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   Student Progression, Exclusion and 
Graduation Policy and Procedures 

 

This policy and procedure establishes the rules for monitoring student academic progress, managing 

exclusions for unsatisfactory progress, and outlining course completion and graduation eligibility 

requirements. It aligns with Standards for RTOs 2025, Education Services for Overseas Students (ESOS) Act 

2000, ESOS Regulations 2019, and the National Code of Practice 2018. 

 
1. Purpose  

 
The aim of this policy is to ensure there are procedures outlining AILFE’s rules for meeting course 
completion requirements, exclusion related to unsatisfactory progress, and processes for student 
course completion and graduation eligibility. 
 
AILFE requires all students’ academic progress is monitored.  Students who are listed to be ‘at risk’ may 
be provided with advice and assistance to support successful course completion. 
 

 Compliance with: 

 National Vocational Education and Training Regulator Act 2011. 

 National Vocational Education and Training Regulator (Outcome Standards for Registered 
Training Organisations) Instrument 2025. 

 National Vocational Education and Training Regulator (Compliance Standards for NVR 
Registered Training Organisations and Fit and Proper Person Requirements) Instrument 2025. 

 Education Services for Overseas Students Act 2000. 

 National Code of Practice for Providers of Education and Training to Overseas Students 2018. 
 

The purpose of monitoring student progression along the student journey is to identify students who: 
 

 Determine whether additional learning support may be required as an early intervention 
strategy. 

 Determine whether or not a student might be eligible for reasonable adjustment. 

 Identify those students who may be at risk of not completing the course within the expected 
duration, and/or 

 Are not achieving satisfactory course progress. 
 

By monitoring students in this manner, AILFE can identify those for whom an intervention strategy must 
be negotiated, developed and implemented, support their learning, provide reasonable adjustment and 
put early intervention measures in place to give every student the opportunity to complete their course 
within the expected duration. 
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2. Scope 
 

This policy applies to AILFE Trainers and Assessors, Student Advisors, Academic Manager, 
Administration Manager, Student Services Officer, Course Coordinators and all students.   
 

3. Monitoring Student Progress 
 

Student progress is assessed at the end of each study period.  A study period at AILFE is one term, or 10 
study weeks.  A student is identified as being at risk of unsatisfactory course progress at the end of two 
(2) consecutive study periods. Students identified as ‘at risk’ will be invited to meet with a Student 
Services Officer and/or the Course Coordinator relevant to the student’s course where students will be 
provided with an opportunity to explain the circumstances of how their unsatisfactory progress came 
about.  If appropriate, an intervention strategy will be developed collaboratively between the student, 
Student Services Officer and/or the student’s Course Coordinator. The intervention strategy will have a 
meeting scheduled part way through the second study period to confirm that the interventions put in 
place are adequately supporting the student.  If not, additional strategies will be put in place.  It should 
be noted that trainers and assessors and course coordinators also meet informally where they have 
specific concerns about a student so that the student is able to get the support they need in all classes. 
At every point that a student meets with a Trainer and Assessor, Course Coordinator or Student Services 
Officer, they should remind students in writing about the impact any changes might have on their 
student visa.  
 

4. Review of Course Progress (at any other time) 
 

The National Code 2018, Standard 8 states “The registered provider must not extend the duration of 
the overseas student’s enrolment if the overseas student is unable to complete the course within the 
expected duration, unless there are compassionate or compelling circumstances, as assessed by AILFE 
on the basis of evidence.  Where there is unequivocable evidence of compassionate and compelling 
circumstances, a course extension may be required.  In such cases, AILFE may apply the Deferral, 
Suspension and Cancellation Policy and Procedure. 

 
Compassionate and compelling circumstances are generally those beyond the control of the overseas 
student and which have an impact upon the overseas student’s course progress or wellbeing.  These 
could include, but are not limited to: 

 Serious illness or injury, where a medical certificate states that the overseas student was 
unable to attend classes. Medical certificates and Statutory Declarations will not be accepted 
if they have been backdated for more than 3 days. 

 Bereavement of close family members such as parents or grandparents (where possible a 
death certificate should be provided). 

 Major political upheaval or natural disaster in the home country requiring emergency travel 
and this has impacted on the overseas student’s studies; or 

 A traumatic experience, which could include, but is not limited to: 
 Involvement in, or witnessing of a serious accident; or 
 Witnessing or being the victim of a serious crime, and this has impacted the overseas 

student (these cases should be supported by police or psychologists’ reports) 
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 Where the registered provider was unable to offer a pre-requisite unit, or the 
overseas student has failed a prerequisite unit and therefore faces a shortage of 
relevant units for which they are eligible to enrol; or 

 Inability to begin studying on the course commencement date due to delay in 
receiving a student visa. 
 

Decisions regarding compassionate and compelling circumstances will be made by the Campus 
Manager.  If a student has applied for compassionate and compelling circumstances and it has been 
denied, students will have access to the complaints and appeals process if they wish to access it. 

 

 
5. Intervention Strategy 

Once a student has been identified as being at risk of unsatisfactory course progress, when the 
student attends, the intervention meeting, there should be a discussion about what needs to be 
occur for the student to complete the course successfully. The minimum requirement of satisfactory 
course progress is to achieve 50%. Consideration should also be given to situations that evolve as a 
result off unsatisfactory course progress, for example, the student has not been able to complete a 
pre-requisite unit that is critical to the following sequence of learning.   If this is the case, the 
recommendation may need to include a longer than usually extension or, change of class where pre-
requisite units are not need to progress.   
 
Where a student does not attend the intervention meeting that was scheduled, the trainer and 
assessor or course coordinator should complete the intervention strategy and provide it to the 
student at the next scheduled class until such time as the student attends class. 

 
Intervention strategies may include, but are not limited to tutorial support, counselling, study load 
adjustments, and mentoring, a request to improve attendance and complete self-study work. Records 
are maintained in accordance with ESOS Act s.21 and Standards for RTOs 2025 Outcome Standard 3.1. 
 

6. Exclusion and Reporting 
 

If students fail to meet satisfactory progress despite an intervention strategy being in place, a Notice of 
Intention to Report is issued. International students are reported via PRISMS in compliance with ESOS 
Act s.19 and National Code Standard 8. Students have the right to appeal any relevant decisions; 
enrolment is maintained during the complaints and appeals process per National Code Standard 10 and 
Outcome Standard 2.8. 
 
If at the end of the intervention period (this may well be up to the second formal review in the following 
 semester), the student is still not progressing satisfactorily in their course (i.e. they are expected to complete 

at least 50% of their course by the end of the extended study period, a written warning - Notice of 

intention to report for unsatisfactory course progress (“NOIR”) - is issued to the student. 
 

 
7. Definitions 

 
Academic Staff Trainer, Student Advisor 
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Course completion 

and graduation 

eligibility 

requirements 

Minimum academic achievement required to complete course and be eligible to 

graduate. 

CRICOS Commonwealth Register of Institutions and Courses for Overseas Students. 

Intervention strategy Strategy negotiated between the Trainer/Student Advisor/ Academic Manager and 

the student to assist the student to meet minimum academic standards. 

National Code 2018 The National Code of Practice for Registration Authorities and Providers of 

Education and Training to Overseas Students 

PRISMS Provider Registration & International Student Management System 

Teaching and 

Learning Committee  

Committee (Trainers/Student Advisor/Academic Manager/Administration Manager) 

responsible for monitoring and reporting on quality assurance processes for 

teaching and learning ensuring day-to-day academic operations meeting quality 

educational standards 

Academic counselling 

session 

Trainer/Student Advisor/Academic Manager meeting with student when 1st /2nd /3rd 

Warning letters are issued by Student Services Department 

 
 

8. Student deemed ‘at risk’ 
 

8.1 There are processes in place to identify students at academic risk, including: 
 

8.1.1 monitoring of student progress by the relevant Trainer in the normal course of teaching 
and learning 

8.1.2 ongoing diagnostic review of student performance in learning activities and formative 
assessments/class activities to gauge progress indicating lack of proficiency in areas such 
as academic skills, English, maths, etc… 

8.1.3 Formal review of student performance in Summative Assessments by the Student 
Services Officer / Trainer / Student Advisor and student academic progress in units 
attempted. 

8.1.4 Advice from Teaching and Learning Committee. 
 

8.2 Where a student has failed to meet the minimum academic standards, he/she will be deemed ‘at 
risk’ of not making satisfactory academic progress. 
 

8.3 Students identified ‘at risk’ will be contacted in writing via 1st Warning letter requesting them to 
meet with the Trainer to discuss their case and an individual study plan for assistance.  
Intervention Strategy Form is filled out by the Trainer and signed by both Trainer and student. 

 

8.4 Student who is still ‘at risk’ in the next 4 weeks after the 1st warning letter will be issued 2nd 
Warning letter requesting them to meet with the Trainer to discuss their case and an individual 
study plan for assistance.  Intervention Strategy Form is filled out by the Trainer and signed by 
both Trainer and student. 
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8.5 Student who is still ‘at risk’ in the next 4 weeks after the 2nd warning letter will be issued 3rd 
Warning letter requesting them to meet with the Student Advisor / Academic Manager to discuss 
their case and an individual study plan for assistance. Intervention Strategy Form is filled out by 
the Student Advisor / Academic Manager and signed by both parties.  

 

8.6 The purpose of an academic counselling session is to determine an appropriate intervention 
strategy that will be put in place.  The strategy will be negotiated between the Academic Manager, 
Student Advisor, Trainer and the student. 
 

8.7 The intervention strategy will be activated once agreement is reached with the student.  The 
strategy will include, but is not limited to, the student: 

 Attending tutorial or study groups; 

 Attending counselling; 

 Having their study load reduced; 

 Receiving assistance with personal issues which are influencing progress; 

 Receiving mentoring;  

 Methods to improve cognitive skills;  

 Methods to improve English; or  

 A combination of the above. 
 

8.8 Students will be made aware in writing of the availability of support processes and services 
at the various points at which they are identified to be at risk, for example: 

 After course admission processes 

 During their study as a result of unsatisfactory performance in formative learning and 
assessment activities 
 

8.9 The Academic Manager will ensure that academic staff responsibilities relating to the 
strategy are carried out. 

 
8.10 A record of the academic counselling session (Intervention Strategy Form) will be placed in 

the student’s file. 
 

8.11 Student’s participation and progress in undertaking their intervention strategy will be 
monitored and reviewed by the Trainer/Student Advisor/Academic Manager. 

 

9. Student who continues to fail to meet minimum academic standards 
 
9.1 Student who fails to meet the minimum academic standards in the next 4 weeks after the 3rd 

intervention strategy has been put in place, will be issued Intention to Report via email. 
 

 
9.2 In the Intention to Report, the student will be informed of his/her right to appeal the decision.  
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The student will be given the Student Complaints and Appeal Policy and Procedure and the 
Student Complaints and Appeal Form. 
 

9.3 Academic Manager/Student Advisor will be responsible to attend the appeal with advice of 
Teaching and Learning Committee. Student Complaint and Appeal Form is filled out by Academic 
Manager/Student Advisor.  
 

9.4 A student who is permitted to continue their enrolment in the course with specific conditions,  but 
again fails to attain the minimum academic standards or breaches the conditions will have his/her 
enrolment terminated due to unsatisfactory academic progress.  

 
10. Consequences of termination of enrolment 

 
Student whose enrolment is terminated due to unsatisfactory academic progress or exceeding the 
period of candidature, but wish to undertake further study, in the same or a different course, must 
apply to AILFE for re-admission in line with the Enrolment Policy and Procedure. 
 

11. AILFE’s Obligations 
 
Under the National Code 2018, AILFE must  
(i) monitor the course progress of international students,  
(ii)  
(iii) (ii) intervene in the case of students not making satisfactory progress to provide them with 

appropriate learning strategies (iii) report students who fail to meet satisfactory progress 
despite intervention strategies and, (v) provide students with documentation regarding these 
processes. 

 
11.1 An intervention strategy must be activated for international students who do not meet the 

minimum satisfactory progress standards mentioned above. 
 

11.2 After the intervention strategy has been put in place, an international student who fails to 
meet the minimum academic standards must be notified in writing by the Academic Manager.  
The Student Service Department will issue an Intention to Report letter to the student and advise 
the student about the internal appeal process.   
 

11.3 A student has the right to appeal a decision.  The process is as follows: 
 
11.3.1 If the student did not lodge an appeal within the 20 working days then AILFE will have to 

report the student for unsatisfactory progress to the Department of Education via the 
PRISMS portal. 
 

11.3.2 If the student appeals and the internal appeal is not upheld, the student will then be 
advised about the external appeal process – Overseas Student Ombudsman. 
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11.3.3 If the student does not access the external appeal process or if the external appeal is 
unsuccessful then AILFE will report the student for unsatisfactory progress to the 
Department of Education via the PRISMS portal. 
 

11.3.4 During the appeal process the student’s enrolment must be maintained.  The National 
Code does not require providers to continue to offer learning opportunities throughout 
the complaints or appeals process.  This is a Provider decision.  Providers may exclude a 
student from attending classes but offer and accept student work done in their own time, 
off-class.  Providers should consider that denying students learning opportunities during 
the appeals process may disadvantage them in their subsequent studies if the appeals 
process find in their favour. 

 
12. Application for extension of studies 

 
12.1 Students who fail to complete within the prescribed period and who can reasonably be 

expected to meet the course requirements within 8 weeks may apply for an extension of 
time. 

 
12.2 Students must submit the Enrolment Variation Form to request an extension.   

 

12.3 Students who fail to complete the course within the prescribed number of weeks and the 
additional time granted by way of extension, will have their enrolment terminated. 

 

12.4 The final Statement of Attainment will be issued to the student.  The student will be advised 
in writing of the decision and their right to appeal within 20 working days of the date shown 
on the letter. 
 

13. Graduation 
 
Students are eligible to graduate upon meeting all course requirements and clearing outstanding 

fees. Records of course completion and issuance of AQF certification documents comply with 

Standards for RTOs 2025 Outcome Standard 3.1. 

 

14. Record keeping 

Maintain secure, accurate records of academic progress, intervention strategies, warning letters, and 

appeals for at least five years. Compliance is maintained with ESOS Act s.21, National Code Standard 

3, and Standards for RTOs 2025 Outcome Standard 3.1. 

 

15. Continuous Improvement 

Data from student progress monitoring, exclusions, and graduations are analysed quarterly to inform 

continuous improvement actions in line with Standards for RTOs 2025 Outcome Standard 4.4. 
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16. Related documents 

 

 Student Complaints and Appeals Policy and Procedure 

 Enrolment Policy and Procedure 

 Deferral, Suspension and Termination of Enrolment Policy and Procedure 

 National Code 2018 

 ASQA RTO Standards 2025 

 

17. Review 
 
This policy and procedure will be reviewed annually. 
 
 

 

Compliance Mapping Table 

Policy Section Standards for 
RTOs 2025 

ESOS Act 2000 
Reference 

National Code 
2018 Standard 

Monitoring 
Student Progress 

2.5, 2.6 ESOS Act s.19 Standard 8 

Intervention 
Strategy 

2.5, 2.6 ESOS Act s.19 Standard 8 

Exclusion and 
Reporting 

2.8 ESOS Act s.19 Standards 8 & 10 

Graduation 3.1 ESOS Act s.21 Standard 3 

Recordkeeping 3.1 ESOS Act s.21 Standard 3 

Continuous 
Improvement 

4.4 ESOS Act s.23 Standard 11 

 


