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Version control 

Date Version Changes made Author 

Oct 2018  V1.0_GD Released for comment Gay Doyle 

Jan 2020 V1.1 Updated policy and procedures in 

line with the National Code 2018 

Shashank 

Vuppala 

Sep 2020  V1.2 Updated with new policy template 

and content review 

Compliance Dept 

Dec 2020 V2.0 Updated the process, associated 

documents, overall content and 

inserted the CT Process flowchart 

Kishor Adhikari 

Jul 2022 V2.1 Minor changes to reflect the new 

staffing roles involved in Credit 

Transfer assessment process 

Loraine D’Silva 
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1. Purpose 

The purpose of this policy and procedure is to ensure that students are not required to 
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student visa. The CoE contains information about the Provider, agent (if involved), 

course and duration of study in which the student has enrolled. 

Credit transfer (CT) is a process that provides student with agreed and consistent credit 

outcomes for components of a qualification based on identified equivalence in content 

and learning outcome between matched qualifications.  

PRISMS The Provider Registration and International Student Management System 

(PRISMS). PRISMS is a secure database owned and maintained by the Department of 
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least two weeks prior to enrolment as the number of credit transfers granted directly 

impacts course duration, delivery timetables and course fees.  Therefore, prospective 

students are required to indicate on their student enrolment/application form that they 

are seeking Credit Transfer/s.  

7.2 If the applicant selects CT on the application form under the section “Recognition of 

Prior Learning or Credit Transfer”, they need to complete the “Credit Transfer 

Application and Review form’ and complete relevant sections A, B and C. 

7.3 The student is required to submit supporting documents along with their form, (for 

e.g., academic transcripts, statements of attainments from the provider with whom 





 

Credit Transfer Policy and Procedure 

 

Credit Transfer Policy and Procedure_V2.1  Page 9 of 10 

 

7.22 On completion of assessment, the Credit Transfer assessor completes the relevant 

section on the Credit Transfer Application and Review form, makes decisions on the 

request and creates a customised timetable if the request is successful.  

 

Stage 4: Offer Letter, Enrolment and Communication 

Responsibility: Credit Transfer Assessment Team/Student Services/Admissions team 

7.23 Student Services will calculate the applicable fees/course duration and prepare a 

letter of offer for the student. The student will be advised in writing of approval or 

denial of application. Student Services will issue a letter of offer reflecting the Credit 

Transfers approved, course duration and fees.  

7.24 Student Services Department/Admissions department creates offer letter taking into 

consideration the credit transfer decision made by the trainer/Assessor/Reviewer or 

the Compliance department and sends to the students. 

7.25 If the CT are assessed and applied after the commencement of the course, the 

letter of offer still needs to be revised and the CoE revised in case of international 

student with a revised duration if there are any changes in the duration due to the 

Credit transfer. Additional fee may apply as per the fees section of this policy. 

7.26 Student accepts the letter of offer and agreement or offer to study at Queensford 

College and signs the necessary documents and submits to Queensford College 

Admissions/Student Services department. Student makes the necessary payments if 

applicable as per 
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