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1. Copyright Disclaimer

Not applicable.

2. Document Control

Owner CEO
Stakeholders All enrolled students

Approving Body Academic Board

Version History

Version Date Description
Draft Version 0.1 | 1° October 2020 | Provided by Higher Education Leadership Institute (HELI).

Draft Version 0.2 | 17™ March 2022 | Contextualised to Nova Anglia College requirements by Ms. Harpreet Kaur.

Draft Version 0.3 7% July 2022 New template applied by Ms. Carmen Ralph.

Reviewed by the Executive Management Committee and amended by
Ms. Carmen Ralph as per the Executive Management Committee
meeting minutes as follows: added definitions for “semester” and
“period of study”/”study period”; included in Section 6.4 (Requirements
16" September | to Attain Minimum Academic Standards) reference to the information
2022 prospective and current student receive in the Letter of Offer, the
Written Agreement, the Student Handbook and during Orientation; and
included in Section 9 (International Students Course Progression)
information about notifying students at risk and sending them
communications.
Amended by Ms. Carmen Ralph as per the minutes of the Academic
Board meeting as follows: changed in Section 6.4 (Requirements to
29t September | Attain Minimum Academic Standards) the statement “Not more than one
2022 failure in a particular unit of study” to “Not more than one failure in a
particular unit of study in one academic year”; and included new
definitions of “study period” in Section 12 (Definitions).
Students communications in Section 9 (International Students Course
Progression) and Section 13 (Related Documents) updated by Ms.
7th Novemnber Carmen Ralph to refer to the Warning Letter Regarding Student at Risk
Version 1.1 2022 of Not Maintaining Satisfactory Course Progress and the Notice of
Intention to Suspend/Cancel Enrolment of Student at Risk of Not
Maintaining Satisfactory Course Progress as per the minutes of the
Executive Management Committee meeting.
Amended by Ms. Carmen Ralph as per the minutes of the Board of
29" November | Directors meeting as follows: changed the campus address from Suite 28,

Draft Version 0.4

Version 1.0

Version 1.2 . , .
ersion 2022 Level 3, 240 Queen Street, Brisbane City QLD 4000 to 29 Amelia Street,
Fortitude Valley QLD 4006.
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Ms. Carmen Ralph added information about the Aboriginal and Torres

Version 1.3 23 March 2023 | Strait Islander Peoples Education Policy to Section 6.4.2 Early Intervention
Strategies).
Version 1.4 20" March 2024 | Added Provider ID and updated header.

Updated Section 6.5.1, 7.2 as per the TEQSA CRICOS Audit Report,
approved by BOD without amendments on 24" May 2024.

Versionl.6 20 August 2024 | CRICOS code added

Versionl.5 20th May 2024

3. Approval, Publication and Review

3.1 Approval

This Student Progression and Exclusion Policy and Procedure was reviewed and approved with amendments by the
Executive Management Committee in the meeting held on 16" September 2022. Further, this policy was approved
with amendments by the Academic Board in the meeting held on 29t September 2022.

3.2 Publication

This Student Progression and Exclusion Policy and Procedure will be made available to individuals, including current
and prospective students seeking to enrol in Nova Anglia College, by publication on the website at www.nac.edu.au.
Alternatively, a copy of this document can be requested by contacting the Registrar Office at registrar@nac.edu.au.

3.3 Review

Nova Anglia College’s policies are reviewed on a regular basis. The review cycle may vary depending on the type of
policy and its scope, but every year would be typical, and there must be no more than three years between policy
reviews.

Next review date: March 2026

4. Purpose

Nova Anglia College (hereinafter referred to as “NAC”) has designed this policy to detail the rules for meeting course
progression requirements and to define the grounds for exclusion of a student due to lack of satisfactory academic progress.

NAC requires that the academic achievement of each student is monitored so that students who are determined to
be ‘at risk’ can be provided with advice and support to ensure successful course completion whenever possible.

5. Scope

The scope of this Student Progression and Exclusion Policy and Procedure includes all students enrolled at NAC.

6. Policy

This policy evinces the commitment of NAC to assist students to complete their qualification in given timeframe.
All the students are ultimately responsible for their own academic progress.

NAC will ensure sure that adequate feedback and support are provided to students at an early stage to help them
complete their course in a timely manner.
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Students must meet the completion requirements of a course within a prescribed number of years from the date of
first enrolment. The rationale for placing a timeframe on course completion is to ensure that the qualification
awarded reflects currency of knowledge and skill.

6.1 Number of Years to Complete a Course

The number of years allowed to complete the requirements of a course is listed in the table below. The time elapsed
will be calculated from the date that the student commenced their first study period. After two study periods of
inactivity, NAC will send students a courtesy reminder to notify students of the maximum time to complete.

Course

Bachelors Of Electric Vehicle Technology 6

6.2 Extension of Time Requested by Students

Students who are able to demonstrate compassionate or compelling circumstances are the reasons for failing to
complete a course within the prescribed study period and can reasonably be expected to meet the course
requirements within two additional study periods may request an extension of time. Each application will be
considered on its merits and with reference to the student’s academic performance to date.

Students can request an extension of time in writing by sending an email to the Course Coordinator at least one
study period prior to the expiry of the student’s prescribed time to complete the course. The request must include
reasons and evidence for the student’s inability to complete the qualification in the prescribed time.

The Course Coordinator will provide a written response to the student within 20 working days outlining their decision
and informing the student of their right to request a review of the decision.

Students on an approved deferment or suspensions of study are eligible for an extension of enrolment, however
these students must be advised to contact the Department of Home Affairs (DoHA) in relation to any potential impact
on their student visa, including that they may need to apply for a new visa.

All approved deferments and suspensions of study are reported to the DoHA via PRISMS.
Extension Not Granted

Students cannot exceed the duration of their COE to students who cannot demonstrate genuine compassionate or
compelling circumstances (with evidence) as the reason for not meeting their course progress.

To be eligible for an extension the student should be on or in the process of being approved for an intervention
strategy.

6.3 Failure to Complete the Course within the Time Limit

Students who fail to complete course requirements within the specified time limit (including any extension of time
granted) will have their enrolment cancelled and a notice stating that “the maximum time to complete the course
has been exceeded” will appear on the final record of results issued to the student. The student will be advised in
writing of the decision to cancel their enrolment and will also be advised that they can request a review of the
decision within 20 working days from receiving notification of the decision to cancel their enrolment.

6.4 Mode of delivery for international students

NAC will deliver courses only through face-to-face instruction through various teaching methods such as practical
workshops, classroom-based learning, online projects (in class) and assignments. However, even in rare situations if
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it arises, NAC will not deliver more than one-third of the units (or equivalent) in a course for overseas students
through online or distance learning. NAC will also ensure that overseas students, study at least one unit that is not
delivered by distance or online learning in each study period, except if it is the last unit of their course.

6.5 Requirements to Attain Minimum Academic Standards

Students are required to attain the following minimum academic standards to be deemed to maintain satisfactory
academic progress in a course:

e Not more than one failure in a particular unit of study in one academic year; and/or
e Not fail 50% or more of the units attempted in a study period.

The Course Coordinator monitors the academic performance of each student against the minimum academic
standards and reports to the Dean the students whose records in the student management system (SMS) show that
attendance and/or assessment results do not meet the minimum criteria for passing the unit.

Where a student has failed to meet the minimum academic standards the Course Coordinator will deem that student
as being ‘at risk’.

Information about requirements to attain minimum academic standards and the obligation to maintain satisfactory
course progress is given to students, both prospective and current, in the Letter of Offer, the Written Agreement,
the Student Handbook and it is reinforced during Orientation.

6.5.1 Students Deemed ‘at Risk’

Students are deemed ‘at risk’ in the following circumstances, but not limited to:

e failure to maintain sufficient academic progress towards completing the course requirements within the
prescribed maximum course duration or, for international students, within the Confirmation of Enrolment (CoE)
time frame;

e special or alternate enrolment arrangements.

e failure in a particular unit of study for the second or third time.

e failure in a pre-requisite unit of study.

e failure in more than 50% of enrolment.

e failure to respond to intervention strategies.

e not submitting assessments.

e not engaging in class activities;

e history of unsatisfactory academic progression in previous colleges; and
e Attendance below 70% in respective study period.

6.5.2 Early Intervention Strategies

An early intervention strategy is implemented in case a student is at risk of not completing a course within the prescribed
maximum course duration or, for international students, within the Confirmation of Enrolment (CoE) time frame.

An Early Intervention Form has been developed to support the students in various academic or non-academic related
matters. The students might be struggling to make satisfactory academic progress due to non-academic issues. These
particular issues might include, but not be limited to, financial problems, accommodation, mental health, physical
or mental disabilities, or transitioning to a new academic environment or a new living standard and style in Australia.
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This Early Intervention Form recording the details of the academic and/or non-academic counselling session will be
completed and signed by the Course Coordinator and the student. The form will be stored on the student’s file.

The Course Coordinator will contact each student who is deemed to be ‘at risk’ and arrange an appointment for an
academic counselling session. The student will also be advised of the possibility that conditions may be placed on
their enrolment.

During the academic counselling session, the Course Coordinator and the student will determine what additional
support will be provided to the student and the early intervention strategy will be put in place. This may include, but
is not limited to, the student:

e entering a learning contract through an early intervention strategy;
e having their course duration/workload revised;
e referral to external English proficiency support services;
e attending a peer/buddy support program;
e attending an access and equity program;
e attending academic skills seminars;
e attending tutorial or study groups;
e receiving individual case management;
e attending additional academic counselling sessions;
e receiving assistance with personal issues hindering academic progress;
e being referred to external student support services;
e receiving academic mentoring; or
e acombination of any of the above.
When providing academic counselling to students at risk, specific consideration will be given to Aboriginal and Torres

Strait Islander students to support them to progress and complete their course. For more information, please refer
to the Aboriginal and Torres Strait Islander Peoples Education Policy.

7. Continuous Failure to Meet Minimum Academic Standards

7.1 Domestic Students

If a student continues to fail to meet minimum academic standards after an early intervention strategy has been put
in place, the Course Coordinator will send the student a Notice of Intention to Cancel Enrolment and will request that
the student provide a written statement within 20 working days outlining the reasons why they should be permitted
to continue their enrolment in the course.

A student who does not submit a written statement by the due date shall have their enrolment cancelled.
The Course Coordinator shall consider the written statement and may:

e cancel the student’s enrolment; or

e permit the student to continue with or without specific conditions.

The Course Coordinator will provide a written statement to the student within 20 working days outlining their
decision and informing the student of their right to request a review of the decision.

A student who is permitted to continue their enrolment in the course under imposed conditions and again fails to
attain the minimum academic standards or breaches the conditions imposed will have their enrolment cancelled
due to unsatisfactory academic progress.
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Students whose enrolment is cancelled due to unsatisfactory academic progress or exceeding the prescribed
maximum time to complete their course and who wish to undertake further study will need to apply at NAC for re-
admission in line with the Student Selection and Admissions Policy and Procedure.

7.2 International Students

International students are expected to complete their course in the prescribed number of years for a student
undertaking a full-time load (i.e., the registered CRICOS course duration) excluding any credit time granted by NAC.
This course duration is noted on the student’s CoE.

The Course Coordinator monitors the academic performance of each student to ensure the student is in a position
to complete the course within the expected duration specified on the students CoE.

Students are monitored against the minimum academic standards (as mentioned in section 6.4) and the course
coordinator will report to the Dean any students who are deemed as ‘at risk’ students.

The college will identify, notify and assist overseas students at risk of not meeting course progress or attendance
requirements where there is evidence from the overseas student’s assessment tasks, participation in tuition
activities or other indicators of academic progress that the overseas student is at risk of not meeting those
requirements.

NAC monitors at risk student attendance to ensure students are on target to finish their course in the specified
timeframe that may be adjusted as part of their intervention strategy.

Where necessary, an intervention strategy will be put in place as described in Section 6.4.2 in this document.
7.2.1 Course Extension

The Course Coordinator may extend the course duration for an international student’s only where the student will not
complete the course within the expected length of time, as specified on the student’s CoE, as a result of:

a) compassionate or compelling circumstances (e.g., illness where a medical certificate states that the student was
unable to attend classes); and/or

b) anintervention strategy being implemented for students who are at risk of not meeting minimum academic
standards.

c) an approved deferral or suspension of the overseas student’s enrolment has occurred under Standard 9
(Deferring, suspending, or cancelling the overseas student’s enrolment).

‘Compassionate or compelling’ circumstances are generally those beyond the control of the overseas student
and which have an impact upon the overseas student’s course progress or wellbeing. These could include, but
are not limited to:

a. serious illness or injury, where a medical certificate states that the overseas student was unable to
attend classes
b. bereavement of close family members such as parents or grandparents (where possible a death
certificate should be provided)
c. major political upheaval or natural disaster in the home country requiring emergency travel and this
has impacted on the overseas student’s studies; or
d. atraumatic experience, which could include:
i. involvement in, or witnessing of a serious accident; or
ii. witnessing or being the victim of a serious crime, and this has impacted on the overseas
student (these cases should be supported by police or psychologists reports)
where the registered provider was unable to offer a pre-requisite unit, or the overseas
f. student has failed a prerequisite unit and therefore faces a shortage of relevant units for which they
are eligible to enrol.
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Where an international student has failed to meet minimum academic standards, the Dean may consider a reduction
in their study load as part of the intervention strategy. All considerations for a reduction in study load due to failure
to meet academic standards will be at the sole discretion of the Dean. In this case, the student must complete a
Reduced Study Load Application Form online at www.nac.edu.au or in PDF format and follow the submission
instructions on the form.

7.2.2 Reporting unsatisfactory course progress

International students who have been deemed to be ‘at risk’ will be notified by the Course Coordinator in writing via
email, with details regarding the arising situation and what appropriate steps to take to maintain satisfactory
academic progress.

If the matter is not resolved, an international student may be issued a Warning Letter Regarding Student at Risk of
Not Maintaining Satisfactory Course Progress inviting him/her to an early intervention meeting.

Following the implementation of an intervention strategy, if an international student fails to meet the minimum
academic standards in a second consecutive study period, the Course Coordinator will send a Notice of Intention to
Suspend/Cancel Enrolment of Student at Risk of Not Maintaining Satisfactory Course Progress to advise in writing of
the intention to report the student to Department of Home Affair through PRISMS for not achieving satisfactory
academic progress.

The student will be advised that they should seek advice from the Department of Home Affairs on the potential
impact on their student visa if they are reported for failure to meet minimum academic standards. The student will
also be advised that they have 20 working days to access the Student Grievance Handling Policy and Procedure if
they wish to do so.

The student has a right to continue their studies in the course during the period of lodging a grievance/appeal and,
if the student lodges a grievance/appeal, during the period the grievance/appeal is being considered.

e After the internal and external complaints processes have been completed and the breach has been upheld.

e Orthe overseas student has chosen not to access the internal complaints and appeals process within the 20
working day period; Or

e the overseas student withdraws from the internal or external appeals process by notifying the registered
provider in writing.

If the student’s appeal is unsuccessful, their enrolment will be formally cancelled, and NAC will report the student
for unsatisfactory course progress to the Department of Home Affairs, through the Provider Registration and
International Student Management System (PRISMS).

A student may apply for re-admission into the course in accordance with the Student Selection and Admission Policy
and Procedure.

8. Academic Literacy and English Language Proficiency

Academic literacy and English language proficiency are important factors in a student being able to satisfactorily
progress through their course.

‘Academic literacy’ refers to the capacity of a student to undertake formal study and to understand and communicate
discipline-specific knowledge. ‘English language proficiency’ refers to the student’s ability to understand and
communicate knowledge effectively in both written and spoken English.
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Higher education providers are responsible for ensuring their students are sufficiently competent in the English
language to participate effectively in their studies!. To assist in the identification of students requiring further
development of their academic literacy and English language proficiency skills, each unit of study during the first
study period in all of NAC’s accredited courses will contain an early formative assessment task in the first third of the
study period. If the outcome for this assessment task is deemed unsatisfactory due to poor academic literacy and
English language proficiency skills, the student will be referred to the Course Coordinator for a more comprehensive
assessment (for more information, please refer to the English Language Proficiency Policy and Procedure).

Following the assessment, the Course Coordinator will put in place an intervention strategy to assist the student to
enhance their academic literacy and English language proficiency skills. This may include:

e undertaking academic skills seminars; and/or

e attending tutorial or study groups; and/or

o referral to external English proficiency support services; and/or
e receiving one-on-one support and academic mentoring services.

Information about support services to assist students to enhance their academic literacy and English language
proficiency skills is provided at Student Orientation prior to the start of a student’s first study period, via the website
and in first year unit outlines. Students may self-refer to student support for assistance with academic literacy and
English language proficiency at any time.

9. Failing a Prerequisite Unit of Study

Course progression rules require that a student who has not passed a prerequisite to commence a particular unit of
study cannot be enrolled in that unit. However, where a student believes that this rule may adversely affect their
course progress, the student may seek a review of this rule by writing to the Dean. The Dean will assess the student’s
academic record and, if the Dean believes the student has a fair chance of success, they may allow the student to
Review of a Decision

A student may request a review of a decision made under this policy. The grounds for a review are that the decision
is inconsistent with this policy. Requests for a review must be made in writing and lodged with the Dean within 10
working days of the student receiving a written notification of the decision. The Dean will respond in writing to the
request within 20 working days and may confirm or vary the decision. All decisions of the Dean in relation to reviews
under this policy will be reported to the Teaching and Learning Committee.

10. Grievances and Appeal

If the student remains dissatisfied with the outcome of their request for a review, he/she may utilise the grievance
process described in the Student Grievance Handling Policy and Procedure.

11. Definitions

Semester: An academic session constituting half of the academic year, lasting for 17 weeks.

Period of Study/Study Period: A distinct period of time throughout the academic year in which teaching is delivered
and students study, including taking exams, marking the assessments and releasing the assessment
results, including non-standard periods of time often resulting from implementing an intervention
strategy for students.

! Higher Education Standards Framework (2021). Standard 1. Student Participation and Attainment [ONLINE]. Available at:
https://www.tegsa.gov.au/hesf-domain-1 [Accessed 8 July 2022].
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12. Related Documents

e Student Selection and Admission Policy and Procedure

e Student Assessment Policy and Procedure

e Student Grievance Handling Policy and Procedure

e Aboriginal and Torres Strait Islander Peoples Education Policy

e Student Orientation

e Student Handbook

e Early Intervention Form

e Letter of Offer

e  Written Agreement

e English Language Proficiency Policy and Procedure

e  Warning Letter Regarding Student at Risk of Not Maintaining Satisfactory Course Progress
e Notice of Intention to Suspend/Cancel Enrolment of Student at Risk of Not Maintaining Satisfactory Course Progress
e Reduced Study Load Application Form

13. Related Legislation

e Higher Education Standards Framework 2021 — Standard 1.1 and Standard 1.3

e National Code of Practice for Providers of Education and Training to Overseas Students 2018 — Standard 8
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