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Progress, Completion and Attendance 
Policy and Procedure 
 

1. Purpose 
 
This policy provides a documented process for monitoring students’ academic progress and completions, with a view to 
ensure completion within the expected course duration and the consequent procedures for reporting to the relevant 
Immigration and Education departments of international students’ unsatisfactory performance. 
 
This policy has been developed to satisfy the requirements of The National Code of Practice for Registration Authorities 
and Providers of Education and Training to Overseas Students 2018, known as ‘the National Code 2018’ Standard 8 
- Overseas student visa requirements. 
 

2. Scope 
 
This policy applies to all overseas students; current and prospective students as well as those continuing study. 
 
This policy is relevant to Ultimate Institute of Australia (UIA), a registered training organisation required by the 
regulator, Australian Skills Quality Authority (ASQA), to monitor and report on overseas students.   
 

3. Responsibility 
 
The CEO is responsible for the implementation of this policy and ensuring that relevant staff members adhere to this 
policy. 

 

4. Policy and Procedure Principles 
 
4.1 Attendance Monitoring Policy and Procedures 

(1) Students attendance and monitoring is conducted to ensure that students participate in learning and achieve 
the desired learning outcomes, by attending classes (minimum 80%) and completing minimum 50% of their 
assessments per term.  

(2) Each student’s attendance is recorded and calculated over the period of a term/study period using 
information from class attendance sheets which are input to the student management system (SMS). 

(3) Attendance is recorded as a hard copy attendance roll and electronically on the SMS by the Trainer/Assessor.  
(4) The Student Support Officer provides monthly reports to the CEO on the verification of assessment records 

(Student Support Officer to receive hard copies from the trainers and electronic recording via the student 
management system). Inaccurate recording of attendance records is followed up by the CEO with 
Trainer/Assessor. 

(5) Using the information in the SMS, the weekly attendance records are reviewed by the Student Support 
Officer. The following students will be contacted:  

a) Category 1 - Warning: Students who are absent for 1 scheduled class will contacted either via email or 
phone call. Following their follow-up, the student is required to attend meeting with their Student 
Support Officer and Trainer and/or CEO.  

b) Category 2 – ‘At Risk’: Should the student be reported by the trainer/assessor as consistently lacking 
participation in learning including failure to attendance classes at the required level and without a 
valid reason, they will be sent an email requesting an immediate intervention meeting with student 
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support staff and further warning the student of the imminent risk of reaching attendance 
percentages under the 80% minimum rate for the study period. They may also be phoned to initiate an 
intervention process and book an intervention interview for assistance and support. An Individual 
Study Plan may be put in place for students that have valid reasons for falling behind with their 
studies. The Individual Study Plans are developed by the Trainer/ Assessor, a student and the Student 
Support Officer. The Student Support Officer monitors the implementation of the plan. 

(6) Student’s at risk that fail to achieve the desired outcomes as per their study plans (i.e. end of term/study 
period) are issued with warning letters giving them ample opportunities to improve their attendance and 
academic performance. If these measures fail, an Intention To Report (ITR) notice is issued to the student, 
outlining UIA’s intention to report the student to the Department of Home Affairs via the Provider 
Registration and International Student Management System (PRISMS), the reasons and their right to access 
the appeals and complaints process within 20 working days. 

(7) If the student uses the 20 working day period after receiving an Intention to Report Notice to appeal and is 
successful, the Department of Home Affairs will not be notified at this time, however the attendance breach, 
all correspondence and appeal process will be recorded and retained. Future appeal processes for 
unsatisfactory attendance will review this information to make decisions on whether or not to report the 
student to the Department of Home Affairs.  

(8) UIA will only report unsatisfactory attendance via PRISMS and advise the Department of Home Affairs in 
accordance with section 19(2) of the ESOS Act 2000 if:  

• all internal and external complaints/appeals processes have been completed and the decision or 

recommendation support UIA as the registered provider, or  

• the overseas student has chosen not to access the internal complaints and appeals process within the 

20 working day period, or  

• the overseas student has chosen not to access the external complaints and appeals process, or  

• the overseas student withdraws from the internal or external appeals processes by notifying the 

registered provider in writing.  

(9) Only when the above criteria are met the student’s case may be referred to student administration for 
cancellation of the Confirmation of Enrolment (COE) via PRISMS and updating the Department of Home 
Affairs. Students will be advised to contact the Department of Home Affairs immediately for advice on any 
potential impacts on their visa.  
 

4.2 Course Progress Monitoring Policy 
(1) Unsatisfactory course progress is defined as being assessed as Not Yet Competent (NYC) in more 

than 50% of units in a study period in a course and the required 80% attendance (i.e. 
demonstrating lack of participation in learning).  

(2) Students will be notified of satisfactory course progress requirements, students support process 
and reassessment procedures during orientation and at the beginning of each course. 

(3) At a minimum, UIA assesses each student at the end point of each study period according to this 
Policy and Procedure. 

(4) UIA has an intervention strategy that identifies and assists students who are at risk of not making 
satisfactory course progress. 

(5) Where UIA has assessed the student as not making satisfactory course progress, UIA informs the 
student in writing of its intention to report the student and that he or she is able to access UIA’s 
Complaints and Appeals Policy and Procedure within 20 working days. 

(6) The provider notifies the Department of Home Affairs through PRISMS of the student not 
achieving satisfactory progress but only after the appeals process (if actioned) is finalised and 
upholds the provider’s decision to report. 
 

4.3 Course Progress Monitoring Procedures 
(1) Monitoring course progress - Student results are monitored at the end of each term; all student results for 

the term are recorded by trainers onto the student management system. 
(2) Trainer/Assessor continuously communicates with students their progress, based on the observations of their 
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participation in classroom activities, submissions of the assessment tasks (formative and summative). 
(3) Every student is provided with a mid-term report that includes Trainer/Assessor feedback related to their 

studies, areas of strengths and suggestions for improvements. The purpose of a mid-term report is to support 
the students and empower them to achieve the best possible learning outcomes. 

(4) Student Services - Student Services checks the number of units scheduled for each student to ensure that the 
student’s study load has not been reduced as a result of course credits or a temporary suspension or 
deferment of studies. 

(5) Category - Once student’s study load and unit completion is confirmed, Student Services implements one of 
the following procedures: 
 
CATEGORY 1: TO BE REPORTED 
Students who have been assessed as NYC in more than 50% of units in two consecutive terms for the same 
course and failed to achieve the required 80% of attendance are sent an Intention to Report Notice via email 
to the student. 
 
The notice will state that records show that the student’s course progress is unsatisfactory and that UIA 
intends to report the student to the government agency which issued the student’s study visa. Reporting is 
made via PRISMS. 
 
Reporting will result in the cancellation of the student’s Confirmation of Enrolment (COE). 
 
The notice will also indicate that the student has 20 working days within which to appeal UIA’s intention to 
report the student to the Department of Home Affairs.  
 
Once a student is reported for unsatisfactory progress, a notice is sent to the student via email and a copy 
placed in the student’s file. Students will be advised to contact the Department of Home Affairs immediately 
for advice on any potential impacts on their visa. 

 
 CATEGORY 2: INTERVENTION STRATEGY 

Students who have been assessed as NYC in more than 50% of units in the current (but not in the previous) 
term are sent a Warning Notice via email requesting that the student contact the UIA immediately to 
implement an intervention strategy. Student Services is responsible for contacting the students. 
 
The notice will inform the student that he or she: 

• has been assessed as NYC in more than 50% of units and is at risk of making unsatisfactory course 
progress which may result in the student’s visa being cancelled; 

• needs to contact UIA to make an appointment to meet support personnel to implement strategies to 
ensure that the student passes all NYC units; and 

• is required to participate in an intervention strategy to ensure that the student maintains satisfactory 
course progress, and they are given timeframe by which they need to respond.  

 
Intervention Strategies 
Intervention strategies employed to help the student will depend upon individual student needs. 

 
 Intervention strategies may include but are not limited to: 

• requesting the student to register to redo NYC units; 

• requesting that the student come to UIA during team break and re-sit unsatisfactory units;  

• providing one-to-one assistance and counselling with a qualified trainer;  

• discussing with student issues relating to time management skills, assessment techniques, motivation 
and other issues which may be impacting on the student’s ability to complete his or her course; 

• reducing the student’s study load temporarily; or 

• where appropriate, request that the student undertake an English language course to improve his or 
her English to a level that will enable the student to complete his or her VET course satisfactorily.  
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During the intervention meetings, the trainer/student services will document a study plan (i.e. intervention 
plan) that will enable the student to redo all failed units and obtain competency in those units. A 
Trainer/Assessor to participate in the process of development of the plan to ensure that every reasonable 
effort is made to support student’s learning needs. 
 
A copy of the intervention plan is given to the student and the original placed in the student’s file. This plan 
will be maintained for ongoing monitoring and storage.  
 
It is the trainer’s responsibility to ensure that the student is following the intervention strategy and reasonable 
adjustments may need to be made to the strategy to ensure the student completes all NYC units within a 
reasonable timeframe. 
 
The Student Support Officer follows up on the implementation of the plan by having regular review meetings 
with a student and the trainer (where applicable) and communicating with students the progress or issues and 
maintaining records on the student management system. 
 
If the student is not complying with the strategy, the Trainer needs to contact the RTO Manager. Remedial 
action may need to be taken such as working with student services to contact the student again to organise a 
counselling meeting to discuss reasons for the student not fulfilling his or her obligations agreed to under the 
strategy. 
 
Where the intervention strategies fail to achieve the desirable outcome, it may result in the cancellation of the 
student’s COE (i.e. ref: category 1: to be reported).  

 
4.4 Extension to Course Duration 

 

(1) UIA will only extend the duration of the student’s study where the student is assessed as not being able to 
complete the course within the expected duration, as specified on the students COE, as the result of: 

• compassionate or compelling circumstances as assessed on the basis of demonstrable evidence; or  

• implementing or being in the process of implementing, an intervention strategy for students who are 

at risk of not meeting satisfactory course progress; or  

• approved deferment or suspension of study has been granted in accordance with Standard 9 (see 

Deferral Suspension Cancellation Policy).  

(2) All Intervention Strategies or Extensions will be assessed individually, taking into account the circumstances 
of the student. 

(3) Except in the circumstances listed above, the expected duration of study specified in the students COE must 
not exceed the CRICOS registered course duration. 

(4) If an extension to the duration of the student's enrolment is granted, UIA will advise the student in writing of 
this decision (i.e. email) and of the need for the student to contact the Department of Home Affairs  
immediately for advice on any potential impacts on their visa, including the need to obtain a new visa.  

 

4 RELATED LEGISLATION AND REGULATIONS 
 

(1) Education Services for Overseas Students (ESOS) Act 2000  
(2) The National Code of Practice for Registration Authorities and Providers of Education and Training to Overseas 

Students 2018, known as ‘the National Code 2018’ Standard 8 
(3) Standards for Registered Training Organisations (RTOs) 2015 

 
 


