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Persons/Areas affected

All staff

Policy

Durban International College assesses overseas student transfers in
accordance with Standard 7 of the National Code of Practice for
Providers of Education and Training to Overseas Students 2018.

DIC will not knowingly enrol an overseas student seeking to transfer
from another registered provider before the student has completed six
calendar months of their principal course, unless the transfer is
permitted under Standard 7.

This policy outlines DIC’s process for assessing incoming and outgoing
transfer requests fairly, consistently and in the best interests of the
student.

Definitions

RTO means ‘Registered Training Organisation’

NC means ‘National Code of Practice for Providers of Education & Training to
Overseas Students 2018’

Principal Course means the main course of study undertaken by an overseas
student. Where a visa has been issued for multiple courses, the principal course is
usually the final course of study or highest qualification. ‘Incoming Students’
means the student transferring to DIC.

Outgoing Student means the student transferring from DIC to another Provider.

Incoming student means an overseas student seeking to transfer from another
registered provider to DIC.
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Procedure- This procedure applies to any onshore international student currently studying
Assessing Incoming with another registered provider who applies to transfer to Durban International
Students College (DIC). The Administration Team is responsible for processing these

requests in compliance with Standard 7 of the National Code 2018.
1. Initial Assessment and PRISMS Check

e The applicant must provide a copy of their current Confirmation of
Enrolment (CoE), passport, and appropriate student visa (original
passport must be sighted or a certified copy provided).

e Administration staff must access the student’s record via PRISMS to
determine if the student has completed at least six (6) calendar months
of their principal course of study.

e A copy of the PRISMS record must be retrieved, saved, and attached to
the student’s application file for review.

2. Where 6 Months of the Principal Course HAS Been Completed

e If PRISMS confirms the student has completed more than six months of
their principal course, the transfer restriction no longer applies.

e The application may proceed immediately in accordance with DIC's
standard international student admissions process.

3. Where 6 Months of the Principal Course HAS NOT Been Completed

DIC must not knowingly enrol a student prior to the student completing six
months of their principal course, unless an approved exception applies.

e Conditional Offer: To support the student's request for release from
their current provider, DIC may issue a Conditional Letter of Offer. This
letter must clearly state that the offer of a place is strictly contingent
upon the student obtaining a release in PRISMS.

e Verifying Exceptions: Administration must check PRISMS to confirm if
the student is permitted to transfer. The application can only proceed if
one of the following Standard 7 exceptions is met:

1. The releasing registered provider has updated PRISMS to
indicate the student has been released.

2. The releasing registered provider, or the course in which the
student is enrolled, has ceased to be registered.

3. The releasing registered provider has had a sanction imposed on
its registration by the Australian or state/territory government
that prevents the student from continuing their principal course.

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

e Proceeding or Pausing: If one of the above exceptions is verified on
PRISMS or through official documentation, the application may proceed.
If the current provider has not recorded a release on PRISMS and no
other exception applies, the application must be paused.
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¢ Notification: The student must be formally advised that DIC cannot enrol
them at this time, but they are welcome to reactivate their application
once the six-month period has elapsed or a release is obtained.

4. Record Keeping
Evidence of the PRISMS checks, Conditional Letters of Offer, and any

documentation proving an exception (such as sponsor letters or evidence of
provider sanctions) must be securely retained in the student’s file.

Procedure-
Assessing Outgoing
Students

This procedure applies to any onshore international student enrolled at DIC who
wishes to transfer to another registered education provider prior to completing
six (6) calendar months of their principal course of study.

All requests will be assessed individually, fairly, and with primary consideration
given to the student's best interests.

1. Application Process

e The student must be advised of DIC’s procedures for applying for a course
transfer.

e The student must submit a formal written request to Student
Administration stating the reasons they wish to transfer.

e The student must provide a valid Letter of Offer from another CRICOS-
registered provider.

e The student will be advised that their request will be assessed and a
written outcome provided within 10 working days of DIC receiving a
complete application.

e As part of the assessment process, Student Administration may require
the student to attend an interview with the CEO or an Administration
Officer to discuss the reasons for the transfer and explore support
options.

2. Grounds for Granting a Release

A release will be granted in PRISMS at no cost to the student if DIC assesses
that the transfer is in the student’s best interests. Circumstances where a
transfer is considered in the student’s best interests include, but are not
limited to:

e DIC has cancelled or ceased to offer the student’s program.

e The student is government-sponsored, and the sponsor provides written
support stating the change is in the student's best interest.

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

e Thereis evidence that the student was misled by an education/migration
agent regarding the provider or the course, making the course unsuitable
for their needs.

e Aninternal or external appeal results in a decision or recommendation
to release the student.
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The student is struggling to achieve satisfactory course progress at their
current level, despite actively engaging with DIC’s intervention strategy
(in accordance with Standard 8).

Exceptional or compelling compassionate grounds exist that are beyond
the student's control (e.g., serious illness/injury supported by a medical
certificate, bereavement of a close family member, major political
upheaval or natural disaster in their home country, or a traumatic
experience supported by a police or psychologist report).

3. Grounds for Refusing a Release

In accordance with Standard 7 of the National Code, circumstances where DIC
may consider it reasonable to refuse a transfer request include, but are not
limited to:

The student does not have a valid Letter of Offer from another CRICOS-
registered provider.

The student is seeking a transfer primarily to avoid being reported to the
Department of Home Affairs for failing to meet academic progress or
attendance requirements.

The transfer is based solely on a "change of mind" or personal preference
(e.g., wanting to live with friends or move to a different city), without
demonstrating that refusal would cause significant academic or personal
detriment.

The student is experiencing difficulty with the course but has refused to
engage with DIC’s academic support services or intervention strategies.
DIC reasonably suspects the transfer is the result of adverse influence by
an unqualified party or agent.

(Note: While outstanding fees must be settled in accordance with DIC's Fee and
Refund Policy, the existence of a financial debt will not be used as the sole reason
to refuse a release in PRISMS if the transfer is otherwise deemed to be in the
student's best interests).

5. Processing the Outcome

If Approved: Information regarding the student's release will be entered
into PRISMS. The student will be advised to contact the Department of
Home Affairs to determine if they require a new visa. Approval of a
transfer does not indicate agreement to provide a refund; refunds are
assessed independently under the DIC Fee and Refund Policy.

If Refused: DIC will notify the student in writing of the reasons for refusal.
The notification will inform the student of their right to access DIC's
complaints and appeals process within 20 working days.

Finalising Refusals in PRISMS: DIC will not finalise the refusal status in
PRISMS until the 20-working-day appeal period has expired without an
appeal being lodged, the student withdraws from the appeal process, or
the appeal panel upholds DIC's decision to refuse the release.
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Record Keeping

DIC will maintain records of all student transfer requests, the assessment
process, and the final decision on the student's file for a minimum of two (2)
years after the student ceases to be an accepted student at DIC.

Approval Authority:

Chief Executive Officer
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SUMMARY OF CHANGES:

April - 2008 Version 1.1 - Full Revision

August - 2012 Version 2.0 - Full Revision

February-2013 Version 2.2- Partial Revision

March - 2013 Version 2.3- Partial Revision

June-2015 Version 2.4- Partial Revision

April — 2018 Version 3.0- Full Revision

April-2021 Version 3.1- Partial Revision

March-2024 Version 3.2 Partial Revision

Jan-2025 Version 3.3 Full Revision

July-2025 Version 3.4 Full Revision

May-2026 Version 3.5 Partial Revision
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