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Policy Context 
 

Registration Manager Australian Skills Quality Authority (ASQA) 

Conditions of Registration 
2025 Standards for RTOs, Compliance Requirements, and applicable 
ESOS / CRICOS requirements where relevant 

Codes and Standards 
2025 Standards for RTOs – Outcome Standards 2.1, 2.3, 2.4 and 4.4; 
ESOS National Code 2018 – Standard 8; student support and 
wellbeing obligations where relevant 

Legislation or Other 
Requirements 

National Vocational Education and Training Regulator Act 2011; 
Education Services for Overseas Students Act 2000; Privacy Act 1988 

Related Documents 

International Student Admissions and Enrolments Policy and 
Procedure; Monitoring Student Attendance Policy and Procedure; 
Student Support and Wellbeing Services Policy and Procedure; 
Deferral, Suspension or Cancellation of Student Policy and 
Procedure; Complaints and Appeals Policy and Procedure; Critical 
Incidents Policy and Procedure; Continuous Improvement Policy and 
Procedure 

 

1. Purpose 
This policy and procedure sets out how MBC monitors course progress and implements timely 
intervention strategies to support students who are at risk of not making satisfactory progress through 
their course. 

2. Objective 
The objective of this policy and procedure is to ensure that MBC: 

• monitors student progression in a systematic and documented way; 
• identifies students at risk early enough for meaningful support and intervention; 
• implements fair, reasonable and evidence-based intervention strategies; 
• maintains appropriate records, communication and review processes; and 
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• meets its obligations under the 2025 Standards for RTOs and, where applicable, ESOS / National 
Code requirements for overseas students. 

3. Scope 
This policy applies to all MBC students, including overseas students studying on a student visa, and to 
all staff involved in training, assessment, student support, administration, compliance and academic 
oversight. 

4. Policy Statement 
MBC is committed to structuring, pacing and monitoring training and assessment so that students are 
supported to progress and complete their course within the expected duration, unless an approved 
variation or extension applies. 

MBC will identify students at risk of unsatisfactory course progress through regular review of 
participation, assessment outcomes, unit completion, trainer feedback, support indicators and other 
relevant evidence. 

Where a student is identified as being at risk, MBC will implement documented intervention strategies 
appropriate to the student’s circumstances and monitor the effectiveness of those strategies. 

5. Indicators of Risk 
A student may be identified as at risk of unsatisfactory course progress where one or more of the 
following indicators apply: 

• non-submission or repeated late submission of assessment tasks; 
• repeated not yet competent outcomes, failed assessments or incomplete units; 
• poor engagement in scheduled learning and assessment activities; 
• extended absence, repeated unexplained absences or disengagement from contact with MBC; 
• language, literacy, numeracy, digital literacy or wellbeing issues affecting performance; 
• trainer, assessor or support staff concerns about the student’s capacity to progress; and 
• a pattern of results indicating the student is unlikely to complete in the expected duration without 

additional support. 

6. Intervention Principles 
Intervention strategies will be timely, documented, student-centred and proportionate to the level of risk 
identified. 

Intervention may include one or more of the following: 

• academic counselling and progress meetings; 
• additional tutorial or learning support; 
• LLND or study skills support; 
• adjusted assessment scheduling within policy limits; 
• referral to student support, wellbeing or external specialist services; 
• closer monitoring by trainers, assessors or student support staff; and 
• an agreed written intervention plan with review dates and responsibilities. 

7. Responsibilities 
MBC management, trainers, assessors, student support and administration staff share responsibility for 
monitoring and responding to course progress risks. 
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Role Responsibilities 

CEO / Management 
Approve and oversee implementation of this policy; ensure systems, 
staffing and review processes are in place; monitor significant issues 
and corrective actions. 

RTO Manager / 
Compliance 

Coordinate course progress monitoring systems, records, 
communication and compliance oversight; escalate reportable matters 
where required. 

Trainers / Assessors 
Monitor student participation and assessment progress; identify risks 
early; provide feedback; refer students for intervention and contribute to 
progress reviews. 

Student Support / 
Administration 

Record concerns and interventions, contact students, assist with 
meetings and support referrals, maintain files and update relevant 
systems. 

 

8. Procedure 
The following process applies where course progress is monitored and intervention is required: 

Step Procedure Responsibility Reference 

1 

Student progress is monitored through assessment 
outcomes, unit completion status, trainer observations, 
participation records, student contact and other relevant 
academic or support information. 

Trainer / Assessor / 
Student Support 

Student records; 
SMS; LMS 

2 

Where a student is identified as at risk, the concern is 
recorded and referred for review. Initial contact is made 
with the student to discuss the issue and arrange a 
progress meeting if required. 

Trainer / Student 
Support / 

Administration 

At-risk record; 
communication 

log 

3 

MBC reviews the student’s circumstances and 
determines an appropriate intervention strategy. A written 
intervention plan may be issued, including actions, 
support measures, timelines and review dates. 

RTO Manager / 
Student Support / 

Trainer 
Intervention plan 

4 

The student’s progress is reviewed against the 
intervention plan. Outcomes and follow-up actions are 
documented. Where progress improves, monitoring 
continues under normal processes. Where progress does 
not improve, further action is considered in line with MBC 
policies and any applicable ESOS reporting 
requirements. 

RTO Manager / 
Compliance / 
Management 

Progress review 
notes; PRISMS 

where applicable 

5 

Trends, recurring issues and effectiveness of 
interventions are reviewed through management and 
continuous improvement processes to strengthen support 
systems and course delivery practices. 

Management 
Continuous 

Improvement 
Register 

 

9. Overseas Students and Reportable Matters 
For overseas students studying on a student visa, MBC will monitor course progress in accordance with 
its ESOS and National Code obligations. 

Where an overseas student is at risk of not making satisfactory course progress, MBC will implement 
and document intervention in a timely way. Where unsatisfactory course progress is determined and 
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reporting is required, MBC will follow the applicable notification, appeal and PRISMS reporting 
requirements. 

10. Continuous Improvement 
This policy and procedure supports regular review and improvement of course progress monitoring, 
intervention strategies, student support systems and associated records. Management review may 
consider trends in assessment outcomes, unit completions, interventions, student feedback, complaints, 
critical incidents and other indicators relevant to student success and compliance. 

11. Confidentiality and Privacy Statement 
For more information, refer to MBC’s Privacy and Confidentiality Policy and Procedure. Information 
collected or recorded under this policy will be handled in accordance with privacy, confidentiality, 
recordkeeping and procedural fairness requirements. 

12. Publication 
This policy, once approved, will be made available to relevant staff and students through approved 
document locations, student information channels, staff induction and on request. 

13. Review Processes 
This policy and procedure will be reviewed at least annually, or earlier where legislative, regulatory, 
operational or organisational changes require amendment. 


