APAC Cohort / Venue Transfer Policy and Terms & Conditions
*Effective Date: 13th November 2025

Purpose

This policy sets out the rules, eligibility, process and fee for a student to transfer from one
cohort or venue to another of the same course type at APAC, prior to the commencement of
their studies. The objective is to provide flexibility for genuine circumstances while
ensuring administrative fairness and operational planning integrity.

Scope

This policy applies to all students who have accepted an offer of a place on a course with
APAC and who request to move to a different cohort or venue of the same course type (for
example, the same Certificate, Diploma, MA, PQ, CPD course etc) before the official course
start date. It does not cover transfers between different course types, post-start transfers, or
deferrals/intermissions.

Eligibility & Conditions

To ensure that transfers are fair, academically appropriate, and operationally manageable,
the following conditions apply:

o Confirmed enrolment: The student must already hold a confirmed and accepted place
in a cohort or venue delivering the same course type. This ensures that the transfer is
between equivalent programme structures, maintaining academic continuity.

e Timing of requests: Transfer requests may be submitted at any point prior to the
official course start date. Students are encouraged to submit requests as early as
possible to maximise the likelihood of availability and to allow sufficient time for
administrative processing.

e  Availability in the requested cohort/venue: All transfers are subject to space being
available in the destination cohort/venue. APAC cannot guarantee that all locations or
cohorts will have capacity, especially at high-demand times.

o Eligibility for the destination cohort: The student must meet all relevant entry and
participation requirements for the requested cohort/venue. This may include academic
prerequisites, safeguarding clearances, professional checks, or location-specific
requirements set by partner venues.

e Acceptance of revised schedules and logistics: Students must be willing and able to
accommodate any changes in timetable, block dates, venue arrangements, travel
expectations, or administrative processes associated with the new cohort/venue.

e No alteration to academic or financial terms: A transfer does not change the student’s
academic conditions, course content, tuition fees, or any contractual obligations already
agreed, unless expressly confirmed in writing by APAC.

e Limit on number of transfers: Students may request one pre-start cohort/venue
transfer under this policy. Additional or repeated transfer requests may be treated as
new enrolments and may be subject to different terms, fees, or availability constraints.



Administration Fee

To ensure fairness, transparency and sustainability in the administration of transfers, the
following fee-related terms apply:

Standard administration fee: A non-refundable administration fee of £200 / €250
applies to every approved transfer request. This fee reflects the administrative,
scheduling, and operational work required to reassign a student to a different
cohort or venue. The fee becomes payable only after the transfer has been formally
approved and must be settled before the student’s place in the new cohort/venue is
confirmed.

No charge if APAC cannot accommodate the request: Where APAC is unable to
approve the transfer due to lack of availability or other operational constraints, no
fee will be charged, and the student may remain in their original cohort/venue or
explore other options such as deferral under the relevant policy.

Subsequent withdrawals or deferrals: If a student later withdraws, defers, or makes
any further changes after the transfer has been completed, those actions will fall
under APAC’s standard withdrawal, refund and deferral policies, and the £200 /
€250 transfer fee will not be refunded.

Mitigating circumstances and discretionary fee waivers: APAC recognises that
exceptional personal circumstances can arise. In cases of serious illness,
bereavement, significant life events, or other exceptional situations, students may
request that the transfer fee be waived or reduced. Such decisions are made entirely
at APAC’s discretion, based on the submission of satisfactory evidence at the time of
the request (e.g., medical documentation, formal letters, or other supporting proof).
APAC’s administrative team will review the documentation sensitively and
promptly, with the aim of supporting students experiencing genuine hardship.

Process

APAC aims to make the transfer process supportive, transparent and student-centred. The
steps below ensure that each request is given proper consideration and that students
understand what to expect at every stage.

Submit a written request

Email contact@apac.org.uk with the following details: your full name, the course
you are enrolled on, your current cohort/venue, the cohort/venue you wish to
transfer to, your reasons for the request, and any supporting documentation
(particularly if you are requesting a fee waiver due to mitigating circumstances).

Initial acknowledgement and guidance

APAC will acknowledge your request and, where necessary, may ask for further
clarification, additional documentation, or advise you on potential implications such
as scheduling changes, availability constraints or academic considerations.



¢ Administrative and academic review
APAC will check availability in the requested cohort/venue, confirm that the course
type is the same, verify eligibility, and consult with the relevant administrative staff
if required. This ensures that any transfer approved is appropriate, feasible and
supports your academic progress.

e Decision and next-step instructions
Once the review is complete, APAC will issue a written decision. If approved, you
will receive instructions on how to complete the transfer, including payment of the
£200 / €250 administration fee (unless a waiver is granted on grounds of
mitigating circumstances).

e Confirmation of transfer
After the required fee is paid and all conditions are satisfied, APAC will issue a
formal written confirmation of your new cohort/venue, including updated block
dates, venue details, induction requirements, and any revised documentation you
may need.

e Student record update and onboarding
Your details will be updated across APAC systems, and you will be added to the new
cohort’s communications, resources and orientation information. At this stage, your
transfer is fully complete.

Limitations & Disclaimers

e Approval is not automatic; subject to operational feasibility.

o The fee covers administrative costs only. Additional costs (travel, accommodation,
etc.) remain the student’s responsibility.

e One pre-start transfer per student is permitted.

e Post-start requests are managed under the deferral/withdrawal policy.

Terms & Conditions
By submitting a transfer request, the student agrees to the following terms:

e [ confirm I have read and understood the APAC Cohort/Venue Transfer Policy.

e [ understand my request is for the same course type and that fees, curriculum, and
awarding body remain unchanged.

e [understand approval is subject to availability and operational feasibility.

e [ agree to pay the non-refundable £200 / €250 administration fee once my transfer
is approved, unless waived under mitigating circumstances.

e [ acknowledge that payment does not guarantee approval unless I receive written
confirmation.

e [ accept responsibility for any personal costs arising (travel, accommodation, visa,
etc.).

e If [ later withdraw or defer, I accept that the £200 / €250 fee is non-refundable
unless an agreed waiver applies.

e [ accept that any further transfer requests or post-start changes may be treated as a
new enrolment.



e [understand that APAC may amend these terms with notice.
e [ confirm that all information I provide in my transfer request is true and complete.

Review
APAC may amend this policy at any time with notice to students.
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