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1. Copyright Notice and Disclaimer

Copyright © 2022 Nova Anglia College Pty Ltd. All rights reserved.

Copyright of this document is the property of Nova Anglia College under Australian and international copyright laws
unless otherwise stated. Any unauthorized use of this document or its contents may violate copyright under the fair
dealings provisions of the Copyright Act 1968. No part of this document may be photocopied, reproduced, altered
or translated in any form or by any means, or stored in a retrieval system or transmitted electronically, or otherwise
used without the prior written consent of Nova Anglia College.

R ele e el e ————

Owner CEO
Stakeholders All international students and staff
Approving Body Academic Board
Version History ‘
Version Date Description

Draft Version 0.1 | 17" March 2022 | Created by Ms. Harpreet Kaur.

Draft Version 0.2 20" June 2022 | New template applied by Ms. Carmen Ralph.

Version 1.0 7t July 2022 Approved without amendments by the Academic Board.

Section 7.2 included by Ms. Carmen Ralph to provide information about
students seeking to transfer from Nova Anglia College to another provider.
Ms. Carmen Ralph replaced reference to the Advanced Standing Policy and
h Procedure with reference to the Credit and Recognition of Prior Learning
. 10™ October . . . .
Version 1.2 2022 Policy and Procedure in Item 7.1.6 as per the minutes of the Executive
Management Committee meeting of 16th September 2022 and the
minutes of the Academic Board meeting of 29th September 2022.
Amended by Ms. Ralph as per the minutes of the Executive Management
7" November | Committee meeting as follows: included in Section 7.4 (Other Procedural

Version 1.1 27% July 2022

Version 1.3 2022 Points) information regarding the Refusal to Release Letter and the Letter
of Release; and updated Section 10 (Related Documents).
Amended by Ms. Carmen Ralph as per the minutes of the Board of

Version 1.4 29" November | Directors meeting as follows: changed the campus address from Suite 28,

2022 Level 3, 240 Queen Street, Brisbane City QLD 4000 to 29 Amelia Street,

Fortitude Valley QLD 4006.

Version 1.5 20" March 2024 | Added Provider ID and updated header.

Version 1.6 25 May 2024 Updated Section 7.3. 7.4 and 7.5 as per TEQSA CRICOS Audit Report,

approved by BOD without amendments on 24" May 2024
Version 1.7 20" August 2024 | CRICOS code added
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3. Approval, Publication and Review

3.1 Approval

This International Student Transfer Between Providers Policy and Procedure was approved without amendments by
the Academic Board in the meeting held on 7% July 2022.

3.2 Publication

This International Student Transfer Between Providers Policy and Procedure will be made available to individuals,
including current and prospective students seeking to enrol in Nova Anglia College, by publication on its website at
www.nac.edu.au. Alternatively, a copy of this document can be requested by contacting the Registrar’s Office at
registrar@nac.edu.au.

3.3 Review

Nova Anglia College’s policies are reviewed on a regular basis. The review cycle may vary depending on the type of
policy and its scope, but every year would be typical, and there must be no more than three years between policy
reviews.

Next review date: March 2026

4. Purpose

The purpose of this policy is to ensure that Nova Anglia College (hereinafter referred to as “NAC”) complies with
Standard 7: Overseas Student Transfers of the National Code of Practice for Providers of Education and Training to
Overseas Students 2018 (National Code).

The keys points of this policy advise that a provider:

e must not enrol a transferring student before the student has completed six months of the student’s principal
course of study except for the circumstances outlined in this policy;

® must assess a student's request against this policy when the student wants to transfer before completing six
months of his or her principal course;

e must inform a student in writing of the reasons for the refusal and his or her right to appeal the decision if the
student’s request for release is refused; and

e must document all the communication.

5. Scope

The scope of this document includes all international students and staff at NAC.

6. Policy

6.1 NAC will not enrol onshore international students prior to the student completing six (6) months of their principal
course, except where:

the students’ current provider ceases to be registered;

the students’ current provider has had sanctions imposed on its registration by the ESOS agency that prevent
students from completing their course;

the students’ current provider has agreed to release the student in PRISMS; and

the government sponsor of the student gives a written letter of support.
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6.2 Students seeking to transfer from NAC to another provider prior to completing six (6) months of their principal
course must either obtain a release from NAC or meet one of the following conditions:

o NAC or the course in which the student is enrolled ceases to be registered;

e the Education Services for Overseas Students (ESOS) Agency has imposed a sanction on NAC registration
which prevents the student from continuing their course at NAC; or

e the overseas government sponsoring the student has advised NAC that the transfer is in the best interest of
the student and has provided written communication supporting the transfer.

6.3 International students do not need to meet any of these conditions if they have completed six (6) calendar
months of the principal course they are enrolled in.

7.1 Students from Another Provider Want to Enrol in NAC

7.1.1 The Admissions team assess the application of the onshore international student to verify whether the
student has completed six months of the principal course or not.

7.1.2  If the student has completed six months of the principal course, no release is required and the student is
enrolled.

7.1.3 Ifthe releasing provider has ceased to be registered or has had sanctions imposed on its registration by the
ESOS agency that prevents the student from continuing their course at that registered provider, no release
is required.

7.1.4 Ifthe student has not completed six months of the principal course, the student will be given a “Conditional
Letter of Offer” to obtain the release letter.

7.1.5 If the student is on government grant, he or she must provide a written letter of support.

7.1.6 If the release has been obtained, the student will be enrolled in the course considering any credits in
accordance with the Credit and Recognition of Prior Learning Policy and Procedure.

7.1.7 All the documentation is placed in the student’s file.
7.2 Students Want to Transfer from NAC to Another Provider

7.2.1 Aninternational student who wants to transfer from NAC to another provider and has not completed six
(6) calendar months of the principal course they are enrolled in must apply for a release letter.

7.2.2 The student must fill up the Application for Release Form and attach the following supporting documents:
a) Avalid Letter of Offer from another CRICOS provider;
b) A Personal Statement in which the student provides the reasons behind the request for release from NAC;

c) A letter of approval from a government department (if the student is sponsored by an overseas
government); and
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d) Any other supporting documents such as death certificates, medical certificates or any other related
documents to support the request for release.

7.2.3 All the applications are assessed by the CEO.

7.2.4 NAC will not charge any fees for processing the applications for release.

7.3 Granting of Transfer request.

7.3.1  An application for release will only be granted in compassionate and/or compelling circumstances relating
to the welfare of the student

e Compassionate and/or compelling circumstances are defined as a sudden change of circumstances
beyond the student’s control that impact plans for on-campus study in Australia. Such
circumstances must be supported by documentary evidence. These factors include, but are not

limited to:
o compassionate grounds, e.g. illness of the student or illness or death of a close family
member

o exceptional circumstances, e.g. family emergency, natural disaster
o ability of NAC to meet the student’s requirements.
e The following circumstances will not generally be considered compassionate or compelling
circumstances:
A lack of understanding of NAC policies and procedures.
The distance of your residential address from the campus at which you study.
A desire to change to a new course with lower fees
The student has changed their mind. Students will not be granted a release to enrol with
another provider based on change of mind.
A cancelled CoE for non-commencement or for an inactive enrolment status.
A desire to move to another training provider to be with friends.
o Matters not related to your study with NAC (such as accommodation issues, personal
matters not affecting your study);
o Outstanding student fees.

O O O O

o O

7.3.2  NAC will grant a transfer request where NAC considers that the transfer is in the student’s best
interests, including, but not limited to, where NAC has assessed that:

e the student will be reported because they are unable to achieve satisfactory course progress at the
level they are studying, after engaging with NAC’s intervention strategy to assist and provide support
to the student

e there is evidence of compassionate or compelling circumstances.

¢ NAC fails to deliver the course as outlined in the written agreement.

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

e there is evidence that the student was misled by NAC or an education or migration agent regarding
NAC or its course and the course is therefore unsuitable to their needs and/or study objectives

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

7.3.3 Arelease would always be granted when or if:
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NAC's registration or the course to be offered has been revoked, or the course has been removed from
NAC's scope of registration

Sanctions imposed on NAC by the Tertiary Education Quality and Standards Agency (TEQSA) prevent the
student from continuing in the course

a government sponsor deems that the transfer is in the best interest of their student.

7.4 Reasons for Refusing Release Requests

7.4.1

A release cannot be approved if:

¢ Astudent has an outstanding debt to NAC.

e A student has not exhausted the full range of academic and support services available at NAC for
academic or personal issues

¢ Astudentis deemed not to have fully used the support services and intervention strategies put in place
by NAC to ensure success in their study outcomes.

¢ The request to transfer would result in a breach of the student’s mandatory or discretionary visa
conditions.

¢ Astudent requests to transfer to another provider to study essentially the same course offered by NAC.

¢ A student wants to downgrade to a qualification, or another field of study not offered by NAC for
reasons unrelated to the student’s academic ability.

e Arequest is made where a student has not commenced study or has been enrolled less than 6 weeks
of a course beginning. NAC may consider that the student needs time to settle into the course and time
to access and benefit from student support services.

¢ NAC withdrew its offer of admission due to the submission of fraudulent, incomplete, or inconsistent
documents with the student’s application for admission; or if the student did not meet their attendance
requirements, obligations or other key provider requirements.

¢ Where NAC forms the view that the student is deliberately trying to manipulate the Australian
student visa system.

¢ Where information provided by the student and/or spouse does not match the information given to
NAC when the student initially applied

¢ Astudent does not have a valid offer from a CRICOS registered provider.

¢ The student does not attach all the required supporting documents with the Application for release.

e The student withdraws or discontinues their studies to return to their home country without
compassionate and compelling reasons)

¢ The request does not meet the conditions for release stated in NAC's policies and procedures.

7.5 Other Procedural Points

7.5.1
7.5.2

7.5.3

7.5.4

The Application for Release Form might take up to 10 working days to process.

If the application for release is approved, the Registrar will send the applicant a Letter of Release confirming
the approval and advising the applicant to collect their Academic Transcript from the Registrar’s office.

If the application for release is not approved, the Registrar will send the applicant a Refusal to Release
Letter which will explain in detail why the application for release was not approved and advise the applicant
they could access the grievance handling process as described in the Student Grievance Handling Policy
and Procedure. NAC

NAC will not finalise a student’s refusal status in PRISMS until the appeal finds in favour of NAC, or the
student has chosen not to access the complaints and appeals processes within the 20-working day period,
or the student withdraws from the process.
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7.5.5 NAC will maintain all records of communication in regard to the Application for Release Form in the
student’s file.

7.5.6 If the release is granted, NAC will advise the Department of Home Affairs via PRISMS.

7.5.7 The entire student record will be maintained for a period of at least two (2) years from graduation (or when
the student otherwise ceases to be a student).

8. Refund Process

If the release is granted, any applicable refunds will be granted according to process described in the Student
Withdrawal and Refund Policy and Procedure.

9. Complaints and Appeal

If the Application for Release is refused, the student has the right to access the Student Grievance Handling Policy
and Procedure within 20 working days.

10. Related Documents

e Credit and Recognition of Prior Learning Policy and Procedure
e Application for Release Form

Letter of Release

Refusal to Release Letter
Student Withdrawal and Refund Policy and Procedure

Student Grievance Handling Policy and Procedure

Records Management and Security Policy and Procedure

11. Related Legislation

e National Code of Practice for Providers of Education and Training to Overseas Students 2018 (National Code) -
Standard 7: Overseas student transfers
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