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Course Transfer Policy

Purpose of the Policy

This policy and its associated procedures establish how Lead College assesses and manages requests for
course transfer — whether to or from another registered provider (external transfer), or between courses
within Lead College (internal transfer). The policy applies to both overseas and domestic students and is
designed to support student success and visa/funding compliance.

For overseas students, this policy ensures compliance with Standard 7 of the National Code 2018 under the
ESOS Act 2000. For domestic students, it ensures that transfer decisions support learner outcomes, are
equitable and align with the SRTOs 2025 expectations for learner engagement and fairness.

This policy meets the requirements of:

e Education Services for Overseas Students Act 2000

* National Code of Practice for Providers of Education and Training to Overseas Students 2018,
particularly Standards 4, 7,9, 10 and 11

e Standards for Registered Training Organisations 2025

e National Vocational Education and Training Regulator Act 2011
¢ Smart and Skilled Operating Guidelines 2025

e Privacy Act 1988

Scope
This policy applies to:
e Allinternational students studying on a student visa (subject to the ESOS Act and the National
Code).
¢ All domestic students, including those enrolled under Smart and Skilled subsidised programs.

¢ All Lead College staff and contractors involved in the assessment, processing and recording of
transfer requests, including the Student Support Officer (550), ESOS Compliance and Admissions
Officer, Senior Admissions Officer, Smart and Skilled Coordinator, Academic Manager, Campus
Manager, Accounts Officer and the Director of Operations.

e Education agents engaged by Lead College, who are bound by Standard 4 of the National Code and
Lead College’s written agreements.

Definitions

SRTOs 2025 Standards for Registered Training Organisations 2025 — the outcome-based
standards regulating RTOs, comprising Outcome Standards, Compliance
Requirements and Credential Policy.

ESOS Act Education Services for Overseas Students Act 2000.
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National Code

ASQA

RTO

CRICOS

International / Overseas

Student

Domestic Student

NVR Act

PRISMS

STS Online

Principal Course

Incoming Transfer

Outgoing Transfer

Letter of Release

Letter of Offer

CoE

Genuine Student (GS)
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National Code of Practice for Providers of Education and Training to Overseas
Students 2018, particularly Standard 7 (Transfer between registered providers).

Australian Skills Quality Authority — the national VET regulator.

Registered Training Organisation.

Commonwealth Register of Institutions and Courses for Overseas Students.

A person who is not an Australian or New Zealand citizen, or a permanent resident of
Australia, studying in Australia on a student visa issued by the Department of Home
Affairs.

An Australian citizen, Australian permanent resident, New Zealand citizen, or holder
of a visa that permits study in Australia without a student visa.

National Vocational Education and Training Regulator Act 2011.

Provider Registration and International Student Management System.

The reporting platform used to report variations, attendance, progress and outcomes
for Smart and Skilled subsidised students.

The main course of study for an overseas student in a package of courses (typically
the final and highest qualification). PRISMS records the principal course. For an
overseas student studying a package, the six-month rule applies to the principal
course.

A student transferring into Lead College from another provider.

A student transferring out of Lead College to another provider.

A written document issued by Lead College permitting an overseas student to
transfer to another CRICOS-registered provider before completing six months of their
principal course with Lead College. Issued at no cost.

A written offer of a place from a CRICOS-registered provider, used by the student to
support a transfer request.

Confirmation of Enrolment — the document issued via PRISMS confirming an
overseas student’s enrolment for student visa purposes.

The Genuine Student requirement (introduced March 2024 to replace Genuine
Temporary Entrant) under which a student visa applicant must satisfy the
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Department of Home Affairs that they are a genuine applicant for entry and stay as a

student.
Compassionate or Circumstances generally beyond the student’s control that are having or are likely to
Compelling have a serious impact on the student’s progress or wellbeing (e.g. serious illness;
Circumstances death of a close family member; traumatic event; political or civil unrest in the home
country; inability of the College to deliver the course as planned).
CIR Continuous Improvement Register.

Policy Statements

What Lead College Commits To

Lead College commits to:

Make all transfer decisions on documented criteria and on the merits of each individual case, in
line with National Code Standard 7 and SRTOs 2025.

Assess every transfer request as to whether it is in the student’s best interest, with documented
reasoning recorded against the criteria in this policy.

Make a written decision and notify the student within 10 working days of receiving a complete
release request from an overseas student, and within 20 working days of receiving any other
complete transfer application.

Issue a Letter of Release at no cost to the student where the grounds in this policy are met.

Never refuse a transfer for commercial reasons, on the basis of recruitment targets, or under
influence from an education agent.

Never actively recruit a student who is enrolled at another registered provider during the first six
months of that student’s principal course (National Code Standard 7.5).

Provide written reasons for any decision to refuse a transfer and advise the student in writing of
the right to appeal within 20 working days under the Complaints and Appeals Policy.

Maintain enrolment and not report the student on PRISMS while any internal or external appeal
against a transfer decision is in progress (National Code Standard 10.3).

Ensure students continue to attend classes and meet attendance and course progress obligations
while a transfer application or appeal is being processed.
Update PRISMS within 14 calendar days of any transfer-related variation for overseas students,

and update STS Online for Smart and Skilled variations.

Retain transfer applications, supporting documents and decisions in line with the ESOS
recordkeeping requirements (at least 2 years after the student ceases to be an accepted student)
and SRTOs 2025 student records requirements.
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Policy Requirements

A. Incoming External Transfer (Student transferring INTO Lead College)

Lead College will not enrol an overseas student who has not completed six months of their principal course
with another provider, unless one of the following grounds applies (National Code Standard 7.1):

* The original registered provider has ceased to be registered, or the course in which the student is
enrolled has ceased to be registered.

* The original registered provider has had a sanction imposed by the ESOS agency that prevents the
student from continuing their principal course.

e The original registered provider has provided a written letter of release.

e Any government sponsor of the student considers the transfer to be in the student’s best interest
and has provided written support for the transfer.

Where the student is in a package of courses, the six-month period applies to the principal course only. A
student transferring after completing a subordinate course within the package (e.g. ELICOS or foundation
course) is not within the six-month restriction for the next course in the package.

Lead College will not actively recruit a student enrolled at another registered provider during the first six
months of that student’s principal course (Standard 7.5). Education agents are bound by the same
restriction under their written agreement with the College.

B. Outgoing External Transfer: Overseas Students

Lead College will assess each request for a Letter of Release on its individual merits using the best-interest
criteria in Section 5.D. Lead College will issue a Letter of Release prior to the student completing six months
of the principal course where the grounds for release are met. The Letter of Release is issued at no cost.

Grounds on which a Letter of Release will generally be granted include:

¢ Documented compassionate or compelling circumstances (e.g. serious illness, family bereavement,
traumatic event, political/civil unrest in the home country).

e Evidence that the course is not meeting the student’s reasonable expectations, where this cannot
be resolved through reasonable variation or support.

¢ Evidence that the student was provided misleading or incorrect information at the point of
enrolment.

¢ An appeal outcome that recommends transfer.
e Government sponsor support for the transfer.

e Where remaining at Lead College would not be in the student’s best interest, as assessed against
Section 5.D.

Where a Letter of Release is granted, the College will advise the student in writing that they must contact
the Department of Home Affairs to seek advice on whether any visa implications arise from the transfer.

C. Outgoing External Transfer: Domestic Students

The six-month rule does not apply to domestic students. However, domestic transfer requests are assessed
using the same best-interest criteria in Section 5.D, with particular regard to:
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¢ Whether adequate academic support and intervention has been provided.
¢ The student’s progress and engagement to date.

¢ Whether the student’s learning needs would be better met through the transfer.

Funding contract obligations (e.g. Smart and Skilled), and any consequences for entitlement.
e Career planning considerations.

+ The student’s right to receive proper advice, counselling and support before deciding.

D. Best-Interest Assessment

Lead College documents a best-interest assessment for every transfer decision (approve or refuse). The
assessment considers the criteria below; reasoning is recorded on the student file and the Enrolment
Variation Register.

Best-Interest Criterion What Lead College Assesses

Academic alignment

Progression and welfare

Visa compliance (overseas
students)

Compassionate or
compelling circumstances

Course expectations and
integrity
Funding and financial

obligations

Informed decision

Whether the destination course (internal or external) aligns with the student’s
career goals, prior learning and ability to meet entry requirements.

Whether the transfer supports rather than disrupts the student’s academic
progression and welfare. Whether intervention or support that has been
offered has reasonably had time to take effect.

Whether the transfer maintains student visa compliance, including continuity
of CoE coverage, the Genuine Student basis for the visa, and AQF level
considerations.

Whether documented compassionate or compelling circumstances support
the transfer.

Whether the current course is not meeting the student’s reasonable
expectations, or whether the student was provided misleading information at
enrolment.

Whether the student has outstanding fees, and (for Smart and Skilled
students) whether the transfer is consistent with funding contract obligations.

Whether the student has received counselling and information to make an
informed decision, including independent visa advice (DHA) where applicable.

E. Grounds for Refusal of an Outgoing External Transfer

Refusal of a release request is documented with written reasons, the student is informed of the right of

appeal, and the student’s enrolment continues during any active appeal.

Grounds for Refusal

(Overseas Outgoing)

The student has not yet

Reference

National Code Standard 7.1

completed six months of the
principal course, AND none
of the exemption grounds in
Section 5.B apply.
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Grounds for Refusal Reference

(Overseas Outgoing)

The transfer would National Code Standard 7
jeopardise the student’s

progression through a

package of courses already

commenced.

The student has not Policy requirement
provided a valid Letter of

Offer from the receiving

CRICOS-registered provider.

The student is subject to an Best interest assessment; Course Progress and Attendance Policy v4.0
active intervention strategy

or warning process under

the Course Progress and

Attendance Policy, and

adequate intervention has

not yet had the opportunity

to support a return to

satisfactory progress.

The College reasonably Best interest assessment
suspects the transfer is being

pursued to avoid being

reported for unsatisfactory

course progress or

attendance.

The student has outstanding Policy requirement
tuition or other fees.

Funding or contractual Smart and Skilled Operating Guidelines
conflicts (e.g. Smart and
Skilled).

F. Internal Course Transfer (within Lead College)
Students may apply to transfer from one Lead College course to another where:
¢ The new course better aligns with the student’s career goals.

¢ The student can demonstrate the capacity to meet the entry requirements of the new course
(including English language and academic prerequisites).

e There are no outstanding tuition or other fees.

e For overseas students, visa conditions permit the change, including the Genuine Student basis for
the visa.

¢ Course availability and intake timing permit the change.

For overseas students, internal transfers must not:

¢ Jeopardise visa compliance or undermine the Genuine Student basis.
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e Result in enrolment in a course at a lower AQF level than the current course without documented
justification consistent with the student’s best interest.

¢ Breach ESOS or National Code requirements.

Internal transfers are generally finalised at study-period boundaries. Mid-term transfers may be permitted
in exceptional cases (e.g. documented compassionate or compelling circumstances) where assessed as in
the student’s best interest and operationally feasible.

Lead College assesses internal transfer requests considering academic progress and attendance; support
interventions already provided; Genuine Student considerations; funding implications; course availability
and suitability; and any AQF level implications. Counselling is provided to every applicant to ensure
informed decision-making before the transfer is finalised.

G. Decision Timeframes

¢ Adecision on a request for a Letter of Release (overseas outgoing) will be made within 10 working
days of receiving a complete request, in line with reasonable practice under Standard 7.

* Adecision on any other transfer request (internal or external incoming, or outgoing domestic) will
be made within 20 working days of receiving a complete application.

¢ Where additional information is required from the student, the College will write to the student
promptly to request the information; the decision timeframe is paused until the complete
application is received.

¢ PRISMS updates for overseas students are completed within 14 calendar days of the variation (Std
9.1).

e STS Online updates for Smart and Skilled students are completed within the relevant 28-day
reporting cycle.

H. Fees and Refunds
e A Letter of Release is issued at no cost to the student.

* Unspent tuition fees already paid may be credited to a new internal course where applicable; any
fee difference is payable before the transfer is finalised.

e Refunds, if any, are processed in accordance with the Fee, Payment and Refund Policy.

I. Procedural Fairness and Appeals

e Every refusal decision is provided in writing with reasons, the supporting evidence and the basis for
the decision against the best-interest criteria.

e Students may lodge an internal appeal within 20 working days of the decision under the
Complaints and Appeals Policy.

¢ Internal appeals are free of charge.

¢ Where dissatisfied with the internal appeal outcome, students may seek external review (Overseas
Students Ombudsman for overseas students; National Training Complaints Hotline 13 38 73 or
other applicable body for domestic students).

¢ Inline with National Code Standard 10.3, the College maintains the overseas student’s enrolment
and does not report the student via PRISMS while an internal or external appeal is in progress.
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* During any active appeal, the student must continue to attend classes and meet course progress
and attendance obligations.

J. Compliance, Agents and Integrity Controls

¢ No transfer decision is influenced by recruitment targets, marketing considerations, or by an
education agent (National Code Standard 4).

* No student is disadvantaged for lodging a transfer request.

* Education agents do not actively recruit students currently enrolled with another registered
provider during the first six months of that student’s principal course.

« All transfer decisions, including the rationale and best-interest assessment, are documented in the
Enrolment Variation Register and the student file.

K. Recordkeeping

* All transfer applications, supporting documents and decisions are retained in aXcelerate and on the
student file for at least 2 years after the student ceases to be an accepted student (ESOS Act /
National Code), or for longer where required by other legislation.

e Student records under SRTOs 2025 are retained in line with the College’s Records Management
Policy, including AVETMISS-relevant records retained for 30 years.

* All transfer outcomes are recorded in the Enrolment Variation Register and the Student
Management System.
Monitoring, Review and Continuous Improvement

* Transfer applications and outcomes are reviewed quarterly by the Director of Operations, ESOS
Compliance and Admissions Officer and Quality Assurance Manager to identify trends and confirm
that decisions are consistent with policy and student best interests.

+ Sampling of refusal decisions occurs each quarter to confirm procedural fairness and
documentation quality.

e Issues are recorded in the Continuous Improvement Register and actioned promptly.

e This policy is reviewed at least annually, or earlier on any regulatory change or audit/Cl trigger.

Roles and Responsibilities

+ Chief Executive Officer — Approves the policy; receives quarterly self-assurance reports; provides
input on complex cases.

+ Director of Operations — Owns the policy; oversees compliance, reporting and audit readiness.

e Compliance Manager — Operates the self-assurance framework; samples release decisions and
refusals; reports quarterly to the CEO.

¢ ESOS Compliance and Admissions Officer — Assesses overseas student transfer requests; conducts
best-interest assessment; updates PRISMS; manages Letters of Release; oversees compliance with
Standard 7.
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Smart and Skilled Coordinator — Assesses Smart and Skilled student transfer requests; manages

STS Online reporting; advises on funding implications.

o Student Support Officer (S50) / Campus Manager — Provides counselling to students considering

transfer; supports the student through the process.

¢ Academic Manager — Assesses academic suitability for internal transfers; AQF level implications;

Training Plan amendments.

¢ Accounts Officer — Manages fee adjustments and refunds.

¢ Education Agents — Bound by the written agreement with Lead College and by Standard 4; must

not actively recruit students enrolled at another provider in the first six months of their principal

course.
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