
 

Student Progress Procedure (Higher Education)   Page 1 of 6 

   Stanley International College Pty Ltd trading as Stanley College | ABN 16 130 977 221  

Student Progress Procedure 

 
 
 

Date first approved: 28 May 2018 

Date of effect: 28 May 2018 

Date last amended:  22 April 2026 

Dates amended: 5 August 2020 
2 September 2024 
19 March 2025 
15 October 2025 
11 November 2025 

Date of next review: 18 March 2028 

Approved by Stanley College Academic Board 

 Policy Owner  Academic Registrar 

Supporting documents, procedures and 
forms of this policy 

Student Progress Policy 

Student Assessment Policy and Procedure 

Student Code of Conduct 

Student Complaint and Appeals Policy and 
Procedure 
Student Support Policy and Procedure  

Related Legislation AQF Qualifications Pathway Policy 

Education Services for Overseas Students (ESOS) Act 
2000 
Higher Education Standards Framework (Threshold 
Standards) 2021 
National Code of Practice for Providers of Education 
and Training to Overseas Students 2018 

Audience Public  

  

https://www.aqf.edu.au/framework/aqf-qualifications#.block-system-main-block-level-8-bachelor-honours-degree-graduate-certificate-graduate-diploma
https://www.legislation.gov.au/Details/C2016C00935
https://www.legislation.gov.au/Details/C2016C00935


 

Student Progress Procedure (Higher Education)   Page 2 of 6 

   Stanley International College Pty Ltd trading as Stanley College | ABN 16 130 977 221  

1. PROCEDURE 
 
Detection of Students Requiring Early Intervention 
1.1 The Lecturer will monitor the following behaviours at any time during the semester which may 

indicate a student at risk of demonstrating unsatisfactory progress:  
a. Not attending classes regularly; 

b. Not performing adequately in assessment tasks; 

c. Failing to submit assessments, including low risk ungraded assessments; 

d. Failing to access or participate in the Learning Management System activities; 

e. Failing to access the prescribed e-textbook; 

f. Academic misconduct; 

g. An ongoing, serious medical situation, or 

h. Some other compelling circumstance beyond the control of the student, but which is likely to 
prevent the student from achieving satisfactory course progress for the semester. 

 
1.2 Units are designed with significant early monitoring and feedback mechanisms that will assist in the 

early detection of students at risk. 
a. The course Study Guide Template must be used by all lecturers in unit design and planning, 

including details regarding assessment feedback. 

b. Weekly Class attendance and participation indicators support assessment of student progress 
in conjunction with formal graded assessments. 

c. LMS data, including student log-in and participation and performance in unit activities such as 
quizzes and surveys, are to be used in conjunction with attendance reports and formal graded 
assignments to assess student needs and to plan support for students at risk. 

d. Lecturers will use the following reports and/or systems to track student progress and, as 
necessary, initiate specific support planning: 

i. Record weekly attendance in the Student Management System (SMS). 
ii. Monitor participation data in Canvas. 

iii. In weeks 3 and 8, submit the Student Progress Alert (SPA) form to the Student Services 
Team. 

iv. The Student Services Team will, in consultation with the lecturer and the student, set up 
an Intervention Plan and record details in  the SMS. 

v. Lecturers, when holding consultation meetings with their students regarding content 
specific academic support, must record information in the SMS. 

 
Early Support Intervention Strategies 
1.3 The Intervention Strategy is undertaken as soon as students are identified as being at risk of 

demonstrating unsatisfactory course progress. In the case of an international student, 
unsatisfactory course progress may result in the student being unable to complete their course in 
the duration specified in their CoE. 

 
1.4 A lecturer who identifies a student as being at risk will need to fill in the Student Observation Record 

Form (SOAR) Form and submit it to the Student Engagement Coordinator for review. An 
Intervention Plan will be developed in consultation with the student and lecturer within 7 working 
days of receiving this form. 
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1.5 The following procedure will be observed: 

a. Students with low attendance will be contacted by the Student Services Team either by text 
message, email (via their Stanley College email address) or phone, stating the reasons why they 
have been identified as so. In this notice, the student service team will encourage the students 
to contact the student services team  and discuss their situation as soon as possible to minimise 
the impact on their academic progress. The student service team can then advice the student 
on the best course of action to improve the academic progress of the student such as referring 
to additional academic or non-academic support services available at Stanley College.  

b. , Depending on the nature and severity of the issue/incident or concern raised at the SOAR, 
the Student Services Team may escalate the matter further referred to the Student Services 
Manager, Academic Program Manager or Vice President Welbeing and Engagement for 
resolution and appropriate action. For international students, this may include referral to the 
Department of Home Affairs (DoHA) for a review of the student’s visa status. 
 

1.6 When attending an ‘at risk’ interview with the Student Services Team, the student’s risk status will 
be discussed and an Intervention Plan developed in consultation with the student. The Intervention 
Plan will provide the student with a strategy to return to satisfactory progress. The student is 
required to sign the Intervention Plan ratifying the agreement reached and conditions that must be 
met by the student. All documents, records of interviews and relevant communications are to be 
added to the student file and electronically recorded in the SMS.  

 
1.7 The Student Services Team, in consultation with academic staff, may counsel and require the 

student to: 
a. Attend academic skills support sessions and/or language support sessions, at no additional cost 

to the student;  
b. Attend additional workshops or other educational forums;  
c. Attend counselling or obtain referral to other support services;  
d. Seek mentoring; 
e. Access the LMS Canvas or the prescribed e-book, or 
f. Reduce number of units being studied in a particular semester. 

 
1.8 The student may be required to meet regularly with the Student Services Team to discuss ongoing 

progress as outlined in the intervention plan. The student may be required to demonstrate progress 
work on assessments at these meetings. 

 
1.9 Where the reason for at risk status is medical, Students have the ability to present a valid medical 

certificate as evidence to support their situation. Upon receiving a medical certificate Stanley 
College may contact the issuing person or the organisation to verify the authenticity of the medical 
certificates presented. In some unique circumstances, if a student is seeking assistance from a 
health professional, Stanley College may liaise directly with them to determine if reasonable 
adjustments are needed in the classroom or workspace to assist the student. These adjustments 
are typically arranged in consultation with the Academic Program manager and Student Services 
Manager.  Such special arrangements will be performed under conditions of strict confidentiality 
and only with the student’s consent. 
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1.10 A digital register of students/classes issued with an Intervention plan and SOAR will be maintained 
in the Formstack system which currently being used Students may, if they wish, continue to seek 
support and assistance as available to continually improve their progress. 

 
Result of Unsatisfactory Course Progress 
1.11 If the above measures or actions specified in the Intervention Plan do not result in satisfactory 

course progress, such students will be identified as making unsatisfactory course progress.  
 
1.12 For domestic students, Stanley College will notify the student of an intention to expel and will follow 

the notification and appeal process as per the Student Complaint and Appeals Policy and Procedure. 

 
1.13 For international students, Stanley College is obliged by Standard 8 of the National Code to notify 

the student of Stanley College’s intention to report unsatisfactory course progress. The process is 
as follows: 
a. The student is issued with an Intention to Report letter at the end of semesteronce exams are 

completed and results are finalized at the Board of Examiners meeting and published,  
b. As stated in the Intention to Report letter, the student is advised of their right to access Stanley 

College’s Student Complaints and Appeals processes within 20 working days from the date of 
the Intention to Report letter. 

c. Stanley College will not report any international student formally to the Department of 
Education (via PRISMS) and DHA until: 
i. The internal and external complaints processes have been completed, and the decision or 

recommendation supports Stanley College, or 
ii. The student has chosen not to access the internal complaints and appeals process within 

the 20 working day period, or 
iii. The student has chosen not to access the external complaints and appeals process, or 
iv. The student withdraws from the internal or external appeals process by notifying Stanley 

College in writing. 
 
1.14 Only once all avenues of complaint and appeals have been exhausted, will Stanley College expel a 

domestic student, or report an international student’s CoE as cancelled via PRISMS. All relevant 
documentation is placed on the student’s file and electronically recorded in the SMS. 

 
1.15 International students will be notified in writing that their CoE has been cancelled and they have 

been reported via PRISMS. This notification will also inform the student to seek advice from DHA 
on their student visa status.  

 
Enrolment Load Monitoring 
1.16 Stanley College will monitor the enrolment load of international students at the beginning of each 

semester to ensure students do not exceed the duration of their CoE, unless: 
a. There are compelling or compassionate circumstances and demonstrable evidence; 

b. Stanley College has implemented an intervention strategy;  

c. The student was approved to defer their enrolment, or 

d. The student was suspended. 
 
1.17 The process for monitoring the enrolment load of students is as follows: 
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a. The Student Services Team will generate a report from the SMS of the unit and enrolment 
details entered prior to the commencement of the semester; 

b. Students who have not enrolled in four (4) units per semester will be notified in writing of their 
unsatisfactory enrolment load and are required to contact the Student Services Team, and 

c. Students will also be monitored during the semester by the Student Services Team to ensure 
they remain enrolled in four (4) units, and that their course progress is satisfactory (by checking 
that the requirements for satisfactory progress are met as per Section 4.2 of the Student 
Progress Policy).  
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1.18 Increasing study load 
a. Full-time study involves enrolling in four (4) units each semester. 
b. Enrolling in five (5) units requires the approval from the Academic Program Manager and is 
allowed when: 

i. The student is in the final year of their course, and 
ii. A student has not achieved a FAIL grade in the previous semester, and 

iii. The student’s weighted average overall scores are 60% or higher. 
A request for enrolment in five (5) units where these conditions are not met can be considered 
by the Dean, HE on a case-by-case basis and where exceptional circumstances are 
demonstrated. 

c. A request to enrol in six (6) units in a single semester will not be approved.  


