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1. Policy Purpose

As directed by the National Code of Practice for Providers of Education and Training to Overseas
Students 2018 (Standard 8) Baseline Training is required to monitor students’ academic
performance. Baseline Training must monitor the academic progress for each student for the course
in which the student is currently enrolled. Students’ academic progress is assessed at minimum on
a quarterly basis of the relevant course.

2. Policy Scope

Unsatisfactory course progress is defined as not completing or demonstrating competency for at
least 50% within any given quarter of the relevant course. Students must achieve a ‘Competent’
result in at least 50% of the enrolled units of competency delivered and assessed at a minimum
every quarter of the relevant course.

3. Policy Statement

Principles

The following principles inform the design and implementation of the policy:

Duty of care toward the student

e Providing appropriate, timely, and proactive support for students helps them achieve course
outcomes and their academic goals.

e Ensuring that student fees for the enrolled course are kept to a minimum.

e Ensuring the student completes their course within the terms of their enrolment or, if necessary,
extending their enrolment to enable intervention to support them.

Timeliness

Course progression is monitored on Baseline Training based upon approval of grades by the Program
and Compliance Coordinator. The Program and Compliance Coordinator ensures that decisions and
processes concerning course progression are completed in time for students to take appropriate
action.
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Course Progression

To remain enrolled on Baseline Training, students must maintain satisfactory course progression or
participate in Baseline Training’s intervention strategy.

Student performance is monitored by Student Services when results are entered into aXcelerate.
Students whose progress has not been satisfactory are identified.

The procedures involved for students who have been identified as not making satisfactory progress
are outlined in this policy and procedure.

Course Progression Statuses

There are four-course progression statuses at Baseline Training:
e Satisfactory

e Academic caution
o Atrisk

e Unsatisfactory

Course Progression Status

Satisfactory e A student who passes most of all units attempted.

e Astudent who had a status of Academic caution and has
passed more than 50% of enrolled units assessed at a
minimum on a quarterly basis of the relevant course.

fcademic Caution e Astudent who had a status of Satisfactory but failed 50% or

more of enrolled units. The student will be required to take part
in an intervention strategy.

e Astudent who had a status of At-risk has passed more than
50% of enrolled units assessed at a minimum on a quarterly
basis of the relevant course.

At-Risk
e Astudent who had a status of Academic caution and failed 50%
or more of enrolled units.
e Astudent who had a status of Unsatisfactory and whose appeal
or show cause was upheld.
e Failed the same core unit twice
Unsatisfactory e Astudent who had a status of At-risk and failed 50% or more of

enrolled units assessed at a minimum on a quarterly basis of
the relevant course.

e failed the same core unit three times.

e is not able to complete their course within the terms of their
enrolment and has not participated in Baseline Training’s
Intervention strategy.

e A student fails all units without submitting any assessments in
the first quarter of their relevant course.

If identified as not making satisfactory course progression under this Policy and Procedure, the
student normally moves sequentially through these statuses unless the conditions specified at each
stage are fulfilled, and the student is deemed as making satisfactory course progression.
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Satisfactory

Students progress through their course at a satisfactory rate if they pass the majority of enrolled
units.

3.1 Academic Caution

This status applies to students who were progressing satisfactorily but who failed 50% or more of
enrolled units. Students who are identified as having a course progression status of academic
caution when results are approved by the Program and Compliance Coordinator will be informed by
a Student Services Officer that they must participate in an intervention strategy as prescribed by the
Program and Compliance Coordinator in accordance with the Course Progress and Intervention
Procedure.

3.2 At-Risk

The course progression status of At-risk means that the student has been identified as being at risk
of making unsatisfactory course progression and, therefore, is at risk of exclusion from Baseline
Training. The At-risk course progression status applies to a student who was under Academic caution
and continues to fail 50% or more of their enrolled units. It may also apply to a student who has been
identified as having made unsatisfactory course progression but has successfully appealed that
status.

The status also normally applies to students who have failed the same core unit twice.

Students identified as having a course progression status of At-risk when results are approved by the
Program and Compliance Coordinator at the end of each quarter of their course may be informed by
the Student Services Officer that they must participate in an intervention strategy as prescribed by
the Program and Compliance Coordinator in accordance with the Course Progression and
Intervention Procedure.

3.3 Unsatisfactory

Students who are making unsatisfactory course progression have the course progression status of
At-risk and who have continued to fail 50% or more of their enrolled units or have failed the same
core unit three times, despite participating in Baseline Training’s intervention strategy. Students who
have been identified by the Program and Compliance Coordinator as making unsatisfactory course
progression are informed by the Student Service Officer that they have been deemed as making
unsatisfactory course progression.

This status applies to all students who have enrolled in a course but have not submitted any
assessments and have failed all enrolled units.

Unless students who have been identified as making unsatisfactory course progression can show
cause as to why their enrolment should not be discontinued or successfully appeal this identification,
as outlined in Section 7 below, their enrolment will be discontinued. They will be excluded from
studying at Baseline Training for two years.

Show Cause Submissions and Appeals

The enrolment of students who are deemed to be making unsatisfactory course progression will be
discontinued unless the student can show cause.

If the student has been notified that they have made unsatisfactory course progression and that their
enrolment will be discontinued, the student can make a show cause submission to the Program and
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Compliance Coordinator as to why Baseline Training should allow their enrolment to continue.

Show cause submissions must be submitted within twenty (20) working days of the date of

notification to the student of the decision.

Show Cause submissions should contain as much relevant information as possible to help Baseline

Training reach a decision, including:

e any compassionate or compelling reasons for the student’s previous performance, supported by

documentary evidence,

e any remedial action undertaken since the student was advised of the academic caution or of

being at risk of unsatisfactory course progression, and

e how the student intends to improve their academic performance if permitted to continue their

studies.

Students who submit an appeal application will be notified of the outcome within ten (10) working

days.
4. Definitions
RULE DEFINITION
At-risk Identifies a student whose academic performance place them at risk of
unsatisfactory course progression.
Exclusion Discontinuation of a student’s enrolment at Baseline Training due to

identification as making unsatisfactory course progression under this policy
and procedure.

The exclusion status for course progression has a duration of two years (24
months). During exclusion, the student will not be permitted to undertake
any study at Baseline Training.

Satisfactory
course
progress:

The default status of students progressing normally through their course.

Intervention

A remedial strategy or plan of action imposed by the Trainer/Teacher or
Assessor on a student identified under this policy.

Academic
Caution

The first stage of identification under this policy.

Unsatisfactory

The status of students identified under this policy as not progressing
satisfactory through their course.
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Procedure

5. Procedure Purpose
Intervention strategy

Baseline Training implements an intervention strategy for students who are not meeting satisfactory
course progress and who are needing assistance to meet the course progress requirements.

6. Procedure Scope

The strategy specifies:

e procedures for contacting and counselling identified students.

e strategies to assist identified students to achieve satisfactory course progress: and
e the process by which the intervention strategy is activated.

If a student is identified for the first time as not making satisfactory course progress, the Intervention
Strategy will be implemented. The Intervention Strategy must be activated within the first four weeks
of the following quarter period.

Staff and students will be informed regarding this policy and the Intervention Strategy during
induction and orientation.

Early intervention strategies will be implemented if the student is identified as at risk of not making
adequate course progress even before the end of a quarter of their course, based on the following:

e poor attendance in classes or vocational placements
e non-engagement in class
e non-submission of course requirements

Baseline Training reserves the right to notify a student earlier if, in our opinion, they will not be
capable of meeting the course requirements. A student has the rights set out in the Complaints
Handling and Appeals Policy section.
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7. Procedure Statement

Intervention Strategy Procedure

Intervention Strategy
Guideline

Procedure

Responsibility/Record
Keeping

Early Intervention

Once a trainer/assessor
identifies that a student is at
risk of not making adequate
course progress even before
the end of a quarter, early
intervention strategies may be
implemented based on the
following:

e non-engagement in class

e non-submission of course
requirements

The trainer/assessor will
contact the student and
discuss progress and optional
support strategies that may be
offered to the student which
may include:

e Coaching and mentoring

o Attending academic study
skills or language
proficiency classes
Reasonable adjustments in
assessments

Time management advice.

Responsibility:
Trainer/assessor

Trainer to notify Student
Services that an intervention
strategy is to be put in place.

Record Keeping:

All records of student contact
and communication and early
intervention strategies
provided will be recorded on
aXcelerate notes for students
by trainer/ assessor

Student has been identified as
at risk of not meeting
satisfactory course progress
(less than 50% of course
requirements)

Assessment is undertaken as
per Monitoring Course
Progress - Policy and
Procedure

Responsibility:
Trainer/Assessor to notify
Student Service
Officer/Program and
Compliance Coordinator

Record Keeping:

Keep records of aXcelerate
Course Progress reports per
quarter of their course.

Activate Intervention Strategy

First written notice issued to
the student via email with
information regarding:

e Students are identified as
making unsatisfactory
course progress for a
quarter of their course.

e Schedule a
meeting/interview with
the student to discuss
the intervention strategy
required.

e Consequences of not
meeting satisfactory
course progress for a
second consecutive
compulsory period.

The Intervention Strategy must

be activated within the first

Responsibility:

Student Service
Officer/Program and
Compliance Coordinator,
Trainer (Meeting attendees)

Record Keeping:

Copy of First Written Notice to
be kept in the student file and
in aXcelerate
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four weeks of the following
quarter of the course.

Intervention strategies

The appropriate intervention
strategy that will assist the
student in achieving
satisfactory course progress
will be identified during the
meeting with the student.
Please refer to the table of
Intervention Strategies below
for some of the strategies that
may be offered for each
student’s needs.

Note: a combination of
strategies may be required
depending on the student’s
needs. - Refer Section 5

Responsibility:

Student Service
Officer/Program and
Compliance Coordinator,
Trainer

Record Keeping;:

Copy of any record in
the student file in aXcelerate

Intervention strategy Plan

An Intervention Strategy Plan
must be completed for every
student.

The plan outlines the
intervention strategy that will
be applied for the students as
agreed upon by the student
and Baseline Training.

The plan must be signed by
both parties and a copy to be
given to the student. The
original copy will be retained in
the student file. The
intervention strategy plan is to
have clear goals and attainable
dates.

Responsibility:
Student Services Officer,
Trainer/ Assessor

Record Keeping:
Keep records on aXcelerate.

Student failure to attend a
meet and engage in an
Intervention Strategy Plan

If a student fails to meet and
engage in an Intervention
Strategy Plan within 10 days
from the issuance of the First
Written Notice, a Second
Written Notice will be emailed
to the student.

A student request for a
subsequent meeting may only
be granted if the request falls
within the first four weeks of
the following quarter of the
course.

Responsibility:

Student Services
Officer/Program and
Compliance Coordinator

Record Keeping:

Records of all communications
with the student are to be
recorded in the student’s file
on aXcelerate

Failure to make satisfactory
course progress for two
consecutive compulsory
quarters

Students who have received
the Second Written Notice and
have not entered an
Intervention Strategy Plan but
have failed to make
satisfactory course progress in
a second consecutive quarter

Responsibility:

Student Services
Officer/Program and
Compliance Coordinator

Record Keeping;:
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will be issued the Final written
Notice - Intention to Report as
per this - Policy and
Procedure.

Student Services will advise
Admissions that the student
has not progressed in their
course.

Copy of the Final Written
Notice sent to the student is to
be kept in the student’s file
and in aXcelerate.

Time Periods for Written Notices:

e Trainers can advise Student Services at any time if they identify a student at risk academically.
o After the first quarter of a course Student Services to run a report on Course Progressions
e Student Services to notify Student First Notice requesting Intervention Strategy to be completed

and actioned.

e Student Services to organise a date and time for intervention discussion with students.

e |If a student does not respond within 10 business days of the email - a Second Written notice to

be sent.

e |If astudent does not respond to the second written notice within 10 business days - Final

Written Notice is to be sent to the student to cancel enrolment.

e Student Services cancel enrolment if a student does not respond to the Final Written Notice

within 5 business days.

e If the student appeals through the Complaints and Appeals Handling Policy and Procedure the

student is to remain current in the SMS until the appeal has been finalised.

Intervention Strategies

Type of Intervention Strategy

Support Services

Responsibility

Transition Support

Students requiring transition
support may be referred to an
appropriate external service
provider or community support
service for assistance with:

e Accommodation issues

e Socio-cultural issues,
homesickness

e Balancing work
commitments and study

Student Services Officer

Welfare Support

Students requiring assistance
in dealing with personal issues
which are affecting their
studies may be counselled by
the Student Services Officer as
fairly and equitably and may
also be referred to appropriate
external specialist support
service provider or community
support service as required.

Student Services Officer

Academic Support

The Trainer/Teacher or
assessor with the approval of

Head of Faculty may

Trainer or Assessor
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implement the following
academic strategies to support
student progress:

e Assessment extension

e Re-submission of
assessments

e Re-assessment

e Academic
coaching/tutorials

e Referral to counselling
services

e Reduction in course load

e Change of course
enrolment.

Study Skills Support

Trainer or Assessor may

provide mentoring and

assistance on the following

examples of study skKills

support:

e Effective time
management

e Learning styles

e Research/notetaking and
problem solving.

e Active listening

e Reading comprehension

Trainer or Assessor

Notification to Students
First written notice (for students identified as at risk of not making satisfactory progress)
A student who has made unsatisfactory course progress in the first quarter of their course for the

first time will be given a written notification via email by the Student Services Officer within the first
two weeks of the following quarter of their course. The student requested to respond within 10

business days.

The written notice will include information on:

e Why the student was identified as making unsatisfactory course progress and their responsibility

to agree to participate in an intervention strategy.
e the intervention strategy, support, and counselling services as required.

e the consequences of their non-participation in the intervention strategy which may lead to further

unsatisfactory course progress.

e the consequences of a second assessment for unsatisfactory course progress for two

consecutive quarters of their course.

The Trainer is responsible for notifying the relevant Baseline Training staff of a student who has been

identified as making unsatisfactory course progress.

The Student Services Officer is responsible for liaising with the student to arrange a suitable time for

a meeting with the trainer present to discuss the intervention strategy.
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Second written notice

If a student is identified as making unsatisfactory progress in a second consecutive compulsory
quarter of their course or has not replied to the First written Notice for an intervention strategy, a
second written notice will be sent to the student.

Third and Final written Notice
The written notification will include information on:

e unsatisfactory course progress records for two consecutive quarters of their course.

o why they have unsatisfactory course progress for two consecutive quarters of their course or if
the student has not responded to the previous 2 written notices in relation to an intervention
strategy request are grounds for Baseline Training to cancel their enrolment.

e how students may access the Baseline Training Student Complaints Handling and Appeals
process within 20 working days from receipt of the written notice

Appeals

A student may appeal on the following grounds:

e Baseline Training failure to record or calculate a student’s marks accurately,

e Compassionate or compelling circumstances, or

e Baseline Training has not implemented its intervention strategy and other policies according to
its documented policies and procedures that have been made available to the student.

If the student’s appeal is successful, Baseline Training will not cancel their enrolment but rather
support the student in accordance with the provider’'s course progress policies and procedures. If
the student chooses not to appeal or the student’s appeal is unsuccessful, Baseline Training will
cancel their enrolment.

Record Keeping

The staff of the Student Services as well as the relevant Trainer or Assessors are responsible for
ensuring all records associated with this policy are kept in the student’s file, electronic copy. This
includes:

records of monitoring of course progress at the end of each quarter of their course
all correspondence with students including written notices.

records of intervention strategies applied.

records of variations to enrolment.

records of associated disciplinary and complaints and appeals processes.

Review and Approval

This policy was approved by Baseline Training’s management in June 2023.
This policy and procedure will be reviewed in two years. However, if any organizational and legislative
changes occur before the two years, this policy and procedure will be revised accordingly.
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