
 

PO 1.4 Course Transfer Policy 05/05/2021 v1.0 

PO1.4 Course Transfer Policy 
Effective Date: 5 May 2021 
Policy Owner: Chief Financial Officer 
Applies to: All Online Delivery RTOs 
 
 

1. Purpose 

Open Colleges (OC) recognises that sometimes a student may change their mind about 
the course they have enrolled in. The purpose of this Course Transfer Policy is to set out 
when a student may request to transfer to another course, and the conditions that will 
apply for course transfers. 

 

2. Scope 

This policy applies to all students enrolled in any Nationally Recognised Training (NRT) 
course delivered by OC. 

 

3. Policy 

3.1 Time limit 
A student may request to transfer to a new course within the first 3 months of their 
enrolment with OC. This time period commences from the date the student signs their 
Student Agreement. 

3.2 Requirements and/ or conditions that apply to course transfers 
A student requesting to transfer to a new course (Transfer Course) must meet the following 
requirements and/ or conditions:  

(a) the student must meet all entry requirements (as listed in the course guide) for the 
Transfer Course, including holding any pre-requisites for the Transfer Course 

(b) the Transfer Course needs to be accepting new enrolments 

(c) the student has not already transferred into their current course from another 
course 

(d) all course fees that are due and payable at the time of submitting the request must 
have been paid i.e. where the student is paying by instalment arrangement, there 
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must not be any arrears and payments will need to be brought up to date before 
the course transfer can be considered 

(e) the student pays the administrative fee for course transfer requests, as set out in 
OC’s Schedule of Administrative Fees, which is located on OC’s website under ‘Key 
Student Information’ 

(f) any additional course fees for the Transfer Course are paid (as set out below) 

3.3 Course fees payable 
If the standard course fees for the Transfer Course are:  

(a) higher than the current course fees, then the student will be required to pay the 
difference, either in full upfront or as part of a revised payment schedule for 
payment by instalment; or 

(b) lower than the current course fees, then the difference will be provided to the 
student by way of a credit note. The credit note can be applied to any other course 
offered by OC and expires 6 months from the date of expiry of the student’s 
enrolment (whether or not the student completes the Transfer Course). If the credit 
note is not used in this time, then it is forfeited.  

For the avoidance of doubt, course fees will not be refunded as a result of a course 
transfer, nor will the student be eligible for any refund of credit transfer or recognition of 
prior learning application fees. 

3.4 Applying for course transfer 
• Prior to requesting a course transfer, students are encouraged to contact the 

Student Success team on studentsuccess@opencolleges.edu.au to discuss their 
circumstances. 

• Students will be required to make their request for a course transfer in writing, using 
the Course Transfer Request Form (FR1.4), and emailing it to 
coursetransfer@opencolleges.edu.au. Students will be contacted within 2 business 
days of receipt. 

• As part of the course transfer process students will be required to discuss the 
Transfer Course with the Admissions team to ensure that the Transfer Course is 
suitable, and the student meets the Transfer Course’s requirements (which may 
require an additional call with OC’s Admissions team). 

• OC reserves the right to refuse a course transfer request, including where the 
student does not meet the requirements of this policy. 
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3.5 Duration of enrolment 
• Students are required to complete the Transfer Course before the expiry date of 

their original course enrolment, as outlined in the confirmation of enrolment issued 
by OC i.e. the student only has the balance of their original course duration in which 
to complete the Transfer Course. 

• The original course duration dates will also apply in relation to any cancellation of 
enrolment under OC’s Cancellation & Refund Policy (PO5.1) and/ or the Student 
Agreement, and no cooling off period applies in relation to the Transfer Course. 

3.6 Transferring enrolment to someone else 
Enrolments are personal to the student and cannot be transferred to another person. 

 

4. Related documents 

• FR1.4 Course Transfer Request Form 

• PO5.1 Cancellation & Refund Policy 
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