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System Procedure CP029

CP029
International Students – Transfer Between Registered Providers Procedure

1. Purpose

The purpose of this procedure is to document the processes and responsibilities associated with requests from international students to transfer between registered providers.
2. Scope

This procedure applies to:
· all International Students who have been issued with an electronic Confirmation of Enrolment (CoE) on PRISMS by Wodonga TAFE, and who have requested to transfer to another registered provider, and

· all International Students who have applied for a course at Wodonga TAFE and who are holders of an electronic CoE on PRISMS which has been issued by another registered provider.
3. References

Education Services for Overseas Students (ESOS) Act 2000
Education Services for Overseas Students (ESOS) Regulations 2001

National Code of Practice for Registration Authorities and Providers of Education and Training to Overseas Students 2007 (The National Code)

CP025
International Students – Admission and Commencement Procedure

CF048
International Student – Application for Admission

CF043
International Student Agreement

POL22
International Students – Transfer between Registered Providers Policy
CF054
International Student – Request for Transfer between Registered Providers Form 
CF005
Enrolment Variation / Withdrawal Form

POL20
International Student Refund Policy
CP006
Student Grievance / Appeal Procedure

CF052
Request to Appeal a Decision Form

4. Definitions

See Wodonga TAFE glossary on StaffNet for current definitions.
For the purposes of this procedure:

International Student:- a person who holds a student visa as defined by the ESOS Act, but does not include students of a kind prescribed in the ESOS Regulations.
“student visa means a visa described in the Migration Regulations 1994 as a Subclass 560, 562, 563, 570, 571, 572, 573, 574, 575 or 576 visa, whenever granted, other than a visa granted to:
(a)
a person who satisfies the secondary criteria, but not the primary criteria, under those Regulations for the grant of the visa; or

(b)
an exchange student or AusAID student within the meaning of those Regulations; or

(c)
an overseas student who has been approved by the Minister for Defence to undertake a course of study or training under a scholarship scheme or training program approved by the Minister for Defence; or

(d)
an overseas student who has been approved under another scholarship scheme, or an exchange scheme, sponsored by the Commonwealth to undertake a course of study or training in Australia.”

DEEWR:- the Department of Education, Employment and Workplace Relations
DIAC:- the Department of Immigration and Citizenship

CoE:- Confirmation of Enrolment – a document, provided electronically, which is issued by the registered provider to intending international students and which must accompany their application for a student visa.  It confirms the international student’s eligibility to enrol in the particular course of the registered provider.

PRISMS:- the Provider Registration and International Student Management System which is used to process information given to the Secretary of DEEWR by registered providers.

Principal course of study:- refers to the main course of study to be undertaken by an international student where a student visa has been issued for multiple courses of study.  The principal course of study is the highest qualification covered by the student’s Visa, and would normally be the final course of study where the international student arrives in Australia with a student visa that covers multiple courses.

Compassionate or compelling circumstances:- generally those beyond the control of the student and which have an impact on the student’s course progress and/or wellbeing.  These could include but are not limited to: serious illness, death in the family, major political upheaval or natural disaster in the home country which requires the student to return home, or a traumatic incident.

5. Responsibilities

The Manager – Learner Services is responsible for the implementation of the procedure and for assessing a student’s request to transfer from Wodonga TAFE to another registered provider.

The Course Information Officer is responsible for ensuring that Wodonga TAFE does not issue a CoE for any student who has not completed six months of their principal course at their original provider unless the student provides evidence in the form of a release letter that the original provider has approved a release, and for cancelling a student’s CoE if they are approved to transfer from Wodonga TAFE to another provider.

The International Student is responsible for completing six months of their principal course at Wodonga TAFE, or providing appropriate documentation required for a release to be considered, and in the case of students wishing to transfer to Wodonga TAFE, providing the appropriate documentation for a CoE to be issued.
6. Procedure

	Item
	Action/Comment
	Responsibility

	Application for Admission to Wodonga TAFE by students transferring from another provider

	1. 
	A student wishing to transfer to Wodonga TAFE must complete a CF048 International Student – Application for Admission Form.
Students should attach a copy of their CoE to the application form along with other relevant documentation.
	International Student

	2. 
	Provide Wodonga TAFE with all of the following:

· a release letter from their current provider (if applicable – note some providers may not issue the release letter until the student has a letter of offer)

· a statement of attendance from their current provider

· a transcript of results of the course in which they are currently enrolled, and

· transcripts of results of other courses in which they have studied in Australia.
	Transferring International Student

	3. 
	Assess the application as per CP025 International Students – Admission and Commencement Procedure to determine whether a provisional letter of offer will be issued along with the International Student Agreement.
A letter of offer can only be issued to a student who has not completed six months of their principal course of study if the applicant satisfies one of the conditions in Item 4 (below).
	Course Information Officer / Delivery Department Manager

	4. 
	Wodonga TAFE may not enrol the student or issue a CoE prior to the student completing six months of their principal course of study except where:
a) the original provider has ceased to be registered or the course in which the student is enrolled has ceased to be registered, 
b) the original registered provider has provided a written letter of release, 
c) 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 their principal course, or

d) 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.
	Course Information Officer

	5. 
	Once Wodonga TAFE has received:

· all of the items listed in Item 2,
· the signed International Student Agreement, and

· tuition fees as specified on the Letter of Offer,

a CoE can be issued on PRISMS
	Course Information Officer

	Requests for approval to transfer from Wodonga TAFE to another registered provider

	6. 
	Note: no release letter is required where:

a) the student is government sponsored and that government sponsor provides written support for the change as it considers the change to be in the student’s best interest,
b) Wodonga TAFE has ceased to be registered or the course in which the student is enrolled has ceased to be registered, or

c) Wodonga TAFE has a sanction imposed on it that prevents the student from continuing their principal course of study.
	

	7. 
	Where a student has completed 6 months of their principal course of study at Wodonga TAFE the student is free to transfer to another provider.  

Note: the student should still be advised to submit a CF054 Request for Transfer between Registered Providers Form.  The student will be granted a letter of release (see Attachment 1) if they provide a letter from another registered provider confirming that a valid enrolment offer has been made.

The student’s CoE with Wodonga TAFE will be cancelled in PRISMs and the student will be advised to contact DIAC to check whether they require a new student visa.
	Course Information Officer

	8. 
	Where the student has not completed six months of their principal course at Wodonga TAFE, and wishes to transfer from Wodonga TAFE to another registered provider, the student must complete a CF054 Request for Transfer between Registered Providers Form, and provide the following documentation to the Course Information Officer:

· a letter detailing the reasons for the request to transfer to another provider and how the student will benefit from the transfer,
· a letter of offer from the registered provider to which the student wishes to transfer, and

· any supporting evidence referred to in the request such as medical certificates; reports from a counsellor etc.
	International Student

	9. 
	Where a student’s request to transfer is based on medical grounds and no evidence is provided the Course Information Officer should advise the student that they are required to provide supporting documentation such as a medical certificate. 
	Course Information Officer

	10. 
	Formally notify the Student in writing of receipt of the request and refer the request to transfer together with any supporting documentation to the Manager– Learner Services to assess. 
Note:
a decision must be made and communicated to the student within 10 working days of receipt of the written request.
	Course Information Officer

	11. 
	Assess the request to transfer to determine whether there are compassionate or compelling personal or academic reasons for the transfer and whether the transfer will be detrimental to the student or their future studies.
If necessary, arrange a meeting with the student to discuss or refer the student to student support services for further discussion before making a decision – refer to Item 12.
	Manager – Learner Services

	12. 
	If referred to student support services:

· Consider the options available to the student to achieve their learning goals, including any support services offered by Wodonga TAFE to assist students to adjust to study and life in Australia.
	Learner Services / Welfare Officers

	
	· Where appropriate, refer the student to appropriate support services for – 

· academic skill support,

· additional English support,

· additional tutoring and study group support,

· a mentor program,

· personal counselling,

· consideration of reduction in course load,

· the purpose of implementing an intervention strategy for the student.
· Make a decision as to whether a transfer would be detrimental to the student or their future studies and formally notify the Manager – Learner Services for further consideration and formal response to the request
	

	13. 
	If the transfer is considered not to be detrimental to the student or their future studies, there are compassionate or compelling personal or academic circumstances, and provided the student has supplied all required documentation, the request to transfer will be approved.
	Manager – Learner Services

	14. 
	Requests to transfer will not be approved where:

· Wodonga TAFE forms the view that the student is trying to avoid being reported to DIAC for failure to meet TAFE’s attendance or course progress requirements,
· the transfer may jeopardise the student’s progression through a package of courses,
· the transfer would be detrimental to the student’s future study and/or career objectives, or
· the documents provided by the student do not provide adequate grounds to justify the transfer.
	Manager – Learner Services

	15. 
	Make and record the decision whether to approve the request for transfer, and issue a letter to the student advising the outcome within 10 working days of the official receipt of the request.
	Manager – Learner Services

	16. 
	Where the request to transfer is approved the student will be provided with:

· a letter of release (see Attachment 1) at no cost to the student,
· a CF005 Enrolment Variation / Withdrawal Form,
· advice that TAFE will cancel the student’s CoE on PRISMS,
· notification that they must contact DIAC to seek further advice on whether a new student visa is required
· advice that they may apply for a refund in accordance with TAFE’s POL020 International Student Refund Policy, and
· an invitation to participate in an exit interview with a representative from Learner Services to discuss their experience with Wodonga TAFE and to identify any opportunities for improvement in practices.
	Course Information Officer

	17. 
	Where the request to transfer is not approved the student will be sent notification (see Attachment 2) which will include:

i. the reasons for the decision not to approve the transfer and provide a release letter,
ii. advice that the student may freely transfer after completion of six months of their principal course of study, and

iii. advice of the student’s right to appeal the decision within 20 working days of receipt of the notification in accordance with TAFE’s Grievance process. 
	Manager – Learner Services

	18. 
	If the student wishes to appeal the decision they must do so in writing to the CEO within 20 working days of being notified of the decision.  The student can use the CF052 Request to Appeal a Decision Form  to lodge the appeal.
	International Student

	19. 
	If the student is not satisfied with the result of the appeals process they have the right to access the external appeals process, and should notify TAFE within 5 working days of notification of the decision in relation to the appeal.
	International student

	20. 
	Retain records of all requests for transfers from students and the assessment of, and decision regarding, the request on the student’s file for a minimum period of 7 years.  Relevant documentation that needs to be retained includes:

· the CF054 Request for Transfer between Registered Providers Form signed by the student and their supporting documentation
· the assessment of the request and the decision (recorded on the form)

· a copy of the letter informing the student of the decision

· if there is an appeal, evidence that the appeal was conducted in accordance with Wodonga TAFE’s appeal processes

· a copy of a letter of release for any student Wodonga TAFE has enrolled prior to the student completing six months of their principal course of study.
	Course Information Officer


7. Appendix
Please note the following attachments are sample letters only.  If you need to send one of these letters to a student the template can be found on Engage.
Attachment 1:- International Students – Letter of release (version 1)
Attachment 2:- International Students – Transfer request not approved (version 1)

Date:

Name:

Address:

Re:  Request for Transfer between Registered Providers - Approved

Dear <name>
Your request for transfer between registered providers dated <insert date> has been considered and approved.

You are advised to complete and submit a CF005 Enrolment Variation/Withdrawal Form (enclosed).  

If you believe you are eligible for a refund of any tuition fees you will need to submit a CF049 Application for Refund Form.  Wodonga TAFE’s POL20 International Student Refund Policy can be found in your Induction Booklet and on our International Students website – http://www.wodonga.tafe.edu.au/02_students/pages/International/index.jsp  

Please note that your Confirmation of Enrolment (CoE) will be cancelled and you need to contact the Department of Immigration and Citizenship (DIAC) to seek advice as to whether or not you require a new student visa.  The contact phone number for DIAC is 131 881 and the website is www.immi.gov.au 
Any further enquiries regarding your transfer between registered providers should be directed to Learner Services on (02) 6055 6655.

Wodonga TAFE wishes you every success in your future endeavours.
Yours sincerely

Tom Lawson

Manager

Learner Services Department
Encl: CF005 Enrolment Variation/Withdrawal Form
Date:

Name:

Address:

Re:  Request for Transfer between Registered Providers – Not Approved

Dear <name>
Your request for transfer between registered providers dated <insert date> has been considered and has not been approved due to <insert reasons>.
You are advised to contact Learner Services to discuss ongoing support that is available to you.

Should you wish to appeal against this decision you must do so in writing or by submitting a CF052 Request to Appeal a Decision Form to the CEO of Wodonga TAFE within 20 working days from <insert date>.  Please note that you are required to remain enrolled and attend classes until the appeals process is completed.

Students who have not completed six months of their principal course with their provider need to obtain a letter of release regardless of whether they withdraw or have had their enrolment cancelled.  Students who enrol with a new provider without obtaining a letter of release are at risk of having their student visa cancelled by the Department of Immigration and Citizenship (DIAC).

Please note that after completion of six months of your principal course of study at Wodonga TAFE you may freely transfer to another provider without requiring a letter of release.  You are required to submit a CF005 Enrolment Variation / Withdrawal Form in this case.

If you have any questions regarding this letter please Learner Services on (02) 6055 6655 to discuss.

Yours sincerely

Tom Lawson

Manager

Learner Services Department
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