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ACADEMIC COURSE PROGRESS POLICY & PROCEDURE

SECTION 1 

POLICY SCOPE

POLICY INCLUSIONS

POLICY CONTEXT

This policy only applies to Course Progress requirements of all Novus Education’s overseas students. The policy applies to your 
enrolled qualifications. 

The Policy contains 3 Sections for students to read and understand. 

 b Section 1 contains information about course progress requirements. The section 1 provides information about various defi-
nitions or terminology used. This section also informs students as to how Novus Education identifies, notifies and assists 
students at risk of not meeting satisfactory course progress. Specifically, at what time points Novus Education monitors 
course progress and what is taken as the student breach, is defined. Finally, the Section contains many easy to follow 
questions and answers on the processes involved. 

 b Section 2 contains the diagrammatic description of process in Table to make international students’ obligations very clear. 
Our motivation is to visually represent the information to students to amplify their overall understanding. 

 b Section3 contains information on Novus Education Intervention Policy and processes and available support. The section 3 
is activated once the student is clearly identified at a risk of not achieving course progress. This is pro-active measure not 
designed to punish the student, but to help in advance with various support strategies and student-college collaborations. 

Australian government ensures that the international student enjoys quality education within a safe and rewarding environment. 
International student visa allows the student to study while enjoying many rights. These rights are not limited to, but include:  

 Z access to local consumer protection, appropriate facilities, complaints and appeals, academic support intervention and 
other ongoing student support in all PHASE of student journey.   
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 Z receiving accurate information about Novus Education course, tuition fees, refunds and appropriate college policies and 
processes for complaints and appeals, deferment, suspension, cancellation of enrolment prior to enrolment, student 
support and course progress. 

While Australian government has ensured that the student receives quality education, the National Code 2018 places certain re-
quirements and obligations on international students. 
Therefore, as per National Code 2018 it is the responsibility of Novus Education to clearly inform all incoming and current students 
about student visa requirements tapping academic course progress and where applicable, course attendance. Novus Education is 
obliged to inform and report student violations to Australian Government. 

DEFINITIONS

Monitoring Course Progress

Monitoring Course Attendance

Recording

Assessing

Intervention

When will Novus Education Intervene? 

Study Period

Monitoring refers to an active checking of course progress as per the eCOE duration and College’s training and assessment strat-
egies. 

Monitoring refers to an active checking of the student’s attendance for the course as Novus Education’s training and assessment 
strategies.

Recording means that there will be a documented record of the student’s academic results and where applicable attendance, of the 
unit of competency.

Assessing requires Novus Education to consider a student’s demonstrated achievement, progress or competency at the end of 
each study period. 

A proactive action taken by Novus Education to identify, notify and assist the overseas student who is at risk of not completing the 
course within duration specified on eCoE (electronic confirmation of enrolment). Intervention is there not to punish the student, but 
to help a student to achieve satisfactory course progress. 

The intervention strategy will be activated immediately after the student has been identified of being at risk of not completing the 
course within due time. Failing one (1) unit of competency or 3 assessment tasks in a row within the study period will be taken as 
the student being at risk. At this point, risk is determined to help the student to catch up with course progress. 

20 Weeks long
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Intervention Strategy Steps

Questions / Answers related to Academic Course progress

Will Novus Education monitor overseas student’s course progress or class attendance? 

What are aims of the Academic Course Progress Policy & Procedure?

Reporting

Unsatisfactory course progress

Intervention strategy entails 3 important steps: 1) Novus Education will identify the student of not meeting course progress from 
the results of assessment tasks, 2) the student will be notified that Novus Education has initiated an intervention strategy so then 
student can report to Novus Education with reasons of not meeting course progress, 3) finally, the intervention strategy is used to 
assist the student in catching up with the course progress using available means as per the Intervention Policy & Procedure. 

To make requirements easy for students, some relevant questions and answers are provided below. These are only relevant to visa 
requirements related to matters related to academic course progress.  The following questions and answers are provided so that 
the student understands visa requirements relevant to Academic Course progress and how Novus Education will identify, notify and 
assist students at risk of not meeting satisfactory course progress. The following questions and answers also inform students about 
Novus Education obligations about reporting the academic progress breaches to Australian Government. 

Novus Education will monitor both Course progress and attendance it will be used for reporting breaches in PRISMS. Course 
attendance is also used to determine the student’s class participation and support needs. 

 Z This Policy helps international students by informing them about their student visa requirements related to Academic 
Course Progress. 

 Z The Policy makes it clear the Obligations of Novus Education as per National Code 2018 to ensure that the student 
finishes the Course within time frame specified on their eCoE. 

 Z The Policy aims to identify students very early who are at a risk of not meeting course progress requirements so the 
students can be helped in time. 

 Z The Policy incorporates Intervention Strategy to help students at risk in not achieving satisfactory course progress. 
 Z The Policy provides information about the student’s rights to appeal Novus Education’s decision (assessment results, 

unfair process etc.) within time frame specified. 
 Z The Policy informs the Student how and when Novus Education will report the Student’s Breach related to academic 

course progress. 

Students are provided the following Hypothetical Example of eCoE and Course duration. 

eCoE example for course start and end dates: 
Hypothetical Student Name: John Smith, Male 
Course Enrolled: BSB42015 - Certificate IV in Leadership and Management. 
Course Start date: 6 May 2019 
Course End date: 3 August 2020
Holiday period included: 5 weeks

Reporting in this policy refers to communicating students’ course progress breach to the Secretary of the Department of Education 
through PRISMS. Not achieving satisfactory course progress in study period in the course (s), and after the academic intervention 
strategy has been completed, and after all complaints and appeals processes have been finalised, the student will be reported via 
PRISMS under section 19(2) of the ESOS Act.

Failing 50% r more unit (s) or Course work within one Study period (20 weeks).
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What are Overseas student visa requirements? 

What are the Visa requirements relevant for the course progress? 

How course duration relates to the student’s visa requirement? 

How Novus Education ensures that the student completes the course within time frame specified on eCoE? 

How Novus Education knows that the Student is at a risk of not meeting course progress requirements? 

Will Novus Education provide any prior written warning with their intention to report John Smith? 

When will the student be assessed in breach of course progress? For example, when will Novus Educa-
tion report John Smith to Australian government in breach of course progress?

Overseas students are to ensure all the time in their study progress that students are in a position to complete the course within 
the expected duration specified on the overseas student’s eCoE. For example, failing any unit of competency simply implies that 
the student will not be able to complete the course within specified time frame. 

All students must complete the enrolled course within the approved duration in eCOE (electronic confirmation of enrolment). Ac-
cording to this hypothetical example, John Smith must start and finish the course as per the COE dates. This is the Student Visa 
requirement relevant to Course Progress. 

Students get visa as per the course duration mentioned in the eCoE. Hence, National Code 2018 demands that Novus Education 
to monitor the progress of each overseas student to ensure the overseas student is in a position to complete the course within 
the expected duration specified on the overseas student’s CoE. 

Novus Education provides students with information during pre-enrolment and orientation phase about requirements of satis-
factory course progress. Then, Novus Education systematically monitor overseas student’s assessment tasks, participation in 
tuition activities and results of academic progress as per what is expected. Novus Education identifies when the student needs 
additional support if the student does not make regular progress. Novus Education makes support available so that the student 
catches up and completes within eCoE duration. 

Novus Education implements documented policies and processes to identify, notify and assist an overseas student at risk of not 
meeting course progress. Novus Education systematically makes results for every assessment task and at the end of each unit. 
If a student falls behind early in the study period, Novus Education invites the student for a chat and offers academic support. 
Types of support available is discussed within Intervention Policy (Intervention Policy is applicable and discussed in Section 3). 

Yes, Novus Education will notify the overseas student that Novus Education intends to report the overseas student for unsatisfac-
tory course progress along with the reasons for the intention to report. The intention to report correspondence will also advise the 
overseas student of their right to access Novus Education’s complaints and appeals process within 20 working days. 

Novus Education follows specific reporting criteria as per the Course that John Smith is enrolled in. The following breach needs 
to be met before Novus Education can report John Smith: 

 Z John Smith is not achieving satisfactory course progress (i.e., failing 50% or more course work / units) in a study periods 
(1 study period = 20 weeks), and 

 Z the internal and external complaints processes have been completed and the decision or recommendation still supports 
the student breach, or 

 Z John Smith has chosen not to access Novus Education’s internal complaints and appeals process within the 20-working 
day period, or

 Z John Smith has chosen not to access the external complaints and appeals process, or 
 Z John Smith withdraws from the internal or external appeals processes by notifying Novus Education in writing.
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What if the student is successful in the appeal processes? 

If the student wins the appeal, Novus Education will not report the student and take reasonable efforts in reassessing students 
fairly. 

Novus Education will report a course progress breach in PRISMS in accordance with section 19(2) of the ESOS Act as per the 
following criteria for the enrolled course (s).  

 Z Not achieving satisfactory course progress (i.e., failing 50% units / course work in 20 weeks) in a study period, and 
 Z the internal and external complaints processes have been completed and the decision or recommendation still supports 

the student breach, or 
 Z the overseas student has chosen not to access Novus Education’s internal complaints and appeals process within the 

20-working day period, or
 Z the overseas student has chosen not to access the external complaints and appeals process, or 
 Z the overseas student withdraws from the internal or external appeals processes by notifying Novus Education in writing.

How long is a Study Period for each Qualification? 
20 weeks is the length of Novus Education Study period for your enrolled course. 

Novus Education intervenes pro-actively and before the study period is over so the student can be assisted to catch up with course 
progress. Failing a single unit of competency or 3 consecutive assessments tasks will be taken as judgment to intervene with the 
student.

A Student failing in 50% more units in 20 weeks (One Study Period). 
Or 
Failing in 50% or more assessment tasks if a unit of competency goes over 20 weeks. 

 Z At the end of each unit, the student results for the unit of competency will be recorded in the Student File. 

DETAILED INFORMATION ABOUT COURSE PROGRESS BREACH FOR EACH COURSE

INTERVENTION INITIATION PHASE

COURSE PROGRESS BREACH

PROCESSES FOR RECORDING AND ASSESSING COURSE PROGRESS
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SECTION 2 

COURSE PROGRESS MONITORING PROCESS

Novus Education has captured the whole procedure on monitoring the overseas student’s Course progress. The aim is to clearly 
inform how we identify and assist students proactively for those who are at a risk of not progressing as required. Next Table contains 
the diagrammatic description of process to make international students’ obligations very clear. The figure is also given in the student 
Orientation and Student Offer & Written Contract slides.

A step-by-step procedure on monitoring, recording and assessing course progress and reporting breaches after 
allowing intervention.

College Staff Actions Course Progress in a study period Student Options

College Staff has access to Academic 
course progress policy & procedure, in-
tervention Policy and reporting process-
es and various templates/ documents to 
be used. 

Systematic Monitoring Progress for Two 
Consecutive Study Periods

Student receives course progress policy 
and processes and Intervention policy 
and processes with Student Offer Writ-
ten Contract and during orientation.  

Assessor records results using unit re-
sult sheet and reports results in student 
file at the end of unit. After seeing the 
student result, the CEO identifies if the 
student has failed the unit and sends 

written correspondence via email and/or 
post inviting the student to access No-

vus Education intervention and support. 

INTERVENTION PHASE 1
Failing a single unit of Competency or 3 

Consecutive Assessment Tasks

Intervention will continue till the student 
is able to complete the course within 

eCoE duration. 

If the overseas student fails the 1st unit 
or 3 Consecutive Assessment Tasks, 
the student receives correspondence 
to access College intervention as he/
she is at risk of not completing course 
in expected duration. If student attends 

intervention and catches up with course, 
student will be removed from being 

at risk category. Student may access 
the complaints and appeal processes 

within 20 working days to challenge the 
results, and if the outcome is in favour 
of the student’s favour, he / she will be 
removed from being at RISK category. 
Detailed process is provided in Policy.

Assessor records results using unit re-
sult sheet and reports results in student 
file at the end of every unit for 20-week 

period. If the student has failed 50% 
or more Course units or course work, 

the CEO identifies that the student has 
breached course progress and sends 

ITR (written correspondence) via email 
/ post.

STUDENT BREACH (Intention to 
Report Letter) 

20-week period

The student receives ITR correspon-
dence from Novus Education to access 
intervention. If student attends interven-
tion and catches up with course, student 

will be removed from reporting list. 
Detailed intervention process is provid-
ed in Policy. If the student does not take 
appropriate steps, and meets reporting 
criteria as per Course Progress Policy, 

the student is reported in PRISMS. 
Detailed process is provided in Policy.
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Novus Education will report a course progress breach in PRISMS in accordance with section 19(2) of the ESOS Act as per the 
following criteria for the enrolled course (s). 

 Z Not achieving satisfactory course progress (i.e., failing 50% units / course work in 20 weeks) in a study period, and 
 Z the internal and external complaints processes have been completed and the decision or recommendation still sup-

ports the student breach, or 
 Z the overseas student has chosen not to access Novus Education’s internal complaints and appeals process within the 

20-working day period, or
 Z the overseas student has chosen not to access the external complaints and appeals process, or 
 Z the overseas student withdraws from the internal or external appeals processes by notifying Novus Education in 

writing.

The CEO reports the student by using 
PRISMS. The Campus Manager sends 

PRISMS reported activity via post / 
email. 

The CEO sends the student with 
Cancellation of eCOE notice along with 
immigration obligations of the student 

and PRISMS notice.

Student is reported via PRISMS. 

Student is no longer the accepted stu-
dent with Novus Education at this stage.  

Student receives PRISMS activity via 
email/post that explains the student of 

implications and contacting immigration 
asap.  

Note: This is a general overview as the whole process is captured in considerable details in our Policies and Procedures on 
Academic Course Progress and Intervention. 

SECTION 3

COURSE PROGRESS INTERVENTION POLICY & PROCEDURE

POLICY

POLICY SCOPE

In addition to Academic Course progress policy and procedure, Standard 8 of the National Code 2018 requires Novus Education 
to have a documented intervention strategy policy and procedure. The intervention strategy policy has been drafted to identify and 
assist students at a risk of not satisfactorily meeting program progress requirements. For coursework students, at a minimum the 
intervention strategy will be activated where the student has failed at least 1 unit of competency or 3 Consecutive Assessment Tasks 
in a study period. 

This Policy only applies to International Students and Novus Education staff identified in the Policy. 
Since the Intervention is very important, the following questions and answers are provided so that the Student understands in simple 
language what intervention is and when it is activated and how it helps the student. The intervention may have possible implications 
on study duration, course completion and student visa. The Intervention policy will be implemented throughout the course as per 
Academic Course Progress Policy and procedures and Intervention Strategy Policy and Procedures.

What is the meaning of “intervention Strategy”? 

Dictionary Meaning of Intervention: to take part in something to prevent or alter a result or course of events. 
Our intervention simply means that Novus Education will intervene if the student has failed a unit of competency. Novus Educa-
tion directly intervenes not to punish, but merely to help and assist the student in catching up with the Course. Failing a unit of 
competency means that the student cannot complete the entire course within a time frame specified in the eCoE. 
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How will the student will know that Novus Education is implementing its Intervention strategy? 

What should the student immediately do after receiving an intervention-related correspondence? 

Once the identified student responds to Novus Education how The RTO will help the student in catching 
up with the study? 

What help is available to students as per Novus Education Intervention Policy & procedure?

Novus Education systematically makes results for every unit of competency / assessment task. If the student fails the unit or 
tasks, Novus Education invites the student for a chat via email and written correspondence, explicitly mentioning that Intervention 
Strategy has been activated. So, the student will receive written correspondence. 

First, the Student must not feel anxious after receiving the letter. The student should immediately get in touch with Novus Educa-
tion Officer listed on the Intervention letter. The student can ring the officer or come for a friendly chat at Novus Education campus. 

First, Novus Education will conduct a diagnosis as to what factors lead to the student’s poor course progress. For example, the 
student may feel homesick; the student might face difficulties relating to accommodation, the student might not understand some 
aspects of the course etc. 
So, this step allows the Student to provide reasons explaining course progress. Depending on the reasons provided, Novus 
Education will designate a support officer to help the student until the student is back on track. Detailed information is provided 
in the Intervention Steps. 

Once, the student explains the reasons for falling behind in the course; Novus Education will help students using the following 
means: 

 Z Novus Education can provide additional trainer/assessor contact
 Z Novus Education can offer extra classes to the identified student (s) while giving the student the exact timetable for extra 

classes. This will allow the student to focus on their academic weaknesses while getting individualised help from our 
trainers and assessors and other support staff. 

 Z Novus Education trainers can provide extra off-campus support via phone, Zoom and email whenever students feel stuck 
during a task. This will allow you to gain immediate help so that you can move on in your assessment task. We believe 
that sometimes, even little external guidance can help the student to finish the whole work. Slowly, the student can gain 
momentum in his / her independent task completion. 

 Z Novus Education can make a study group for the student. This is a great way to study while collaborating as the group.  
 Z Novus Education assessors can make reasonable adjustments during assessment processes. Our adjustments are 

mentioned in our student handbook. For example, giving extra time to identified students to complete a test, presenting 
assessments using alternative modality (e.g., presenting verbal material visually, reading out assessment orally etc.).

Novus Education can alter your course length by adjusting study load on eCoE. This can only happen in limited circumstances. 
List of circumstances:  

 L There are compassionate or compelling circumstances, as assessed by Novus Education by verifiable evidence, 
 L Novus Education has approved deferral or suspension of the overseas student’s enrolment as per the Policy on 

Deferring, suspending or cancelling the overseas student’s enrolment.

 Z Novus Education staff can provide personal and study counselling. Personal counselling example is: 

 L having a friendly chat with the student, 
 L helping the student to form a study group, 
 L referring the student to specialist external help if a serious condition has been identified, 

 Z Novus Education can assist students with issues outside Novus Education. For example, student accommodation prob-
lems, assistance with information regarding health professionals etc. 
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 Z Novus Education has transition support available for students who are finding it difficult to adjust to the Australian study 
environment. This support might include Novus Education having a chat with the student, forming a group of like-minded 
students, referring students to their local communities outside Novus Education and around their suburbs of accommo-
dation. 

 Z Novus Education Trainers and assessor will provide study tips. For example, study tips to do practical tasks whereby the 
students will be assigned simulated roles to give a real feel of the assessment task. Other methods are also employed 
based on the individual problem identified.  

 Z All of the above in some combination.

How about if Novus Education has made any error in making the student results or marking the student’s 
assessments? 

What members of Novus Education staff students can be contacted without hesitation? 

What if the student does not access Novus Education Intervention after failing a unit of competency? 

Once, the Student responds to the Intervention letter, what steps are taken as per the Intervention Policy & 
processes? 

If the student thinks that there has been an error in preparing student results or some error in marking the Assessment, the Stu-
dent can APPEAL the assessment decision within 20 -working days of the result release. Since, human error is possible, Novus 
Education is happy to re-look at your results and assessment marking in response to your appeal. Moreover, Novus Education 
re-examines student results for those who have failed the unit (s) of competency, ensuring that results are accurate, and students 
are not disadvantaged due to the error made by the assessor. 

Students can always contact their respective trainers and assessors (using email, phone, Zoom). Additionally, the Students can 
contact the CEO (Vipin Dhingra) during college hours. 

If the student does not respond to Novus Education intervention and continues to fail, the student is at a risk of not finishing the 
course within time frame specified on the eCoE. Eventually, student will be in Breach of Course progress and will be reported. 
Hence, our intervention is not designed to punish a student, but to assist the student. 

STEP NO. INTERVENTION STEPS

1 Student has responded to the Intervention letter 
within time frame specified on the letter

Student will have a chat with the Staff members iden-
tified on the notice of Intervention. 

2

Novus Education CEO will Diagnose or identify 
the issues the student is facing. Documentary evi-
dence is examined in order to prepare an individu-
alised Individualised Support Plan for the student. 
The CEO will gain evidence from the Student and 
anecdotal evidence from their trainers and asses-
sors. 

The Student will provide Novus Education staff with 
detailed reasons and documentary evidence in sup-
port of the reasons. Documentary evidence includes 
medical certificate, other evidence of hard ships, ev-
idence of personal or family issues that are beyond 
the student’s scope of control. Novus Education staff 
will sensitively listen to the student’s problems. 

3
Novus Education CEO will ask the student as to 
how Novus Education can bring the student back 
on track with course progress. 

This is the student’s opportunity to tell the staff about 
how he / she can be helped. We believe that the stu-
dent is the best judge of how they can be helped. 

4

Once, the student provides their expectations as 
to how we can help them, Novus Education staff 
will align the available support with the support the 
student expects. 

This is the student’s time to collaborate with Novus 
Education’s staff to agree on an Individualised Sup-
port Plan. 
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5

The College CEO and the identified student make 
an Individualised Support Plan while collaborating 
with each other. 

Question 6 covers the extent of support that No-
vus Education has in place. However, the type of 
support will be negotiated with the student as per 
their needs and expectations on individual basis. 

A copy of the Individualised Support Plan is provided 
to the student. For example, Individualised Support 
Plan will include what help is provided, how the help 
will be provided, who will provide the help and when 
the help will be provided. Individualised Support Plan 
will also include short-term and long-term goals for 
the student and Novus Education staff. In short, the 
Individualised Support Plan will have Timetable and 
goals of the plan. 

6 The Individualised Support Plan is executed and 
implemented. 

Weekly goals are assessed by the Assessor and the 
student. 

7 If the Individualised Support Plan works, no 
amendment is made till the Student is on track. 

Regular goals of the Support are met by the student 
and assessor till the student achieves satisfactory 
course progress. 

8
The student and Novus Education CEO make 
modifications to the Individualised Support Plan if 
the goals of the plan are not met for some reasons. 

The student provides feedback and reasons for not 
meeting the goals of the Individualised Support Plan. 
The reasons are evaluated, and some modifications 
are made to the Individualised Support Plan. 

9

Once, the student has reached all milestones of 
the Individualised Support Plan, the student is 
re-assessed in the unit of competency. If the stu-
dent achieves competent grade upon re-assess-
ment, the student Intervention will be concluded. 

Upon achieving the competent grade, student Inter-
vention including the Individualised Support Plan will 
be concluded.

10

Novus Education CEO will alert its trainers and as-
sessors to make some adjustments to the training 
and assessment strategies while adopting helpful 
strategies from the Individualised Support Plan.

The Student is back on track and progresses as per 
the eCoE. However, Novus Education trainers and 
assessors will modify their style so that the student is 
always on the track. 

11
The CEO records all notes and re-assessment 
results on the Student file and PRISMS (if and 

when applicable). 

Novus Education Trainers and assessors and other 
support staff consistently monitor the identified 

student. 
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