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Monitoring Course Progress 
The National Code 2018 

 
Registered providers systematically monitor students’ course progress. Registered providers are proactive in 

notifying and counselling students who are at risk of failing to meet their course progress requirements. 
Registered providers report students, in the ESOS Act, who have breached the course progress requirements. 
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Definitions 
Assessing 

‘Assessing’ requires SCA to consider a student’s demonstrated 
achievement, progress or competency. 

Failing a unit 
Means being assessed as “Not Yet Competent” or “NYC” for a submitted 
unit. On Wisenet this is listed as 30. 

CoE Confirmation of Enrolment 

CRICOS 
Commonwealth Register of Institutions and Courses for Overseas 
Students 

DHA Department of Home Affairs 

DHA Department of Home Affairs 

ESOS Act The Education Services for Overseas Students Act 2000 (ESOS Act) 

Monitoring ‘Monitoring’ refers to an active checking of course progress. 

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

NYC Not Yet Competent 

PRISMS Provider Registration and International Student Management System 

Recording 
‘Recording’ means that there must be a documented record of the 
student’s achievement within each unit. 

SCA Salisbury College Australia 

Study period Refer to Appendix 1 

Unsatisfactory Course 
Progress 

Unsatisfactory progress is defined as not successfully completing or 
demonstrating competency in at least 50% of the course requirements in 
that study period. 

VET Vocational Education and Training 

Wisenet SCA’s Learning Relationship and Student Management Platform 
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Purpose 
The purpose of this policy is to provide framework for dealing with unsatisfactory course progress and 
taking remedial actions for international students. The policy also to ensure that international 
students maintains satisfactory course progress throughout the duration of their enrolment. 
This policy applies to all international students enrolled to study Vocational Education and Training 
(VET) course at Salisbury College Australia (SCA).  
 

Applications/Scope 
As a “registered provider” under the Education Services for Overseas Students Act 2000 (ESOS Act), Salisbury 
College Australia is bound by that Act and subsequent Education Services for Overseas Students Regulations 
2001 and the National Code of Practice for Providers of Education and Training to Overseas Students 2017 
(National Code 2018). Under the guidance and framework provided by these Acts, Regulations and Codes, 
Salisbury College Australia will conduct all course progress requirements ethically, honestly and with fairness 
to all parties. 
 

Principles 
• Salisbury College Australia (SCA) has registered through PRISMS to implement the Department of 

Education-DHA’s Course Progress Policy and Procedures.   
 

• The monitoring of course progress allows Salisbury College Australia (SCA) to comply with its 
obligation under the National Code 2018 Standard 9 (Completion within the expected duration of 
study) and Standard 10 (Monitoring course progress), in respect of Student Visa holders. Consistent 
with the National Code 2018 and the Department of Education-DHA Course Progress Policy and 
Procedures, the College will monitor record and assess the course progress of each student. 
 

• Salisbury College Australia implements the course progress policy and procedures for all its CRICOS 
registered VET courses. 
 

• Salisbury College Australia monitors, records and assesses the course progress of each student for 
each unit of the course in which the student is currently enrolled. 
 

• Salisbury College Australia assesses each student’s course progress at the end of each compulsory 
study period (CSP).  
 

• Salisbury College Australia’s VET courses have three (3) compulsory study periods regardless of the 
length of each VET course. 
 

• The length of the compulsory study periods may vary between each VET course as the length of the 
study periods are aligned with number of unit of competencies delivered within each CSP (see 
Appendix 1). 
 

• International students are required to maintain satisfactory course progress for each study period as 
required by their education provider (this is also one of the student visa condition 8202).  
 

• Unsatisfactory progress is defined as not successfully completing or demonstrating competency in at 
least 50% of the course requirements in any compulsory study period. 
 

• SCA actives its intervention strategy where the student has failed or is deemed not yet competent in 
50 per cent or more of the units attempted in any compulsory study period. 

https://www.border.gov.au/Trav/Stud/More/Visa-conditions/visa-conditions-students
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• Intervention strategy will be activated within the first four weeks of the following study period.  
 

• Intervention strategy must be made available to staff and students and must specify the following: 
o procedures for contacting and counselling students; 
o strategies to assist identified students to achieve satisfactory course progress; and 
o the process by which the intervention strategy is activated.    

 

• The invention strategy must include provisions for: 
o where appropriate, advising students on the suitability of the course in which they are 

enrolled; 
o assisting students by advising of opportunities for the students to be reassessed for each 

assessment task in units they had previously deemed not yet satisfactory/competent or 
demonstrate the necessary competency in areas in which they had not been previously able 
to demonstrate the competency; and 

o advising students that unsatisfactory course progress in two consecutive compulsory study 
periods for a course could lead to the student being reported to Department of Home Affairs.     
 

• If a student is identified as not making satisfactory course progress in a same compulsory study period 
in any VET course, Salisbury College Australia will have to notify the student of its intention to report 
the student to the Department of Home Affairs for unsatisfactory progress. SCA does this through 
sending an Intention to Report letter to a student. 

• The Intention to Report letter will inform the student that he or she is able to access the SCA’s 
Complaint’s and Appeals process under Standard 10 of the National Code 2018 and that student has 
20 working days in which to do so. A student may appeal on the following grounds:  

o SCA’s failure to record a student’s competency accurately, 
o compassionate or compelling circumstances described in SCA’s complaint’s and appeals 

policy, or 
o SCA has not implemented its intervention strategy and other policies in accordance with its 

documented policies.  
 

• Where the student appeal’s is successful, the outcomes may vary according to the findings of the 
appeal process. For example: 

o If the appeal shows that there was a mistake in recording the assessment outcomes, and the 
student actually made satisfactory course progress (successfully completed more than 50% of 
the course requirements for that study period), SCA does not report the student, and there is 
no requirement for intervention. 

o If the appeals process shows that the student has not made satisfactory progress, but there 
are compassionate or compelling reasons for the lack of the progress, ongoing support must 
be provided to the student through SCA’s intervention strategy, and SCA does not report the 
students. 
 

• Where: 
o the student has chosen not to access the complaints and appeals processes within the 20-

working day period,  
o the student withdraws from the process, or 
o the process is completed and results in a decision supporting SCA (e.g. the student’s appeal 

was unsuccessful), SCA must notify the DHA via PRISMS as soon as practicable of the student 
not achieving satisfactory course progress. 
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• The course progress requirements must be made available to each student and staff (in paper or 
electronic form) together with a copy of the Department of Education-DHA Course Progress Policy and 
Procedures. 
 

• The course progress is closely linked to student’s active participation in-class learning, assessment 
activities and timely completion of assessments. At the beginning of each unit of competency, VET 
Trainers/Assessors will provide information on assessment requirements, conditions, assessment due 
dates and other relevant competency requirements. 

 
Study Periods 

Course Code and Name Compulsory Study Period (CSP) 
Number of unit of competencies 

contained in each CSP 

BSB40215 Certificate IV in Business 

CSP 1 First 4 units*  

CSP 2 Subsequent 3units** 

CSP 3 Remaining 3 units*** 

BSB50215 Diploma of Business 

CSP 1 First 4 units* 

CSP 2 Subsequent 3units**  

CSP 3 Remaining 3 units***  

BSB42415 Certificate IV in 

Marketing and Communication 

CSP 1 First 4 units*  

CSP 2 Subsequent 3units**  

CSP 3 Remaining 3 units***  

BSB52415 Diploma of Marketing 

and Communication 

CSP 1 First 4 units*  

CSP 2 Subsequent 3 units** 

CSP 3 Remaining 3 units*** 
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Procedure 
Who is RESPONSIBLE for each the steps?  

1. Academic Manager prepares the CRICOS timetables for each VET course and class (in paper and in 
electronic form) in accordance with the registered course durations in PRISMS.  
 

2. Students get a copy of the class timetable prior to their course commencement which is sent by 
Student Services Officer/Academic Manager. 
 

3. Academic Manager is responsible for defining the workload for each study period for each VET 
course.  
 

4. VET Trainers/Assessors monitor, record and assess the course progress of each student.  
 

5. At the end of each study period; 
a. Course progress for each student is checked by the Intervention Officer who uses the 

Student Management System and other resulting documents which lists the students that 
received Not Yet Competent results for that study period. 

b. Intervention Officer identifies the students that are at risk of not achieving satisfactory 
course progress at the end of each study period. 

c. Intervention Officer activates the intervention strategy for those students who are at risk of 
achieving satisfactory course progress. 

 
6. At the end of each study period, Intervention Officer will generate course progress report(s) from 

Wisenet which lists the students that received NYC results for that study period. Students who are 
deemed NYC or failed 50% or more of the units of competency attained in that study period will be 
deemed as making unsatisfactory course progress.  
 

7. The Intervention Officer will send emails to those students who are identified as making 
unsatisfactory course progress and ask each student to arrange an appointment to meet with the 
Intervention Officer. 

 
Procedures for intervention for students at risk of failing to achieve satisfactory course progress 

1. Assessment results are recorded into the Wisenet and MASTER Student Results sheets by the VET 
Trainers/Assessors at the end of each unit of competency and/or study period. 
 

2. Students who are at risk of not achieving satisfactory course progress are contacted via sending 
warning letters from Wisenet and encouraged to make appointments with Intervention Officer to 
discuss the reasons of their NYC result(s).  
 

3. During the counselling session, the Intervention Officer will determine what additional support may 
be provided to the student. This may include: 

• identification and implementation of support strategies to enhance the student’s progress; 

• a recommendation that the student seek appropriate personal and/or academic support 
from within or outside of the College;  

• regular feedback from academic staff that may include discussion, continuous (perhaps 
informal) assessment to track progress;  

• model answers, lists of common mistakes, peer and self-evaluation;  

• counselling to consider alternative programs at another provider;  

• other such support as deemed appropriate in light of the academic and/or personal 
difficulties facing the student;  
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• extending the student’s course duration via Study Plans (subject to the Student’s current 
Visa duration and conditions); and/or  

• combination of the above. 
 

During the counseling sessions, the student will also be advised: 

• on the suitability of the course in which they are enrolled; 

• of opportunities to demonstrate the necessary competency in areas in which they had not 
been previously able to demonstrate competency; 

• of the possibility that conditions may be placed on their enrolment and that continued 
unsatisfactory course progress in two consecutive study periods of study could lead to 
their enrolment being terminated, resulting in a report to DHA which may result in the 
cancellation of their student visa (based on the decision of DHA). 
 

4. A record of the counselling session and any additional support to be provided to the student will be 
recorded in student’s enrolment logbook on Wisenet by Intervention Officer. 
 

5. Once a counselling session is finalised and agreed by the student, VET Trainers/Assessors and the 
Intervention Officer continues to monitor the progress of these students.  

 
Continuing failure to meet the course progress requirements: 

1. If an international student fails to meet the course progress requirements in the same compulsory 
study periods, Salisbury College Australia will advise the student in writing of its intention to report 
for not achieving satisfactory course progress to DHA via PRISMS.  
 

2. The student will also be advised that they have the right to appeal the decision within 20 working days 
of the date stated on the letter.  

 
Complaints and appeals process for the intention to report   

1. A student may appeal to the intention to report decision on the following grounds:  
a. provider’s failure to record or calculate a student’s marks accurately, 
b. compassionate or compelling circumstances, or 
c. provider has not implemented its intervention strategy and other policies according to its 

documented policies and procedures that have been made available to the student. 
 

2. If the student lodges an appeal, during the period the appeal is being considered, the student must 
continue their studies in the course until the outcome of that appeal has been finalised. 
 

3. Where the student’s appeal is successful, the outcomes may vary according to the findings of the 
appeals process.  
 

4. If the appeal shows that there was an error in calculation, and the student made satisfactory course 
progress (successfully completed more than 50% of the course requirements for any study period), 
SCA does not report the student, and there is no requirement for intervention. 
 

5. If the appeals process shows that the student has not made satisfactory progress, but there are 
compassionate or compelling reasons for the lack of progress, ongoing support must be provided to 
the student through SCA’s intervention strategy, and SCA does not report the student. 
 

6. Where the student has chosen not to access the complaints and appeals process, the student 
withdraws from the process, or the process is completed (i.e. the student’s appeal was unsuccessful) 
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within 20 working days, the student’s enrolment will be formally terminated and the Salisbury College 
Australia will report the student to DHA via PRISMS. A copy of all the student’s documentation along 
with the cancelled CoE, PRISM variation report and any other relevant document(s) will be uploaded 
in Wisenet. 
 

7. DHA will consider all the information available and if they decide to consider cancellation, DHA will 
send a Notice of Intention to Consider Cancellation (NOICC) prior to a decision being made to cancel 
the student’s visa.  Students will be given an opportunity to respond to the NOICC and explain their 
situation. The student does not need to attend a DHA office. 

 
Staff involved /responsible for recording, monitoring, counselling and reporting on course progress  

• Academic Manager 
• VET Trainers/Assessors 
• Student Services Officers 
• Intervention Officer 
• Admission Officers 
• Campus Manager 
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Appendix 1 
Study Periods 

Course Code and Name Compulsory Study Period (CSP) 
Number of unit of competencies 

contained in each CSP 

BSB40215 Certificate IV in Business 

CSP 1 First 4 units*  

CSP 2 Subsequent 3units** 

CSP 3 Remaining 3 units*** 

BSB50215 Diploma of Business 

CSP 1 First 4 units* 

CSP 2 Subsequent 3units**  

CSP 3 Remaining 3 units***  

BSB42415 Certificate IV in 

Marketing and Communication 

CSP 1 First 4 units*  

CSP 2 Subsequent 3units**  

CSP 3 Remaining 3 units***  

BSB52415 Diploma of Marketing 

and Communication 

CSP 1 First 4 units*  

CSP 2 Subsequent 3 units** 

CSP 3 Remaining 3 units*** 

  



 

V 3.0                                                                                                                                                                                   Page | 11  
 

Revision History 

Revision Date Description of Modifications 

V0.1 10 August 2016 Original 

V1.0 20 October 2016 Full revision, update on policy procedures, definitions are adjusted 
against the entire policy – Policy is now endorsed by the PEO 

V1.1 08 November 2016 Minor adjustments on formatting of the document. 

V2.0 20 February 2017 Formatting changes, Updated footer – approved and endorsed by PEO 

V3.0 15 December 2017 Updated Policy to incorporate the National Code 2018. 

 
 


