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Policy: Cancellation, Withdrawal and Deferral 

Overview 
 
Builders Academy Australia (BAA) is committed to ensuring the best educational outcomes for students and 
enable them to complete their training and successfully achieve their desired qualification.  BAA recognises 
that sometimes circumstances can reduce a student’s capacity to complete a chosen line of study, therefore 
students may withdraw from their course.  BAA also recognises that there may also be times where students 
want to transfer from one RTO to another or would like to defer their training due to personal reasons.  BAA 
will make reasonable efforts to assist students in completing their studies but will also assist those students 
who would like to discontinue their studies. 
 
BAA will discontinue a student’s enrolment when: 
1. A student elects not to continue or would like to defer their studies, or 
2. BAA elects not to continue the enrolment  
 
When this occurs, a student will be removed from the course under one of the following three methods: 

• Cancellation 

• Withdrawal (Official or Apparent) 

• Withdrawal Deferred 
 
Note: If the student is under 17 years of age, we are required to notify the student’s previous school and the 
relevant Department Regional Office. The General Manager – Quality, Education and Compliance must be 
informed if a cancelling or withdrawing student is under 17.  The General Manager – Quality, Education and 
Compliance will inform the school and Department Regional Office within 90 days of the date of withdrawal 
or cancellation. 
 

Cancellation of an Enrolment 

Cancellation of course enrolment applies to an accepted enrolment that never commenced. If a student’s 
enrolment is cancelled prior to commencement, their State Government Funding eligibility is not affected. 
 
Cancellation by a Student 
Students currently engaged within the enrolment process or have been fully enrolled, but who elect to not 
commence the course, must communicate their intention to cancel their enrolment. 
 
As per the BAA Fees, Charges and Refunds Policy, a student only be eligible for a refund if the communication 
to cancel is provided to BAA a minimum of 2 days prior to the commencement of their program.  
 
Students must notify BAA in one of three ways: 
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1. A phone call to BAA on 1300 543 363 
2. Email to enquiries@buildersacademy.com.au 
3. Advising BAA when BAA staff contact the student 
If someone is helping the student, such as a parent or support person, they’ll need the student’s written 
permission to act on their behalf. 
 
Cancellation by BAA 
BAA will cancel a student’s enrolment if:  
 
1. A student has not attended the induction session and subsequent classes without notifying BAA. BAA 

staff will aim to contact the student and discuss options to commence. Where the reasonable attempts 
to contact the student fail, the student’s enrolment will be cancelled.  

 
2. BAA has not received enough confirmed enrolments to run a course.  The decision to cancel a course that 

has not yet commenced due to low numbers must be made a least one week prior (unless there are 
unforeseeable issues) by BAA. All students will be notified via phone and writing and provided with 
alternative options.  This may include starting the course later, joining a group in a different location or 
attending via a different delivery method, or going on a waiting list.  Students may elect to cancel their 
enrolment as a result, a full refund of fees will be provided to the students. 

 

Withdrawal from an Enrolment 

Withdrawal of course enrolment applies to enrolments where the course has been commenced.  
 
Withdrawal by a Student  
All students wishing to withdraw from their course can do so by calling 1300 534 363 or in writing by sending 
an email to enquiries@buildersacademy.com.au. 
 
Once the request has been received, a Student Engagement Officer will discuss with the student their reason 
for withdrawal. Whenever appropriate, the student will be offered any options available to assist them in 
completing the course. Students may be contacted by a Trainer to review the training they have undertaken 
and to offer any assistance that may be of benefit to the student. An email will be sent to the student notifying 
them once their withdrawal from studies has been processed. This confirmation will also ask the student to 
complete a withdrawal survey so that we can collect and analyse withdrawal data.  This data is then used to 
for continuous improvement initiatives to reduce withdrawal rates.  
 
Withdrawal from enrolment under State Funding Agreement or Apprenticeship/Traineeship Arrangement 
with the Skills First Program  
 
Students who have commenced studies under Skills First Funding Contract will need to notify BAA of their 
intent to withdraw from their course, as per the above.  
 
Once the notification to withdraw has been received, the student will be withdrawn from the course and will 
receive an email from BAA confirming their withdrawal has taken place. This confirmation will also ask the 
student to complete a withdrawal survey so that we can collect and analyse withdrawal data.  This data is 
then used to for continuous improvement initiatives to reduce withdrawal rates.  
 

Withdrawal from studies will be reported to the relevant Funding Body in a timely manner, and as per the 
Skills First Program Funding Contract obligations.  Students should be aware that withdrawing from their 

mailto:enquiries@buildersacademy.com.au
mailto:enquiries@buildersacademy.com.au
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course may affect their future training options and eligibility for further Victorian government subsidised 
training under the Skills First Program. 
 
For Apprentices/Trainees, this will include notification of withdrawal on the student’s record in the Epsilon 
database which will be updated to reflect the withdrawal. 
 
For all students, once the withdrawal notification is received from the student, BAA will:  
 
1. Attempt to obtain formal notification from the student of the date their training will end, including 

reasons for withdrawal to understand whether the withdrawal does or does not relate to the 
performance of BAA; 

2. Notify the Apprenticeship Connect Australia Provider (ACAP) within 14 days of withdrawal if the student 
is Apprentice or Trainee. 

3. Provide the exiting student with a refund of any fees, if applicable (see the BAA Fees, Charges and 
Refunds Policy for more information); 

4. Closing the students Training Contract within Epsilon if the student is an Apprentice or Trainee. 
5. Issue the student with a Statement of Attainment and transcript for completed Units of Competency 

within 30 days of notification of the discontinuance where applicable; 
 

Withdrawal by BAA 
BAA only elects to withdraw students under limited circumstances: 
 
1. Student misbehaviour resulting in severe breach of BAA’s Code of Conduct for Students; 
2. Non-payment of fees; 
3. Ongoing non-submission of assessments; 
4. Student becomes uncontactable; 
5. Transitioning students under superseded programs. 
 
In the first instance the student will be offered support and assistance in order to allow them to continue in 
their studies and complete the course where possible. If after working with the student an issue remains, 
then BAA will make a final decision on the withdrawal from studies. BAA will communicate in writing to 
students of their intention to defer or withdraw including the reason/s for the decision.   
 
Where BAA withdraws a student from their enrolment, the student will be informed in writing and will have 
20 days to access the BAA Grievances, Complaints and Appeals Policy should they wish to appeal their 
withdrawal. If the student is Under 18 their parent or guardian will be informed. 
 
Where a student becomes unresponsive to phone calls, SMS’s or emails, BAA will make a further 7 contact 
attempts to the student.  These attempts will be recorded on a Student Engagement Record.  The Student 
Engagement Record is utilised where attempts to contact the student have been unsuccessful.    
 
After the 5th unsuccessful contact attempt, a Notice of Withdrawal (N.O.W) email is sent to the student, 
advising the student that they have 7 days to make contact with BAA before they are Withdrawn. The 
students will be reported as Withdrawn – Apparent and their withdrawal date will be the last formal 
communication from BAA. 
 
Withdrawn students who have successfully completed at least one unit of competency will be awarded a 
Statement of Attainment (SOA).   
 
For information regarding refunds, please refer to the BAA Fees, Charges & Refund Policy available on our 

website.  
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Deferral of an Enrolment 

Under special circumstances, students may elect to defer their training for a period of time. BAA will make 
every effort to assist the student to continue training where possible by implementing strategies to 
accommodate the student in completing their qualification. Should the student still wish to defer their 
studies then BAA will advise the student of any fee implications of deferral. If the student does not restart 
their training or require further time away from their studies, BAA will contact the student and discuss their 
options.  
 
Deferral of Enrolment under State Funding Agreement  
 
Students attending training under Skills First Funding can elect to defer their studies based on their individual 
circumstances and will be reported as Withdrawn – Deferred until student’s return. The student’s subject 
enrolments will be withdrawn using the Evidence of Participation (EoP) in accordance with the appropriate 
BAA Withdrawal Procedure calculation, and the student will receive written confirmation of their Deferral. If 
the student requires a long deferral period or is unable to commit to a time frame, BAA will withdraw the 
student as Withdrawn – Apparent or Withdrawn – Official depending on the circumstance. This will then be 
changed dependent on if or when the student returns to their studies. Upon a student’s wish to continue 
with their studies in the future they may be able to re-commence their enrolment or treated as a new 
enrolment. Exceptions may apply.  
 
Deferral across Funding Contracts 
 
If a Deferral request crosses over a period where a new Funding Contract comes into effect with Skills First 
under the State Funding Agreement, BAA will liaise with students and request for monthly Evidence of 
Participation (EOP) to ensure successful rollover to the new contract. Where the student’s circumstances 
does not allow for the regular engagement in training, or BAA is unable to get a hold of the student at the 
time after reasonable attempts, the student’s status will be changed to Withdrawn – Official or Withdrawn 
– Apparent respectively. If or when the student would like to re-engage in their studies with BAA, it will be 
dealt with as per the BAA Re-Engagement Enrolment and Reporting Process. Based on these scenarios where 
it is not the normal straight forward Withdrawn – Official or Withdrawn – Apparent path, BAA will adapt its 
communication with the student reflective of the individual circumstances.  
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Withdrawal Procedure 
 
To ensure accurate and timely processing of Student withdrawals and under the conditions of its Skills First 
Funding Contract to provide Victorian Government - subsidised training, BAA must fulfil reporting 
requirements under the Contract, as well as BAA having a duty of care to its students. 

 
As per this Policy, withdrawals can be requested by the student, or by BAA as a result of students’ loss 
contact and where there is sufficient evidence of attempts to reach the student and re-engage them in 
their studies.  
 
All student withdrawals are actioned on the Student Management System (SMS) VETtrak. There are three 
options for the withdrawal of the student’s course enrolment, and these are: 
 
1. Withdrawn – Official 40 
2. Withdrawn – Apparent 41  
3. Withdrawn - Deferred 42  
 
Where a Withdrawal is requested by the student, this is known as Withdrawn- Official.   
 
Where a Withdrawal is requested by BAA where attempts to contact the student have been unsuccessful, 
this is known as Withdrawn- Apparent.   Sufficient evidence for a Withdrawn- Apparent to occur requires a 
minimum of 7 contact attempts across 3 different contact methods to reach the student and re-engage 
them in their studies. 
 
When EoP (Evidence of Participation) - engagement in learning and or assessment, is not apparent for a 
student and there has been no formal withdrawal or other reason provided for “non-participation”, the 
student will be identified as potentially being ‘at risk’ prior to initiating withdrawal steps. 
 
Where student is at risk of being withdrawn by BAA due to loss of contact, BAA will continue to 
communicate to reengage the student. However, where this is unsuccessful over a 14-day period across 7 
contact points using 3 contact methods, student will be reported as Withdrawn – Apparent and their 
withdrawal date will be the last formal communication from BAA. 
 
Evidence of Participation (EoP) 
Means evidence provided by the Training Provider of an individual's participation in learning and/or 
assessment, as required under the Skills First Contract. 
 
In line with the principles in the Skills First Contract, BAA withdraws units and claims contact hour funds for 
a student’s enrolment in that subject based on the hours attended based on the student’s Evidence of 
Participation on file. BAA documents EoP for each subject in a way that enables the Department to make a 
reasonable judgement about a Skills First Student’s participation in learning and/or assessment.  
 
Competency Based Completions  
The relevant date for the second point of EoP is the date when all supervised training and/or assessment has 
concluded. This second point of EoP must be no earlier than 30 days before (and no later than) the date that 
supervised training and/or assessment has concluded, rather than the Activity End Date (which will be 
reported when the employer’s sign off is received). To support EOP in these circumstances, BAA must retain 
a record of the date when all supervised training and/or assessment concluded.  
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Practical Placements  
The Department may accept evidence of learning and/or engagement activity that occurs as part of a 
Practical Placement as EoP. To be EoP, BAA must provide sufficient information to show learning and/or 
engagement activity and meet all the requirements of the relevant item of EoP. A Practical Placement 
agreement alone is not accepted as EoP.  
 
Valid EoP 

 
To be valid, Evidence of Participation must contain:  

a) the Skills First Student's name or client identifier;  

b) a subject identifier; and  

c) a date expressed in day/month/year format.  

Below points of evidence is what is acceptable under the Skills First VET Funding Contract as valid EoP: 
 

a. Evidence of work submitted by the Skills First Student relating to engagement in the subject; 
b. Skills First Teacher notes based on communication between the Skills First Teacher and Skills First 

Student, establishing their engagement in the learning and/or assessment activity of the subject; 
c. A Training Provider endorsed attendance roll showing that the Skills First Student attended a 

training session related to the subject; 
d. Primary documentation that provides evidence of assessment; 
e. Secure login to an online learning management system and evidence of the Skills First Student’s 

engagement with learning and/or assessment activity required for the subject; 
f. In flexible and distance modes of learning, communication between the Training Provider and Skills 

First Student engagement confirming that that the Skills First Student has commenced engagement 
in learning and/or assessment activity; 

g. In extreme circumstances (for example, fire, flood or other equivalent circumstances), a statutory 
declaration from the relevant Training Provider Personnel attesting to the Skills First Student’s 
engagement in learning and/or assessment activity. 

 

Along with the above points of evidence, under the Skills First VET Funding Contract - Schedule 1,  
The number of points of EoP that must be documented and maintained for each subject is as follows:  
 

• one point of Evidence of Participation per unit of competency/subject must be provided if the period 
between the Activity Start Date and Activity End Date (inclusive) for the unit of competency/subject 
is 30 days or fewer; or  
 

• two points of Evidence of Participation per unit of competency/subject must be provided if the period 
between the Activity Start Date and Activity End Date for the unit of competency/subject is more 
than 30 days, including:  

i. one item must be dated no later than 30 days after (and no earlier than) the reported 
Activity Start Date; and 

ii. one item must be evidence of assessment for the subject as specified in Clause 9.7(d) of 
this Schedule 1; 
 

• one point of Evidence of Participation per unit of competency/subject must be provided for a 
withdrawn outcome, regardless of the period between the Activity Start Date and Activity End Date 
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As per Schedule 1 of the VET Funding Contract, BAA reports withdrawals in accordance with the 
requirements in the Victorian VET Student Statistical Collection Guidelines, by the earlier of:  

a) two months after the point of withdrawal (as defined in the Victorian VET Student 
Statistical Guidelines); or  

b) the final data submission date for the data collection year.  
 

Engagement – Active At-Risk Students 
 
Students are considered to be Active At-Risk when they fail to attend classes 3 or more consecutive classes 
yet are identified from their first non-attendance for support from the BAA Student Engagement Team. 
 
Students of this status and those considered to be At-Risk are provided via a report to the Student 
Engagement Team who commence the re-engagement processes. The following procedure is undertaken 
to re-engage with Students At-Risk: 
 
• First Missed Class –Student Engagement Team will make contact via SMS, phone call or email 
communication using VETtrak template. Student appears on missed classes report; 
• Second Missed Class –Student Engagement Team will make contact via SMS, phone call or email 
communication using VETtrak template. Student appears on missed classes report; 
• Third Missed Class – After 3 absences, the status of the student changes from Active to Active at Risk. 
Student Engagement Team will make contact via SMS, phone call or email communication. The student 
appears on missed classes report; 
• Student Engagement Team ensures that all Students with three or more consecutive non-attendances 
are contacted daily to discuss their absence and any additional support they may 
require; 
• Students receive an automated notice detailing all outstanding assessments via the BAA 
Learning Management System (LMS) on a fortnightly basis; 
• If the student is unable to be contacted, the Student Engagement Officer leaves a voicemail (were 
available) and sends an SMS to the student; 
 
• Fourth Missed Class – Student Engagement Team will make contact via SMS, phone call or email 
communication. The student appears on missed classes report; 
• Fifth Missed Classes – Student Engagement Team will make contact via SMS, phone call or email 
communication. The student appears on missed classes report; 
 
• Where the Student Engagement Team has attempted to contact a Student on at least 5 occasions, 
over a 14-day period, utilising a minimum of 3 contact methods, the Student will be sent a Notice 
of Withdrawal via email; 
• Should the student fail to contact BAA in relation to their continuing studies within 7 days of the 
notice of withdrawal being sent, the Student will be withdrawn from training in accordance with 
this policy; 
• Where a Student requests withdrawal as part of their communications with the Student 
Engagement Team, the Student will be withdrawn in accordance with the request; 
• Where a Student requests deferral as part of their communications with the Student Engagement 
Team, the Student and BAA will agree on a date for the Student to recommence classes and the 
deferral request will be processed in accordance with this policy. 
 
All Student contact is recorded on the student’s profile on the Student Management System (SMS) VETtrak 
and for a student with 5 or more consecutive non-attendances a Student Engagement Record is created. 
 
The following support activity options are provided to Students At-Risk: 
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• Access to Trainer led support sessions both during the week and on weekends. Weekday sessions 
will be from 6:00pm to 9:30pm and every Saturday 10:00am – 4:00pm.  

• Deferral of their program to a specific date as agreed between BAA and the Student. 

• Transfer into another class with a schedule that best supports the student’s circumstances. 
 

Engagement – Active Classes Finished (ACF) Students 
 
Any BAA Student with outstanding assessment submissions post the conclusion of their scheduled classes, 

is reported to the Student Engagement Team as part of the Active Classes Finished Student list. The BAA 

Student Engagement Team actively contact and support these students in the completion and submission 

of any outstanding assessments, in accordance with the process below: 

 

• All new ACF students are sent an initial email once their status has been changed to ACF informing 

them of their EoP obligations, the 3-month completion requirement and support options available 

to the student.  

• To retain access to BAA systems and avoid the commencement of the withdrawal process, an ACF 

Student must be actively engaged in the completion and submission of all outstanding assessments 

with valid EoP; 

• ACF Students receive an automated notice detailing all outstanding assessments via the BAA 

Learning Management System (LMS) on a fortnightly basis; 

• ACF students are also contacted by their assigned Student Success Coach every 4 weeks as a check-

in to offer support towards the completion of their course. During this contact, students are 

reminded of their outstanding assessments, support options and the time remaining of their 3-

month completion requirement.  

• Should an ACF Student not actively progress towards the completion and submission of outstanding 

assessments for a period of 30 days and be uncontactable, BAA will commence the withdrawal 

process: 

o Only Valid EoP in accordance with the BAA Evidence of Participation Policy will be accepted 

as actively progressing through their program 

• The final withdrawal authorisation evidence is then presented in the Weekly Withdrawal Meeting 
run by the General Manager – Quality, Education and Compliance, for approval. 
 

Engagement – Extension of Unit End Dates 
 
All BAA Students have an additional 12 weeks scheduled at the end of their program to allow for the 

completion of outstanding assessments. To maintain access to BAA Systems, students must be actively 

engaged in the completion of any outstanding assessments.  

 

Only Valid EoP in accordance with the BAA Evidence of Participation Policy will be accepted as actively 

progressing through their program. Accepted forms of EoP are: 

• Evidence of work submitted 

• Skills First teacher notes 

• Attendance rolls 

• Evidence of assessment 

• Login and engagement evidence 

• Flexible and distance learning records 

• A Statutory Declaration (in exceptional circumstances) 
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Failure to meet the minimum engagement required will see a Student progress towards withdrawal from 
training and all access to BAA systems will be removed. 
 
Students may extend their final assessment submission for an additional 12 weeks at the cost of $500. 
However, students will still be required to be actively engaged in the completion of any outstanding 
assessments through the engagement methods listed above.  
 
An extension beyond this timeframe may be considered by BAA on request from the Student or if it 
becomes clear to BAA that a Student is At-Risk of not completing or submitting all outstanding assessments 
prior to the end of their program enrolment period. BAA and/or the Student must either provide 
supporting reasons for the request or the Student must have actively engaged in the progression of any 
outstanding assessments within 30 days prior to the extension request.  
 

Withdrawal Support Evidence 
 
The following evidence is required to undertake a student withdrawal. 

• Withdrawn Official 
o Student Request 
o BAA response to Student Request 
o Withdrawal Form 
o Withdrawal SCR 
o EoP – 1 item of EoP regardless of the duration. 

• Withdrawn Apparent 
o Student Engagement Record 
o Withdrawal Form 
o Withdrawal SCR 
o EoP – 1 item of EoP regardless of the duration. 

• Withdrawn Deferred 
o Student Request 
o BAA Response to Student Request 
o Withdrawal Form 
o Withdrawal SCR 
o EoP – 1 item of EoP regardless of the duration. 

Approval to Withdrawal 

All student withdrawal requests (initiated by BAA or the Student) will be presented at the weekly Review 
and Approval of Withdrawals meetings. This meeting is led by the General Manager of Quality, Education 
and Compliance, (or delegate) in consultation with the Student Engagement, Data Quality and Enrolment 
Departments. 
 
Withdrawals proposed to be processed in the following week are presented including the Withdrawal 
Request Form, EoP, Student Engagement Record (if applicable), Withdrawal SCR, Withdrawal Form, 
withdrawal calculations and proposed withdrawal date. All evidence is reviewed, and each withdrawal 
request will either be endorsed to be processed or further evidence requested.  
 
Any withdrawal request where additional evidence is requested is required to be presented at the following 
Review and Approval of Withdrawals meeting for endorsement prior to processing. Should this delay pose a 
risk of non-compliance with State or Federal regulatory requirements, the Data Quality Department will 
present this request to the General Manager, Quality, Education and Compliance as soon as the requested 
evidence is received.  
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Where any ambiguity or uncertainty exists regarding the endorsement to process a withdrawal, this is 
escalated to the Chief Executive Officer (CEO) by the General Manager, Quality, Education and Compliance 
for a determination. 
 

Appendices  
 
Appendix 1 – Example Template Communications (SMS and Email) 
Appendix 2 – Template – Student Withdrawal Request 
Appendix 3 – Template – Student Re-Engagement Record 
Appendix 4 – Factsheet – Withdrawn (and Deferred) Program Enrolments 
Appendix 5 – Factsheet – Withdrawn Subject Enrolments 
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Appendix 1 – Example Template Communications (SMS and Email) 
 

1 x Absence Email Subject: We Missed You in Class! 
Hi [Student First Name], 
We noticed you weren’t able to attend your recent class at Builders 
Academy Australia. We hope everything is okay! 
If you need any support or would like to catch up, your Student 
Success Coach is here to help. You can call us on 1300 534 363 
(Option 1) or book into a trainer-led support session here: 

     Book a support session 
Let’s keep you on track with your training! 
Kind regards, 
(Student Success Coach) 
Builders Academy Australia 
 

1 x Absence SMS Hi [First Name], we noticed you missed class. Need help catching up? 
Call 1300 534 363 (Opt 1) or book support here: 
https://enrol.vetenrol.com.au/?clientID=VT-BAAWEB 

2 x Absences Email Subject: You’ve Missed Two Classes – Let’s Get You Back on Track 
Hi [Student First Name], 
Just a quick check-in — we’ve noticed you’ve missed two classes 
now. We want to make sure you don’t fall behind in your course. 
Your Student Success Coach is available for support — call 1300 534 
363 (Option 1) or jump into a trainer-led support session here: 

     Book a session 
We’re here to help however we can. 
Kind regards, 
(Student Success Coach) 
Builders Academy Australia 
 

2 x Absences SMS Hi [First Name], you've now missed 2 classes. Let’s get you back on 
track – call 1300 534 363 (Opt 1) or book: 
https://enrol.vetenrol.com.au/?clientID=VT-BAAWEB 

3 x Absences Email Subject: You're Now Active-At Risk – Let’s Chat 
Hi [Student First Name], 
You’ve now missed three classes, and we’re concerned about your 
progress. You’ve been placed in an Active-At Risk status. 
We want to support you to continue successfully. You can: 

• Call us on 1300 534 363 (Option 1) 
• Book a support session with your trainer: 

     Book a support session 
• Request a callback from your Student Success Coach: 

     Book a call here 
• Email us: enquiries@buildersacademy.com.au. 

Let’s work together to get you back on track. 
Kind regards, 
(Student Success Coach) 
Builders Academy Australia 
 

https://enrol.vetenrol.com.au/?clientID=VT-BAAWEB
https://enrol.vetenrol.com.au/?clientID=VT-BAAWEB
https://enrol.vetenrol.com.au/?clientID=VT-BAAWEB
https://enrol.vetenrol.com.au/?clientID=VT-BAAWEB
https://enrol.vetenrol.com.au/?clientID=VT-BAAWEB
https://calendly.com/student_bookings/student-support-classes-finished
mailto:enquiries@buildersacademy.com.au
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3 x Absences SMS Hi [First Name], You’ve now missed three classes, and you’ve been 
placed in an Active-At Risk status. Give us a call on 1300 534 363 
(Option 1) to discuss getting back on track. Cheers BAA 
 

4 x Absences Email Subject: Ongoing Absences – Let’s Get You Back on Track 
Hi [Student First Name], 
You’ve now missed four classes, and we’re concerned that you’re 
falling behind. 
Please take action today by: 

• Calling us on 1300 534 363 (Option 1) 
• Booking a support session: 

     Trainer-led support session 
• Requesting a callback from your Student Success Coach: 

     Book a callback 
• Email us: enquiries@buildersacademy.com.au. 

Your success is our priority — we’re here to help. 
Kind regards, 
(Student Support Coach) 
Builders Academy Australia 
 

4 x Absences SMS Hi [First Name], We are concerned you have missed too many classes 
and too much important course learning. We would love to help you 
reach your goals and also have support options available. Please give 
us a call on 1300 534 363 opt 1 or reply to this SMS so we can assist 
you. Cheers BAA 

5 x Absences Email (N.O.W) Subject: Formal Notice of Withdrawal – Action Required Within 7 
Days 
Dear [Student First Name], 
This is a formal Notice of Withdrawal from your course at Builders 
Academy Australia. 
Our records show that you have been absent from multiple classes. 
Regular attendance is a key requirement for maintaining your 
enrolment and progressing through your training.  
If you wish to remain enrolled, you must contact us within the next 7 
days. We understand that life can sometimes get in the way, and 
we’re here to support you 
To discuss your options: 

• Call us on 1300 LEGEND (1300 534 363), option 1 
• Email us at enquiries@buildersacademy.com.au  
• Or book a callback with your Student Success Coach here: 

     Book a callback 
If we do not hear from you within the next 7 days, we will proceed 
with formally withdrawing you from the course. 
We’re here to help, and we encourage you to reach out so we can 
work with you to find a way forward. 
Kind regards, 
(Student Success Coach) 
Builders Academy Australia 
 
 

https://enrol.vetenrol.com.au/?clientID=VT-BAAWEB
https://calendly.com/student_bookings/student-support-classes-finished
mailto:enquiries@buildersacademy.com.au
mailto:enquiries@buildersacademy.com.au
https://calendly.com/student_bookings/student-support-classes-finished
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5 x Absences SMS (N.O.W) URGENT: [First Name], your enrolment is risk of withdrawal due to 
your absences. Respond within 7 days to continue your enrolment. 
Call your Student Success Coach on 1300 534 363 Opt 1 or email us at 
enquiries@buildersacademy.com.au to discuss your options. Cheers 
BAA 

6 x Absences Email Subject: Final Chance to Stay Enrolled – Action Required Now 
Hi [Student First Name], 
You’ve now missed six classes and time is running out to avoid 
withdrawal. 
Please act now by: 

• Calling 1300 534 363 (Option 1) 
• Booking a trainer-led support session: 

     Support session 
• Requesting a callback from your Student Success Coach: 

     Book a callback 
• Email us: enquiries@buildersacademy.com.au. 

We're here to support you — but we need to hear from you now. 
 
If we don't hear from you over the next 3 days, we will assume that 
you do not wish to continue at this time and will withdraw you from 
your course. 
 
Kind regards, 
(Student Success Coach) 
Builders Academy Australia 

6 x Absences SMS URGENT: [First Name], your enrolment is risk of withdrawal due to 
your absences. Respond ASAP to continue your enrolment. Call your 
Student Success Coach on 1300 534 363 Opt 1 or email us at 
enquiries@buildersacademy.com.au to discuss your options. Cheers 
BAA 

7 x Absences Email Subject: You’ve Been Withdrawn – Let’s Talk About Returning 
Hi [Student First Name], 
You’ve now missed seven classes and are about to be withdrawn 
from your course. 
The good news? You can still come back. Let’s talk about re-
enrolment, deferral or transferring to another intake. 
To get started: 

• Call us on 1300 534 363 (Option 1) 
• Book a call with your Student Success Coach: 

     Book callback 
• Email us: enquiries@buildersacademy.com.au. 

We’d love to help you return when you’re ready. 
Kind regards, 
(Student Success Coach) 
Builders Academy Australia 
 

7 x Absences SMS Dear [Student First Name] Your about to be withdrawn after 7 
absences. Want to return? Call 1300 534 363 (Opt 1) or email us at  
enquiries@buildersacademy.com.au. Regards BAA  

 

mailto:enquiries@buildersacademy.com.au
https://enrol.vetenrol.com.au/?clientID=VT-BAAWEB
https://calendly.com/student_bookings/student-support-classes-finished
mailto:enquiries@buildersacademy.com.au
mailto:enquiries@buildersacademy.com.au
https://calendly.com/student_bookings/student-support-classes-finished
mailto:enquiries@buildersacademy.com.au
mailto:enquiries@buildersacademy.com.au
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Active Classes Finished – 
Weekly Email 1 – New ACF 

Subject: You’ve Finished Classes – Let’s Get You Graduated 

Hi {Given}, 

Congratulations on successfully completing all your trainer-led classes — 
that’s a fantastic achievement! 

Our records show you still have some outstanding assessments to 
complete. Let’s keep the momentum going and help you cross the finish 
line. 

WHAT YOU NEED TO DO 

To complete your qualification and graduate, you’ll need to dedicate time 
each week to working through your outstanding assessments. 

To maintain your enrolment, we need to see that you're engaging with 
your course content at least once every fortnight. You can demonstrate 
this by logging into Canvas and progressing through your assessments. 

   Log in to Canvas LMS 
https://buildersacademy.instructure.com/login/canvas 

ADDITIONAL SUPPORT OPTIONS 

   Trainer-Led Support Sessions 
Join a live, interactive online session during the week or weekend. A 
Trainer/Assessor will be there to answer your questions and help you 
complete your tasks. 

     Book a support session 

   Student Success Team Support 
Need help with assessment questions, Canvas access, or general course 
support? 

     Book a callback 

         Use Your AI Wallet 
Your AI Wallet can support you with ideas, answer planning, or research 
tips. 

     Click here to access your AI Wallet 

ONGOING SUPPORT FROM YOUR SUCCESS COACH 

To help you stay on track, your Student Success Coach will check in with 
you every 4 weeks. They’ll be there to assist with any issues and ensure 
you’re making progress toward graduation. 

Let’s finish what you started — you’re almost there, and we’re here to 
help. 

Thanks, 
(Student Success Coach) 
Builders Academy Australia 

“REMEMBER, AN INVESTMENT IN KNOWLEDGE PAYS THE BEST INTEREST.” 

https://buildersacademy.instructure.com/login/canvas
https://enrol.vetenrol.com.au/?clientID=VT-BAAWEB
https://calendly.com/student_bookings/student-support-classes-finished
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Active Classes Finished – 
Weekly SMS 1 – New ACF 

Hi {FirstName}, you’ve finished your classes – well done!     
Now it’s time to submit assessments and graduate. 

   Log in: https://buildersacademy.instructure.com/login/canvas 

             Book support: https://enrol.vetenrol.com.au/?clientID=VT-BAAWEB 

   Book a call: https://calendly.com/student_bookings/student-support-
classes-finished 

         AI Wallet: 
https://drive.google.com/file/d/1VVJn5pZVCOqnS09wqYeEiZi4GIsCz2y4/vi
ew?usp=drive_link 

Active Classes Finished – 
Weekly Email 2 

Subject: Let’s Build a Weekly Study Habit 
Email: 

Hi {Given}, 

You’ve made it through your trainer-led classes — now it’s time to build a 
routine to complete your assessments! 

Even 30–60 minutes each week can make a big difference. Here's how we 
can support you: 

      Canvas LMS Login 

     Log in here 

                                   Join a trainer-led support session 

     Book here 

   Book a call with your Student Success Coach 

     Book here 

         Use your AI Wallet to assist with ideas, planning, and writing 

     Click here 

Let’s turn that momentum into graduation! 

Kind regards, 
(Student Success Coach) 
Builders Academy Australia 

Active Classes Finished – 
Weekly SMS 2 

Hi {FirstName}, let’s build a weekly study habit! Log in: 
https://buildersacademy.instructure.com/login/canvas 
Need help? https://calendly.com/student_bookings/student-support-
classes-finished 

Active Classes Finished – 
Weekly Email 3 

Subject: Trainer-Led Sessions Are Here to Help 
Email: 

Hi {Given}, 

Don’t let assessments pile up — you’re not alone. Our live trainer-led 
sessions (including weekends) are here to support you. 

      Canvas Login 

                                   Join a support session 

https://buildersacademy.instructure.com/login/canvas
https://enrol.vetenrol.com.au/?clientID=VT-BAAWEB
https://calendly.com/student_bookings/student-support-classes-finished
https://calendly.com/student_bookings/student-support-classes-finished
https://drive.google.com/file/d/1VVJn5pZVCOqnS09wqYeEiZi4GIsCz2y4/view?usp=drive_link
https://drive.google.com/file/d/1VVJn5pZVCOqnS09wqYeEiZi4GIsCz2y4/view?usp=drive_link
https://buildersacademy.instructure.com/login/canvas
https://enrol.vetenrol.com.au/?clientID=VT-BAAWEB
https://calendly.com/student_bookings/student-support-classes-finished
https://drive.google.com/file/d/1VVJn5pZVCOqnS09wqYeEiZi4GIsCz2y4/view?usp=drive_link
https://buildersacademy.instructure.com/login/canvas
https://calendly.com/student_bookings/student-support-classes-finished
https://calendly.com/student_bookings/student-support-classes-finished
https://buildersacademy.instructure.com/login/canvas
https://enrol.vetenrol.com.au/?clientID=VT-BAAWEB
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   Book a call with Student Support 

         Use your AI Wallet 

Let’s work through it together. 

Kind regards, 
(Student Success Coach) 

Active Classes Finished – 
Weekly SMS 3 

Need help with assessments? Join trainer support: 
https://enrol.vetenrol.com.au/?clientID=VT-BAAWEB 
Or book a call: https://calendly.com/student_bookings/student-support-
classes-finished 

Active Classes Finished – 
Weekly Email 4 

Subject: Your Student Success Coach Will Be in Touch This Week 
Email: 

Hi {Given}, 

Your Student Success Coach will be checking in to help you stay on track. 

Until then, here are some ways to keep progressing: 

      Log into Canvas 

                                   Book a trainer session 

   Book a call 

         Access your AI Wallet 

We’re with you every step of the way. 

Kind regards, 
(Student Success Coach) 

 

Active Classes Finished – 
Weekly SMS 4 

{FirstName}, your Coach will check in to help you stay on track. Need help 
sooner? Book a support call: 
https://calendly.com/student_bookings/student-support-classes-finished 

Active Classes Finished – 
Weekly Email 5 

Subject: Don’t Forget to Use Your AI Wallet 
Email: 

Hi {Given}, 

Your AI Wallet can support you with: 

  Planning answers 

  Research tips 

  Writing structure 

  Progress tracking 

      Canvas Login 

                                   Join a support session 

   Book a Student Support call 

         Use your AI Wallet here 

Let’s work smarter — together. 

https://calendly.com/student_bookings/student-support-classes-finished
https://drive.google.com/file/d/1VVJn5pZVCOqnS09wqYeEiZi4GIsCz2y4/view?usp=drive_link
https://enrol.vetenrol.com.au/?clientID=VT-BAAWEB
https://calendly.com/student_bookings/student-support-classes-finished
https://calendly.com/student_bookings/student-support-classes-finished
https://buildersacademy.instructure.com/login/canvas
https://enrol.vetenrol.com.au/?clientID=VT-BAAWEB
https://calendly.com/student_bookings/student-support-classes-finished
https://drive.google.com/file/d/1VVJn5pZVCOqnS09wqYeEiZi4GIsCz2y4/view?usp=drive_link
https://calendly.com/student_bookings/student-support-classes-finished
https://buildersacademy.instructure.com/login/canvas
https://enrol.vetenrol.com.au/?clientID=VT-BAAWEB
https://calendly.com/student_bookings/student-support-classes-finished
https://drive.google.com/file/d/1VVJn5pZVCOqnS09wqYeEiZi4GIsCz2y4/view?usp=drive_link
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Cheers 

(Student Success Coach) 

Active Classes Finished – 
Weekly SMS 5 

Hi (Student) Use your AI Wallet to boost progress: 
https://drive.google.com/file/d/1VVJn5pZVCOqnS09wqYeEiZi4GIsCz2y4/vi
ew?usp=drive_link 
Need help? https://calendly.com/student_bookings/student-support-
classes-finished 

Active Classes Finished – 
Weekly Email 6 

Subject: Picture Yourself Graduated – You’re Almost There 
Email: 

Hi {Given}, 

Imagine holding your certificate — you're nearly there! 

Just a few assessments stand between you and graduation. Let’s knock 
them out this week. 

      Canvas Login 

                                   Trainer-led support sessions 

   Book a call 

         Use your AI Wallet 

You’ve got this. 

Cheers 

(Student Success Coach) 

Active Classes Finished – 
Weekly SMS 6 

{FirstName}, you’re nearly graduated! Submit now. Need help? 
https://calendly.com/student_bookings/student-support-classes-finished 

Active Classes Finished – 
Weekly Email 7 

Subject: Feeling Overwhelmed? Just Start With One Task 
Email: 

Hi {Given}, 

If you’re stuck or feeling overwhelmed — take a breath and start with one 
task. You don’t need to do it all at once. Progress is progress. 

Need help? 

      Log into Canvas 

                                   Join a trainer-led support session 

   Book a call with Student Success 

         Use your AI Wallet for guidance 

Let’s take that next small step together. 

Kind regards, 
(Student Success Coach) 

Active Classes Finished – 
Weekly SMS 7 

Hi (Student) Stuck with completing your assessments? Start with one task. 
You’ve got this! 

https://drive.google.com/file/d/1VVJn5pZVCOqnS09wqYeEiZi4GIsCz2y4/view?usp=drive_link
https://drive.google.com/file/d/1VVJn5pZVCOqnS09wqYeEiZi4GIsCz2y4/view?usp=drive_link
https://calendly.com/student_bookings/student-support-classes-finished
https://calendly.com/student_bookings/student-support-classes-finished
https://buildersacademy.instructure.com/login/canvas
https://enrol.vetenrol.com.au/?clientID=VT-BAAWEB
https://calendly.com/student_bookings/student-support-classes-finished
https://drive.google.com/file/d/1VVJn5pZVCOqnS09wqYeEiZi4GIsCz2y4/view?usp=drive_link
https://calendly.com/student_bookings/student-support-classes-finished
https://buildersacademy.instructure.com/login/canvas
https://enrol.vetenrol.com.au/?clientID=VT-BAAWEB
https://calendly.com/student_bookings/student-support-classes-finished
https://drive.google.com/file/d/1VVJn5pZVCOqnS09wqYeEiZi4GIsCz2y4/view?usp=drive_link
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Need help? https://calendly.com/student_bookings/student-support-
classes-finished 

Active Classes Finished – 
Weekly Email 8 

Subject: We’re Here for More Than Just Your Assessments 
Email: 

Hi {Given}, 

At BAA, our support goes beyond just assessments. Whether it's 
motivation, time management, Canvas access, or something else — we’re 
here for you. 

Here’s how we can help: 

      Canvas LMS Login 

                                   Trainer Support Sessions 

   Book a call with your Success Coach 

         Access your AI Wallet 

Let us support you with whatever you need to cross that finish line. 

Kind regards, 

(Student Success Coach) 

Active Classes Finished – 
Weekly SMS 8 

Hi (Student) Support is more than assessments. Let’s talk time, access, 
motivation. 
Book help: https://calendly.com/student_bookings/student-support-
classes-finished 

Active Classes Finished – 
Weekly Email 9 

Subject: Others Have Finished – You Can Too 
Email: 

Hi {Given}, 

Thousands of BAA students have stood where you are now — and finished 
strong. 

You’ve already done the hard part by completing your classes. Let’s help 
you get the rest done. 

      Canvas LMS Login 

                                   Book a trainer-led support session 

   Schedule a support call 

         Use your AI Wallet to push through 

You’re not alone — and you’re almost done. 

Kind regards, 

(Student Success Coach) 

Active Classes Finished – 
Weekly SMS 9 

Hey (Student) Others have done it — so can you. Book support to help 
complete your assessments: 
https://calendly.com/student_bookings/student-support-classes-finished 

https://calendly.com/student_bookings/student-support-classes-finished
https://calendly.com/student_bookings/student-support-classes-finished
https://buildersacademy.instructure.com/login/canvas
https://enrol.vetenrol.com.au/?clientID=VT-BAAWEB
https://calendly.com/student_bookings/student-support-classes-finished
https://drive.google.com/file/d/1VVJn5pZVCOqnS09wqYeEiZi4GIsCz2y4/view?usp=drive_link
https://calendly.com/student_bookings/student-support-classes-finished
https://calendly.com/student_bookings/student-support-classes-finished
https://buildersacademy.instructure.com/login/canvas
https://enrol.vetenrol.com.au/?clientID=VT-BAAWEB
https://calendly.com/student_bookings/student-support-classes-finished
https://drive.google.com/file/d/1VVJn5pZVCOqnS09wqYeEiZi4GIsCz2y4/view?usp=drive_link
https://calendly.com/student_bookings/student-support-classes-finished
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Active Classes Finished – 
Weekly Email 10 

Subject: Haven’t Logged In Lately? Let’s Reconnect 
Email: 

Hi {Given}, 

We noticed you haven’t logged into Canvas recently. That’s okay — life 
gets busy — but we’re still here and ready to help you get back on track. 

Let’s reconnect this week and finish what you started: 

      Log back into Canvas 

                                   Join a support session 

   Book a call with your Student Success Coach 

         Get back on track with your AI Wallet 

No pressure — just support. You’ve got this. 

Kind regards, 
(Student Success Coach) 

Active Classes Finished – 
Weekly SMS 10 

Hi {FirstName}, haven’t logged in for a while? We’re here to help you 
finish. 
Book support: https://calendly.com/student_bookings/student-support-
classes-finished 

Employer SMS – 
Apprentice Poor Course 
Progress 

Hi [employers name] 

Your Apprentices enrolment with BAA is now at risk due to outstanding 
assessments.  

Your Apprentice is required to contact our office to discuss this matter 
with our Apprenticeship team. 

BAA will organise a phone call with their Trainer to discuss support 
strategies for their  continued progression. 

BAA is committed to providing support to students in achieving their 
learning goals and attaining the learning outcomes of their course. 

Please ensure that your Apprentice contacts our office immediately to 
discuss this matter on 1300 LEGEND (1300 534 363)  

Regards 

BAA 

Apprentice SMS – Poor 
Course Progress 

Hi {Given}, 
 
Due to outstanding assessments, your enrolment with BAA is now at risk. 
You are required to contact our office to discuss this matter with our 
Apprenticeship team. 
BAA will book you in for a phone call with your Trainer to discuss support 
strategies for your continued progression. 
BAA is committed to providing support to students in achieving their 
learning goals and attaining the learning outcomes of their course. 
Please contact our office immediately to discuss this matter on 1300 
LEGEND (1300 534 363)  
 

https://buildersacademy.instructure.com/login/canvas
https://enrol.vetenrol.com.au/?clientID=VT-BAAWEB
https://calendly.com/student_bookings/student-support-classes-finished
https://drive.google.com/file/d/1VVJn5pZVCOqnS09wqYeEiZi4GIsCz2y4/view?usp=drive_link
https://calendly.com/student_bookings/student-support-classes-finished
https://calendly.com/student_bookings/student-support-classes-finished
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Regards 
BAA 

Employer – Apprentice 
Notice of Withdrawal SMS 

Hi {employers name}, 
 
We have been in contact with your apprentice numerous times to book in 
an onsite training session with the Trainer.  Our contact attempts have been 
unsuccessful.   
 
Your apprentices enrolment with BAA will now be withdrawn.     
      
Please contact our office immediately to discuss this matter on 1300 
LEGEND (1300 534 363)  
 
Cheers BAA 

Apprentice – Notice of 
Withdrawal SMS 

Hi {student name}, 
 
We have been in contact with you numerous times to book in an onsite 
training session with you and your Trainer.  Our contact attempts have been 
unsuccessful.   
 
Your enrolment with BAA will be withdrawn unless you contact our office 
and book in a training session with your Trainer.    
   
Please contact our office immediately to discuss this matter on 1300 
LEGEND (1300 534 363)  
 
Cheers BAA 

Notice of Withdrawal SMS 
– Limited Assessment 
Submissions 

Hi {Given} 
 
IMPORTANT: Hi [StudentName], as you have not shown any activity 
towards the submission of your assessments in the LMS recently, please 
call us by [Time and Date] to discuss your possible completion 
.  
This is important as no response may result in you being WITHDRAWN.  
 
Ph. 1300534363 & select option 1. 
 
**Want to Opt-out, reply STOP** 
 
Cheers BAA 

Notice of Withdrawal SMS 
– Non-attendance in class 

Hi {Given} 
 
IMPORTANT: Hi [StudentName], as you have not attended class for 
multiple consecutive sessions and have not shown any activity towards the 
submission of your assessments in the LMS recently, please call us by 
[Time and Date] to discuss your possible completion. 
  
This is important as no response may result in you being WITHDRAWN.  
 
Ph. 1300534363 & select option 1. 
 
**Want to Opt-out, reply STOP** 
 
Cheers BAA 
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Apprentice Notice of 
Withdrawal Email 

Hi {student name}, 
 
We have been in contact with you numerous times to book in an 
onsite training session with you and your Trainer.  Our contact 
attempts have been unsuccessful.   
As a result, your enrolment with Builders Academy Australia (BAA) will 
now be withdrawn. 
 
Your Employer and Apprenticeship Connect Australia Provider 
(ACAP) have also been included into this email. 
 
As part of our obligations, a situation including absences which has 
the potential to affect the completion of your training contract, BAA are 
obliged to notify the Victorian Registration and Qualifications Authority 
(VRQA). 
 
 
WHAT YOU NEED TO DO 
 
Your enrolment with BAA will be withdrawn.    
You have not fulfilled your minimum obligations as an Apprentice 
under your training contract. 
 
As part of  your withdrawal process, we would like to hear your 
feedback by completing  this short 2-minute feedback survey so that 
we may improve or continue what we are doing right. 
https://www.surveymonkey.com/r/WT3B9NC 
 
If you would like to discuss this matter further, please contact our 
office immediately to on 1300 LEGEND (1300 534 363) or reply to this 
email with a time that you would like one of our Apprenticeship team 
members to give you a call.   
 
Kind Regards, 
Builders Academy Australia | Student Services 
Level 4, 222 Bourke Street, Melbourne VIC 3000 
1300 534 363 
Melbourne VIC 3004 
www.buildersacademy.com.au 

Confirmation of Withdrawal 
Email 

Dear {Given}, 
 
We have made numerous attempts to contact you to re-engage and 
support you to complete your studies with BAA, but unfortunately all 
efforts have been unsuccessful, therefore we have now withdrawn - 
deferred your enrolment with BAA until you give us a call to 
recommence.   
 
We understand that at times life gets in the way and that timing is not 
right.  We are here to support you achieve your motivations if you 
want to re-commence your studies with Builders Academy.   
 
As part of your withdrawal process, we would like to hear your 
feedback by completing this short 2-minute feedback survey so that 
we may improve or continue what we are doing right. 
https://www.surveymonkey.com/r/WT3B9NC 
 
Please do not hesitate to contact us via email or call us on 1300 534 
363 when circumstances allow you to continue your studies. 
 
Kind Regards  

https://www.surveymonkey.com/r/WT3B9NC
http://www.buildersacademy.com.au/
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Builders Academy Australia | Student Services 
Level 4, 222 Bourke Street, Melbourne VIC 3000 
1300 534 363 
Melbourne VIC 3004 
www.buildersacademy.com.au 
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Appendix 2 – Template – Student Withdrawal Request 
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Appendix 3 – Template – Student Re-Engagement Record 

 



 

Builders Academy Australia | RTO # 21583 | CRICOS # 03760B | © House of Learning Pty Ltd 
BAA_Cancellation_Withdrawal_Deferral_Policy V4.6 | 25.04.2025  Page 27 of 46 

  



 

Builders Academy Australia | RTO # 21583 | CRICOS # 03760B | © House of Learning Pty Ltd 
BAA_Cancellation_Withdrawal_Deferral_Policy V4.6 | 25.04.2025  Page 28 of 46 

 



 

Builders Academy Australia | RTO # 21583 | CRICOS # 03760B | © House of Learning Pty Ltd 
BAA_Cancellation_Withdrawal_Deferral_Policy V4.6 | 25.04.2025  Page 29 of 46 

 

  



 

Builders Academy Australia | RTO # 21583 | CRICOS # 03760B | © House of Learning Pty Ltd 
BAA_Cancellation_Withdrawal_Deferral_Policy V4.6 | 25.04.2025  Page 30 of 46 

  



 

Builders Academy Australia | RTO # 21583 | CRICOS # 03760B | © House of Learning Pty Ltd 
BAA_Cancellation_Withdrawal_Deferral_Policy V4.6 | 25.04.2025  Page 31 of 46 

Appendix 4 – Factsheet – Withdrawn (and Deferred) Program Enrolments 
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Appendix 5 – Factsheet – Withdrawn Subject Enrolments
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