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Course Details 

 

Course Code and Name: 
 

Course start date: 
 
 Release effective from:  

 

Transfer Reason 

Have you commenced the course? ☐ Yes,                 Date of Last Attendance: ____________________ 

                                                                ☐ No                   Commencement Date: ______________________ 
 
Reason for Transfer: 
 
 

Application Process 

1. According to the National Code 2018 (legislation): Prior to a student completing 6 months of their principal course 
(highest course enrolment on the student’s initial visa), a letter of release is required for the student to transfer to 
another institute. 

2. Release is also required from any subsequent CoE. 
3. The student’s request for release is only considered if the student attaches with this application a copy of letter of 

offer from another registered provider confirming that a valid enrolment offer has been made. 
4. Applications release will be considered by the Student Support Officer and responded within10 working days of 

being received by BIT. 
5. Release will be granted in accordance with the Student Transfer Policy and Procedure. 
6. Release will Not normally be granted in the following situation: 

a. The student did not submit enough documental evidence to support reasons or claims in the application for 
release; or 

b. The student has unsatisfactory academic progress and is in the intervention process; or 
c. The student has unsatisfactory behaviour (i.e. non-payment of tuition fees) and has been or is about to have 

their enrolment suspended or cancelled and be reported to Department of Home Affairs; or 
d. The student cannot provide a letter from another registered provider confirming that a valid enrolment 

offer has been made; or 
e. The student does not satisfy any of the situations which normally lead to a letter of release being granted. 

7. Students must continue attending classes during this application process. 
8. An international student may not submit an application for refund at the same time as applying for a letter of 

release. A refund application will be accepted once the student has been granted a letter of release, in this case the 
refund calculation will be based on the date the student was granted the letter of release 

Student’s Personal Details 

Full Name: 
 

Student ID: 
 

Phone No: 
 

Email: 
 

Address: 
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Student Declaration 

  ☐ I understand that this application does not guarantee the issue of a release. 

  ☐ I understand that I must provide the necessary documents requested by BIT (including an offer letter from another       
provider). 

  ☐ I understand that I must maintain my enrolment at Brighton Institute of Technology while the application is being 
processed. 

  ☐ I declare that all the information provided in this form is accurate and correct and no false/fake document has 
been attached. 

 ☐ I acknowledge that I have read and understood all the requirements for this request. 

☐ I acknowledge that I understand all the relevant policies and procedures regarding this change, including BIT’s 
refund policy. 

☐ I acknowledge that I have been advised to contact Department of Home Affairs regarding any potential visa changes 
to the student visa. 

☐ I understand that I must pay all my fees dues as one of the requirements for getting a release. 

☐ I am aware of my appeal rights. 

☐ I understand that I must discuss the issue with the student support officer before applying for the release. 

☐ I understand that processing time for the application for the release is 10 working days. 

☐ I acknowledge that the information provided is true and accurate 

 

 
 
Student Signature: _________________________________ Date: _______________________ 

 

Office use only  

 Finance Approval: ☐ Yes                               ☐  No Date:  

 Outcome of the request:    ☐ Release granted  ☐ Release not granted 

 Reason for the decision:  

 
 
 
 
 
 
 
 

 Processed by:   Date:  

 


