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1. Purpose

Alffie 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 anothercourse
and the conditions thatwillapply for course transfers.

2. Scope

This policy applies to all students enrolled in any course delivered by Alffie.

3. Policy

3.1.Time limit

A student may request a free transfer to a new course within the first 3 months of their enrolment with Alffie. This
period commences from the date the studentaccepts their Student Terms of Use.

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) allcourse fees that are due and payable at the time of submitting the request must have been paid

3.3. Applying for course transfer

Prior to requesting a course transfer, students are encouraged to contact their Employment Services Provider.
Having done so, students should contact Alffie Student Support on 1300 253 343 or by email at
support@alffie.com to discuss their circumstances.

As part of the course transfer process, students will be required to discuss the Transfer Course with an Alffie
Customer Success Manager to ensure that the Transfer Course is suitable and that the student meets the
Transfer Course’s requirements.


https://training.gov.au/Organisation/Details/41206

RTO address: Ground Floor, Building B, 99 Coventry St, Southbank VIC 3006
Mailing address: PO Box 6181, Melbourne VIC 3004

Students will be required to make their request for a course transfer in writing, using the Course Transfer Request
Form, and emailing it to support@alffie.com. Students will be contacted within 10 business days of receipt.

Alffie reserves the right to refuse a course transfer request, including where the student does not meet the
requirements of this policy.

3.4.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 Alffie 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 Alffie’s Cancellation & Refund Policy and/or the Student Terms of
Use.

3.5. Transferring enrolment to another person

Enrolments are personal to the student and cannot be transferred to another person.

4. Related documents

e Course Transfer Request Form
e Cancellation & Refund Policy
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