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1. Document Control 

Document Title 
P11 Student Transfer Policy and Procedure (International 

Students) 

Policy Owner CEO 

Approved By CEO 

Approval Date 30th March 2026 

Effective Date 31st March 2026 

Review Date December 2027 

Version 4.0 

2. Purpose 

The purpose of this policy is to ensure that all international student transfer requests—both incoming and 

outgoing—are managed in a manner that complies with legislative requirements under the ESOS framework. 

This policy is designed to safeguard the interests and welfare of international students while maintaining the 
integrity of Australia’s education system. It also ensures that transfer decisions are made fairly, consistently, 

and transparently, and that students are not encouraged to make decisions that may negatively impact their 
academic progress or visa conditions. 

3. Scope 

This policy applies to: 

• This policy and procedure applies to all international students enrolled at Brighton Institute of 

Technology (BIT) 

• This policy and procedure applies to all BIT programs offered by BIT. 

Special Conditions or Exceptions 

This policy does not apply to students who wish to transfer to another BIT course.  

This policy does not apply for Domestic students. 

4. Definitions 
• ASQA – Australian Skills Quality Authority. 

• ESOS – Education Services for Overseas Students legislative framework. 

• National Code – National Code of Practice for Providers of Education and Training to Overseas 

Students. 

• RTO – Registered Training Organisation. 

• Principal Course - The principal course is the main course of study to be undertaken by an International 

student. Where the student visa has been issued for multiple courses, the principal course is usually 

the final course of study. The first six months are calculated as six calendar months from the date an 

overseas student commences their principal course 
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• Compassionate or Compelling (Exceptional Circumstances) - Are generally those circumstances beyond 

the control of the student and which have an impact upon the student’s course progress or wellbeing 

and could include, but are not limited to: 

o serious illness or injury, where a medical certificate states that the student is unable to attend 

classes 

o bereavement of close family members such as parents or grandparents (where possible a 

death certificate should be provided) 

o major political upheaval or natural disaster in the home country requiring emergency travel 

and this has impacted on the student’s studies; or 

o a traumatic experience which could include: 

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

- 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) 

- where the registered provider was unable to offer a pre-requisite unit; or 

- inability to begin studying on the course commencement date due to delay in receiving a 

student visa 

5. Policy Statement 

BIT is committed to managing student transfers in a way that prioritises the student’s best interests and complies 

with all regulatory obligations. 

BIT will not knowingly enrol an international student who is seeking to transfer from another provider before 

completing six months of their principal course, unless one of the permitted exceptions under Standard 7 applies. 

This ensures that students are not being inappropriately recruited or influenced to change providers 

prematurely. 

BIT will maintain a documented transfer policy that clearly outlines the process for applying for a transfer, the 

evidence required, and the circumstances under which a transfer may be granted or refused. All decisions will 

be based on professional judgement, supported by documented evidence, and made with consideration of the 

student’s academic progress, welfare, and future outcomes.  

6. Responsibilities 
CEO  Responsible for ensuring the organisation meets its obligations under 

the ESOS framework and maintains overall compliance. 

Compliance Manager Responsible for assessing transfer requests, ensuring decisions align 

with Standard 7, and maintaining accurate PRISMS reporting. 

Trainers and Assessors Responsible for identifying students who may be at risk and referring 

them to appropriate support services before transfer is considered. 



BRIGHTON INSTITUTE OF TECHNOLOGY 
CRICOS Provider Code 02552G    RTO No 21438 

Level 5, 255 William Street Melbourne, Victoria 3000  

Phone: +61 3 9642 1770   Email: info@bit.edu.au     Website: www.bit.edu.au 

 
 

 
 

 

Doc: P11.  Student transfer Policy and Procedure (International Students) Version: 4.0 Last Reviewed: Mar 2026 
Page 4 of 10 

Administration Staff Responsible for verifying the eligibility of incoming transfer students 

and ensuring all documentation requirements are met prior to 

enrolment. 

7. Key Regulatory Requirements (Expanded Interpretation of Standard 7) 

6.1 Six-Month Restriction Rule 
 
International students are generally restricted from transferring to another provider within the first six months 
of their principal course. This six-month period is calculated from the actual commencement date of the 

principal course, not from the date of enrolment or issuance of the Confirmation of Enrolment (CoE). 

This requirement exists to ensure that students have a genuine opportunity to engage with their course and 

provider before making decisions to transfer. It also protects against unethical recruitment practices and 
ensures stability in the international education sector. 

6.2 Exceptions Allowing Transfer Within Six Months 
There are specific circumstances under which a student may transfer before completing six months of their 
principal course. These exceptions are designed to protect students where continuing with the original 

provider is not feasible or appropriate. 

Transfer may be permitted where the original provider has ceased delivering the course or is no longer 
operating, meaning the student cannot continue their studies as planned. It may also be allowed where the 

provider has been sanctioned or restricted from delivering the course. 

In addition, a transfer may proceed if the student has obtained a formal release from their current provider, 
confirming that the provider has assessed the request and determined that the transfer is appropriate. Where 

a student is sponsored by a government body, written support from that sponsor is also considered a valid 
basis for transfer. 

6.3 Provider Obligations 

The RTO is required to implement and maintain a clearly documented and publicly accessible transfer policy 
and procedure. This policy must outline the steps students need to follow when applying for a transfer, 

including the documentation they must provide and the expected timeframes for assessment. 

The policy must also clearly define the circumstances under which a transfer request may be granted or 
refused. Importantly, the RTO must avoid implementing blanket restrictions that automatically refuse 

transfers, as each application must be assessed on its individual merits. 

All decisions must be supported by documented evidence, and the RTO must retain records of transfer 

requests, the assessment process, and the final outcome. These records must be sufficient to demonstrate 
compliance during audits. 

6.4 Conditions for Granting Release 
A release should be granted where it is determined that the transfer is in the student’s best interests and will 
not negatively impact their academic progress or wellbeing. 

For example, a release may be appropriate where the student has enrolled in a course that does not align with 
their career goals or expectations, or where they are experiencing personal or compassionate circumstances 
that make it difficult to continue with their current provider. 
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A release may also be granted where the provider is unable to deliver the course to the expected standard or 
where the student has made genuine efforts to engage with the course but is unable to achieve satisfactory 
progress despite accessing support services. 

The overarching principle is that the decision must prioritise the student’s welfare and long-term success. 

6.5 Conditions for Refusing Release 
A transfer request may be refused where there is clear evidence that the transfer is not in the student’s best 
interests. 

For instance, refusal may be appropriate where the student has not engaged with available academic or 

support services and is attempting to transfer without first attempting to resolve their issues. It may also be 
refused where the transfer appears to be motivated by non-genuine reasons, such as avoiding academic 
requirements. 

Where a request is refused, the RTO must provide the student with a written explanation outlining the reasons 
for the decision. This ensures transparency and allows the student to understand the basis for the outcome. 

6.6 Mandatory Conditions 
 
Before a transfer request can be considered, the student must provide evidence of a valid enrolment offer 

from another registered provider. This ensures that the student has a clear pathway to continue their studies 
and is not placed at risk of breaching visa conditions. 

The RTO must not charge any fee for assessing or issuing a release, as this is a regulatory requirement. 

Additionally, where a transfer request is refused, the student must be informed of their right to access the 
RTO’s complaints and appeals process. This ensures procedural fairness and provides the student with an 

opportunity to have the decision reviewed. 

6.7 Under 18 Students 
For students under the age of 18, additional safeguards apply. Written consent must be obtained from the 

student’s parent or legal guardian before a transfer can be approved. 

Furthermore, the receiving provider must confirm that it will take responsibility for the student’s 

accommodation and welfare arrangements in accordance with Standard 5 of the National Code. This ensures 
that the student continues to be appropriately supported throughout the transfer process. 

6.8 Transfers After Six Months 
Once a student has completed six months of their principal course, they are no longer subject to transfer 
restrictions under Standard 7. 

At this point, the student is free to transfer to another provider without requiring a release from their current 

provider. However, they must still comply with visa conditions and ensure that they maintain enrolment in a 
registered course. 
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8. Procedures 

  7.1 Outgoing Transfer (Release Request) 

Students who wish to transfer to another provider within the restricted period must submit a formal request in 

writing. This request must include a valid Letter of Offer from another CRICOS-registered provider, along with 
any supporting documentation relevant to their circumstances. 

Upon receiving the request, BIT will conduct a thorough assessment, considering factors such as the student’s 
academic progress, engagement with support services, and any compassionate or compelling circumstances. 
BIT will also evaluate whether the transfer is likely to support or hinder the student’s educational outcomes. 

A decision will be made within the published timeframe, and the student will be notified in writing of the 
outcome. Where the request is approved, BIT will process the release through PRISMS and provide appropriate 

guidance to the student regarding visa implications. 

Where the request is refused, the student will receive a written explanation and information about how to 
access the appeals process. 

The following process will be followed: 

• Students must apply for a release on the appropriate form. (Application of release form) 

• Students must seek approval from the finance department before lodging the application with Student 

Administration. 

• BIT’s administration will consider applications for a release and respond within 10 working days of 
receiving the application.  

• A release application form will be processed in accordance with this procedure and only if the student 
can provide written confirmation that another registered provider has made a valid enrolment offer.  

• The release will only be given if BIT believes that a transfer at this time will not be considered 
detrimental to the student. 

• The record of the decision will be placed in the student’s administration file. 

• Students must be informed within 10 working days from the date of lodgment of the application.  

• A release will normally be granted in the following situations:   

o BIT is unable to continue to provide the course; or  

o The student can demonstrate they are experiencing threat to physical or mental health or 
safety by remaining at BIT and can demonstrate clearly how this will be alleviated through 

a transfer; or  

o The current course of study is clearly not consistent with the documented course 
requested for on their application.  

o BIT believes that the transfer will be in the student’s best interests. BIT believes that the 
transfer will be beneficial to the student’s academic progress, health (physical and mental) 
and/or ability to settle into studying in Australia. A meeting between the training manager 

and the student will decide whether a transfer will be in the student’s best interest. 

o In exceptional compassionate circumstances beyond the student’s control, such as serious 

illness or death of a close family member, (independent evidence of the exceptional 
circumstances is required) and that the exceptional compassionate circumstances have led 
to a permanent change in the student’s circumstances that makes continued enrolment 

inappropriate. 

•  A release will normally not be granted in the following situations: 
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o The requirements of the written agreement have not been met by the student or  

o The student has a change of mind, or  

o Not enough documented evidence to support reasons or claims in the application for release is 

submitted; or  

o The student does not satisfy any of the situations which normally lead to a release being granted; 
or  

o The proposed transfer will jeopardise the student’s progression through a package of courses; or  

o The student has unsatisfactory academic progress and is in the intervention process; or  

o The student has unsatisfactory behaviour and has been or is about to have their enrolment 
suspended or cancelled and be reported to the Department of Home Affairs; or  

o The student cannot provide a letter from another registered provider confirming that they have 

made a valid enrolment offer.   

o The student has not cleared all tuition fees due.   

• Should a student’s request for a transfer be granted BIT will immediately inform the student that they 

will need to inform the Department of Home Affairs, directing them to the website 

https://immi.homeaffairs.gov.au/change-in-situation/study-situation     

7.2 Appeals Process 
Students have the right to appeal a decision if their transfer request is refused. Appeals must be lodged within 

the timeframe specified in BIT’s Complaints and Appeals Policy. 

During the appeals process, the student’s enrolment will be maintained, and no changes will be made in 
PRISMS until the appeal outcome is finalised. This ensures that the student’s visa status is not adversely 

affected while the matter is under review. 

7.3 Incoming Transfer Students 
When enrolling a student transferring from another provider, BIT must first verify whether the student has 
completed six months of their principal course. 

If the student is still within the restricted period, BIT must obtain evidence of a valid release or confirm that an 

exception applies. This verification must be completed through PRISMS before a Confirmation of Enrolment is 
issued. 

This process ensures that the RTO does not inadvertently breach Standard 7 by enrolling an ineligible student. 

• BIT will not knowingly enrol a student wishing to transfer from another registered provider’s course 
prior to the student completing six months of his or her principal course of study except where: 

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

o the original registered provider has released the student via PRISIMS,  

o the original registered provider has had a sanction imposed on its registration by the Australian 
Government or state or territory government that prevents the student from continuing his or her 

principal course, or  

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

 

https://immi.homeaffairs.gov.au/change-in-situation/study-situation
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• All existing Credit Transfers and RPLs recognised by the pervious RTO will be recognised by BIT if the 
original evidence is provided – See P4. Credit Transfer and P5. Recognition to Prior Learning Policies 
and Procedures.   

• If the Institute knowingly enrols a student, wishing to transfer from another registered provider’s 
course prior to the student completing six months of his or her principal course of study documentary 

evidence of at least one of the four conditions listed above must be obtained and placed in the 
transferring student’s file.  

• The Institute will not seek to enrol a student who has not yet completed six months of their principal 
course of study with another registered provider unless the requirements of the National Code are met 
and then only in accordance with this procedure.  

• Exceptions to the release requirement where a release is not required in the following circumstances:  

• When a student fails to meet certain entry requirements for commencing a course, for which the 
student arrives in Australia for; the student is left without a provider in the absence of a release. In this 
situation, where the student is able to provide documentary evidence of their predicament, transfer 

will be permitted.  

• Where a student's enrolment may have been cancelled under Standard 13 of the National Code 

("Deferring, suspending or cancelling the student's enrolment"), there is no need for the provider to 
release the student - in this situation the cancellation would be sufficient.   

• Any government sponsor of the overseas student considers the change to be in the overseas student’s 

best interests and has provided written support for the change. 

7.4 Special Circumstances 
In situations where the original provider defaults (for example, ceases delivery of the course), the student must 

be allowed to transfer without restriction, and no release conditions apply. 

Where a student is enrolled in a packaged course involving multiple providers, the transfer process may require 

coordination between providers to ensure compliance with all regulatory requirements. 

9. Timeframes 

BIT will assess all transfer requests within a reasonable and clearly defined timeframe, typically within 10 

working days. This ensures timely decision-making and reduces uncertainty for the student.    

10. Monitoring and Review 

BIT will regularly review this policy to ensure it remains aligned with current legislation and regulatory 

expectations. Improvements will be made based on audit outcomes, feedback, and changes to the ESOS 

framework. 

11. Legislative and Regulatory Requirements 

- This policy is governed by the requirements of the Education Services for Overseas Students Act 2000 

and the National Code of Practice for Providers of Education and Training to Overseas Students 2018.  
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- It also incorporates obligations relating to reporting through the Provider Registration and 

International Student Management System (PRISMS), which is used to monitor student enrolments and 

compliance. 

12.  Related Documents 

• Student Transfer Request Form  

• Standard 7 (National Code of Practice for Providers of Education 

• and Training to Overseas Students 2018): Overseas Student Transfers 

13. Version History 

Version Date Changes Approved By 

4.0 30/03/2026 Changed layout and added 

more information. Update 

content and address. 

CEO 
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Flowchart for procedure for the release of a student (Transfer Out) 
 

 Student fills the application for 
release form. 

Student seeks approval from 
finance department. 

Finance 
approval 

Request for release assessed by the provider in 
accordance with the student transfer policy. 

No 
Clear 
Dues 

 Yes 

 Yes 

Transfer request is not granted. 

The decision needs to be recorded and documented. A 
letter is provided to the student informing about the 

decision and advice of his/her right to appeal. 

No 

Student 
appeals 

Appeal 
successful 

The student is released and advised to 
contact DHA. All documentation kept in file. 

PRISMS updated for cancelation and default. 

 Yes 

No change in the enrolment. All documents 
kept in the student’s admin file. 

No 

Transfer request is granted. 

 Yes 

No 


