
 

 
 
 
 
 

 



 
 

 
The policy describes the requirements for transferring from one provider to another and 
vice-versa for International Students. This policy details the procedures for assessing 
applications to transfer.  
 
Students who have studied longer than this period can apply as normal and no letters 
of release need to be sighted or produced. 
 
Albright Institute’s policy support the Standard 7 of the National Code of Practice for 
Providers of Education and Training To Overseas Students 2018 and considers individual 
circumstances and will provide a letter of release at no cost to the student when the 
request is approved as per this policy.  
 
Albright Institute will always advise the student of the need to contact Department of 
Home Affairs to seek advice on whether a new student visa is required. 
 
Albright Institute will ensure this policy is available to both staff and students.  
 

 
This policy applies to all International Students enrolled at Albright Institute. 
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Enrolling a Transferring Student 
 
Under this policy Albright Institute will not enrol any transferring international student 
prior to completion of 6 months of their principal course unless: 
 

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

o that student is released by the original provider. 

o the original provider has had a sanction imposed on its registration by 
the Australian and / or State Governments that prevents the student from 
continuing their principal course. 

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

o an overseas student who has already been enrolled in the same course 
unless the student has not completed the relevant course and the 
registered provider has released the student for the relevant course. 



 
 

Albright Institute may enrol a student if they have documentation that approximates 
the letter of release (e.g. the student has evidence their CoE was conditional on 
meeting certain entry requirements and they did not meet the requirements). Albright 
Institute will note this in PRISMS and keep the documentation on the student’s file.  
 
Note: A student wanting a CoE for the purposes of applying for a new visa is not 
considered to be a circumstance that would constitute an approximation of a letter 
of release. 
 

 
Under Standards 1.5 providers must not actively recruit a student where this clearly 
conflicts with its obligations under Standard 7. Furthermore, Standard 4.6 of the 
National Code requires providers not to accept students from or enter into an 
agreement with an education agent where it knows or suspects that the education 
agent has deliberately attempted to recruit a student where this clearly conflicts with 
the obligations of providers under Standard 7. 
 

 
If a student wishes to transfer away from Albright Institute prior to the student 
completing 6 calendar months of their principal course, Albright Institute will release 
the student since it is in student’s best interest are but not limited to the following: 

1. Albright Institute is ceased to be registered 

2. Albright Institute has had a sanction imposed on its registration by the ESOS 
agency that prevents the overseas student from continuing his or her course at 
Albright 

3. 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 

4. the overseas student will be reported because they are unable to achieve 
satisfactory course progress at the level they are studying, even after engaging 
with that registered provider’s intervention strategy to assist the overseas 
student in accordance with Standard 8 (Overseas student visa requirements) 

5. there is evidence of compassionate or compelling circumstances 

According to the National Code 2018, ‘Compassionate or compelling’ 
circumstances are generally those beyond the control of the overseas student 
and which have an impact upon the overseas student’s course progress or 
wellbeing. These could include, but are not limited to:  

 serious illness or injury, where a medical certificate states that the overseas 
student was unable to attend classes  



 
 

 bereavement of close family members such as parents or grandparents 
(where possible a death certificate should be provided) Standard 7: Overseas 
Student Transfers 

 major political upheaval or natural disaster in the home country requiring 
emergency travel and this has impacted on the overseas student’s studies; or  

 a traumatic experience, which could include: o involvement in, or witnessing 
of a serious accident; or o witnessing or being the victim of a serious crime, and 
this has impacted on the overseas student (these cases should be supported 
by police or psychologists’ reports)  

 where the registered provider was unable to offer a pre-requisite unit, or the 
overseas student has failed a prerequisite unit and therefore faces a shortage 
of relevant units for which they are eligible to enrol. 

Please note that the compassionate and compelling grounds are not limited to 
the above listed instances and Albright Institute’s CEO will use his professional 
judgement to assess each case in its individual merits. 

6. Albright Institute fails to deliver the course as outlined in the written agreement 

7. there is evidence that the overseas student’s reasonable expectations about 
their current course are not being met 

8. there is evidence that the overseas student was misled by the registered 
provider or an education or migration agent regarding the registered provider 
or its course and the course is therefore unsuitable to their needs and/or study 
objectives 

9. an appeal (internal or external) on another matter results in a decision or 
recommendation to release the overseas student 

All of the above reasons when nominated in the request by the student, must be 
accompanied by evidence and supporting documentation. 
 
In situations where students are eligible to be released, Albright Institute will release the 
student in PRISMS and notify the student of the outcome of application within 10 
working days of receiving a written request. 
 

Albright Institute will not give a student a letter of release unless the student shows them 
a valid letter of offer of enrolment from another provider. 
 
When a request for release is refused, the student will be provided with written response 
stating the reason for the refusal in an email/letter.  The student will be given advice in 
writing that it is possible to appeal the decision if the student so chooses. 
 



 
 

 
If a student withdraws from a course the ESOS Act requires that the provider advise the 
Department of Education and Training (DET) through PRISMS within 14 days. This 
information is transmitted to the Department of Immigration and Border Protection 
(DIBP) and has implications for the student’s visa. 
 

 
For a student to be released, all outstanding fees must be cleared by the student. 
 
If a student transfers to another provider, any refunds of course fees paid to the original 
provider will be in accordance with Albright Institute’s refund policy. 
 

 
 

 
1. The College receives an application from a student who is “on-shore” and who has 

indicated that they are currently studying at another institution. 

2. The College use PRISMS to decide if the student has completed 6 months of their 
principal course. They also use the copy of the student visa in the passport to 
ascertain what the principal course is and when they arrived in Australia. 

If the above 2 points have been met, the application process proceeds as for all off-
shore students. 
 
If they have not met the above points, the student will be issued with a conditional 
offer letter which clearly states that an offer of a place is contingent on the student 
being released from the original provider in support of their application. If they are 
under 18, Albright Institute will not accept their enrolment. 
 
Note: If they are in receipt of a Government scholarship, they should provide written 
support from this government agreeing to the change which will stand in lieu of any 
letter of release 
 
Only if it is evident in PRISMS that the student is released and the student has no 
outstanding fees to be paid to the prior institution or other outstanding matters of 
concern, the application proceeds as for all off-shore applicants and a COE will be 
issued.  
 
If no satisfactory release is obtained from such students, the application process is 
halted and the student informed that they are unable to transfer at this time. They 
are welcome to re-activate their application when the 6 month period has passed. 
 
Note: In the very rare circumstances where the original institution or course has 
ceased to be registered, or sanctions have been placed on the original institution by 



 
 

the Australian government which do not allow the student to continue with the 
course, no letter of release is required. 
 

 
1. Students make a written request (e-mail is satisfactory) to the CEO, or their 

delegate to transfer to another provider by providing: 

a. A valid letter of offer of enrolment from another provider,  
b. A filled copy of STD-FORM01 Refund Request Form,  
c. A filled copy of STD-FORM02 Request of Change of Enrolment Status, and 
d. All relevant supporting evidence and documents 

 
2. With the valid offer of enrolment, Albright Institute will assess the transfer request 

based on P&P-06 Transferring Between Registered Provider Policy 

3. A letter of release will be granted at no cost to the student if the student is able to 
satisfy the grounds stated in this policy as necessary for a release from Albright 
Institute to be granted and if the required evidence is provided, and if all the 
payable fees are clear. The student will also be advised of the need to contact 
Department of Home Affairs to determine if they need to obtain a new. 

4. Albright Institute will inform the student of the outcome of the application via an 
email within 10 days of the date of application. 

5. If the application is successful and release is granted, Albright will report student’s 
termination of studies through PRISMS and notify the student of the outcome and 
to contact the Department of Home Affairs to seek advice on whether a new 
student visa is required. 

6. If the application is unsuccessful, Albright Institute will notify the student of the 
outcome. In the message, Albright Institute will include the following information: 

a. Outcome of the application 

b. Reasons for refusal 

c. Advise whether the request breaches a VISA condition or a change of VISA 
would have been required (If applicable)/ and to contact Department of 
Home Affairs to check whether an action is required 

d. Albright Institute’s P&P-05 Complains and Appeals Policy and STD-FORM10 
Complaints and Appeals Form information about where to access this 
information and student’s right to appeal the decision within 20 working 
days 

e. Student’s obligation to attend and continue with their studies as normal, until 
the appeal process is finalised. 

 
In assessing each individual request: 



 
 

 
 the CEO, or their delegate will need to interview the student and gain a fuller 

understanding of the circumstances. 
 

 The CEO, or their delegate will make a recommendation if they believe the 
request should be refused or alternatively they will grant the release.  

 
 The CEO, or their delegate will inform the student in writing of a negative 

outcome with reasons and indicate that the student may access the student 
appeal process as detailed in the P&P-05 Complains and Appeals Policy 

 Albright Institute will not finalise the refusal status in PRISMS until: 

 
- any appeal against the refusal lodged by the overseas student is 

finalised and upholds the registered provider’s decision not to release 
the student; or 

- the overseas student did not access the registered provider’s complaints 
and appeals processes within 20 working days of being notified of the 
refusal; or  

- the overseas student withdraws their appeal against the refusal. 

Notes:  
 

 Albright Institute will keep a record of all transfer requests for two years after the 
student ceases to an accepted student.  

 The above assessment procedure should not take more than 5 working days 
once the student has provided the necessary documentation.  

 All requests, considerations, decisions and copies of letters of release should be 
placed on student’s file 

 The approval of transfer of a student to another institution does not indicate the 
agreement to provide any refund. Refunds are governed by the refund policy 
independent of this policy. 

 
 
 

 STD-FORM02 Request of Change of Enrolment Status 
 STD-FORM01 Refund Request Form 
 P&P-05 Complains and Appeals Policy 
 STD-FORM10 Complaints and Appeals Form 

 
 
 
 
 
 
 
  


