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[bookmark: Purposeandapplication][bookmark: _Toc239756665]Purpose and application
1.1 [bookmark: _Toc162273225][bookmark: _Toc234504685][bookmark: _Toc239756666]Purpose
These Procedures 
support the Coursework Students Policy (‘the Policy’); and
specify: 
how we prescribe progression requirements for coursework award courses; and 
the outcomes of not meeting or maintaining progression requirements.
[bookmark: _Toc239756667]Start date
(1) These Procedures commence on 1 January 2027.
[bookmark: _Toc239756668]Application
(2) These Procedures apply to:
(a) staff, affiliates, and coursework students; and
(b) applicants for coursework award courses.
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Part 2 [bookmark: Requirements1][bookmark: _Toc234504688][bookmark: _Toc239756669]Monitoring progression and early intervention
[bookmark: _Toc239756670]Monitoring progression
(1) The Deputy Vice-Chancellor (Education and Students) establishes and maintains consistent processes and systems to monitor each student’s academic progress.
(a) For international student visa holders, this includes monitoring:
(i) full-time enrolment; and
(ii) progress towards completing their courses on time..
(2) The Deputy Vice-Chancellor (Education and Students) portfolio provides advisory, learning and wellbeing services and programs to support students’ academic progress under these Procedures and the Policy.
(3) The Deputy Vice-Chancellor (Education and Students) portfolio:
(a) works with faculties and Associate Deans to ensure consistent practice and standards in:
(i) monitoring progression; 
(ii) providing advice and support; and 
(iii) making decisions; and
(b) provides  Associate Deans with information from the central record-keeping system about academic progression trends.
(4) The Academic Board:
(a) reviews progression reports from:
(i) the Education and Students portfolio; and 
(ii) faculties; and 
(b) makes recommendations to:
(i) faculties;
(ii) the Deputy Vice-Chancellor (Education and Students); and 
(iii) the Vice-Chancellor.
(5) Associate Deans monitor each student’s academic progress under:
(a) these Procedures; and 
(b) the award course requirements.
(i) This includes using reports from the student recordkeeping system.
(6) When monitoring each student’s progression, the Associate Dean may consider whether the student has:
(a) attended or completed compulsory teaching and assessment components of a unit of study;
(b) made repeated requests for:
(i) special consideration; or 
(ii) late discontinuation under special circumstances;
(c) over-enrolled to catch up on failed units of study;
(d) shown significant differences in their academic performance across multiple units of study, suggesting that they may not be suited to enrolment in one or more units of study; 
(e) has or has not taken action to address concerns with their academic progress. 
(i) This includes whether they have met any requirement to consult an adviser under these Procedures; or
(f) any other information in the student’s progression record.
(7) If the Associate Dean finds a student’s attendance record unsatisfactory, they must record all supporting information, documents and communication in the student record keeping system.
(a) An Associate Dean may not find a student’s attendance unsatisfactory if the student has met the attendance requirements under clause 7.7 of the Admissions, Credit and Enrolment Procedures.
[bookmark: _Toc239756671]Progression record
The Deputy Vice-Chancellor (Education and Students) portfolio establishes and maintains a progression record for each student identified as not meeting, or at risk of not meeting their academic progress requirements.
The progression record includes:
the information listed in clause 4.1; and 
any supporting documents, correspondence, and interview records.
The progression record is linked to the student’s file in the student recordkeeping system.
Note:	We manage progression records consistently with the Privacy Policy and Recordkeeping Policy.
[bookmark: _Toc239756672]Early intervention strategies
A student who believes they are at risk of not meeting progression requirements may apply for an early intervention strategy.
We may initiate an intervention strategy when students are at risk of not meeting progression requirements.
A faculty may implement an early intervention strategy with the student based on their:
academic performance; or 
personal circumstances.
Early intervention strategies may involve a range of interventions, including developing a study plan. 
Study plans should specify:
a study timetable;
an enrolment pattern; and
an estimated completion date for the award course.
The faculty or administrative unit must record in the student’s file:
the request for an early intervention strategy; 
evidence of the relevant specific circumstances; and
the study plan.
Students with an early intervention strategy must consult the faculty about any proposed changes to or departures from it.
A student who fails to follow their study plan must contact the faculty for a reassessment of the plan.
[bookmark: _Toc239756673]Students not meeting, or at risk of not meeting, progression requirements
(1) At the end of each teaching period, faculties must identify the students who: 
(a) are not meeting progression requirements; or 
(b) at risk of not meeting them.
(2) A student is at risk of not meeting progression requirements if:
(a) subject to clause 2.4(3)(a), their periodic completion rate is equal to or less than 50 per cent of the credit points attempted; 
(b) they failed for the first time:
(i) a barrier unit of study;
(ii) a compulsory unit of study;
(iii) field work;
(iv) clinical work; 
(v) a practicum; or 
(vi) any other required professional experience; or
(c) they have not attained at least 50 per cent of the credit points necessary to obtain the award by the mid-point of the maximum time limit for completion.
Note:	Time limits are specified in the Coursework Rule and the applicable award course resolutions, which must be read together.
(3) A student is not meeting academic progression requirements if:
(a) [bookmark: clause2_4_3_a]their course completion rate is less than 50 per cent after having attempted:
(i) 48 or more credit points in an award course at AQF level 7 or above; or
(ii) 24 or more credit points in an award course at AQF level 6 or below;
(b) they have failed a barrier unit of study, compulsory unit of study, field work, clinical work, practicum or other professional experience specified in the award course rules that they have previously failed; or
(c) they are unable to meet the award course requirements within the applicable maximum time limit while carrying a normal fulltime student load.
Note: 	Time limits are specified in the Coursework Rule and the applicable award course resolutions, which must be read together.
[bookmark: _Toc239756674]Informing students who are at risk of not meeting progression requirements
(1) The faculty must inform a student who is at risk of not meeting progression requirements in writing.
(2) This notice must include:
(a) why the student has been identified as being at risk;
(b) whether they are required or advised to consult an adviser;
(c) any relevant: 
(i) support services;
(ii) resources; and 
(iii) practicable intervention strategies; and 
(d) the requirement for all information and documents relating to their academic progression status to be retained on their progression record.
(3) A student who is identified based on their periodic completion rate is required to consult an adviser.
(4) In all other cases, we advise the student to consult an adviser.
[bookmark: _Toc239756675]Students not meeting progression requirements – academic caution
(1) The faculty must inform a student who is not meeting progression requirements in writing.
(2) We may issue a student who is not meeting progression requirements with an academic caution is issued with an academic caution, based on: 
(a) their course completion rate; or 
(b) their second failure in a: 
(i) barrier unit of study;
(ii) compulsory unit of study; 
(iii) field work; 
(iv) clinical work; 
(v) practicum; or 
(vi) other required professional experience.
(3) The academic caution informs the student of:
(a) why they have been identified as not meeting progression requirements; 
(b) the consequences of not meeting progression requirements;
(c) the requirement to consult an adviser;
(d) any relevant: 
(i) support services; 
(ii) resources; and
(iii) any practicable intervention strategies; and 
(e) the requirement for information and documents relating to their academic progression status to be kept on their progression record.
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[bookmark: Part3][bookmark: _Toc239756676]Late discontinuation under special circumstances
[bookmark: _Toc239756677]Applying for late discontinuation under special circumstances
(1) [bookmark: clause3_1_1]We will consider an application for late discontinuation under special circumstances if the student applies:
(a) within 12 months of discontinuing one or more units under clause 7.9 of the Admissions, Credit and Enrolment Procedures; or
(b) within 12 months of the end of the relevant teaching block, it they did not formally discontinue.
(2) We will only consider an application made outside these time periods if the student provides evidence that there was good reason why it could not be made earlier.
(3) Accepting an application does not mean that we will approve the request.
(4) [bookmark: clause3_1_4]In all cases, the student must provide sufficient evidence to satisfy us that special circumstances apply. These are circumstances:
(a) that were beyond the student’s reasonable control;
(b) the full impact of which was not apparent until on, or after, the relevant census date; and
(c) which made it impracticable for the student to complete the requirements of the affected units of study within the relevant teaching block.
(5) [bookmark: clause3_1_5]We consider special circumstances to have made their full impact on the student on or after the relevant census date if the student can satisfy us that they occurred:
(a) on or after the census date;
(b) before the census date, but:
(i) worsened after that day; or
(ii) their full effect or magnitude did not become apparent until on or after that day.
(6) We consider special circumstances to have made it impracticable for a student to complete the requirements of one or more units of study if:
(a) they could not have been addressed under clauses 5.4 and 6.1 of the Assessment Procedures; and
(b) they rendered the student totally or significantly unable to:
(i) attend sufficient classes or meet other compulsory attendance requirements; 
(ii) complete necessary private study or preparation for completing compulsory requirements; 
(iii) complete compulsory assessment tasks or requirements; or 
(iv) meet any other course requirements relevant to the affected units.
(7) [bookmark: clause3_1_7]When we approve a request for late discontinuation under special circumstances we:
(a) record an administrative outcome of ‘discontinued not to count as failure’ (DC) for the relevant units of study, consistently with Schedule 1 of the Assessment Procedures;
(b) refund any associated fees paid in advance; and
(c) as applicable, recalculate the student’s periodic and course completion rates.
Note:	See also the International Student Fee Refund Policy.
(8) A student may seek a review of a decision not to approve their request for late discontinuation under special circumstances. 
(9) A student who makes repeated applications for late discontinuation may be required to show good cause as set out in Part 4.
[bookmark: _Toc239756678]Approving applications for late discontinuation under special circumstances
(1) We may approve late discontinuation of a unit of study under special circumstances if satisfied that the student’s:
(a) ability to complete the unit requirements was impacted by special circumstances; and
(b) those circumstances cannot, or could not, be addressed by other forms of special consideration or special arrangements. 
Note: 	See clause 6.3 of the Policy and clauses 5.4, 5.5, 6.1, 6.2 and 6.3 of the Assessment Procedures.
(2) We will not approve late discontinuation under special circumstances where the student:
(a) has attempted all compulsory assessments and met all other mandatory unit of study requirements;
(b) was already unable to meet the ongoing requirements of the unit at the time the special circumstances occurred; or 
(c) received a fail grade for the unit as a penalty under the Student Discipline Rule or the Academic Integrity Procedures.
(3) Special circumstances include:
(a) an unforeseen change to, or worsening of, a student’s physical or mental health;
(b) the death of a member of their immediate family;
(c) a serious medical condition in a member of their immediate family;
(d) a substantial change in their employment status or arrangements that was beyond their control;
(e) a natural disaster or other emergency directly impacted:
(i) the student in the location where they were based at the time; or
(ii) the student’s immediate family in the location where the family was, or is normally, based at the time;
(f) the student, or a member of their immediate family, experienced financial difficulties;
(g) we or another higher education provider changed the unit in a way that resulted in new course requirements disadvantageous to the student;
(h) the student suffered a worsening, in severity or duration, of circumstances for which:
(i) they had previously received special consideration or special arrangements; and
Note: 	See clause 3.4(4). A worsening involves a change in the student’s situation since the special consideration or special arrangements were granted. It therefore requires further evidence.
(ii) a faculty decided it was unsuitable to provide further or alternative forms of special consideration or special arrangements; or
(i) any other circumstances that made it unreasonable to expect the student to have completed the unit requirements.
[bookmark: _Toc239756679]Submitting applications
(1) Students should seek academic advice about the potential impact of late discontinuation on their ability to meet progression requirements, such as unit of study pre- or co-requisites.
Note: 	International student visa holders should also seek advice about the potential impact on their visa conditions and related arrangements.
(2) Students must apply for late discontinuation themselves, using the online form.
(a) If serious extenuating circumstances make this impractical, a member of their family, or a member of the University staff, may apply on their behalf.
(i) The administrative unit decides if serious extenuating circumstances exist.
(3) Applications must be made within the time periods specified in clause 3.1(1).
(4) A student applying outside these time periods must provide evidence to explain the delay.
(a) If sufficient evidence is not provided, the administrative unit may decline the application.
(5) [bookmark: clause3_3_5]An application must:
(a) detail the affected units of study;
(b) set out the reasons why the circumstances:
(i) were beyond the student’s reasonable control;
(ii) did not fully impact them until on, or after, the relevant census date;
(iii) made it impracticable for them to complete the requirements of the affected units of study; 
(iv) could not be addressed by special consideration or special arrangements; 
Note:	See clauses 5.5, 5.7, Parts 6 and 7 of the Assessment Procedures.
(v) if they have successfully completed the requirements of other units in the same teaching block, explain why only the affected units were impacted; and
(c) include relevant supporting documents.
(6) The administrative unit acknowledges receipt of an application within 3 working days.
[bookmark: _Toc239756680]Supporting documents and evidence 
(1) Students must provide supporting documents which allow us to form a view of the circumstances independently of the student’s personal statements. 
Note:	See clause 3.1(4).
(2) Supporting documents and other evidence must:
(a) be in English; and
(b) include contact details for individuals or organisations providing the documents, so that we may obtain further information if needed.
(3) Digital copies, provided in place of original documents, must be certified by an appropriately authorised person in the relevant jurisdiction.
(4) [bookmark: clause3_4_4]If a student relies on a worsening of circumstances for which they have already received special consideration or arrangements, they must provide evidence of the worsening.
(a) This evidence must show how the relevant circumstances have become worse after the census date.
[bookmark: _Toc239756681]Application decisions and outcomes
(1) The administrative unit aims to inform a student of the outcome of their application within 20 working days of receiving it.
(a) If this not possible, the unit informs the student in writing and provides a timeframe for the decision.
(2) If the administrative unit declines an application submitted after the deadlines in clause 3.1(1), the unit:
(a) aims to inform the student within 5 working days of receiving the application;
(b) is not required to assess the application; and
(c) must inform the student how to apply for review of the decision.
Note:	See clause 3.6.
(3) [bookmark: clause3_5_3]In assessing an application, the administrative unit may:
(a) make the decision based only on the statements made in, and supporting documents provided with, the application;
(b) request further supporting documents from the student;
(c) seek further information on their progress, including from:
(i) unit of study coordinators or other teaching staff;
(ii) program directors;
(iii) Associate Deans; or
(iv) academic or professional staff from the affected unit;
(d) seek further information or advice from an individual or organisations who have provided supporting documents;
(e) review the student’s prior applications for: 
(i) special consideration;
(ii) special arrangements; or
(iii) late discontinuation under special circumstances. 
Note:	This includes reviewing any supporting documents or other evidence.
(4) If the administrative unit requests further information, the student must provide it within 10 working days. 
(a) The administrative unit may, in its discretion, agree to longer periods.
(5) [bookmark: clause3_5_5]If the administrative unit is satisfied that special circumstances have occurred, it:
(a) informs the student of the decision in writing; 
(b) [bookmark: clause3_5_5_b]applies the relevant outcomes set out in clause 3.1(7); and
(c) informs the unit of study coordinator and the Associate Dean.
(6) If the administrative unit is not satisfied that special circumstances have occurred, it:
(a) informs the student of the decision in writing;
(b) provides reasons; 
Note: 	See clauses 3.1(5), 3.4(4), 3.5(3) and 3.5(5)(b).
(c) informs the student how to apply for review of the decision; and
Note:	See clause 3.6 of these Procedures.
(d) informs the unit of study coordinator and the Associate Dean.
[bookmark: clause3_6][bookmark: _Toc239756682]Applying for a review
(1) Students must apply for a review:
(a) within 20 working days of the date on which they received written notice of the decision; and
(b) using the required online form.
(2) We will not consider applications submitted by other means unless serious extenuating circumstances make it impractical to use the required form.
(a) The review decision-maker decides if serious extenuating circumstances exist.
(3) A student may request an extension of time to apply for review. 
(a) The review decision-maker decides this request, in their absolute discretion.
(4) Students may base their application for review based on any of:
(a) the merits of the decision;
(b) a material mistake as to the facts; or 
Note:	 See clauses 3.1(4), 3.1(5) and 3.3(5).
(c) procedural errors.
(5) An application for review based on the merits of the decision:
(a) must clearly set out the reasons why the student believes the decision did not take full account of the relevant circumstances; and
(b) include supporting documents.
(6) An application for review based on procedural errors must identify specific clauses of our rules, policies or procedures that the student believes have been misapplied.
(7) The review decision-maker acknowledges receipt of an application for review within 3 working days.
[bookmark: clause3_7][bookmark: _Toc239756683]Review decisions and outcomes
(1) The review decision-maker aims to decide an application for review within 20 working days.
(2) The review decision-maker may request further information. This includes information about any additional supporting documents provided with the application.
(3) The review decision-maker may:
(a) affirm the initial decision; or
(b) make a new decision to approve the application.
(4) If the review decision-maker affirms the initial decision, they:
(a) inform the student in writing;
(b) provide reasons;
(c) inform the student of available avenues for external review; 
(d) inform the unit of study coordinator and the Associate Dean; and
(e) will not accept any further applications for review.
(5) If the review decision-maker makes a new decision to grant the student’s application, they:
(a) inform the student in writing; 
(b) apply the relevant outcomes specified in clause 3.1(7); and
(c) notify the relevant unit of study coordinator and Associate Dean.

	[image: Home outline]
	[image: Bullseye outline]
	[image: ]
	[image: ]
	[image: ]
	[image: ]
	[image: Open book outline]

	Contents
	Purpose and application
	Monitoring progression
	Late discontinuation
	Show good cause
	Roles and responsibilities
	Definitions



[bookmark: _Toc234504704]
Part 3 [bookmark: Part4][bookmark: _Toc239756684]Showing good cause 
[bookmark: _Toc239756685]Students not meeting progression requirements – show good cause
(1) [bookmark: clause4_1]An Associate Dean may require a student who is not meeting progression requirements to show good cause why they should be permitted to re-enrol if:
(a) they have not met the required course completion rate for a second or later time;
(b) they have failed: 
(i) a barrier unit of study; 
(ii) compulsory unit of study; 
(iii) field work; 
(iv) clinical work; 
(v) practicum; or 
(vi) other required professional experience; 
more than twice;
(c) they are unable to meet the requirements for award within the applicable maximum time limit while carrying a full-time study load;
(d) they have not met standards set out in applicable faculty resolutions or local provisions; 
(e) they have made repeated applications for late discontinuation under special circumstances; or
(f) there are reasonable grounds for believing that they may not be a genuine student.
(2) A student will have shown good cause if they can show that they have reasonable prospects of meeting progression requirements:
(a) in the following and later teaching periods; and
(b) within:
(i) the maximum time limit set out for completion of the award course in the Coursework Rule; or
(ii) where applicable, the shorter period specified in the award course resolutions.
(3) A student may be asked to show good cause more than once.
(4) A student who is asked to show good cause will be asked to provide written reasons why they should be allowed to re-enrol in their award course.
(5) The relevant Associate Dean may require a student who is asked to show good cause to consult an adviser before responding to their request.
(6) The student is responsible for providing sufficient evidence to establish good cause.
(7) A student’s response to a request to show good cause should include:
(a) any circumstances that have negatively affected their study performance;
(b) details of the specific effects of those circumstances; 
(c) their planned unit of study enrolments in the following and subsequent teaching periods;
(d) an outline of the steps they have taken, or will take, to minimise any further negative impacts; 
(e) if they have previously been asked to show good cause:
(i) an explanation of how any previously identified factors affecting their study performance have recurred; and
(ii) reasons why previous strategies to address those factors have been ineffective; and
(f) relevant documentary evidence, such as:
(i) medical certificates; 
(ii) police reports; 
(iii) statutory declarations; or 
(iv) academic transcripts.
Note:	A response to a request to show good cause does not replace a special consideration or special arrangement application, which should also be lodged as appropriate in accordance with these Procedures.
(8) A student’s response to a request to show good cause may also propose a strategy for monitoring and maintaining their academic progress if they are allowed to re-enrol.
[bookmark: _Toc239756686]Show good cause outcomes 
(1) The relevant Associate Dean decides if a student has shown good cause.
(a) The Associate Dean may consider:
(i) the student’s response and the provided documents;
(ii) information in their progression record; and
(iii) if provided by the student, relevant aspects of their record in other courses or units of study with us or another institution.
(2) The faculty must inform the student of the decision and the reasons for it, and record these on the student’s progression record. 
(3) If the Associate Dean decides that a student has shown good cause, they must permit them to re-enrol without conditions.
(4) If the Associate Dean decides that a student has not shown good cause they may:
(a) exclude them from the relevant award course;
(b) permit them to re-enrol in the relevant award course subject to unit of study restrictions, including:
(i) passing a unit within a specified time;
(ii) exclusion from units; 
(iii) specifying the earliest date when they may re-enrol in a unit; 
(iv) limiting the number of credit points they may attempt within a specified period; or
(c) permit them to re-enrol if they comply with the strategy for managing their academic progression proposed in their response to the request to show good cause.
(5) An Associate Dean must not exclude a student who later fails to meet or comply with any conditions on their re-enrolment without allowing them a further opportunity to show good cause.
Note:	For information on student appeals against decisions made by an Associate Dean under this clause, see the Student Academic Appeals Rule.
[bookmark: _Toc239756687]Show good cause after failure, discontinuation or exclusion 
(1) [bookmark: clause4_3_1]The Associate Dean may require a person to show good cause before re-enrolling in a unit of study or a year of candidature if they:
(a) are seeking re-admission after exclusion; and
(b) have failed or discontinued that unit or year more than once.
(2) Clause 4.3(1) applies whether the person failed or discontinued the unit of study while enrolled in an award course offered by:
(a) the current; or 
(b) another faculty.
(3) The Associate Dean may require a student to show good cause before re-enrolling in a year of candidature or a unit of study if the student:
(a) has had their candidature in an award course with us, or at another institution, terminated due to failure or discontinuation in the year immediately after the admission or re-admission; and
(b) has later been admitted or re-admitted to an award course with us.
(4) If the Associate Dean decides that a student has not shown good cause, they may:
(a) exclude them from the relevant award course; or
(b) allow them to re-enrol in the relevant award course subject to conditions on units of study, including:
(i) passing a unit or units of study within a specified time;
(ii) exclusion from a unit or units of study;
(iii) setting an earliest date on which they may re-enrol in one or more units of study; or
(iv) limiting the maximum number of credit points they may attempt in the following teaching periods but within a specified time.
(5) An Associate Dean must not exclude a student who later fails to meet or comply with any restrictions or conditions on their re-enrolment without allowing them a further opportunity to show good cause.
Note:	For information on student appeals against decisions made by an Associate Dean under this clause, see the Student Academic Appeals Rule.
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[bookmark: _Toc234504708]
Part 4 [bookmark: Rolesandresponsibilites][bookmark: _Toc239756688]Roles and responsibilities
[bookmark: _Toc239756689]Students
(1) satisfactorily attend or complete compulsory teaching and assessments; 
(2) take steps to address circumstances negatively affecting their study performance;
(3) apply for an early intervention strategy or study plan if concerned about meeting progression requirements;
(4) meet any requirements or conditions imposed under these Procedures and the Policy; 
(5) respond to a request to show good cause within the specified deadline;
(6) seek academic advice on the impact of late discontinuation on progression and, if relevant, visa compliance; and
(7) submit applications for late discontinuation under special circumstances consistently with these Procedures
[bookmark: _Toc239756690]The Deputy Vice-Chancellor (Education and Students)
(1) establishes and maintains processes and systems to monitor students’ academic progress; and
(2) Receives recommendations from the Academic Board.
[bookmark: _Toc239756691]The Deputy Vice-Chancellor (Education and Students) Portfolio
(1) provides advisory, learning and wellbeing support services and programs for students;
(2) works with faculties and Associate Deans to ensure consistency of practice and standards in:
(a) monitoring progression;
(b) providing advice and support; and 
(c) decision-making; and
(3) provides Associate Deans with information on progression trends.
Note: 	See the Privacy Policy and the Recordkeeping Policy.
The Academic Board
(1) receives and reviews progression reports; 
(2) makes recommendations to: 
(a) faculties;
(b) the Deputy Vice-Chancellor (Education and Students); and 
(c) the Vice-Chancellor.
[bookmark: _Toc239756692]Faculties
(1) implement and monitor compliance with these Procedures and the Policy and any processes within the faculty;
(2) work with the Deputy Vice-Chancellor (Education and Students) Portfolio to ensure consistent practice and standards in:
(a) monitoring progression;
(b) providing advice and support; and 
(c) decision-making; 
(3) monitor each student’s progression consistently with:
(a) the Policy and these Procedures;
(b) the specific requirements of each award course;
(4) manage early intervention strategies and study plans for relevant students;
(5) identify and inform students who are:
(a) at risk of not meeting progression requirements; or
(b) not meeting progression requirements.
(6) inform students of the outcome of a show good cause outcome and the reasons;
(7) maintaining students’ progression record; and  
(8) provide reports to, and receive recommendations from, the Academic Board about student academic progression.
[bookmark: _Toc239756693]Associate Deans
(1) work with the Deputy Vice-Chancellor (Education and Students) Portfolio and the faculty to ensure consistent practice and standards in:
(a) monitoring progression;
(b) providing advice and support; and 
(c) decision-making; 
(2) receive information about student academic progression trends from the central records system;
(3) monitor student academic progression;
(4) decide whether a student’s attendance has been unsatisfactory;
(5) may require a student who is not meeting progression requirements to show good cause why they should be permitted to re-enrol;
(6) decide if a student has shown good cause; and
(7) decide outcomes for students who fail to show good cause; consistently with the Policy and these Procedures.
Administrative unit
(1) acknowledges receipt of applications for late discontinuation within 3 working days;
(2) assesses applications consistently with the Policy and these Procedures;
(3) notifies students of decisions within 20 working days, or advises the student of a revised timeframe if delayed;
(4) provides reasons in writing for any decision to decline an application and advises students how to apply for a review; and
(5) notifies the unit of study coordinator and Associate Dean of the decision.
[bookmark: _Toc239756694]Review decision-makers 
acknowledge receipt of review applications within 3 working days;
aim to decide review applications within 20 working days;
decide review outcomes and inform the student and others as required by these Procedures.
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Part 5 [bookmark: Definitions][bookmark: _Toc234504713][bookmark: _Toc239756695]Definitions
(1) In these Procedures:
(a) a reference to ‘we’, ‘our’ or ‘us’ means the University; and
(b) words and phrases used and not otherwise defined in this document have the meanings they have in the Policy.
	administrative unit
	the business unit responsible for managing applications for late discontinuation under special circumstances.

	review decision
	a decision about an application for review under clause 3.7. 

	review decision-maker
	the staff member responsible for reviewing a decision to decline an application for late discontinuation under special circumstances. 
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This document replaces the following, which are rescinded from the date this document commences:
(1) Late Discontinuation Under Special Circumstances Procedures 2025, which commenced on 28 January 2025.
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