|ICMT

INTERNATIONAL COLLEGE
OF MUSICAL THEATRE

Student Transfer Arrangements

Policy

Enabling fair, transparent, and professionally supported student
movement into, within, and beyond the ICMT.

Document Control

Document Title

Student Transfer Arrangements Policy

Last Review June 2025
Next Review June 2027
Reviewer GW

Approved by

Senior Leadership Team

Version

2.0




Contents

2.

6.

Policy Statement aNd PUIPOSE c..u ittt et e et et et et eaeeneeeaeaneanaans 3
PUIPOSE Of This POLICY vttt et ee e et et e e e e eaeaane e st eansansansnsenssnsensensnnnes 3
WO thiS POLICY COVEIS euiiniiiiiiiiiiiiiitie ittt ie et ettt ettt tte e st sansaneasanssnsansansansansessnsensensensensenses 3
WheN TranSTErS MaAY O CCUL ..euiiiiieiiieieete et ee ettt et ete et stetetetnsaetesnesnesnasnssssassassasnesnesnesnssnsen 3
(O IUT AN o] o] foT- 1] o TSRS 4
How this Policy Connects t0 Other POLICIES ..cuuiuieiiiiiii e e e s e e e e e eans 4
GV DY T aThu o] o 1 T TP PPTRS 4

1 a0 e [T o | G I = 0 153 (=1 SRR PR PP 4
P o AVZ= [ aTeT=Yo I =1 o1 {2 PP PRTRN 5
Recognition of Prior Learning (RPL) ...cuee ettt ee e tee e ettt et eneene e eaneeneansnnsnssnssnsensensans 5

(O £=To [ B N =T o E (= PP PPR PPN 5
INTEINALTIANSTEN L.eiiiiiiiiii ettt et et e et e e e e e eaa s eanesenneeennees 6
[ Q=T o= L I =T ] =T PP PPNt 6
[ = T o TP 6
=10 o] 1 PP P PPN 6
Validated Programme / AWAId ......cuiiniiii e iie ettt et e e e et et eae et eneeneeneanasesansensessnsensanssnsenennnn 7
TransferiNTO the ICMT ... ettt e e ea s e e e ean e 7

[N Fq 1o 11 UL A O] ) (=T o - PP 7
[ [0 )TV o 1Y o] o] | PP 7
HOW WE MaKeE DECISIONS ..cvuiiiiiiiiiiiiii ittt ettt et et e e e e e e e e s eaneeaneeennees 8
Recognition of Prior Learning (RPL)......cuu ettt ettt e e ea e e eaaae 8
[DL-F-To [H o T=E-3=Ya o I 110 011 o ¥ =S PPN 9
What YOU NEEA 10 CONSIAOT ...ceuuiiiiiiiiiiiiiii ittt ettt et et ea e e e e eaa e e e e eaneeaneeeanees 9
WHhO 10 CONTACT.....uiiiiiiiiiiiiii i e e e e eaa e bt e e aa e eaa e eaaseeaanes 9
INEEINAL TrANSTEIS ..uiiiiiiiiii ittt et e e e e e e e eaa e eaneennaes 9

WHhat THIS COVEIS ..ueiiiiiiiiieeiie ettt et et et et e et e s et e ean e enneeenneennseennseenns 10
LA (e X 2= o I AN o] o] |V APPSR 10
HOW t0 REQUEST @ TraNSTEI c.ueniiiiiiiii ittt et ettt ee e et et eaea e e e e eeneanesnennannensansensnnsnns 10
HOW WE MaKE DECISIONS .euutiiiiiiiiiiiiiiiii ittt et et et et e e et et e eaa s eenasenaeenns 11
GGV O] a1 o [T = 1 o] o 1< ST PP PPR PN L
PN o] o= YRR oo TN o] o o] o PP PPTUP PPN L
Transfers t0 ANOther ProVIder......couuiiuiiiiiiiii ittt e e 11
When to ConSider TraNSTEITING . ....ciuiiiiiiiiiiei et et et et et et e te et e e ean et stsaenesnesnasnannsenses 12
PrepariNg O LBAVE ..cuuiuiiiiii ettt et et et e et e et et s e e e eaeanaaen et e e eanean e ananeaneaneaneananns 12
How to Withdraw and TranSTer.......viueiiiiiiiiiiiii et e eas 12
Academic Records and EXit AWATIAS .....c.iiiuiiiiiiiiiiiiiiiiiii ittt e aa e 13
What to Consider Before WithdraWing ......c..eu ettt e et eee e e e s e s e saneanes 13
SUPPOIT AFLEI YOU LEAVE «.eniiiiiiiiiiiiii et e tee et ettt ee e et e e eeeanenansansansansansasssnensanssnsensensansnnns 13
P oY o L=E=1 ES3F=T o [o M@oY 0 0] o] K= 11 o1 £ PPN 14

Student Transfer Arrangements Policy Page 1 of 20



What You Can and Cannot ChallEnNge......cuuuiuuiuiiiiieiieie it e et et e e et e et e eneeneenneenneenaennaan 14

Review of @ Transfer DECISION ....cc.uiiiuiiiiiiiiiiiiiiii e e ee s 14
FOrmal ComPLaints .ouueu ittt ee et et ea et ettt et eaneaneansananstnstssansensensensnsensensensnnsnns 14
Referring to the Independent AdJUdiCAtOr .......eeeninii ettt et e e e e e e e e eens 15
INSHITUTIONAL ACCOUNTADILITY ccuiu it ettt ettt et et e en e e ene s enesassnensensnennes 15
7. Roles and ReSPONSIDILTIES .uiuuiuiiiiiiiiiiii e ee et e e e e eaeaeneane e eanaaneanan 15
StUAENt RESPONSIDIlTIES . cuuitiiiiiiiiii et et et et e e e e e e s e e eaeasneenesnasnasneanannns 15
Academic Leadership and DecCiSion-Making ......c.ccueeuieiiiiiiiiiiie ettt e e e 16
HEAA OF COUISE ..iiuiiiiiiiiiiii ettt s e e et et eeaa e eaaeeans 16
ACAAEIMIC PANEL ..iiiiiiiiiiiiiiiiiiiii ittt ettt ettt e e e e e 16

F e L a1V = AV @ o 1T =1 (o] o T T 16
AdMisSSIoNS anNd REGISTIY TEAM ..uuiuiiniiii e ie ettt ee et e e ea et et e e eeneaneaneensananssneansansansens 16
18] o] ool aar=Talo RS T-) (=T ={U =1 fo 1 F= RN 17
Designated Safeguarding Lead ......c..cvuiiiiiiiiiiiiiii et eae 17

S o JoTe F= U1y o 0 g Vo 4 o] o 1< F PPN 17
(= T TeT= N =T o PP PPN 17
International Student Support / UKVI Compliance Lead. ........cccuiiniiiiiiniiiiiiiiiiiiiiiiiieecceecneenns 17
Quality ASSUranCe and REAIESS ..c.uiiuniiiiiiiiiii ittt et st et e e e eaneeaeeens 17
(0%e] aq] o] E=T10] £53F=1 ale WAV o] o oY1 E- X @ 1 ToT=] o PRRN 17

8. OTNEEN POLICIES ..ttt et et e e e b e e st eaa e easeneaneas 18
AdmMIissions and AUAItIONS POLICY ..c.uiuuiuiiiiiiiiiiii ettt e e e eaa e 18
Recognition of Prior Learning (RPL) POLICY c..uuiuiiiiiiiiiiieie ettt ee e e e e e ea e e eneansanaananns 18
Tuition Fees and RefUNAS POLICY ....cuiiuiiiiiiiiiiiiiiie ettt e et e e e e et e e eaeaeneaneanaanannnes 18
Student ComPLlaiNtS POLICY ....evuniiniiiiii ittt st et e st s e ea s e eanae 18
Academic MiSCONAUCT POLICIES ...cuuuiiiuiiiiiiiiiiiiiiei e e e eeaa e eaa e enes 19
Safeguarding and STUAENt SUPPOIt POLICIES ..vuuiniiniiiiiiiiii et e e e e e e e e e e e eaneanas 19
Data Protection and Records Management POLICY .. ..ovu ettt e e e eees 19
Visa Sponsorship and UKVI ComplianCe POLICY .....vuieieniiniiiiiieiieieieei ettt et e e ee e e e eeeenees 19
Course Handbooks and Programme SpecifiCations .....c.cvuiiuiiiiiiiiiiii et e e eees 20

Student Transfer Arrangements Policy Page 2 of 20



1. Policy Statement and Purpose

Purpose of this Policy
This policy sets out how the International College of Musical Theatre (ICMT) manages student transfer

arrangements. It explains the options available to students who wish to:

e Jointhe ICMT after studying elsewhere.
e Transfer between the ICMT courses or pathways (where applicable)

e Leave ICMT to continue their studies at another institution.

It also defines the procedures staff must follow when assessing, supporting, or approving transfer

requests.

This policy ensures all transfer decisions are fair, transparent, and consistent. It protects academic
standards while supporting student choice and wellbeing. It forms part of ICMT’s compliance with the

Office for Students (OfS) regulatory framework, including:

e Condition B2: Delivering high-quality courses that support positive student outcomes.

e Condition F2: Giving students timely, accurate, and clear information.

The policy also reflects guidance from the Competition and Markets Authority (CMA) on student rights,
and aligns with the UK Quality Code for Higher Education on credit transfer and the recognition of prior

learning.

Who this Policy Covers

This policy applies to:

o Allcurrent ICMT students on undergraduate or professional training programmes.
e Anyapplicant who wishes to enter an ICMT course with prior credit or learning.
e The ICMT staff involved in admissions, academic decisions, or student support.

e Allhigher education courses delivered or awarded through the ICMT.

This policy does not apply to transfers between short courses, workshops, or non-credit-bearing

programmes.

When Transfers May Occur

Transfers may happen at different points in a student’s academic journey. This policy covers:

e Transfers into the ICMT: Where a student applies to join a course with prior academic credit or

relevant experience.
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e Internal transfers: Where a student enrolled at the ICMT requests to change course, pathway,
or delivery location (if applicable).
e Transfers out of the ICMT: where a student withdraws from their current course and continues

studying at another provider.

All scenarios carry academic, financial, and practical implications. This policy ensures students

understand those implications before making a decision.

Our Approach

The ICMT will consider all transfer requests on a case-by-case basis, guided by the following principles:

o Fairness: Every student has the right to request a transfer and to receive a considered response.

e Clarity: We will explain what is possible, what is required, and what happens next.

e Academic integrity: We will only approve transfers that uphold the level, outcomes, and
coherence of the ICMT courses.

e Support: We will signpost students to appropriate advice, including admissions, finance,
safeguarding, or visa support.

e Feasibility: We will not approve transfers that would disrupt delivery, exceed studio capacity, or

undermine cohort-based teaching.

How this Policy Connects to Other Policies

This policy works alongside other institutional policies and procedures. Depending on the type of

transfer, students and staff may also need to consult:

e Admissions Policy.

e Tuition Fees and Refunds Policy.
e Student Complaints Procedure.
e Safeguarding Policy.

e Recognition of Prior Learning Policy.

These documents contain additional requirements that may affect eligibility, timelines, or outcomes.

2. Key Definitions

This section explains the terms used throughout the Student Transfer Arrangements Policy. These

definitions support a clear understanding and consistent application for students and staff.

Student Transfer
A student transfer is any formal process where a student changes their place of study or course

registration. This includes:
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e Transfers into the ICMT from another UK higher education provider.
e Internal transfers within the ICMT, such as changing course, pathway, or location (where
applicable).

e Transfers out of the ICMT to continue studying at another institution.

Transfers may affect tuition fees, student finance, visa sponsorship, academic credit, and access to

studio-based training.

Advanced Entry

Advanced entry occurs when an applicant is admitted to a course partway through its standard duration,

usually into Year 2 or Year 3. This is based on prior academic credit or equivalent training.

Advanced entry:

e Requires prior study that matches the level and content of the earlier stage(s) of the ICMT

course.
e |ssubjectto an audition or interview to confirm suitability.

e Depends on the capacity within the relevant cohort.
The ICMT does not guarantee the availability of advanced entry in any given year.

Recognition of Prior Learning (RPL)

RPL is the formal process by which the ICMT recognises learning achieved before entry. It may be used

to:

e Award academic credit (credit transfer).
e  Support an application for advanced entry.

e Demonstrate eligibility through relevant professional or experiential learning.

All RPL decisions follow the ICMT’s Recognition of Prior Learning Policy and must be supported by

documented evidence.

Credit Transfer

Credit transfer refers to the process of accepting credit achieved at another UK higher education

provider, where the modules completed are:

e Of the same academic level.
e Closely matched in learning outcomes.

e Relevant to the intended ICMT course.
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Credit transfer does not automatically lead to advanced entry or exemption. All credit must be mapped

and approved.

Internal Transfer

An internal transfer is a request from a current ICMT student to change their course of study, subject

pathway, or delivery site (if applicable). All internal transfers:

e Must be academically and operationally viable.
e May require re-audition, re-interview, or academic review.

e Are usually only considered during Year 1 (Level 4), unless otherwise stated.

Not all courses or pathways permit internal transfers due to their integrated, cohort-based design.

External Transfer
An external transfer occurs when a student withdraws from their ICMT course and continues their studies

at another recognised UK higher education provider.
Students considering an external transfer should seek advice from:

e Their Head of Course (academic implications, transcripts and records).

e Student Services Manager (finance, visa, safeguarding).

Exit Award

An exit award is a formal qualification that recognises the credit a student has achieved before leaving a

full programme. Examples include:

e Certificate of Higher Education (CertHE) after successful completion of Level 4.

e Diploma of Higher Education (DipHE) after successful completion of Level 5.

Exit awards are granted at the discretion of the Academic Board and may only be available on validated

programmes.

Transcript

A transcriptis an official document that confirms:

e Modules completed.
e Creditawarded.

e Grades achieved.

Students can request a transcript when transferring out of the ICMT or applying to another institution.
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Validated Programme / Award

Avalidated programme is one that the ICMT delivers under formal agreement with an external UK

awarding body. This means:

e The programme follows approved academic standards.
e Thevalidating body’s regulations govern assessment and progression.

e Certain decisions (e.g. RPL, exit awards) must comply with external frameworks.

Validated programmes may have additional transfer constraints that ICMT must uphold.

3. Transferintothe ICMT

This section explains how you can apply to join a course at the International College of Musical Theatre
(ICMT) after completing part of a higher education course elsewhere. This is known as a transfer into the

ICMT or advanced entry.

Due to the intensive, studio-based nature of our training and the fixed structure of each cohort, transfers

are possible only in exceptional cases. All transfer applications are individually assessed.

Eligibility Criteria

You may apply to transfer into an ICMT course if:

e You have completed relevant modules at another UK higher education provider.

e Your previous learning is at the correct level and matches the content of the ICMT course.

e You meetthe published entry requirements for the course.

e You are available to start at the beginning of the academic year (mid-year entry is not permitted).

e Aspaceis available within the intended cohort.

The ICMT does not accept transfer applications for final-year entry.

How to Apply

To request a transfer into the ICMT, you must complete the following steps:

a) Contactthe Admissions Team
Email info@theicmt.com to register your interest. The team will advise whether a transfer is likely

to be viable for your chosen course.

b) Submit Required Documentation
You must provide:

e Your official academic transcript.
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e Afull breakdown of modules completed (with learning outcomes, credit values, and
assessment methods).
e Apersonal statement explaining your reason for transfer.
e Any evidence of professional or experiential learning.
c) Complete an Audition or Interview.
You must demonstrate the appropriate performance level for the year of entry. This may involve:
e Apractical audition.
e Aformalinterview.

e Additional written or performance tasks, if required by the programme.

d) Receive a Decision
The ICMT will review your academic documentation, performance level, and cohort fit. You will
receive one of the following outcomes:
e An offer of a place with advanced entry.
e An offer of a place at Year 1 (if advanced entry is not possible).

e Arejection, with guidance on alternative routes where appropriate.

How We Make Decisions

An Admissions Panel makes all transfer decisions. We assess:

e The match between your prior learning and the ICMT course content.
e Yourreadiness to join a conservatoire-level training environment.

e Studio availability and group cohesion.

e Theimpact on course delivery and assessment integrity.

e Any relevant safeguarding, visa, or funding issues.

Decisions are final. You may request feedback, but you cannot appeal the outcome of a transfer

application.

Recognition of Prior Learning (RPL)
If your previous learning does not carry academic credit but you have significant relevant experience, you

may apply through the Recognition of Prior Learning (RPL) route.
This includes:

e Professional work in musical theatre or related fields.
e Accredited short courses.

e International qualifications or training programmes.

RPL applications require:
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e Astructured portfolio of evidence.
e A mapping exercise against ICMT’s intended learning outcomes.

e Additional assessments, if necessary

All RPL decisions follow the ICMT Recognition of Prior Learning Policy and must be completed before

enrolment.

Deadlines and Timing

You must submit a complete transfer application by 31 June for entry in September of the same year.

The ICMT does not accept late applications or consider entry mid-way through the academic year. This

ensures the integrity of cohort-based delivery and the quality of your student experience.

What You Need to Consider

Before applying to transfer into the ICMT, make sure you understand the implications:

e Fees and Funding: You may not qualify for full student finance if you transfer into a later year.
Contact Student Finance England before applying.

e Visa Sponsorship: If you need a student visa, we must confirm your eligibility before offering a
place.

e Safeguarding and Disclosure: You must declare any past disciplinary, safeguarding, or criminal
matters as part of your application.

e Course Compatibility: We will only accept transfers where your prior learning supports your

success at the ICMT and aligns with the programme’s structure and outcomes.

Who to Contact

For questions about transferring into the ICMT, contact info@theicmt.com.

Our team will support you throughout the process and ensure you understand all academic and practical

implications before any decision is made.

4. Internal Transfers

This section explains how a current ICMT student may request to transfer to another course, pathway, or

study location (where applicable). These are known as internal transfers.

The ICMT recognises that a student’s goals or circumstances may evolve during training. However, due to
the integrated, practice-led nature of our courses, internal transfers are rarely possible and never

automatic. All requests must meet academic, operational, and safeguarding thresholds.

Student Transfer Arrangements Policy Page 9 of 20



What This Covers

You are requesting an internal transfer if you are enrolled at the ICMT and wish to:

e Change to a different course or qualification.
e Switch between specialist pathways.

e Move to a different ICMT delivery location (if offered).

If you are considering withdrawing from your course and transferring to another institution, refer to

Section 5: Transfer to Another Provider.

Who Can Apply

You may request an internal transfer if:

e You are currently enrolled and in Year 1 (Level 4) of your course.

e Yourtarget course or pathway is actively running and has space.

e You meetthe performance and academic criteria for the new course.

e You have valid reasons, such as a shift in professional focus or a significant change in personal

circumstances.
The ICMT will not consider transfer requests:

e Mid-term or mid-module.
e After Year 1, unless exceptional circumstances apply.

e Ifthe request would compromise the learning experience of other students.

How to Request a Transfer

Follow these steps:

e Speak with the Head of Musical Theatre.
Arrange a meeting to explore your options. This is an informal conversation and does not
guarantee approval.

e Submit a Formal Request to John Edwards, Student Services Manager.

Contact via john@theicmt.com, with:

o Aclearexplanation of your reasons for the transfer.
o Anyrelevant supporting documentation (e.g. medical, professional, or pastoral).
o The course, pathway, or location you are seeking to transfer into.
e Attend a Re-Audition or Interview (if required).
You may be asked to re-audition or interview to confirm your suitability for the new programme.

This ensures you meet the required standard for the intended year of study.
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e Receive a Decision.

The Academic Panel will consider your request and confirm the outcome in writing.

How We Make Decisions

Transfer requests are assessed against the following criteria:

Your current academic standing, attendance, and engagement.

e Alignment between your completed learning and the requirements of the new course.
e Studio and staffing capacity.

e Potential disruption to cohort dynamics or delivery schedules.

e Visacompliance, safeguarding, and funding implications.

The Academic Panel makes the final decision. You will receive a formal outcome within 15 working days

of submitting your complete request.

Key Considerations

Before requesting a transfer, consider the following:

e Academic Impact: You may need to repeat parts of the year or complete bridging work. You

cannot transfer mid-module or avoid core assessments.

e Fees and Funding: Internal transfers may affect your tuition fees or Student Finance

entitlement. Contact john@theicmt.com for guidance before applying.
e Visa Requirements: If you hold a Student visa, we must update UKVI about any change in your
course. You must not switch programmes until approval is granted.

e Cohort Compatibility: The ICMT may decline a transfer request if it risks destabilising group-

based studio work or timetabling integrity.

Appeals and Support

Transfer decisions are final and not subject to academic appeal. However, you may:

e Request written feedback from the Academic Panel.

e Raise concerns under the ICMT Complaints Policy if you believe the process was not followed

correctly.

5. Transfers to Another Provider

This section explains what to do if you decide to leave the ICMT and continue your studies elsewhere.

This is known as an external transfer.
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The ICMT respects your right to make decisions about your training. We will help you exit in a managed,
informed, and professional way, ensuring your records are accurate, your obligations are clear, and your

next steps are well-supported.

When to Consider Transferring

You may consider transferring from the ICMT if:

e You have received an offer from another provider that better suits your goals.
e Your personal or professional circumstances require a different study model or location.

e You wish to restart or change your training path in a new conservatoire setting.

You do not need permission to withdraw from the ICMT. However, early communication allows us to

support you, minimise disruption, and protect your academic record.

Preparing to Leave

Before confirming your decision, we recommend that you:

e Speak with your Head of Course: They can advise on your academic standing, implications for
assessment, and potential eligibility for credit or an exit award.

e Contact Student Services Manager: Email john@theicmt.com to clarify the formal withdrawal

process, check your record, and request documentation if needed.
e Check with your new provider: Confirm whether they will recognise your ICMT study, and what

documentation they require. The ICMT cannot influence their decision.

How to Withdraw and Transfer

To transfer out of the ICMT:

e Submit a Withdrawal Form: You must complete a formal Withdrawal Form, available from
theicmt.com. This ensures your student record is closed accurately and that key services (e.g.
Student Finance, visa sponsorship) are updated.

e Attend a Final Meeting (Optional): You may request a final conversation with your Head of
Course or Student Services Manager to ensure your transition is fully understood.

e Return ICMT Property: You must return all borrowed items (e.g. library materials, costumes,

equipment) before your withdrawal is confirmed.

Your withdrawal date will be the date we receive your completed form, not the date you stop attending

classes.
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Academic Records and Exit Awards

If you complete a sufficient volume of credit before withdrawing, you may be eligible for an exit award

such as a Certificate or Diploma of Higher Education. This will depend on:

e Thevalidating body’s award framework.
e Completion and assessment of all relevant modules.

e Academic Board approval.
You may request:

e An Academic Transcript (confirming modules, credit, and grades).
o AReference from academic staff (at their discretion).

e Requests must be sent to info@theicmt.com. Allow up to 10 working days for processing.

What to Consider Before Withdrawing

Make sure you understand the implications of transferring out:

e Tuition Fees: You are liable for fees up to your official withdrawal date. Review the Tuition Fees
and Refunds Policy or contact john@theicmt.com for clarity.

e Student Finance: Your future eligibility for tuition or maintenance support may change. Contact
Student Finance England before finalising your decision.

e Visa Sponsorship: If you hold a Student visa, we must report your withdrawal to UKVI. This may
curtail your visa and affect your stay in the UK.

e Safeguarding Disclosures: If your departure involves any conduct, fithess-to-train, or
safeguarding concerns, the ICMT may be required to inform your new provider. We will always

follow legal and professional obligations in such cases.

Support After You Leave

After withdrawing, you may still:

e Request official documentation.
e Access limited transitional support.

e Receive areference from your Head of Course (on request and at their discretion).

We will handle your departure professionally and respectfully, and will retain your records in accordance

with our data retention policy.
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6. Appeals and Complaints

This section explains what to do if you believe a transfer decision was mishandled or if you wish to raise a

concern about how your case was managed.

The ICMT is committed to treating all students fairly and professionally. We apply our policies
consistently and will always explain our decisions. If something has gone wrong, we will investigate and,

where appropriate, put it right.

What You Can and Cannot Challenge

You may request a review or submit a complaint if you believe that:

e The transfer decision was based on inaccurate orincomplete information.
e The process set out in this policy was not followed.
e You were not given access to relevant support or guidance.

e You were treated unfairly, discriminated against, or subject to procedural bias.

You cannot request a review solely because you disagree with the outcome. The ICMT does not allow

appeals against academic or admissions judgement where due process has been followed.

Review of a Transfer Decision
If you believe that an error occurred during the decision process (e.g. missing evidence, misapplied

procedure), you may request a formal review.

To do this:

e Emailinfo@theicmt.com within 10 working days of receiving your transfer decision.
e Include:
o The decision you are challenging.
o The grounds for your request (factual or procedural).
o Any supporting documents you have not already submitted.
e Asenior member of staff not involved in the original decision will assess your request.

e You will receive a written outcome within 15 working days.

This is not a re-evaluation of your original application. It is a procedural review to ensure the decision was

made fairly, consistently, and in line with this policy.

Formal Complaints
If you wish to raise a concern about how the ICMT managed your case, communicated with you, or

applied its policies, you may submit a formal complaint.
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To do this:

e Requesta Complaint Form from info@theicmt.com.

e  Submityour completed form to info@theicmt.com within 20 working days of the issue arising.
e  Your complaint will be acknowledged within 5 working days.

e A Complaints Officer will investigate and issue a written outcome within 20 working days.

e If moretimeis needed (e.g. to gather evidence), you will be kept informed.

Your complaint will be handled sensitively and in confidence. It will never affect your academic status,

immigration record, or access to support.

Referring to the Independent Adjudicator
If you are dissatisfied after completing the ICMT’s internal processes, you may escalate your case to the

Office of the Independent Adjudicator for Higher Education (OIA).

You must do this within 12 months of receiving a Completion of Procedures Letter. The ICMT will issue

this letter automatically at the end of the review or complaint process.

For more information, visit: www.oiahe.org.uk

Institutional Accountability
The ICMT records all formal reviews and complaints. We monitor this data regularly to identify trends and

make improvements. If your experience highlights a policy gap or process failure, we will act.

7. Roles and Responsibilities

This section outlines who is responsible for each part of the student transfer process at the ICMT. Clear
ownership supports transparency, protects academic integrity, and ensures that all transfers, into,

within, or out of the ICMT, are handled professionally and consistently.

Allindividuals involved must act in accordance with this policy, maintain confidentiality where required,

and ensure decisions are made without bias or delay.

Student Responsibilities

As a student or applicant, you are responsible for:

e  Submitting complete and timely requests for transfer, withdrawal, or recognition of prior
learning.

e Providing accurate supporting documentation (e.g. transcripts, personal statements, evidence
of experience).

e Attending required auditions, interviews, or academic meetings.
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Seeking advice where needed and responding promptly to communications.
Understanding how your request may affect your tuition fees, visa status, or academic standing.
Disclosing any information relevant to safeguarding, wellbeing, or disciplinary status where

appropriate.

You remain responsible for your own decisions and for fulfilling any actions set out in your transfer

outcome.

Academic Leadership and Decision-Making

Head of Course

Advises students considering internal transfer or withdrawal.

Assesses academic and cohort implications of transfer requests.

Refers students to Student Support, or safeguarding as required.

Provides references or statements for students transferring to other providers, where

appropriate.

Academic Panel

Reviews and approves internal and advanced entry transfer applications.
Assesses alignment of credit, learning outcomes, and cohort fit.
Oversees re-audition or re-interview processes.

Issues decisions that uphold course integrity and student experience.

Provides written outcomes via Student Services.

Administrative Operations

Admissions and Registry Team

Manages the formal transfer and withdrawal process.

Issues and records outcome letters, transcripts, and Completion of Procedures documentation.
Processes Recognition of Prior Learning (RPL) applications in line with policy.

Maintains accurate records for compliance, audit, and reporting.

Liaises with the validating body, Student Finance England, and UKVI as required.

Handles enquiries and applications from external transfer applicants.

Schedules auditions or interviews for advanced entry requests.

Confirms entry requirements and manages communications with applicants.

Coordinates with academic staff and Registry on eligibility and capacity.
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Support and Safeguarding
Designated Safeguarding Lead

e Offers confidential advice on wellbeing, hardship, or personal issues affecting transfer

decisions.
e Supports students considering withdrawal or a change of course.
e Provides guidance on complaint or review processes.
e Signposts to internal or external services as needed.

e Reviews safeguarding disclosures linked to transfer or withdrawal.

e Determines if any onward disclosure is required to a receiving institution.
e  Supports decision-making in cases involving conduct, fitness to train, or risk.

o  Works with Registry and Student Services to manage safeguarding referrals.

Specialist Functions

Finance Team

e Advises on tuition fee liability and refund eligibility following transfer or withdrawal.

e |ssues final statements and manages reconciliation of fees.

e Signposts to Student Finance England for funding queries.

International Student Support / UKVI Compliance Lead.

e Advises international students on the visa implications of any change.

e Ensuresvisa sponsorship duties are met in line with UKVI requirements.

e Reports status changes and maintains records for audit purposes.

Quality Assurance and Redress
Complaints and Appeals Officer

e Manages procedural reviews of transfer-related decisions.

e Investigates formal complaints regarding the handling of transfer cases.

e |ssues formalresponses and Completion of Procedures letters.

e Monitors outcomes to support quality assurance and institutional improvement.

All staff and students involved in the transfer process are expected to uphold the ICMT’s values of

fairness, professionalism, and accountability. Decisions affecting student progression or welfare must

be timely, evidence-based, and clearly communicated.
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8. OtherPolicies

Student transfer decisions do not sit in isolation. They rely on a wider framework of policies that protect
academic standards, regulatory compliance, and student wellbeing. This section shows where and how

this policy connects to other institutional frameworks.

Staff and students must use this policy in conjunction with the following documents.

Admissions and Auditions Policy

Outlines how the ICMT assesses eligibility, entry standards, and application processes.
Relevant to:

e Transfersinto the ICMT (including advanced entry).
e Re-auditioning as part of an internal transfer.

e Determining whether an applicant meets programme entry requirements.

Recognition of Prior Learning (RPL) Policy

Details how the ICMT recognises prior academic or professional experience for credit or entry.
Relevant to:

e Transfer-in requests where formal credit is incomplete or unavailable.
e Applications based on experiential learning.

e Mapping external modules to the ICMT learning outcomes.

Tuition Fees and Refunds Policy

Sets out how fees are charged, adjusted, and refunded following a change in enrolment status.
Relevant to:

e Withdrawals and transfers out of the ICMT.
e Internal transfers that affect the length or structure of study.

e Determining final financial liability upon transfer or exit.

Student Complaints Policy

Explains how students can raise concerns about institutional decisions or services.
Relevant to:

e Concerns about how a transfer request was handled.
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e Alleged procedural unfairness or staff behaviour.

e Anynon-academic issue related to the transfer process

Academic Misconduct Policies

Define the processes for challenging academic decisions or addressing breaches of academic conduct.
Relevant to:

e Situations where academic performance affects transfer eligibility or exit awards.
e Academic standing on departure from the ICMT.

e Ensuring that academic integrity is maintained throughout the transfer process.

Safeguarding and Student Support Policies

Outline how ICMT protects the welfare of students and responds to disclosures or support needs.
Relevant to:

e Transfers linked to health, wellbeing, or personal circumstances.
e Cases requiring ongoing support or risk assessment.

e Disclosures made during transfer, withdrawal, or transition to another provider.

Data Protection and Records Management Policy

Explains how student data is collected, used, and shared.
Relevant to:

e Sharingtranscripts, references, or safeguarding information.
e Retaining records of transfer decisions.

e |ssuing Completion of Procedures letters or official documentation.

All actions must comply with UK GDPR and ICMT’s internal protocols.

Visa Sponsorship and UKVI Compliance Policy

Sets out ICMT’s responsibilities as a licensed student visa sponsor.
Relevant to:

e Course changes affecting international students.
e Withdrawal notifications and CAS validity.

e  Ensuring compliance with Home Office reporting duties.
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Course Handbooks and Programme Specifications

Define the structure, content, and assessment of each ICMT course.
Relevant to:

e Determining module equivalency for credit transfer.

e  Confirming eligibility for exit awards.

e  Ensuring alignment between prior learning and the ICMT’s validated curriculum.

e Ifthereis anyinconsistency between this policy and another ICMT policy, the more specific or

programme-governing policy takes precedence.

Students and staff should always seek clarification before acting on assumptions.

9.
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