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Education Act 1990 (‘the Education Act’)
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1. Background

Kincoppal-Rose Bay School of the Sacred Heart (‘the School/KRB’) is listed on the
Commonwealth Register of Institutions and Courses for Overseas Students (CRICOS). The
School’'s CRICOS Provider Code is 02268M. As a CRICOS provider, the School is registered to
deliver Primary (Kindergarten-Year 6), Junior Secondary (Years 7-10) and Senior Secondary
(Years 11 and 12) courses to overseas students. Any references in this document to the
‘registered provider’, ‘provider’ or ‘school provider means the School or the School as a CRICOS
provider, or vice versa.

The School Principal is the Principal Education Officer (PEO) under the legislation. Any references
in this document to the PEO or the School Principal mean the School Principal.

Registered providers must not knowingly enrol an overseas student wishing to transfer from
another registered provider's course prior to the student completing the first six calendar months
of the first registered school sector course, except in certain circumstances, in accordance with
the National Code of Practice for Providers of Education and Training to Overseas Students 2018
(‘National Code’) Standard 7. It is expected that transfer requests will be approved where the
transfer will not be to the detriment of the student.

2. Purpose

The purpose of this policy and procedures is to provide information about how the School
manages overseas student transfers that occur during the first six calendar months of the
student’s first registered school sector course. A student can transfer without restriction after
he or she has completed six calendar months.

3. Policy

3.1 ltis the School’s policy that all overseas students must apply for a transfer in writing to the
PEO and include the circumstances as to why their request should be approved. Stating
that it is in the student’s best interest is not sufficient, and the School will not approve a
transfer request in this case.

3.2 There will be no cost to the overseas student in undertaking a transfer process.

3.3 Applications will be considered and finalised within reasonable timeframes.

3.4 The School will
3.41 consider compassionate or compelling circumstances, for example 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
342 take the student’s individual circumstances into account when assessing
applications
3.4.3 automatically grant a transfer in some circumstances.
3.5 The School reserves the right to deny an application.

3.10 Overseas Students Transfers Policy and Procedures — 15 July 2026
3



New South Head Road
Rose Bay NSW Australia 2029

' KINCOPPAL — ROSE BAY e ——

SCHOOL OF THE SACRED HEART krb.nsw.edu.au

CRICOS Provider Code 02268M ABN 47 003 942 603

o
OR UN“

3.6 If an overseas student applies to transfer to the School, the Head of Admissions will ensure
that legislative requirements have been met before referring the application to the PEO for
a decision.

3.7 The School will:

3.71 not actively recruit a student before the student has completed the first six calendar
months of their first registered school sector course (see the School's 3.4 Overseas
Students Marketing Information and Practices Policy and Procedures)

3.7.2 not knowingly enrol an overseas student seeking to transfer from another registered
provider's course prior to the overseas student completing the first six calendar
months of the first registered school sector course, except in some circumstances.

3.8 Inall cases, the School’'s decision-making processes will be supported by evidence, and will
meet legislative requirements.

3.9 All decision outcomes will be made in writing. The School may email or provide hard copies
of correspondence.

3.10 The School will maintain records of all requests and supporting documentation from
overseas students for a release and the assessment of, and decision regarding, the request
for two years after the overseas student ceases to be an accepted student.

3.1 The School will advise the overseas student to consider whether a change in enrolment
breaches a visa condition and may seek evidence that this has been undertaken.

4. Procedures
4.1 Assessing student transfer requests to move to another registered

provider

411  An overseas student wishing to transfer to another provider must lodge a written
request to transfer to the PEO.

412 The application must be
4121 accompanied by a valid enrolment offer from another registered provider
4.1.2.2 signed by the overseas student’s parent or legal guardian to indicate they

support the transfer request.

413 The Head of Admissions will check the request meets the above requirements.

414 Upon receipt of an application to transfer to another registered provider, or to the
School as the new registered provider, the Head of Admissions will acknowledge
receipt via return email.

415 The PEO will consider the application, and any evidence submitted to support the
transfer request, against this policy and procedures and the relevant legislation.

416 All requests will be considered and outcomes communicated within 10 business
days of receiving the application.

417 There are no costs associated with requesting a transfer.
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4.2 Factors which will be considered during the assessment process

421 The PEO will consider granting the transfer request because the transfer is in the
overseas student's best interests, including but not limited to where the School has
assessed that:

4211 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 National Code Standard 8 (Overseas
student visa requirements) (see 3.10 Policy)

4.21.2 thereis evidence of compassionate or compelling circumstances

4.21.3 the registered provider fails to deliver the course as outlined in the written
agreement

4214 there is evidence that the overseas student's reasonable expectations
about their current course are not being met

4215 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

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

4.2.2 The PEO will consider compassionate or compelling circumstances, for example
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:

4221 serious iliness or injury, where a medical certificate states that the overseas
student was unable to attend classes

4.2.2.2 bereavement of close family members such as parents or grandparents
(where possible a death certificate should be provided)

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

4224 atraumatic experience, which could include:

42241 involvement in, or witnessing of a serious accident; or

42242 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)

4.2.25 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.

4.2.3 The School will automatically grant a transfer when:

4.2.31 the School fails to deliver the course as outlined in the written agreement

4.2.3.2 there is evidence that the overseas student’s reasonable expectations
about their current course are not being met (such as correspondence

3.10 Overseas Students Transfers Policy and Procedures — 15 July 2026
5



New South Head Road
Rose Bay NSW Australia 2029

' KINCOPPAL — ROSE BAY e ——

O SCHOOL OF THE SACRED HEART krb.nsw.edu.au
Oop \)
N CRICOS Provider Code 02268M ABN 47 003 942 603

between the overseas student and the registered provider or marketing
materials given to the overseas student prior to enrolment, and setting
particular expectations about the course)

4.2.3.3 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

4.2.3.4 an appeal (internal or external) on another matter results in a decision or
recommendation to release the overseas student.
424 The School will take the student’s individual circumstances into account when
assessing applications. This includes, but is not limited to circumstances where:
4241 the course the student wishes to transfer to better meets the study
capabilities of the student

4242 better meets the long-term goals of the student, whether these relate to
future work, education or personal aspirations

4.2.4.3 if by transferring, the student will have access to greater support

4244 the student claims or can provide evidence that his or her reasonable
expectations about the current course are not being met.

4.3 If the transfer request to move to another registered provider is
approved

431 If approved, the Head of Admissions will

4311 inform the overseas student in writing

4.31.2 provide a refund of course fees, in accordance with the School's 3.5
Overseas Students Refund Policy and Procedures

4.31.3 only update the student’s enrolment status in Provider Registration and
International Student Management System (PRISMS) if the appeal finds in
favour of the registered provider, or the overseas student has chosen not to
access the complaints and appeals processes within the 20-working day
period, or the overseas student withdraws from the process

4314 ensure that there are no gaps in welfare arrangements, by receiving an
assurance in writing that the receiving provider must accept responsibility
for approving the student’s accommodation, support and general welfare
arrangements, in accordance with National Code Standard 5. The letter of
offer must note this responsibility

4,315 advise the overseas student that they must contact the Department of
Home Affairs (DHA) to seek advice on whether a new student visa is
required and may ask the overseas student to provide evidence that a new
visa has been granted.

4.3.2 The Head of Admissions will
4.3.21 create a letter of release
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4.3.2.2 update the student’s enrolment status in PRISMS.

4.4 Factors that may lead to a request being denied

441 The School will not approve the transfer request where the overseas student is not
being cared for in Australia by a parent or suitable nominated relative, unless the
receiving provider confirms in writing that it accepts responsibility for approving the
student's accommodation, support and general welfare arrangements in
accordance with National Code Standard 5 (Younger overseas students).

4.4.2 The PEO can refuse transfer requests from overseas students who are not genuinely
engaging with an intervention strategy with the intention of failing and being
released. The School will also refuse if the student does not have a valid enrolment
offer from the receiving registered provider and, if under 18 years of age, the
student’s parent or legal guardian does not support the transfer, and if written
evidence cannot be shown that the receiving provider will accept responsibility for
approving the student’s accommodation, support and welfare arrangements in
accordance with National Code Standard 5.

4.4.3 In the case of denying an application, the PEO will ensure that the student has been
provided with the School's complaints and appeals process (see the School's 373
Overseas Students Complaints and Appeals Policy and Procedures).

4.5 If the transfer request to move to another registered provider is denied

451 If the transfer request is denied, the School will inform the overseas student in
writing, of:
4511 the reasons for the refusal, which may include but are not limited to:
44111  Completion of Initial Course Period: If the student has not
completed the first six calendar months of their initial registered
school sector course, the school may refuse the transfer unless
specific exceptions apply
44112 Lack of Valid Reasons: The school may determine that the
transfer is not in the student's best interests. For example, if the
student is not making satisfactory progress despite intervention
strategies
44113 Absence of Required Documentation: If the student does not
provide a valid enrolment offer from another registered provider
or a letter of release from their current provider
44114 Government Sponsor's Decision: If the student's transfer is not
supported by their government sponsor, the school may refuse
the application
4512 the factors that were taken into consideration in making the assessment,
which reflect the overseas student’s individual circumstances
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4513 the overseas student's right to access the provider's complaints process, in
accordance with National Code Standard 10 (Complaints and appeals),
within 20 working days.

4.6 Receiving enrolment requests from overseas students wishing to
transfer from another registered provider

461 The student’s parents must apply in writing to the School's Admissions Office,
including:

4.6.11 A valid letter of release from their current provider. This letter should state
the reasons for the transfer and confirm that the current provider supports
the move

4.6.1.2 Written confirmation of accommodation and welfare arrangements if the
student is under 18

4.6.1.3 Written evidence of parental support for the transfer if the student is under
18

4.61.4 Documentation supporting why the transfer is in the student's best
interests.

4.6.2 Upon receipt of an application to the School as the new registered provider, the
Head of Admissions will acknowledge receipt via return email.

4.6.3 The School will not knowingly enrol an overseas student seeking to transfer from
another registered provider's course prior to the overseas student completing the
first six calendar months of the first registered school sector course, except in some
circumstances. The Head of Admissions will check for the following exceptions:
4.6.3.1 The original course or provider is no longer registered.
4.6.3.2 The original provider has had a sanction imposed that prevents the student

from continuing their course.

4.6.3.3 The original provider agrees to the student's release and records the date
and reason in the PRISMS.

4.6.3.4 A government sponsor considers the transfer to be in the student's best
interests and provides written support.

4.6.35 Note — PRISMS will alert the receiving provider if the student has not
completed the first six calendar months of their first registered school
sector course.

4.6.4 The Head of Admissions will
4.6.4.1 ensure that there are no gaps in the student’s welfare arrangements
4.6.4.2 collate the information and provide it to the PEO to make a decision.

4.6.5 If approved, the School will issue a letter offering the student enrolment, prior to
enrolling the student.

4.6.6 The School will advise the overseas student that they must contact the DHA to seek
advice on whether a new student visa is required.

4.6.7 The Head of Admissions will update the student’s status in PRISMS.

3.10 Overseas Students Transfers Policy and Procedures — 15 July 2026
8



New South Head Road
Rose Bay NSW Australia 2029

' KINCOPPAL — ROSE BAY e ——

O SCHOOL OF THE SACRED HEART krb.nsw.edu.au
Oop \)
N CRICOS Provider Code 02268M ABN 47 003 942 603

4.6.8 All requests will be considered and outcomes communicated within business 10
days of receiving the application.

4.7 Marketing

471 The Head of Admissions The School will ensure that marketing practices do not
actively recruit a student before the student has completed the first six calendar
months of their first registered school sector course (see the School's 3.4 Overseas
Students Marketing Information and Practices Policy and Procedures).

4.8 Record Keeping

4.81 The School will maintain the following documents:

4,811 a documented transfer policy and procedure which supports the intent of
the standard and meets all of its requirements (this policy and procedures)

4.8.1.2 evidence that the provider's transfer policy and procedure is available to
staff and students

4.81.3 request from students for a letter of release, e.g. the provider's request for
release form completed and sighed by the students

4.81.4 the assessment of the request, e.g. the provider's decision written on the
request form

4.81.5 acopy of the letter informing the student of the decision and reasons if the
student's request is refused

4.8.1.6 ifthereisan appeal, evidence that the appeal was conducted in accordance
with the provider's appeal processes outlined in National Code Standard 8

4.8.1.7 if the student is under 18, written confirmation that the student's parent or
legal guardian supports the transfer

4.8.1.8 if the student is under 18 and is not being cared for in Australia by a parent
or suitable nominated relative, a valid enrolment offer confirming that the
receiving provider will accept responsibility for approving the student's
accommodation, support and general welfare arrangements as per National
Code Standard 5; and

4.81.9 acopy of aletter of release for any student it has enrolled before the student
had completed six calendar months of the principal course of study.

4.8.2 The Head of Admissions will maintain all documents relating to the transfer request
in SharePoint for two years after the student ceases to be an accepted student.
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