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Academic Progress (Coursework) 
Procedure 
Section 1 – Purpose 

(1) This Procedure supports the Academic Progress Policy by stating the requirements and 
processes for early monitoring and review of the academic progression of domestic and 
international students at the University of Canberra (the University) and the University of 
Canberra College (UCC). 

Section 2 – Scope 
(2) The scope of this Procedure is the same as the Academic Progress Policy. 

Section 3 – Policy 
(3) Refer to Academic Progress Policy. 

Section 4 – Procedure 

Student support services 

(4) The Deputy Vice-Chancellor must ensure that information about the support services available 
to students is published on the University website, which includes those support services 
managed by an Educational Partner. 

Unit level monitoring and review 

Indications of at-risk students 

(5) A student is determined to be at risk of not meeting unit requirements up until the last 
teaching day of a teaching period if one or more of the following occurs: 

a. the student fails to engage in an Early Assessment Activity as recorded in the 

b. relevant Learning Management System (LMS); 

c. the student fails to submit any assessment by the due date or an approved extended 
due date; 

d. the student fails any assessment; 

e. the student fails a mid-point clinical placement review; 

f. the student is required to re-sit a hurdle assessment (see Assessment Procedures); 

g. the student shows minimal activity in the University or UCC LMS for unit(s) in which the 
student is enrolled (for example, does not access reading materials or only partially 
completes a learning activity); 
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h. a student has been referred for academic misconduct as described in the University of 
Canberra (Student Conduct) Rules 2023; 

i. there is a lack of attendance at scheduled sessions where attendance is mandatory to 
fulfil unit requirements; or 

j. there are reasonable concerns that a student may be unable to meet one or more 
inherent requirements of the course. 

Unit level actions 

(6) Unit level actions are early intervention measures which identify and support students at risk of 
not successfully completing a unit. 

(7) A Unit Convener, or academic responsible for delivering content, may use the factors listed in 
Clause 4 to determine if a student might not meet unit requirements. 

(8) A Unit Convener, or academic responsible for delivering content, must inform students about 
available support services as part of their communication regarding assessment outcomes. 

(9) If a Higher Degree Research (HDR) or a Bachelor Honours Degree student is identified at risk of 
not meeting coursework unit requirements, the Unit Convener, or academic responsible for 
delivering content, will in the case of a student enrolled: 

a. in an HDR Course, advise the HDR Officer of the relevant faculty who will then contact 
the supervisor. 

b. in a Bachelor Honours Degree, advise the faculty Honours Convener. 

(10) If a student fails a unit, Student Connect will provide the student with written advice about 
relevant University support services when results are released. 

Course level monitoring and review 

(11) The Academic Progress Officer is responsible for reviewing a student’s Academic Standing – a 
measure of the academic progress of a student in their course. 

(12) At least twice per year, Student Connect will provide a student with advice regarding their 
Academic Standing, as detailed in Table 1: 

Table 1: Academic Standing 

ACADEMIC STANDING COMPLETION RATE ACTION 

Good Standing Maintaining a pass rate greater 
than 75% in the previous six 
months. 

None. 

Academic Concern Failing to maintain a pass rate 
of at least 75% in the previous 
six months. 

Student provided with a Notice of 
Academic Concern that includes 
referral to University support services. 

Academic Probation 50% or less pass rate in the 
previous six months, or failure of 
the same unit more than once. 

Student provided with a Notice of 
Academic Probation that includes 
probation conditions and a link to 
complete an Academic Improvement 
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Questionnaire, followed by the 
development of an Academic 
Improvement Plan. 

*A less than 50% pass rate in the previous 6 months is handled in accordance with Clauses 26–33. 

(13) If a faculty needs to update and notify a student of their academic standing outside regular 
notification periods, the relevant Associate Dean, Education (ADE), Program Director or 
nominee/s must notify Student Connect. 

(14) A student who fails the same or equivalent unit more than once meets the criteria for Academic 
Probation in accordance with Rule 6(1)(a) of the University of Canberra (Academic Progress) 
Rules 2022. 

(15) A student at risk of not completing their course of study within the maximum course duration 
will be dealt with in accordance with the Enrolment Procedure. 

(16) If a student qualifies for Academic Probation according to Rule 6 of the Academic Progress 
Rules, the Academic Progress Officer can set conditions on the student’s enrolment based on 
Rule 7 of the Academic Progress Rules. 

Academic probation 

(17) If a student qualifies for Academic Probation and the Academic Progress Officer places them on 
probation with specific conditions imposed on their enrolment, the Officer must notify the 
student according to Rule 8 of the Academic Progress Rules. 

(18) Academic Probation conditions for a coursework student can include those in Rule 7(1) of the 
Academic Progress Rules. Additional conditions may be: 

a. developing an Academic Improvement Plan (AIP); 

b. not failing the same unit for a third time; 

c. a restriction on the number of credit points in which the student can be enrolled within 
a given teaching period, as determined by an Academic Progress Officer; 

d. maintaining a pass rate of 50 percent of units or higher in future teaching periods. 

Developing an academic improvement plan 

(19) A student must complete an Academic Improvement Questionnaire (AIQ) before developing an 
Academic Improvement Plan (AIP). Completion of the AIQ will trigger a written referral to 
University support services. 

(20) A student must develop their AIP in consultation with a staff member of the referred University 
support service. 

(21) A student must, upon request, provide evidence of the actions they have taken to meet the 
goals in the AIP if those actions are not verifiable by a University support service (for example, 
the student attends external counselling services or academic tutoring). 

(22) AIPs will be stored in the relevant corporate system, accessible by appropriate support staff. 



Page 4 of 13 

 

 

Enrolment amendment 

(23) A student can apply for an Enrolment Amendment if they can show that special circumstances 
apply, as described in the Enrolment Procedure. 

(24) If the Enrolment Amendment is approved and the unit is removed, the student’s Academic 
Standing may be updated. 

Failure to meet condition of academic probation 

(25) If a student does not meet a condition of academic probation mentioned in the notice given 
under Rule 8 of the Academic Progress Rules, the Academic Progress Officer can take one or 
more actions listed in Rule 9(1). 

Suspension 

(26) If a student does not meet a condition of probation, the Academic Progress Officer can 
suspend them for up to 12 months in accordance with Rule 9(1)(f) and 9(2) of the Academic 
Progress Rules. 

(27) If the Academic Progress Officer decides a student should be suspended for not meeting the 
requirements of academic probation, they must follow the notice requirements in Rule 10 of 
the Academic Progress Rules before suspending the student. 

(28) The Academic Progress Officer may review the length of suspension at any time. 

(29) A student notified of their academic standing during a teaching period in which they are 
enrolled will not be suspended until that teaching period is over. 

(30) A student notified of their academic standing when enrolled in a subsequent teaching period 
can use the results from the subsequent academic progress review when making 
representation under Rule 10(2)(d) and 10(3) of the Academic Progress Rules.  

(31) An international student on a student visa suspended for not meeting academic progress 
requirements will be managed in accordance with the Deferring, Suspending or Cancelling an 
International Student's Enrolment Procedure. 

(32) For the suspension of international students on student visas please see refer to ‘Notice on 
Intention to Report’ (Clauses 38 and 39) below. 

(33) A student who receives a notice of suspension under Rule 10(2) of the Academic Progress Rules 
cannot commence any new units in their current course until the suspension process is 
completed and any review request made under the Student Grievance Resolution Policy is 
resolved. 

International student visa holders living in Australia 

(34) An international student visa holder living in Australia must complete all unit and course 
requirements in accordance with their Confirmation of Enrolment (CoE) and ensure their 
student visa remains current and aligns with their CoE. See the International Student Policy and 
the Completion within the Expected Duration of Study for International Students Procedure for 
more information. 
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(35) For the avoidance of doubt, the expected course duration for an international student visa 
holder refers to the minimum time required to complete the course as specified in their CoE, 
rather than the maximum duration outlined in the Enrolment Procedure. 

(36) An international student visa holder may apply for an extension of course duration as described 
in Clauses 20–22 of the Completion within the Expected Duration of Study for International 
Students Procedure. 

(37) The Director Student Connect may approve an extension of course duration, which will be 
reflected in a new CoE. See the International Student Policy and the Completion within the 
Expected Duration of Study for International Students Procedure for more information. 

Notice of Intention to Report 

(38) Where an international student visa holder living in Australia is found to be in breach of 
academic progress requirements and representations (as detailed in the Academic Progress 
Rule) and is not successful, Student Connect will send a Notice of Intention to Report as soon 
as practicable. 

(39) A Notice of Intention to Report must, at a minimum, advise the student: 

a. that the University intends to report them for unsatisfactory course progress to the 

b. Commonwealth Department responsible for Immigration; 

c. of the reasons for the Notice of Intention to Report; 

d. of their right to access the University’s grievance and appeals process (using the 
Student Grievance Resolution Policy), within 20 working days of the date of the Notice 
of Intention to Report; 

e. how to appeal the decision; 

f. of the start and end date of the 20 working-day appeal period; 

g. about the consequences for a student’s CoE and student visa if the student does not 
wish to take part in the internal grievance and appeals process; 

h. they are recommended to seek advice from the Commonwealth Department 
responsible for Immigration in relation to visa status if the CoE is cancelled; and 

i. of the University’s storage of the Notice of Intention to Report on the student’s file in 
the relevant corporate student management system. 

Reporting a breach of course progress 

(40) Student Connect will report a breach of course progress of an international student on a 
student visa in the Provider Registration and International Student Management Systems 
(PRISMS) when: 

a. the internal complaints processes as outlined under Rule 11 of the Academic Progress 
Rules and the Student Grievance Resolution Policy has been completed and the 
decision or recommendation is made in favour of the University; or 

b. if the student has chosen not to access the internal complaints and appeals process 
within the 20 working day period; or 

c. if the international student has not notified the University of their decision to 

d. access the external complaints and appeals process; or 
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e. the international student withdraws from the internal or external appeals processes by 
notifying the University (as the registered provider) in writing. 

(41) Student Connect will not cancel the enrolment of an international student visa holder until all 
appeal processes are complete. 

Recommencing study following suspension 

(42) A student re-enrolling after suspension will be placed on Academic Probation and must 
complete an AIP. 

(43) At the end of the first enrolled six month period following suspension, a student’s academic 
standing will be determined based on their academic performance during that six months. 

(44) International student visa holders on suspension are managed under the Deferring, Suspending 
or Cancelling an International Student's Enrolment Procedure. 

Reporting 

(45) In consultation with stakeholders, the Director, Student Connect will submit an annual 
performance report to the Academic Quality and Standards Committee covering key outcomes 
which may include, but are not limited to: 

a. a profile of students on academic concern, probation or suspension; 

b. students who have returned to study following suspension; 

c. AIQs and AIPs completed by students; and 

d. Academic performance improvement following completion of an AIQ or AIP. 

Section 5 – Responsibilities 

WHO RESPONSIBILITIES 

Academic Progress 
Officer 

• Monitor the academic progress of a student at course level. 

• Set conditions on the student’s enrolment based on Rule 7 of the 
Academic Progress Rules. 

• Place students on probation. 

• Suspend students under Rule 9 of the Academic Progress Rules. 

• Advise an international student on a student visa living in 
Australia of a breach of the academic progress requirements. 

Academic Quality and 
Standards Committee 

• Review the annual report about students’ academic performance 
and provide advice about how to improve student outcomes. 

Associate Dean, 
Education (or 
nominee) 

• Decide on notification of academic standing outside 
standard notification periods and advise Student 
Connect. 
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WHO RESPONSIBILITIES 

Associate Dean, 
Research 

• Respond to any referral information from a unit convener of a 
coursework unit regarding the performance of an HDR or Bachelor 
Honours Degree student. 

Deputy Vice- 
Chancellor (or 
nominee) 

• Ensure relevant information about the support services available to 
students is published on the University website, which includes 
those in relation to an Educational Partner. 

Director, Student 
Connect 

• Provide annual report on students’ academic performance to the 
Academic Quality and Standards Committee. 

International student In addition to the responsibilities listed under ‘Student’: 

• Complete all unit and course requirements in accordance with 
their Confirmation of Enrolment (CoE); 

• Ensure their student visa remains current and aligns with their CoE; 
and 

• Apply for an extension of course duration. 

Program Directors or 
equivalent (or 
nominee) 

• Decide on notification of academic standing outside standard 
notification periods and advise Student Connect. 

Student • Complete the Academic Improvement Questionnaire (AIP). 

• Develop an Academic Improvement Plan in consultation with 
the relevant support service staff member. 

• Retain evidence of attendance relevant to the actions in an AIP 
that are not verifiable by the University services. 

• Respond to any Academic Probation conditions detailed in a 
Notice of Academic Probation or Suspension for breach of 
Academic Probation conditions. 

• Seek proactive assistance from University support services as 
soon as they start experiencing difficulties with their wellbeing 
or study. 

• Work with staff to ensure appropriate support is received. 

• Apply for a review of a decision related to Academic Probation or 
Suspension. 
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WHO RESPONSIBILITIES 

Student Connect • Provide a student with notification of their Academic Standing 
and refer them to support services as required. 

• Advise students of support services following official publication of a 

• fail result. 

• Report a breach of course progress of an international student in 
the PRISMS. 

• Identify international students who have been issued a 
new Confirmation of Enrolment. 

• Maintain records for monitoring and recording student academic 
progress in University corporate systems. 

Support Services staff • Support completion of an Academic Improvement Plan in 
collaboration with the student. 

Unit Convener or 
academic responsible 
for delivering unit 
content 

• Undertake unit monitoring and review including, but not restricted 
to: 

• Monitoring a student’s academic progress within a unit throughout 

• the relevant teaching period. 

• Referring students as early as possible to relevant support service(s). 

• Referring HDR or a Bachelor Honours Degree students to their 
supervisor, relevant Associate Dean – Research or Honours 
degree co- ordinator. 

University and UCC 
staff 

• Actively and systematically monitor the academic progress of 
students with an emphasis on early intervention when a student is 
identified as being at risk of non-completion of a unit or course. 

• Work with referred students to ensure appropriate support is 
provided. 

 

 

Section 6 – Associated information 

Legislation, standards and codes 

• Education Services for Overseas Students (ESOS) Act 2000 

• Education Services for Overseas Students (ESOS) Framework 
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• Higher Education Support Act 2003 and Guidelines 

• Higher Education Standards Framework (Threshold Standards) 2021 

• National Code of Practice for Providers of Education and Training to Overseas Students 2018 

• University of Canberra (Academic Progress) Rules 2022 

• University of Canberra (Student Conduct) Rules 2023 

University documents 

• Academic Progress (Coursework Units) Procedure 

• Assessment Procedures 

• Completion within the Expected Duration of Study for International Students Procedure 

• DITM and Records Management Policy Manual 

• Higher Degree by Research (HDR) Policy 

• Higher Degree by Research (HDR) Procedure 

• International Student Policy and associated procedures 

• Student Grievance Resolution Policy 

 

Section 7 – Definitions 
 

TERM DEFINITION 

Academic Concern An academic standing for a student with a pass rate of less than 75% 
per six month period. 

Academic Improvement Plan 
(AIP) 

A plan that includes academic and non-academic actions to support 
the academic progress of a student. 

Academic Improvement 
Questionnaire (AIQ) 

A questionnaire to help students identify the challenges they 
faced in their studies and connect them with the right student 
support services to develop strategies for improving their 
academic success. 

Academic Misconduct Has the same meaning as given in the University of Canberra 
(Student Conduct) Rules 2023. 
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TERM DEFINITION 

Academic Probation Has the same meaning as given in the Academic Progress Rules 
2022. A student on Academic Probation may have a pass rate of 
less than 50% for each six month period or may have failed the same 
unit or an equivalent unit on two or more occasions without having 
passed the unit. 

Academic Standing A measure of how well a student is meeting the academic 
requirements of their course, based on either their overall 
completion rate and/or pass rate per six month period, and 
considering repeated unit attempts. It is an indicator of the 
University’s satisfaction with a student’s academic performance. 

Bachelor Honours 

Degree 

Has the same meaning given in the Australian Qualifications 
Framework. 

Census Date The last date before which a student can withdraw from a unit 
and not incur a financial or academic penalty in respect of that 
unit, and aligns with the meaning given in the Higher Education 
Support Act 2003. 

Confirmation of Enrolment 
(CoE) 

A document, provided electronically, which is issued by the 
registered provider to intending overseas students and which 
must accompany their application for a student visa. It confirms 
the overseas student’s eligibility to enrol in the particular course 
of the registered provider. 

Course As defined in the University of Canberra Conferring of Awards 
Rules 2022. 

Course Convener As defined the Academic Progress Rules 2022. 

Course Duration Refers to the period specified for completing a course of study, as 
indicated by the start and end dates on the Confirmation of 
Enrolment (CoE) issued to international students. This duration is 
crucial as it aligns with the timeframe allowed by their student 
visa to complete their studies. The course duration is not the 
same as maximum course duration (see definition below). 

Coursework As defined in the Course Policy. 

Early Assessment Activity As defined in the Academic Progress Policy. 

Educational Partner An organisation delivering University courses at the physical or 
online campus of the Educational Partner, utilising the Partner’s 
staff. 

https://policies.canberra.edu.au/download.php?id=1&version=2&associated
https://policies.canberra.edu.au/download.php?id=1&version=2&associated
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TERM DEFINITION 

Effectiveness (of a policy) The objectives of a policy are being met and there is a high level 
of compliance with the requirements stated in that policy's 
supporting procedures. 

Enrolment Amendment An application to request withdrawal from a unit attempt without 
any academic and/or financial penalties – refer to Enrolment 
Procedure. 

Final Assessment Period The last two weeks of a semester, or other specified time in a 
non- standard Teaching Period, where the final Summative 
Assessment of a Unit is due, or timetabled. 

Grade Point Average An indicator of academic achievement across a course using final 
grades awarded to a student on completion of a unit, which is 
expressed as a number between 0 and 7. 

Higher Degree by Research A degree of master by research or a degree of doctor by research 
for example, Doctor of Philosophy degree. 

Hurdle Assessment An assessment which a student must satisfactorily complete or 
demonstrate in order to pass a unit (for example a competency-
based assessment). 

Inherent Requirements As defined in the Academic Progress Rules 2022. 

International student As defined in the Education Services for Overseas Students Act 
2000. That is, a person (whether within or outside Australia) who 
holds a student visa, but does not include students of a kind 
prescribed in the Education Services for Overseas Students 
Regulations 2019 (Cth). 

Major Research Component A unit or set of units in a Bachelor Honours Degree or Master’s 
Degree (Coursework) where the outcomes of the summative 
assessment leads to new knowledge shared through a thesis or 
equivalent research- focused work. This can include a capstone 
project, a piece of scholarship or a research-based project. 

Maximum Course Duration The predefined longest permitted time frame for completing a 
course from date of enrolment to date of course completion. 

Notice of Intention to Report A letter sent to international students to inform them that the 
University intends to report them to the Department responsible 
for Immigration. 

Pass Rate  The percentage of final-graded units passed by a student 
within a specific six month period.  
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TERM DEFINITION 

Provider Registration and 
International Student 
Management System (PRISMS) 

The system used to process information given to the Secretary of 
the Department of Education by registered providers. 

Register of Courses As defined in the University of Canberra (Courses and Awards 
(Courses of Study) Rules 2023. Also referred to as the Digital 
Handbook. 

Research As defined in the Australian Qualifications Framework. 

Student As defined in the University of Canberra (Statutes Interpretation) 
Statute 2010 as amended or updated from time to time. 

(Relevant) Support staff University staff who work with students to develop intervention 
strategies. This includes staff who provide academic and wellbeing 
support. 

Suspended/Suspension As defined in the University of Canberra (Academic Progress) Rules 
2022. 

Teaching Period As defined in the University of Canberra (Academic Progress) Rules 
2022. 

Unit As defined in the University of Canberra Courses and Awards 
(Courses of Study) Rules 2023. 

 

https://policies.canberra.edu.au/download.php?id=1&version=2&associated
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Status and details 

Status Current 

Effective Date 10 December 2025 

Review Date 7 July 2028 

Approval Authority Academic Quality and Standards Committee 

Approval Date 10 December 2025 

Custodian Deputy Vice-Chancellor 

Responsible Manager Director, Student Connect 

Enquiries Contact policy@canberra.edu.au 
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