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Student Transfers Policy and Procedure 
 

Purpose 

The purpose of this document is to set out the policy and procedure adhered to by Universal 
Education Centre Pty Ltd (trading as Universal English College and herein referred to as “UEC” or 
“the college”) and by Australian International Studies Institute (trading as Ambridge Institute and 
UEC Business and herein referred to as “Ambridge” or “UEC” or “the college”) and its staff with 
respect to allowing or rejecting the transfer of an overseas student already enrolled with UEC or to 
accepting the enrolment of a overseas student already enrolled with another CRICOS registered 
provider. 
 
The core principle of this policy is to confirm that UEC will ensure that it complies with all legislative 
and regulatory requirements, particularly those set out in the ESOS framework, including those set 
out in Standard 7 of the National Code.  In doing this, UEC will take all reasonable measures to 
ensure that it does not inappropriately allow or prevent the transfer of an international student to 
or from an enrolment in one of its CRICOS registered courses. 
 
In any activity or decision pertaining to the transfer of international students, either to or from an 
enrolment with a separate CRICOS registered education provider, UEC prioritises the protection of 
the rights of potential international students as well as protection of the reputation of UEC and of 
the Australian international education industry as a whole. 
 
 

Scope 

This document and the policy and procedure set out in it apply to all activities related to the 
enrolment or release of international students by UEC and its staff. 
 

This document and the policy and procedure set out in it exist in the context of all other UEC Policy 

and Procedure documentation. In particular, the UEC Marketing Policy, Student Recruitment Policy 

and Student Enrolment Policy provide key context. 
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Policy Details 

Below are the specific details of UEC’s Student Transfers policy. 
 

1. UEC is committed to ensuring its enrolment and release of international students is ethical 
and in accordance with all legislative and regulatory requirements that govern UEC and its 
operations, including the requirements set out in Standard 7 of the National Code and 
Standard 5 of the National Code.  
  

2. This document exists in the context of the Marketing Policy, the Student Recruitment Policy, 
and the Student Enrolments Policy documents. 
 

3. UEC will not enrol a student who is already enrolled with another CRICOS registered 
provider except where: 

a. the other provider is no longer registered; or 
b. the other provider has had a sanction imposed on its registration by the ESOS 

agency that prevents the overseas student from continuing his or her course; or 
c. the other provider has agreed to the student’s release and recorded the date of 

effect and reason for release in PRISMS; or 
d. any home government sponsor of the student considers the change to be in the 

student’s best interests and has provided written support for the change. 
 

4. For students over the age of 18, UEC will not allow a student enrolled in one of its courses to 
transfer to another CRICOS registered provider except where the student has made a 
written application for a transfer and has completed six months of their ‘principle course’, or 
the student has made a written application and: 

a. the student has provided a valid enrolment offer from another CRICOS registered 
provider; and 

b. there is evidence of compassionate or compelling circumstances that support the 
argument for the transfer; or 

c. the student is able to reasonably demonstrate that UEC has not delivered the course 
as outlined in its written agreement with the student; or 

d. the student is able to reasonably demonstrate that reasonable expectations about 
their current course are not being met; or 

e. the student is able to reasonably demonstrate they were misled either by UEC or 
one its contracted education agents and hence enrolled in a course unsuitable to 
their needs and/or study objectives; or 

f. the student will be reported because they are unable to achieve satisfactory course 
progress at the level they are studying, even after engaging with the UEC 
intervention strategy; or 

g. an internal or external appeal on another matter results in a decision or 
recommendation to release the student. 

 
5. For students under the age of 18, UEC will not allow a transfer except where point 4 above 

supports such a decision and: 
a. there is written confirmation the student’s parent or legal guardian supports the 

transfer; and 
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b. if the student is not being cared for in Australia by a parent or suitable nominated 
relative, the receiving provider has, prior to the transfer being finalised, confirmed 
that and how it accepts responsibility for approving the student’s accommodation, 
support and general welfare arrangements in accordance with Standard 5 of the 
National Code and as set out in the UEC policy and procedure for Younger Learners. 

 
6. Where a transfer is approved, UEC will: 

a. raise no charge specifically for the transfer; and 
b. give the student written advice of the transfer, including noting that the student 

should contact immigration to discuss the impact of the transfer on his or her visa. 
 

7. Where a transfer is refused, UEC will: 
a. issue the student with a written notice which includes the reasons for the refusal 

and remind the student of his or her right to access the UEC complaints and appeals 
process within 20 working days of the notice of refusal 

b. not make any change to the student’s status in PRISMS. 
 

8. UEC will ensure appropriate records are kept of requests for and decisions and 
communication about student transfers for two years after the overseas student ceases to 
be an accepted student.  

 

Procedure Details - General 

Below are the specific elements of the implementation of the above-detailed policy and the 
procedures to be followed by UEC staff and its contractors and partners. 
 

9. Responsibility for approving and ensuring the effective maintenance and implementation of 
this policy is held by the General Manager. Should this role be vacant for any reason, the 
responsibility immediately escalates to the Managing Director of UEC.   
 

10. As per the details of the Governance and Compliance Policy, this policy and procedure will 
be reviewed at least annually (i.e. within 12 months of its latest update) and will be updated 
whenever is required by any changes in the regulatory or legislative requirements that 
govern UEC, within UEC itself, or other changes that might require its review. 
 

11. As per the details of the Governance and Compliance Policy, this policy and procedure will 
be made openly available by UEC to all relevant stakeholders. 
 

12. All staff, contractors, or partners to whom this policy applies are made aware of this policy 
and procedure, are supported to understand its contents, and trained to follow its directives 
through: 

a. Effective induction of new staff, contractors, and partners; and 
b. Ongoing training of new and existing staff, contractors, and partners; and 
c. Any other means deemed appropriate from time to time. 

  

Procedure Details – Transfer to UEC 
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Below are the specific elements of the implementation of the above-detailed policy and the 
procedures relating to international students wishing to transfer to UEC from an enrolment with 
another CRICOS registered provider. 
 
This procedure is to be followed when: 

• an applicant for enrolment at UEC indicates they have another enrolment with a CRICOS 
registered provider that would overlap with some part of the proposed enrolment with UEC; 
or 

• the enrolling officer notices the student’s PRISMS record shows that they already have 
another enrolment with a CRICOS registered provider, and that enrolment would overlap 
with any part of the proposed enrolment with UEC. 

 
Note: where this is to be followed for a student who is under the age of 18, the application must also 
be accompanied by a written confirmation:  

• the student’s parent or legal guardian supports the transfer; and,  

• arrangements have been made to accept responsibility for the student’s accommodation, 
support and general welfare arrangements before the transfer is processed, if the student is 
not being cared for in Australia by a parent or suitable nominated relative. 
 

13. The enrolling officer will confirm written evidence of one of the following: 
a. the other provider is no longer registered; or 
b. the other provider has had a sanction imposed on its registration by the ESOS 

agency that prevents the overseas student from continuing his or her course; or 
c. the other provider has agreed to the student’s release and recorded the date of 

effect and reason for release in PRISMS; or 
d. any home government sponsor of the student considers the change to be in the 

student’s best interests and has provided written support for the change. 
 

14. If any of the 4 items of evidence noted in point 13 above are obtained, the enrolling officer 
will: 

a. confirm this with the Registrar; then 
b. collate the written evidence and include this in the student’s file; and 
c. proceed to confirm the enrolment by creating an eCoE in PRISMS and issue this to 

the student. 
 

15. If none of the 4 items of evidence noted in point 13 above are obtained, the enrolling officer 
will: 

a. notify the Registrar and the relevant Marketing Manager, 
b. refuse the application and communicate this refusal in writing to the student and/or 

the student’s chosen education agent including the reason for the refusal, 
c. collate the written evidence and include this in the student’s file; and 
d. not create an eCoE for the student or make any other changes in PRISMS. 

 
 

 

Procedure Details – Transfer away from UEC 
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Below are the specific elements of the implementation of the above-detailed policy and the 
procedures relating to international students wishing to transfer from an enrolment with UEC to an 
enrolment with another CRICOS registered provider. 
 
This procedure is to be followed whenever a student enrolled with UEC on a student visa 
communicates that he or she wishes to cancel any remaining part of the enrolment covered in his or 
her eCoE and/or written agreement. 
 
 
Note: Each step set out below must be completed before moving to the next step. Where a step is 
not confirmed, the student must do what is required to confirm that step, or withdraw their 
application for transfer, or the officer managing the process must confirm with the Registrar and 
then issue a notice of refusal that communicates: 

• that the application for transfer has been refused, and 

• the reason(s) for the refusal, and 

• the student’s right to appeal the decision to refuse the transfer as per the UEC Complaints 
and Appeals policy. 

 
16. Confirm the student has made a written application for the transfer; and 

 
17. If the student is under the age of 18, confirm receipt of written confirmation the student’s 

parent or legal guardian supports the transfer; and 
 

18. Confirm the student has paid all fees owing to UEC for his or her enrolment to date as per 
his or her written agreement and invoice; and 
 

19. Confirm that the student understands that if the application is successful that UEC will be 
required to cancel his or her current eCoE in PRISMS and that it will be his or her 
responsibility to contact immigration to get advice on any impact on his or her visa; and 
 

20. Confirm the following: 
a. the student has provided a valid enrolment offer from another CRICOS registered 

provider; and 
b. a decision has been made by the Academic Director that there is evidence of 

compassionate or compelling circumstances that support the argument for the 
transfer; or 

c. a decision has been made by the Academic Director that the student is able to 
reasonably demonstrate that UEC has not delivered the course as outlined in its 
written agreement with the student; or 

d. a decision has been made by the Academic Director that the student is able to 
demonstrate that reasonable expectations about their current course are not being 
met; or 

e. a decision has been made by the Academic Director that the student is able to 
reasonably demonstrate they were misled either by UEC or one its contracted 
education agents and hence enrolled in a course unsuitable to their needs and/or 
study objectives; or 
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f. a decision has been made by the Academic Director that the student will be 
reported because they are unable to achieve satisfactory course progress at the 
level they are studying, even after engaging with the UEC intervention strategy; or 

g. the General Manager or Academic Director have communicated that an internal or 
external appeal on another matter results in a decision or recommendation to 
release the student. 

 
21. Confirm one or more of the following:  

a. the student has no future enrolment with UEC or another provider associated with 
his or her student visa by checking the student’s record in PRISMS; or  

b. the student has completed at least 6 months of his or her enrolment in the future 
enrolment associated with his or her student visa; or 

c. the other provider has agreed to the student’s release and recorded the date of 
effect and reason for release in PRISMS; or 

i. the other provider is no longer registered; or 
ii. the other provider has had a sanction imposed on its registration by the 

ESOS agency that prevents the overseas student from continuing his or her 
course; or 

d. any home government sponsor of the student considers the change to be in the 
student’s best interests and has provided written support for the change. 

 
22. Confirm, if the student is under the age of 18, that:  

a. he or she is being cared for in Australia by a parent or suitable nominated relative; 
or  

b. that the receiving provider has, confirmed in writing that it accepts responsibility for 
approving the student’s accommodation, support and general welfare arrangements 
in accordance with Standard 5 of the National Code and as set out in the UEC policy 
and procedure for Younger Learners. 

 
23. Communicate all of the above to the Student Services team, the Registrar and with the 

Academic Director of Studies and confirm that the student is to be officially released to 
proceed with the other enrolment. 
 

24. Issue the student with a Letter of Release that confirms that the application for transfer has 
been approved and relevant changes made to his or her record in PRISMS and that he or she 
should attend an immigration office to gain advice on any impact on his or her student visa. 
 

25. Make the changes to the student’s record in the student management system and upload all 
relevant documents, including a copy of the Letter of Offer from the other provider, 
approvals and confirmations relating to students under the age of 18, and the letter of 
release. 
 

26. Make the changes in PRISMS to reflect the new end date of the student’s enrolment and the 
details of the students release. 
 

27. Make the changes to the student’s record in the student management system and upload all 
relevant documents, including a copy of the Letter of Offer from the other provider, 
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approvals and confirmations relating to students under the age of 18, and the letter of 
release. 
 

28. Notify the student that if they wish to apply for a refund of any fees already paid to UEC that 
they will need to complete the processes set out in the UEC policy and procedure for 
complaints and refunds. 

 
 
  

In Compliance With 

The various elements of this document have been developed to comply with the requirements 
under the ESOS framework, including, but not necessarily limited to: 
 

National Code: Standards 5 & 7 
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