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Course Progress and Attendance Policy & Associated Procedures

1. Purpose

This policy and associated procedures outline Sydney Metropolitan International College’s
approach to ensuring international students maintain satisfactory course progress and
attendance throughout their studies to ensure they can complete their course within the
required duration as specified in their confirmation of enrolment (CoE). This policy and
associated procedures also outline the procedures for managing unsatisfactory progress.

This policy meets the requirements of Standard 2.3 the Outcome Standards for NVR
Registered Training Organisation 2025, and the Standard 8 of the National Code of Practice
for Providers of Education and Training to Overseas Students 2018.

2. Scope

This policy and procedure apply to all onshore international students on a student VISA who
are enrolled at Sydney Metropolitan International College in a Commonwealth Register of
Institutions and Courses for Overseas Students (CRICOS) registered accredited training
programs.

3. Policy Statement

The National Code of Practice for Providers of Education and Training to Overseas Students
(National Code) sets nationally consistent standards that govern the protection of
international students and delivery of courses to those students by providers registered on
CRICOS. The National Code is a legislative instrument of the ESOS Act and is legally
enforceable under Part 4.

Under Standard 8 Overseas student visa requirements, overseas students must make
satisfactory course progress and, where applicable, attendance as a condition of their
student visa.

In addition, Standard 11 of the National Code 2018 requires a minimum of 20 scheduled
course contact hours per week for overseas students. Sydney Metropolitan International
College implements and monitors course attendance as part of its course progress
requirements.
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As the registered provider Sydney Metropolitan International College:

Monitors overseas students’ course progress and, where applicable, attendance for
each course in which the overseas student is enrolled

Ensures that the expected duration of course as specified in the student’s CoE never
exceed that registered on the CRICOS register (consideration will be given for
compelling or compassionate circumstances)

Advises student before they commence their course of the requirements to achieve
satisfactory course progress and attendance, including that students who do not
meet course progress requirements are at risk of having their visas cancelled. This
advice is included in the International Student Handbook, Course Brochure and
within the Orientation.

Monitors the progress of each individual learners to ensure that the overseas student
is able to complete their course within the expected duration specified on their CoEs.
Implements policy and process to identify, notify and assist a student at risk of not (or
is at risk) of meeting course progress or attendance requirements

Maintains all the records of course progression and monitoring.

The policy applies to all Sydney Metropolitan International College enrolled students and is
designed to:

Promote consistent attendance and engagement across all courses and programs.
Ensure students meet satisfactory course progress benchmarks.

Provide timely support and intervention strategies for students showing signs of
academic difficulty or non-compliance.

Maintain compliance with external accreditation bodies and government regulations,
where applicable.

4. Monitoring Attendance and Course Progress

4.1

41.1

4.1.2

4.1.3

41.4

Attendance Monitoring

Attendance is monitored weekly, and all Sydney Metropolitan International College
students MUST maintain:

o a minimum of 80% of the scheduled face-to-face 20 per week of study.
All students are subject to attendance requirements that may include (but not limited
to) classroom and vocational placement.
The attendance is calculated in hours attended and not days of attendance. Hence,
even if the student attends class on a particular day, they must ensure they remain in
attendance for the full duration of that class. Students may be allowed to leave the
class in agreement with the trainer. For example, when students have completed
tasks early.
All student absences are marked daily on the attendance roll by the class trainer.
Absence may be as a result of illness, lateness, non-attendance or leaving class early.
Students must notify their trainer or the campus/student support and produce a
medical certificate if they are absent due to sickness or any other compelling reasons.

SMIC — Course Progress and Attendance policy and associate procedure, V1.0 July 2025
RTO 45523 | CRICOS Provider Code 03792E | Page 2 of 12



4.1.5

4.1.6

4.1.8

4.2

Ensure that students are not being absent for more than 5 consecutive days without
approval for a leave of absence.

Students’ weekly attendance sheet by is submitted to the Student Administration for
data collection and identifying student “at risk”.

Student Administration will be reporting to the Director of Studies in relation to
student “at risk” and act upon in appropriate notifications/alert through the
informal/formal intervention/warning actions.

Course Progress Monitoring

4.2.1 Course progress is monitored weekly during each study period as follows:

4.2.2

423

4.2.4

4.2.5

4.2.6

4.2.7

By reviewing satisfactory completion of assessments.

By assessing the student’s participation in class.

Course progress monitoring will determine the need for a student to participate in an
intervention strategy. Sydney Metropolitan International College commits to an early
intervention approach.

A student will be deemed at risk and be required to participate in an intervention
strategy if they:

have an overall result of Not Yet Competent for more than 50% of units in a study
period.

do not attend classes on a regular basis

do not participate in learning activities within the classroom

Sydney Metropolitan International College adopts a proactive approach in assisting
and provide adequate supports to students “at risk” to ensure students are in the
position to improve and try their utmost to complete the course within the expected
duration specified on the COEs.

Sydney Metropolitan International College reasons that course progress is closely
linked to the students’ proactive participation in “face to face learning and
assessment activities” and timely completion of assessments.

In the case where a student’s requests for extension and the duration of CoE has
been approved, the student will be advised to contact Department of Home Affairs
(DHA) to seek advice on any potential impacts on their visa, including the need to
obtain a new visa.

All course progress and attendance monitoring is achieved by reviewing data on the
student management system.

5. Intervention Strategy

Students who are identified at risk of not meeting course progress and attendance
requirements are required to participate in an intervention strategy.

The intervention strategy will be developed to meet the student’s needs and documented in
an Intervention Form.

Students who are identified as being at risk will be informed in writing that they are at risk.
This will be in the form of two formal warning letters and an intention of notice to report as
follows:
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e First warning letter: after failing one or more assessment tasks of a unit following
resubmission and/or not meeting a minimum of 80% attendance requirements.

e Second warning letter: after failing one or more assessment tasks of a unit following
resubmission and/or failing additional assessment tasks of a unit and/or not meeting
minimum of 80% attendance requirement despite an intervention strategy and/or
not responding to a previous warning.

e Notice of intention to report: after failing one or more assessment tasks of a unit
following resubmission and/or failing additional assessment tasks of a unit and/or not
meeting minimum of 80% attendance requirement despite an intervention strategy
and/or not responding to repeated warnings.

A flowchart is shown below.

INTERVENTION PLAN

PURPOSE

Ensurie students maintain satisfactoryy course progress and
attendance, complete their course within expected
duration, and remain compliant with student

i

STAGE 1: IDENTIFICATION

« Students are flagged if they fall more than 50%
of units in a study period.

Drop below 82% attendance.

e Snow poor diassroom partictipation

Trainers and Student Support Officers monitor
and report concerns

l

STAGE 2: FORMAL WARNINGS

e First warning Letter issued after initial
unsatisfactory performance.

= Second waming Letter sent ifisues persist
despite initial intervention

Students are invited to mee tih support staff to
discuss improvement strategies

\

STAGE 3: INTERVENTION PLAN

* A tailored plan is developed and documented
May include:
— Mandatory attendance
— Assessment resubmission deadlines
— Make-up classes
— Mentoring or English support
— Reduced course load

L

STAGE 4: NOTICE OF INTENTION TO REPORT |

* Issued if student continues to undorperform despite
interventions

Students have 30 working days to appeal before being
reported to PRISMS
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6. Exceptions

An exception may be made where a student is attending at least 70% of the course contact
hours and is maintaining satisfactory progress.

7. Recordkeeping Requirement

Sydney Metropolitan International College maintains a CoE Update Register, capturing:
e Student name and ID
e Date and type of change
e Responsible staff
e This register is reviewed monthly by the Operations Manager and stored securely for
2 years.

8. Extension to an Expected Course Duration

Extensions to the course duration specified on the CoE will be allowed if:

e compassionate or compelling circumstances apply and demonstrable evidence of
such is provided and approved by the management.

e where an intervention strategy is in place (or is about to be implemented) for the
student and has been agreed upon because they are at risk of not meeting course
progress or attendance requirements.

e Sydney Metropolitan International College has approved deferment or suspension of
studies under its relevant policy and procedure.

Students are advised to contact the DHA to seek advice on their student visa as an extension
may result in cancellation.

9. Reporting

Where a student has demonstrated unsatisfactory course progress and/or attendance in a
study period despite interventions implemented, Sydney Metropolitan International College
will:
e notify the student in writing of the intention to report the student for unsatisfactory
course progress and/or attendance
e inform the student of the reasons for the intention to report
e advise the student of their right to dispute the decision by accessing Sydney
Metropolitan International College’s Complaints and Appeals Policy Procedure within
20 days of receiving the notice of intention to report.

Sydney Metropolitan International College will only report unsatisfactory course progress or
unsatisfactory course attendance in PRISMS if:

e theinternal and external complaints processes have been completed, and the
decision or recommendation supports the registered provider; or
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e the overseas student has chosen not to access the internal complaints and appeals
process within the 20-working day period; or

e the student has chosen not to access the external complaints and appeals process: or

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

All records will be kept on the student’s file including warning letters and the notice of
intention to report.

10. Procedures
10.1 Attendance Monitoring

Sydney Metropolitan International College monitors an international student’s attendance
and implements consequences for those students who are failing to achieve satisfactory
attendance.

Procedures Responsibilities

Monitor and record attendance Trainer/Assessor
Attendance will be monitored in the following ways: Student Administration
e Attendance signing sheet (Classroom) will be
marked by the trainer/assessor for each training
session and send to the Student Administration

weekly.

e Student Administration will record students’
attendance and extra comments in Attendance
Register section in the Student Management
System.

This data is stored electronically and used to calculate
the student’s attendance for every week of each
study period, and to calculate the student’s overall
attendance per study period for the entire course.

Stage 1 - Attendance reminder Student support services
Where a student’s attendance drops below 90% or has | Student Administration
been absent for more than 5 consecutive days without Director of Studies
approval, Student Administration Team may contact the
student by phone/ SMS/ Team Message/and email to
inform student of:

The required attendance.

e Strategies to improve attendance and be presented
with their scheduled class times as well as;

e Their ability to still meet attendance requirements
if they continue to attend all classes for the rest of
their enrolment, therefore their ability to maintain
their visa condition requirements.
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Records of discussions and email communication made
with the student will be updated in the Student
Management System.

Inform students of the implications of extending their CoE,
if applicable.

Continue to monitor the student’s attendance.
Administration will provide an update to the Director of
Studies on the student not meeting the attendance
requirement.

Stage 2 - Formal warnings

Where a student’s attendance drops below 80%, a

Warning Letter Unsatisfactory Attendance will be issued to

the student via email communication. The email will

remind students that

e enrolment in a full-time registered course, which is
a course with a minimum of 20 scheduled course
contact hours per week, is a visa condition for
international students and
e their scheduled class timetable.

The letter invites the student to attend a scheduled

meeting with the Student Support Officer within the next

two working days.

Sydney Metropolitan International College adopts 2 formal

Warnings to be given to students who are being identified

“at risk” of not being able to meet the attendance

requirement.

Each of these warning procedures will involve anticipation

from Sydney Metropolitan International College to rule out

an intervention strategy to assist the student in the

awareness and obligations as a full-time student and to

always maintain his/her attendance at 80% and above.

Student support services
Student Administration
Director of Studies

First Warning- Attendance drop to 80% or
below
e Send the student a First Warning Letter of
Unsatisfactory Course Progress/Attendance.
Include the letter on the student’s file.
e Usethe Intervention Form to guide the meeting
with the student.
e Document agreed interventions on the
Intervention Form and implement immediately.
Include the Intervention Form on the student’s

file.

e Monitor progress through regular
communication and document progress on
form.

Student support services
Student Administration
Director of Studies
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In consultation with the student carry out by
Student  Support  Officer, adjust the
intervention if required and update the
Intervention Form.

Sign off on form when the intervention is
complete and the student is meeting course
progress/attendance requirements.

Second Warning- Attendance continue to drop
below 80%

Where the student is still not meeting course
progress/attendance requirements, send the
student a Second Warning Letter of Unsatisfactory
Course Progress/Attendance.

Use the Intervention Form to guide the meeting with
the student.

Advise the student that despite the interventions
agreed to, they have still not been making progress.
Identify their reasons for such and document in the
progress report section of the Intervention Form.
Document any agreed adjusted interventions on the
Intervention Form and implement immediately.
Monitor progress through regular communication
and document progress on form.

Sign off on form when the intervention is complete
and the student is meeting  course
progress/attendance requirements.

Student support services
Student Administration
Director of Studies

Stage 3 - Notice of Intention to Report

Formal Notice of Intention to report will be sent
out to students when every attempt initiated, and
warnings given are not improved and ignored by
the student.

Where the student is still not meeting course
progress/attendance requirements, send the
student a Notice of Intention to Report for
Unsatisfactory Course Progress/Attendance.
Student will be given rights to complaint and
appeal against the decision and be given 20 days
(Refer to Complaints and Appeal Policies and
Associated Procedures)

If the student does not appeal against the decision
to report them or if their appeal is unsuccessful,
report the student via PRISMS for breach of course
progress requirements (Refer to PRISMS Reporting
Obligation Policies and Procedures)

Student support services
Student Administration
Director of Studies
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e Complete all actions associated with cancellation
such as removal of student’s email account, access
to Sydney Metropolitan International College’s
property and so on.

10.2 Course Progress Monitoring

Sydney Metropolitan International College monitors an international student’s Course
Progress and implements consequences for those students who are failing to achieve
satisfactory Course Progress.

Procedures Responsibilities

A. Identification of Students at risk of not meeting Student Support Officer/Manager
Satisfactory Course Progress Administration

Within 2 weeks the completion of each study period/term, Trainer/Assessors

the respective trainer/assessor will provide student Director of Studies

assessment outcome to Student Support Officer.
Student Support Officer to update results in Student
Management Systems and identify those students who are
not meeting satisfactory course progress requirements for:
e Stage-1 One study period (Formal Warning)
e Stage-2 Two consecutive study periods (Notice of
Intention to Report)
Note: Trainer/Assessor must also notify Student Support
Officer at any stage during a study period, should they
identify any student who they deem at risk of not achieving
satisfactory course progress.

Student name is to be added/updated to respective
Campus’s Intervention plan Spreadsheet. Hence
intervention strategy will be carried out respectively.

B. Stage-1: Warning for Unsatisfactory Course Progress Student Support Officer
All students identified at the end of a study period as not Administration Team
meeting satisfactory course progress requirements will be Trainer/Assessors

sent a “Warning for Unsatisfactory Course Progress” letter by | Director of Studies
Student Support Officer requiring them to attend
intervention plan meeting.

The warning letter requires students to contact the College
within 10 working days to arrange a time to meet with the
Student Support Officer in order to be agreed upon an
Intervention Plan/Strategy.

Note: If the student fails to contact the College within 5
working days, the Student Support Officer need to initiate
contact using a range of methods including, mobile phone
calls, SMS, Teams message and email. Each contact
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attempt must be noted in Intervention plan spreadsheet
and SMS.

C. Implementation of Intervention Plan/Strategy

Student Support Officer meets with the student to discuss
the student’s unsatisfactory progress, discusses student
support options, and creates a formal intervention
plan/strategy. The plan must be acknowledged, and the
terms accepted, by both the Student and Student Support
Officer.

The strategies offered to help students meet course progress
requirements may include, but are not limited to:

e Implementation of strict attendance requirements

e requirement to submit all subsequent assessments
by the identified submission due date.

e opportunities for makeup classes designed for
intervention.

e opportunity for re-assessment or redo o assigning a
trainer mentor for ongoing monitoring

e additional English language support

e acombination of the above with a reduction in
course load if deemed necessary.

The Intervention Plan/Strategy is activated within 2 weeks
of the commencement of the subsequent study period, or
earlier if necessary.

Student Support Officer in conjunction with the
trainer/assessor will continue monitoring the student’s
adherence to the terms of the Intervention Plan and take
appropriate action should the student deviate from these
terms.

These actions may include:

e meeting with the student to again remind of agreed
terms, requirement to achieve satisfactory
attendance and course progress and possible
consequences of continued unsatisfactory progress,
and secure commitment from the student.

e issuance of another formal warning should agreed
terms continue to be disregarded by the student.

D. Exit from Intervention Plan

Once the student on Intervention plan is able to achieve
satisfactory course progress requirements, Student Support
Officer will advise the student via email that no further
action is required. In the email, remind the student that key
factors for satisfactory progress includes attending and
participating in classes as well as meeting assessment
submission timelines.

Student Support Officer/Manager
Administration Team
Trainer/Assessors

Director of Studies
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E. Stage-2 Notice of Intention to Report

Students identified as not making satisfactory course
progress in a second consecutive study period, will be issued
with a Notice of Intention to Report, at the end of the second
study period or earlier where possible advising of the
College’s intention to report the student to the Department
of Home Affairs for unsatisfactory progress.

Note: Students identified as not making satisfactory course
progress for a second time, but not consecutive study period,
will not be reported, but will again be required to undergo
further intervention and again be subject to an Intervention
Plan.

In the notice, students are informed that they have the

right to access the College’s complaints and appeals process
in accordance with Standard 10 of the National Code
(Complaints and Appeals) and that they have 20 working
days in which to do so. The student will also be notified that
the College will maintain the student’s enrolment and
cancellation will not take effect until the appeals process
has been completed.

F. Following the Notice of Intention to Report
¢ The decision to report and cancel a student’s enrolment
will be actioned in the following scenarios:

e theinternal and external appeal processes have
been completed, and the appeal is unsuccessful.

e the student chooses not to access the internal
complaints and appeals process within the 20-
working day period.

e the student chooses not to access the external
complaints and appeals process.

The decision not to report and cancel a student’s enrolment
will be actioned in the following scenario where
investigation of the appeal identify:

e Sydney Metropolitan International College’s failure
to record student’s results accurately and the
student was in fact achieving satisfactory course
progress,

e Sydney Metropolitan International College will not
report the student and under the circumstances,
will determine whether the intervention plan will
remain in place.

e Sydney Metropolitan International College had not
implemented its intervention plan, and other
relevant policies were not made available to the
student, the student will not be reported, and steps
will be taken to immediately implement the

Student Support
Officer/Manager
Administration Team
Trainer/Assessors
Director of Studies
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College’s intervention plan and provision of support
options to assist the student to achieve satisfactory
course progress.

e the student was able to provide genuine evidence
demonstrating that “compassionate or compelling
circumstances” apply, ongoing support will be
provided to the student through the intervention
plan, and the student will not be reported.

11. Other documents to consider with this policy

Policies
— Compassionate and compelling circumstances
— Completion within the Expected Course Duration Policy
— Complaints handling
— Appeals handling
— Deferral, suspension and cancellation
— Student assessment, reassessment and repeating units of competency guidelines

— Weekly attendance sheet

— Unit Result Record Form

— Intervention strategy record form

— Timetable summary form

— At risk of not meeting course requirements letter
— Unsatisfactory course progress letter

— Intention to report letter

12. Version Control

Outcome Standards for RTOs, Standard 2.3
Standard 8 & 11 of the National Code 2018

Standards

Principal Executive Officer, Student Services Officer/Manager,
Relates to ) ) o )
Director of Studies Administrative staff

Classification ‘ Internal/External

Approved Date July 2025

Review Date July 2026
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