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In regards to group change requests, students must complete the group change 

request form, which is available at reception. 

Note:

AIFE only allows students’ to change their group every 4 weeks from the 

beginning of the term and during school holidays. 

Fees: 

 If application has been approved: $230

 If application has been approved during the school holidays: $30

 If application has not been approved: $0

Things to check before changing the group:

     

Identification Check 

 Check Student Name and Student Number

 Student’s Date of Birth in Wise.NET

 Check the student group in attendance sheet

        

Module Check

     

 Check the modules which are being delivered to both the groups at 

that time, e.g. if Feb 2006 A is doing Module 5 and Feb 2006 B is 

doing Module 7, student cannot change the group during a term. 

Room Capacity
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 Room capacity – should not exceed the maximum number of students 

–please refer to timetable for student capacity in each room.

Outcome

If Group Change Request is not approved

 Inform student about the outcome of his/her request by mail.

 Make a note in student journal about the outcome in Wise.Net.

If Group Change Request is approved

 Send an email to student notifying him about the outcome and new 

timetable.

 Make a note in student journal about the outcome in Wise.Net.

 Send an email to the student and cc to Operational Manager and the 

respective trainers. Please cc to both the trainers:  previous group 

and new group.

 Update the attendance sheets.



    

Group Change Request P&P
Version: 1.1
Implemented:
To be reviewed:
Responsibility: Administration

CRICOS CODE: 02442B                RTO PROVIDER CODE: 90839                                                                              
Page 4 of 10

   
   

   
   

   
   

   
  G

ro
up

 C
ha

ng
e 

Re
qu

es
t P

ro
ce

du
re

Student Group Change Flowchart

Student Request Raised

Identification Check

If student provide ID

□ Student Name & Student ID

Else

□ Student Date of Birth and 
address in Wise.Net 

Module Check
□ Check the modules which are 
delivered to both the groups at the 
time (Same or Different)

Same/Diff

Room Capacity Check

Same

□ Check the room capacity (refer 
to timetables), should not exceed

Exceeded?

No

Group Change Request Approved

□ Email student about the outcome with 
the new timetable;

□ Make a note in student journal about 
the outcome;

□ Email to student, cc to 
1) Admin Manager
2) Respective trainers

Previous Group 
New Group

□ Info Kevin Song and Evan Yi about the 
group change

Group Change Request Rejected

Diff

Yes

□ Email student about the outcome with 
reasons

□ Make a note in student journal about 
the outcome;
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Procedure in SharePoint

 Student support Team under view all site content in SharePoint
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Then go to Student request to change group
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Click new item to add new student request;
Student must input all the required information such as

 Student ID
 Student Name
 DOB
 Course Name
 Current Intake 
 Contact details
 Request date
 Reasons for change
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To process the request, student support officer will be respond to enter the 
following information as follow;
 Module name
 Type of request whether change intake or change group
 Current intake
 Proposed intake
 Change intake start date
 Time for current group
 The number of student in current group
 Time for proposed group
 The number of student in proposed group
 Proposed group start date
 Current trainer
 Proposed trainer
 Location



    

Group Change Request P&P
Version: 1.1
Implemented:
To be reviewed:
Responsibility: Administration

CRICOS CODE: 02442B                RTO PROVIDER CODE: 90839                                                                              
Page 9 of 10

   
   

   
   

   
   

   
  G

ro
up

 C
ha

ng
e 

Re
qu

es
t P

ro
ce

du
re

The following information needed to be filled;
 Received by
 Processed by
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approve according to a number of the students in the proposed group, the 
module of both groups whether same or different. 

However, the final decision will be made by assistant CEO. Once the final 
decision had made, email will send to student via student account.


