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1 PRELIMINARIES 
Commencement 

This policy and procedure commence on 9 January 2026 

Purpose  

This policy and procedure outline how the Polytechnic Institute Australia (“PIA”) performs the 
enrolment of students into units of study at PIA to maximise the student experience and that enable 
PIA to meet its obligations under the Higher Education Support Act 2003 (HESA), the Education 
Services for Overseas Students Act 2000 (ESOS), the Higher Education Standards Framework 2021 
(HESF) and other relevant legislation.. 

Application 

This policy and procedures apply to all coursework courses and units from such courses, including 
those enrolled in as non-award, or a cross-institutional subject and to students enrolled in any units or 
courses outlined previously. 

Any separate provisions that relate specifically to international students are stated where appropriate. 
For the purposes of this policy, non-resident students (as defined in this Policy) are subject to the 
same provisions as domestic students. 

  

https://policies.latrobe.edu.au/directory/summary.php?standard=4
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2 DEFINITIONS 

The following definitions apply in this document: 

Alternate unit A unit with higher level learning outcomes to be taken only with approval whereby the 
assessment may be changed to meet the requirements of the course the student is enrolled in. 

Compassionate or compelling circumstances include but are not limited to: 

• serious illness or injury, where a medical certificate states that the student was unable to 
attend classes 

• bereavement of close family members such as parents or grandparents (Where possible a 
death certificate should be provided) 

• inability to begin studying on the course commencement date due to delay in receiving a 
student visa. 

• major political upheaval or natural disaster in the home country requiring emergency travel 
and this has impacted on the student’s studies; or 

• a traumatic experience which could include: 

o involvement in, or witnessing of a serious accident; or 

o witnessing or being the victim of a serious crime, and this has impacted on the 
student (these cases should be supported by police or psychologists’ reports) 

Domestic Student For an Australian campus: a student who is an Australian citizen, New 
Zealand citizen, the holder of a permanent visa for Australia or holder of an Australian 
humanitarian visa; For a campus outside of Australia: a student who has study rights in the 
country where the campus is located without requiring a student visa. 

Enrolment the process by which a person becomes a student of a subject from, or subjects 
within, a course offered by PIA 

Full-time load 4 standard units per semester 

International Student a student who is not a domestic student at the time of the relevant study and 
who requires or holds a student visa for the country of offering. 

Mandatory Teaching Period  a semester that the students must enrol in units towards their course 
/ qualification. 

Non-compulsory Teaching Period - is a semester where it is optional for students to enrol.  

Non-resident all applicants/students who are not classified as domestic students or international 
students as defined in this policy in relation to their visa/citizenship and location status. Non-
residents include: 

• any student enrolled in a non-domestic course (including Australian domestic students 
studying overseas in a course delivered offshore); and 

• non-domestic students studying on campus within Australia while on any temporary visa other 
than the Australian student visa. 
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Overload Take more than the full-time load 

Requisites these occur in multiple forms: 

• Pre-requisites: units that must be successfully completed before being enrolled in the unit 
with the pre-requisites 

• Co-requisites: units that must be enrolled in at the same time or completed before being 
enrolled in the unit with the co-requisites 

• Anti-requisites: units that must not have been completed before being enrolled in the unit 
with the anti-requisites 

• Non-study requisites: these are requirements that are not study-based and can include 
things like permission of coordinator, a working with children check, or registration with a 
regulatory body. 

RPL Recognition of Prior Learning 

Substitute unit  A unit to be taken only with approval as substitute for a standard unit in a 
course and the original unit is no longer required to be completed. 

Underload Take less than the full-time load 

  



 

Version: 1.0 Page 4 of 10  
Once PRINTED, this is an UNCONTROLLED DOCUMENT.  

Refer to Policy Portal for latest version Polytechnic Institute Australia Pty Ltd. 
ABN: 34 145 333 795 Provider Number PRV14049 CRICOS 03535M 

  
Enrolment Policy and Procedure 

3 POLICY 
3.1 PIA ensures that its enrolment processes are accessible, student-centred, and responsive. 

This is achieved by: 

a. the provision of clear, comprehensive and accurate information to both prospective and 
current students regarding all enrolment-related processes, support services and policy.  

• This includes information about all fees and charges and the potential for these to 
change; critical enrolment dates and requirements; procedures for withdrawal; and 
relevant University policies.  

• Information is provided in plain English and is designed to accommodate students 
from diverse backgrounds. 

b. the design and implementation of enrolment processes that are as streamlined as 
possible, with a commitment to continuous improvement and periodic review of 
processes 

c. the provision of a range of student support services, accessible avenues for complaints, 
and a commitment to respond to issues as expeditiously as possible. 

3.2 PIA supports participation from persons who have experienced disadvantage, or who are from 
a group underrepresented in higher education. PIA has enacted: 

a. the proactive provision of enrolment support to identified cohorts, such as Aboriginal and 
Torres Strait Islander peoples. 

3.3 Students must be enrolled in unit(s) of study in order to participate in classes, undertake 
assessment, participate in other educational and support activities of PIA, receive a final 
grade for the work done and, on completion of the requirements of a course of study, be 
eligible to receive the relevant award or official recognition from PIA. 

3.4 Enrolment in units of study will be determined by course regulations and by any relevant 
external requirements (eg, Australian government requirements for international students to 
maintain full-time enrolment). Course regulations will be communicated to students on the PIA 
website and through other channels as appropriate. 

3.5 It is the responsibility of students to review the course regulations and any other external 
requirements and ensure that their enrolment is in accordance with requirements. Students 
with questions regarding their enrolment should contact Student Administration staff. 

3.6 Maintaining enrolment in a course offered by PIA relies on students observing a range of 
obligations that include: 

a. complying with all PIA policies and procedures; 

b. engaging fully with their course and all available academic and non-academic support 
services as required, and maintaining academic progress; 

c. following all instructions issued by PIA through student email accounts in relation to 
maintaining enrolment. 

3.7 International students are required to complete their course within the original expected 
duration except in limited circumstances.  
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3.8 Onshore international students holding student visas can only take less than a standard full-
time load if they have approval from PIA and one or more of the following apply: 

• they have received credit or RPL such that they will not have to extend their course; 

• they have compassionate or compelling circumstances; 

• PIA is not offering enough units in a semester, and no substitute or alternative unit is 
available; 

• an early intervention strategy has been activated under the PIA academic progress 
requirements; or 

• they agree to study units in non-compulsory teaching periods so they will not have to 
extend their course. 

3.9 PIA reserves the right to alter, suspend or cancel a student’s enrolment in the circumstances 
outlined in the Procedures associated with this Policy. 

3.10 Student changes to enrolments that result in unit withdrawals will have an impact as follows 

Impact 

Timing 

Before or On Unit Census Date After Unit Census Date 

Financial No Financial Penalty Student will be liable to pay full fees 

Academic  No Academic Penalty Student will receive a withdrawn fail grade 

Transcript Will not appear WF recorded 

GPA No impact Value of 0 used for unit 
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4 RESPONSIBILITIES 
4.1 The Chief Executive Officer has responsibility to: 

• authorising notifications to external reporting authorities regarding enrolments; 

• Potentially cancel, suspend or terminate an enrolment where the student has breached 
certain obligations; and 

• approve annual Academic Calendar. 

4.2 The Chief Operations Officer has responsibility to: 

• establish and maintain resources for enrolment in PIA units; and 

• ensure current and accurate information about critical timelines, student visa obligations 
and enrolment processes are available to students 

4.3 The Dean has responsibility to: 

• Provide a timetable to the Registrar four weeks before semester commencement 

4.4 The Registrar has responsibility to: 

• ensure changes or decisions relating to enrolment are communicated to students; 

• send enrolment data to external reporting authorities; 

• amend a student’s enrolment or details to meet PIA and/or legal compliance 
requirements; 

• approve release of student information in line with the Privacy Policy and Procedure; 

• publish the timetable; 

• set and publish re-enrolment information and deadlines; and 

• approve any exemption from maximum duration requirement for domestic students. 
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5 PROCEDURES 
Enrolment Load 
5.1 To ensure international students maintain a full-time load they must be enrolled in at least four 

standard units per mandatory teaching period. 

5.2 International students may request less than the full-time load (underload) by completing the 
change of enrolment form and explaining why they need to underload. 

5.3 Approval for underloading will be granted on the basis that the applicant has: 

• less than the requirements of a full-time load to complete in that semester; 

• received credit or RPL such that they will not have to extend their course; 

• compassionate or compelling circumstances; 

• an early intervention strategy has been activated under the PIA academic progress 
requirements; or 

• agreed to study units in non-compulsory teaching periods so they will not have to extend 
their course. 

5.4 Students may request to more than a full-time load (overload) by completing the change of 
enrolment form and providing reasons as to why they should be permitted. 

5.5 Approval for overloading will be granted on the basis that the applicant has: 

• Completed two semesters; 

• Requested only one additional unit; and 

• Good academic standing. 

5.6 Outcomes for requests to underload or overload will be communicated in writing and include 
the reason for any refusal. 

Requisites 
5.7 Enrolments in units are subject to published requisites. Students may request a waiver of a 

requisite by completing the change of enrolment form. When making decision on applications 
to waive a requisite PIA will consider whether: 

• a student has completed an equivalent unit from another institution; 

• a student is able to demonstrate achievement of the relevant learning outcomes of the 
requisite unit from prior relevant work experience. This process is not equivalent to RPL 
where all learning outcomes must be demonstrated to receive RPL for a unit. 

Enrolment 
5.8 PIA will usually enrol students in their first semester of study.  

5.9 Students are permitted to change the class they will attend in their first semester where 
multiple classes for the same unit are available and are not at capacity. 
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5.10 Students will be required to select their own units in any subsequent semesters of study. 

5.11 All enrolments where the number of standard units is more than 0 will incur tuition fees that 
are to be paid by the student.  

5.12 Refunds based on the amount paid upfront will only be available according to the date of 
withdrawal from the unit according to the appropriate refund policy. 

5.13 All enrolments will have a grade recorded. The grade may be academic (see the Assessment 
and Moderation Policy) or administrative. 

5.14 Administrative grades are: 

Result Definition 

RH Result on hold, still to be finalised. 

WM Withdrew from the unit due to medical reasons. 

WN Withdrawn before the census date. 

WF Withdrew from the unit after the census date. 

 

5.15 Students who have not enrolled by the census date will be considered to have abandoned 
their studies and action will be taken. This will be according to the Student Admissions Policy 
for students in their first semester and the Deferment, Suspension and Cancellation Policy for 
students in subsequent semesters. 

Reviews of Decisions 
5.16 A person dissatisfied with a decision under this policy may lodge a complaint according to 

PIA’s Complaints and Appeals Handling processes. 
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6 RELATED LEGISLATION AND DOCUMENTS  
Institute Documents  

• Assessment and Moderation Policy and Procedure 

• Domestic Student Withdrawal and Refunds Policy and Procedure 

• Exclusion from a Course or Unit Policy and Procedure 

• Fees and Refunds Policy and Procedure – International Only 

• Student Admissions Policy and Procedure 

• Student Deferment, Suspension Policy and Cancellation of Studies Policy and Procedure 

• Student Grievance Handling Policy and Procedure 

Institute Forms 

• Cross-Institutional Inbound Application Form (for cross-institutional study at PIA for a 
student from another institution) 

• Cross-Institutional Outbound Application Form (for cross-institutional study by a PIA 
student to study at another institution) 

• Change of Enrolment Form 

Applicable External Standards and Codes 

This policy and procedures support compliance with the following  

Standards/Code Standards/Clauses 

Higher Education Standards Framework (Threshold Standards) 2021 1.1.2 

Higher Education Support Act (2003)  

National Code of Practice for Providers of Education and Training to 
Overseas Students 2018 Standard 8 

7 FEEDBACK  
7.1 PIA staff and students may provide feedback about this document by emailing 

policy@pia.edu.au for such feedback to be incorporated into a future review. 

  

https://pia.jotform.com/242271278502049
mailto:policy@pia.edu.au
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8 POLICY MANAGEMENT 

Approval and Review  Details  

Approval Authority / Owner (Role) CEO 

Administrator / Responsible for 
Implementing Registrar 

Approval Date  9 January 2026 

Next Review Date 9 January 2028 

Document History 

Month 
and Year 

Version Amendments 

January 
2026 

1.0 New policy 

Replaces the Change of Study Load Procedure 
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