the students in relation to whom
the Institute has defaulted.

411 The President and CEO will ensure the Institute discharges its obligations to students within the provider
obligation period of 14 days after the default day by either:

o arranging for students to be offered a place in an alternative course (and the student accepting that offer
in writing); or
o providing a refund of unspent tuition fees. (b) the provider provides a refund in accordance with

subsection 46D(6). The refund will be of the amount worked out in accordance with the legislative
instrument made under subsection 46D(7) of the ESOS Act.

4.12The President and CEO will notify the relevant ESOS agency and the TPS Director of the outcome of discharge
of obligations within 7 days after the end of the provider obligation period. The notice must comply with the
legislative instrument4 made under subsection 40F(5) of the ESOS Act and include the following:
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413

o whether the provider discharged its obligations to students in accordance with section 46D;
o if the provider arranged alternative courses:

O details of the students the provider arranged alternative courses for; and

0 details of the courses arranged; and

o evidence of each student’s acceptance of an offer of a place in an alternative course;
o if the provider provided refunds:

0 details of the students the refunds were provided to; and

0 details of the amounts of the refunds provided.

The President and CEO will contact the TPS immediately if the Institute is unable to meet its obligations.

Provider Default - Domestic Students

4.14

4.15

4.16

4.17
4.18

The President and CEO will notify their students and the TPS Director in writing within 24 hours of the default
occurring.

If the Institute has defaulted, within 14 days the President and CEO will ensure that, based on the student’s choice,
the Institute:

° arranges for the student to be offered a place in a suitable replacement unit or course and the student accepts
the offer in writing; or

o pays the student a refund of any up-front payments for the affected unit(s) or re-credit the student’s HELP
balance for any FEE-HELP assistance used to pay for the affected unit(s) to the Commonwealth.

If there are no suitable replacement units or courses, the President and CEO will ensure that the Institute refunds
up-front fee paying students or re-credit students’ HELP balances with an amount equal to the amount of FEE-
HELP assistance the student received for the affected unit(s) of study.

The student must accept the Institute’s offer in writing.

The President and CEO will contact the TPS immediately at support@tps.gov.au if the Institute is unable to meet
these obligations.

Replacement Provider

4.19

The TPS may contact the Institute with an opportunity to enrol additional students. The process of placing
students with the Institute will be as follows:

o The TPS formally advises students of suitable replacement units or courses.

o Students contact the Institute and discuss whether the replacement course will meet their personal needs.
. Students inform the TPS of their preferred replacement unit or course.

o The TPS contacts the Institute to advise them of students’ preferences.

o The Institute contacts the students to facilitate offers and enrolment. If there are any problems at this stage,

the Institute will contact the TPS at support@tps.gov.au

° The Institute will then enter into a signed student placement agreement with the student. The Institute’s
Admissions Policy and Procedure will be followed for this process.
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420  Where the Institute acts as a replacement provider, the President and CEO will ensure that the Institute will:

o notify the TPS Director in writing of a student’s acceptance of an offer of a place in a replacement unit or

course within 14 days of the acceptance.

o arrange for the Admissions team to grant course credits for units of study of the original course successfully
completed by the student as set out in the Credit Transfer and Articulation Policy and Procedure.

o not charge students tuition fees or student contribution amounts for replacement components of the
affected part of the original course for which tuition fees were already paid.

o enrol a student in the replacement unit or course as soon as practicable as set out in the Admissions Policy
and Procedure.

Academic Governance

425 The Academic Leadership team will prepare an annual report of discontinuations for the Academic Board that

includes:
e All courses and units suspended and the periods that they were suspended for

e All courses discontinued and the status of the transition and teach out plans including the number of students

currently studying and their progress.

5. QUALITY ASSURANCE

To ensure that this procedure is fit for purpose and meet the requirements of the TEQSA Compliance Frameworks the
procedure will be:

5.1 internally approved by the Executive Management Team on development or review

5.2 externally reviewed as part of any independent review of the TEQSA Compliance Frameworks approved by the
Governing Board;

5.3  internally reviewed by the Responsible Officer every five years from the date of approval (if not earlier).

54  referenced to the applicable TEQSA Compliance Frameworks requirement(s)d and/or other
legislation/regulation.

6. FEEDBACK

Feedback or comments on this procedure is welcomed by the listed Responsible officers of the Institute

7. ACKNOWLEDGEMENT

This procedure was developed with reference to the following:

e Charles Sturt University, Course and Subject Policy, 2024 (Coutrse and Subject Policy / Document / CSU Policy
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e  Chatles Sturt University, Course And Subject Procedure - Life Cycle Approvals, 2024 (Course and Subject Life
Cycle Procedure / Document / CSU Policy Library)

e  Charles Sturt University, Course And Subject Procedure - Delivery Management, 2024 (Course and Subject

Delivery and Management Procedure / Document / CSU Policy Library)
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8. VERSION CONTROL

Version Date approved Description Approved by
2.0 June 2018 Initial issue EMT
3.0 August 2023 Internal Review EMT
4.0 August 2026 Internal Review EMT

Related legislation/

Tertiary Education Quality and Standards Act 2011 (Cth)

regulation/standard Higher Education Standards Framework (Threshold Standards) 2021 (Cth)
Education Services for Overseas Students Act (ESOS) 2000 (Cth)
Education Services for Overseas Students Regulations 2019 (Cth)
The National Code of Practice for Providers of Education and Training to
Overseas Students 2018 (Cth)
Note:

EMT = Executive Management team
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