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1. Purpose

Alffie 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 Alffie 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 course delivered by Alffie.

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.

3.2.Extension to Maximum Duration

If a student requires more time to complete their course, they can apply for an extension to their enrolment
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
A student may apply for a Course Extension for any reason that has delayed the completion of their
studies within the original duration.

b) Conditions of a Course Extension
Eligibility for a Course Extension is subject to the following:
i. the original duration has not been reached i.e. the original 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 Alffie or due to a training package 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).
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If Alffie approves the Course Extension, the Maximum Duration of the course will be adjusted
accordingly.

c) Course Extension Fees
A Course Extension (up to a maximum of 6 months) will be applied free of charge

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 by email to support@alffie.com. 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 before the expiry of the original enrolment duration.

3.3.Extension to a course in teach out

At Alffie’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
Any request for a Teach Out Extension must be made to Student Support (via email) and will be referred
to and determined by the Customer Success 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 Customer Success 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
A Course Extension will be applied free of charge any Teach Out Extension.

3.4.Assessment resubmission extension

A one-time, one-month extension will be granted free of charge to allow for the resubmission of assessments
requiring competency (Assessment Resubmission Period). However, if the student is still deemed not yet
competent or has not resubmitted the assessments by the end of this period, they will need to apply and pay for
an extension in accordance with this policy to complete their studies. The Assessment Resubmission Period is
subject to the course's teach-out date and cannot exceed it. Students must request this extension from their
Trainer & Assessor.

The assessment resubmission extension will be granted to students who have:
a) reached the end of their Maximum Duration,
b) genuinely attempted and submitted all required assessments for the course, and
c) beendeemed notyet competentin the submitted assessments.

3.5.Deferral of studies

If a student encounters difficulties or changed circumstances that are likely to impact 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).


mailto:support@alffie.com

RTO address: Ground Floor, Building B, 99 Coventry St, Southbank VIC 3006
Mailing address: PO Box 6181, Melbourne VIC 3004

Only one deferral per enrolment is permitted.

a) Conditions of a Course Deferral
Eligibility for a Course Deferral is subject to the following:
i. the original enrolment 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 Alffie or due to a course update; and
iv. the student informs Alffie of their expected date of return to their studies.

If Alffie approves 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 original enrolment duration.

c) Returnto studies while a Course Deferralisin place
During the period of a Course Deferral, the delivery of training and assessment by Alffie 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.

4. Related documents

e Terms of Use
e Schedule of Administrative Fees

e Course Deferral Form

5. Related Legislation

e Outcome Standards for NVR Registered Training Organisations (RTOs) 2025
e Australian Consumer Law

e Disability Discrimination Act 1992

e Disability Standards for Education 2005
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