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ELICOS Course Progress Monitoring Policy 

 
National Code 2018 Standard 8 

Overseas student visa requirements 
 

Purpose 
This policy outlines the procedures adopted by Evolution English Language Centre (EELC) to oversee 

students' course progress including recording, monitoring, assessing the course progress and 

counselling of each student in accordance with Standard 8 of the National Code. 

 
Rationale 
To ensure that students make satisfactory course progress and to meet regulatory requirements, 

EELC must have a clear process for monitoring student academic progress and reporting on progress 

as outlined in Standard 8 of the National Code 2018. 

Legislative Context 

• The Educational Services for Overseas Students Act (ESOS): 2000 

(section 19) The National Code of Practice 8 Associated Standards 

• The Migration Act 1958, Student Visa Conditions 8202 
 

Scope 
The policy is observed by all EELC ELICOS teachers and members of the management team.  

 

Definitions  
 

Item Definition 

Monitoring Monitoring refers to the active checking of course progress. 

The purpose is to allow EELC to identify and offer support to 

students at risk of not progressing at a satisfactory pace. 

Students who are not making satisfactory course progress are 

reported to the Department of Home Affairs through PRISMS. 

Unsatisfactory Progress Unsatisfactory Progress is defined as below a Pass Grade 

(50%) across all four macro-skills for any level student is 

currently studying at, based on the results of a progress 

test. Progress test is conducted every 5 or 6 weeks 

(determined by the level at which student is currently 

studying).  

Failure to participate, submit assignments and 

homework are also seen as factors contributing to 

unsatisfactory progress.  
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Study Period / Term A Study Period is the period required to complete one English 

level which is equivalent to 12 weeks.  

 

Policy 
In keeping with Standard 8 of the National Code 2018 student progress is routinely monitored 
to ensure that students are on target to complete the course to the level required and to 
identify any students who are at risk of not completing the course to the required level so 
that an intervention plan can be put in place. Teachers will inform the students that the 
assessment is being conducted as part of their ongoing assessment and the results will be 
recorded on a Student Assessment Record Card, which will be provided to students upon 
completion of each level of General English Course.  

 

Procedure for keeping students informed of their assessed progress 
throughout the course 
 
Student’s academic experience at EELC starts with a placement test, which is part of the Day 
One orientation. Outcomes of the test are compiled in a report (Placement Test Results Form) 
and given to the student as well as made available to their class teacher. The results are also 
recorded on the Student Assessment Record Card.  
 
Students whose placement test result indicates that the level of their English skills is low and 
may therefore mean that student will not be able to complete their course within the period 
specified in their Confirmation of Enrolment will be counselled and a new study plan will be 
agreed upon. This may include extending their enrolment to accommodate their learning 
needs.  
 
At this stage of enrolment, students having special needs will be identified and their class 
teacher informed in order to make adjustments to course content to accommodate their 
individual needs.  
  
During their course students will receive oral feedback from their teacher on their 
performance in class. These weekly academic counselling sessions with the teacher provide a 
great opportunity to discuss student’s progress and strategies for further improvement where 
needed. Notes from each counselling session are recorded on the Student Assessment Record 
Card, which students are required to initial.   
 
The results of all weekly tests and mid-course and end-of-course assessments will be recorded 
on the Student Assessment Record Card. This assessment data will be made available to all 
teachers involved in the student’s education. At the completion of each 12-week cycle (at 
Starter, Elementary and Pre-Intermediate levels) and each 10-week cycle (at Intermediate, 
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Upper-Intermediate and Advanced levels) this report is given to student and a copy is kept on 
record by EELC.    
 
Additionally, students who may need further consultation are strongly encouraged to 
approach their teacher and/or make an appointment with the Academic Manager to discuss 
their concerns.  
 
Students seeking advice on undertaking further study at EELC and/or at other education 
providers are encouraged to speak to the Academic Manager who can provide a 
comprehensive consultation and devise a personalized study pathway for each particular 
student depending on their current learning abilities and future academic goals.  
 

Student Assessment Record Card (Progress Report) 
 
Students are formally informed of student course progress at the completion of each 10/12-
week cycle of the course. At the end of Week 10/ 12 assessment, students are given a scanned 
copy of their own progress report, and the original is kept by the school.  For students who 
enter mid-course, it is at the end of Week 10/12 that they receive a copy of this document.   
A student initial is required to show acknowledgement of their weekly  results and counselling 
with their teacher and an additional a signature is needed at the end of week 10/12 when 
student receives a copy of the card to keep.  
 
Monitoring of course progress  
 
EELC monitors and records the progress of each student in the course in which they are enrolled and 
assesses each student’s progress throughout each study period of their course. It has an intervention 
strategy for students who are not making satisfactory course progress. The intervention strategy 
includes: 

• Procedures for contacting and counselling students 

• Strategies to assist identified students to achieve satisfactory course progress 

• The process by which the intervention strategy is activated 

The intervention strategy includes provisions for: 

• Receiving additional support in the form of extra homework activities, having individual 

tutorial from a teacher, attending extra support classes or receiving mentoring form a 

fellow student and/or repeating the level student is currently studying at  

• Where appropriate, advising students on their suitability for level they are currently 

studying at and transferring student to a lower level class   

• Advising students that unsatisfactory course progress in two consecutive study periods 

could lead to the student being reported to Department of Home Affairs and their visa 

being cancelled, depending on the outcome of any appeals process. 
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Intervention 

If a student is identified as at risk of making unsatisfactory course progress before the end of the 

study period, the intervention strategy is implemented as early as practicable.  

If a student is identified as not making satisfactory course progress within the compulsory study 

period, EELC notifies the student of its intention to report the student to the Department of Home 

Affairs for unsatisfactory progress. 

The written notice of intention to report the student for unsatisfactory progress informs the student 

that they are able to access the EELC complaints and appeals process under Standard 8 of the 

National Code and that the student has 20 working days in which to do so. A student may appeal on 

the following grounds:  

• EELC’s failure to record or calculate a student’s marks accurately; 

• Compassionate or compelling circumstances; 

• Where EELC has not implemented its intervention strategy and other policies according to 

documented policies and procedures. 

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

process: 

• If the appeal shows that there was an error in calculation, and that the student actually made 

satisfactory course progress EELC does not report the student and there is no requirement for 

intervention; 

• If the appeals process shows that the student has not made satisfactory progress, but there are 

compassionate or compelling reasons for this lack of progress, ongoing support is provided to 

the student through the EELC Intervention strategy, and EELC does not report the student. 

EELC notifies the Department of Home Affairs through PRISMS as soon as practicable that the 

student is not achieving satisfactory course progress, where; 

• The student has chosen not to access the complaints and appeals processes within the 20 

working day period; or 

• The student withdraws from the process; or 

• The process is completed and results in a decision supporting EELC (i.e., the student’s appeal 

was unsuccessful). 

Note: this Policy must be read in conjunction with the “Grievance, complaints and Appeal Policy” 

– Standard 6 of the National Code) 
 

To ensure fairness, and to ensure transparency, EELC uses the following process for determining the 

points at which the student may have failed to make satisfactory course progress: 

The Student Support Manager monitors and assesses course progress of students by: 

• Reviewing records of weekly formative assessment; 

• Reviewing class participation; 

• Evaluating any mid‐course assessments; 
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• Reviewing the end-of-course assessment; 

• Obtaining feedback from class teacher on individual student 

All teachers and the Academic Manager are required to record and assess the progress of each 

student at the end of each week in order to identify students at risk of not progressing (see above 

Student Assessment Record Card)  

If the Academic Manager identifies a learner as being at risk of not meeting their course progress 

requirements, the Academic Manager provides an appropriate Early Intervention strategy  

EELC has procedures in place for designing and implementing intervention strategies to assist 

ELICOS students at risk of failing to achieve satisfactory course progress 

If a student is identified as at risk of not making satisfactory course progress in the required study 

period, the following process is followed: 

a) The student is contacted by email (First Warning Letter- Unsatisfactory Course Progress) 

requesting that they meet with the Academic Manager to develop a strategy to ensure that the 

student maintains satisfactory course progress and understands the repercussions of not 

maintaining satisfactory course progress  

b) The implications of not meeting the course progress requirement are discussed with the student 

and an Intervention Strategy is implemented no longer than 5 days after the meeting.  

c) Student’s course progress is closely monitored through weekly meetings with class teacher and 

intervention approach is adjusted if required.  

d) Academic Manager generates Second Warning Letter- Unsatisfactory Course Progress where 

student continues to underperform despite the intervention and requests a meeting with 

student where they discuss reasons for student’s continuing unsatisfactory progress. Student is 

also informed that demonstrating further underperformance will result in receiving a 

Notification of Intent to Report 

 

EELC has procedures for reporting students who are not making satisfactory course progress, 

and therefore in breach of their visa requirements, to the Department of Hou (via PRISMS). 

The following process is followed when reporting a student for breach of their visa requirements due 

to unsatisfactory course progress (Refer to the “PRISMS ‐ EELC User Guide” for assistance in the 

following process): 

a) If an appeal is lodged, wait until the appeal is heard and finalised before progressing; 

b) If no appeal is lodged or an appeal has been lodged and is not upheld, the Student Services 

Manager of intent to record the breach on PRISMS; 

c) The Group General Manager checks all the facts and documentation related to the case and, 

when everything is in order, authorises the report to be entered into PRISMS; 

d) The Student Services team follows “PRISMS ‐ User Guide” to report the breach. 

 

Reporting 
Reporting a student for unsatisfactory course progress occurs only when the student has been 
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identified as not making satisfactory course progress study period, and the student has not made a 

successful appeal against this assessment. 

When a student is reported for unsatisfactory course progress the Department of Home Affairs may 

cancel the student’s visa. The Department of Home Affairs relies on EELC’s report of unsatisfactory 

course progress, and the report cannot be made until EELC has completed the complaints and 

appeals process. Students who are dissatisfied with the provision of a complaints and appeals process 

may lodge a complaint with the Department of Home Affairs or the International Students 

Ombudsman. 

Section 19(2) of the ESOS Act 2000 requires EELCs to report the student for unsatisfactory course 

progress ‘as soon as practicable’ after the breach occurs. EELC best practice is to report the student 

through PRISMS within five days of finalising the decision to report. 

EXPLANATORY NOTES 

 

Compassionate or compelling circumstances 

Compassionate or compelling circumstances are circumstances that are beyond the control of the 

student and that have an impact on the student’s capacity and/or ability to progress through a 

course. Such circumstances could include: 

• Serious illness or injury, with a medical certificate stating that the student was unable to 

attend classes; 

• Bereavement of close family members such as parents or grandparents (where possible a 

death certificate should be provided); 

• Major political upheavals or natural disasters in the student’s home country requiring the 

student’s emergency travel, which then impacts adversely on their studies; 

A traumatic experience, which could include but is not limited to: 

• Involvement in or witnessing of an accident; 

• A crime committed against the student; 

• The student being witness to a crime, which impacts adversely on the student (these cases 

should be supported by police or psychologists’ reports). 

Please note that the above are only some of examples of what may be considered 

compassionate or compelling circumstances. EELCs are asked to use their professional 

judgment and to assess each case on its individual merits. When determining whether 

compassionate or compelling circumstances exist, EELCs should consider documentary 

evidence provided to support the claim. EELCs should keep copies of these documents, 

together with a record of why the decision was made, in the student’s file. 

 

Erratic course progress as a potential indication of non‐bona fide students 

If the EELC suspects that a student is not a bona fide student, the EELC may cancel the student’s 
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enrolment, as allowed under Standard 9 of the National Code 2018. However, EELCs must ensure 

that prior to enrolment students were made aware of the grounds on which cancellation of 

enrolment may occur, as required under Standard 2,3 and 8 of the National Code 2018.1f, for 

example, a EELC takes erratic course progress into account 

 

Monitoring course progress for reporting purposes and for completion within the duration 

Standard 8 of the National Code 2018 requires the registered EELC to have and implement 

documented policies and procedures for monitoring the course progress of each student to ensure 

that at all times the student is in a position to complete the course within the expected duration as 

specified on the student’s CoE. While monitoring progress against the course duration is a separate 

requirement to monitoring course progress for reporting purposes, there may be some overlap in 

procedures. For example, an EELC’s course progress procedure may require that at the end of each 

study period each student’s results are checked to determine course progress for that study period. 

In order to avoid duplication of effort, at the same time the EELC may also check each student’s 

progress towards completion of the course within the specified duration. 

 
Responsibilities & Action 
The EELC Management team is responsible for assessing application for transfer and approving or not 
approving for students willing to transfer to another EELC before completing 6 months of principle 
course of study at EELC. All documents will be maintained and kept on the student file within the 
Student Management System as well as a register held by the RTO Compliance Officer.  
 

Related documents: 

Complaints and Appeal Policy and Appeal Form 
Warning Letter 1 and 2 Template in AXcelerate 

Notification of Intent to Report Template in AXcelerate 
Student Assessment Record Card 
Intervention Strategy Agreement  

Placement Test Report  
 

 FURTHER INFORMATION and REFERENCING 
ESOS Act 2000 – Sections 19,20 and 21 (Part 3 Division 1 – Obligations on 

registered providers) 

National Code 2018 

PRISMS helpline 61 2 6123 7558  


