
 

 
 
 
 
 



 
 

 

Academic Manager, VET 

 

Definitions 

 

One week refers to a period of seven days, regardless of how many working days, 

public holidays, or any other days appear in that period. A week which starts on a 

Monday ends on a Sunday, a week which starts on a Thursday ends on a Wednesday, 

and so on. 

 

Progress and Attendance Requirements 

 

The National Code of Practice for Providers of Education and Training to Overseas 

Students 2018 (“the National Code”) requires that Albright Institute of Business & 

Language (“Albright”) monitors the progress of all international students enrolled in VET 

courses. 

 

The objective is to ensure that the student can complete their course in the duration 

of their Confirmation of Enrolment (“CoE”) or, if they are at risk of not completing within 

the duration of their CoE, that appropriate support, suspension, or re-enrolment where 

necessary can be provided to them. For further details, please refer to the appropriate 

policy documents. 

 

Albright is not required by regulation to monitor or report on the attendance of 

international students undertaking VET courses; however, Albright has elected to 

record the attendance of such students and uses attendance as a key input to the 

process for determining the cause of non-progression. 

 

Study Periods 

 

Progress and attendance are both monitored across “study periods”. A study period 

is a block of time, which may contain multiple units of competency, in which the 

student is required to undertake study. 

 

Every course at Albright is divided into at least four study periods (six-month and one-

year courses) and as many as eight (two-year courses). The study periods are of equal 

length and, except for our six-month courses, each study period equates to a term of 

10 weeks with a break before and after. 

 

Visually, the study periods are: 

 

Course Study Period Length Study Periods in Course 

Six-month Five weeks Four 

Twelve-month 10 weeks Four 

Two-year 10 weeks Eight 
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Traffic Light System 

 

Albright uses a traffic light system to categorise international VET students in terms of 

course progress monitoring. The system is: 

 

 Green – A green student is on track and is achieving satisfactory course 

progress 

 Yellow – A yellow student is at risk of not achieving satisfactory course progress, 

and may require intervention 

 Red – A red student is not achieving satisfactory course progress and is at risk of 

not completing their course. 

 

Students who are yellow will receive warning letters, and students who are red will 

received intent to report letters. These will be described in more detail later in this policy 

document. 

 

Assessment Submission Timelines 

 

At the end of a unit of competency, the trainer and assessor will determine whether 

the student has submitted their final assessment tasks by the due date. The due date 

will be the final day of study for the unit of competency. 

 

An assessment task is not considered to have been submitted unless it was both: 

 

1. Submitted through the Albright Moodle system; and 

2. Complete, meaning that all required tasks have been performed, all required 

questions have been answered, all required documents and other evidence 

have been attached, and it is clear that a good-faith attempt to complete the 

assessment satisfactorily has been made. 

 

If these conditions are not met, the trainer and assessor may deem that the assessment 

was not submitted. Simply lodging documentation or answers through Moodle is NOT 

acceptable if the response is not complete and there has not been a good-faith 

attempt to complete the work satisfactorily. Trainers and assessors are under no 

obligation to mark incomplete submissions. 

 

If the student has not submitted, they will be notified by the trainer and assessor via 

RTO Manager, to ensure that the contact is on file. If the student has a good reason, 

which is accepted by the trainer and assessor, they will be permitted several additional 

days in which to submit the assessment. 

 

The trainer may permit up to one week of extension, but no more. One week is the 

maximum extension allowable. 
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The trainer and assessor will have two weeks from the due date in which to mark and 

return the assessment tasks. These two weeks INCLUDE any extension given to the 

student, so if a teacher offers a two-day extension, they have only 12 days in which to 

mark and return the task. 

 

If the student’s submission has been found not satisfactory and a resubmission is 

necessary, the student will have one week to make their resubmission. 

 

Following this, the trainer and assessor has a further two weeks, INCLUSIVE of any 

extensions, to mark and return the task. 

 

If the student is required to make a third and final submission, they have one week to 

make it. 

 

The trainer and assessor then has two weeks in which to return a result. There are no 

extensions granted beyond this period, under any circumstances. 

 

Any student who has not been deemed to have satisfactorily completed the unit eight 

weeks after the due date, even if they have used all three submission, will be deemed 

not yet competent and the unit will be closed. 

 

The student may need to re-enrol in the unit or the course at this point. 

 

Visually, the timeline is: 

 

Stage Weeks 

Total Weeks 

Since Unit 

End 

Initial submission None – due on unit end date 0 

Marking Two 2 

Second submission One 3 

Marking Two 5 

Third submission One 6 

Marking and result Two 8 

 

Monitoring Points 

 

The progress of an international student undertaking a VET course is monitored at two 

different levels through the student journey: 

 

3. The end of each unit of competency (informal); and 

4. The end of each study period (formal). 

 

At the end of a unit of competency, the trainer and assessor will determine whether 

the student has submitted their final assessment tasks by the due date. The due date 

will usually be the final day of study for the unit of competency. 
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If the student has not submitted, they will be notified by the trainer and assessor via 

RTO Manager, to ensure that the contact is on file If the student has a good reason, 

which is accepted by the trainer and assessor, they will be permitted several additional 

days in which to submit the assessment. The trainer and assessor may refuse to provide 

an extension WITH the agreement of the Academic Manager, VET. 

 

The trainer may permit up to one week of extension, but no more. One week is the 

maximum extension allowable. 

 

The end of a unit of competency is not a formal course progress monitoring point. At 

this stage, trainers and assessors will speak informally to students who have not 

completed the unit. Warning letters and other formal actions will not be taken at this 

stage, these are only taken at the end of each study period. 

 

At the end of each study period, the academic team will review the records for all 

international VET students who were undertaking study during the period. To be 

deemed to be demonstrating satisfactory progress, the student must have: 

 

1. Been deemed Competent, or have received Credit Transfer or RPL, for all units 

in all previous study periods which the student has undertaken for the course; 

and 

2. Been deemed Competent, or have received Credit Transfer or RPL, for all units 

in the study period where the final assessment submission deadline has passed; 

and 

3. Submitted all assessment tasks for any unit where the initial submission deadline 

has passed but the final submission deadline has not passed, usually the last unit 

in the study period. 

 

Any student who meets all three of those requirements is demonstrating satisfactory 

progress. They will be categorised as “green”. 

 

Any student who does not meet all three of those requirements, and who was green, 

becomes yellow. 

 

Any student who does not meet all three of those requirements, and who was yellow, 

becomes red. 

 

Consequences of Non-Progression 

 

Students who become yellow will experience the following consequences: 

 

 The Administration team will send a formal warning letter, explaining that the 

student is at risk of not achieving satisfactory course progress, what the student 

must do in order to get back on track, what the consequences of becoming 

red are, and what support is available. 
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 The Academic team will review the student’s file to determine if there is any 

clear cause of the non-progression e.g., have they been attending class, have 

they had plagiarism issues, have they been away on sick leave, etc. 

 The Academic team will contact the student to discuss the issue and offer 

support according to the policy and procedure of Albright. 

 

The student is required to meet with the Academic team to discuss what they must do 

to get back on track. Attendance at this meeting is mandatory. 

 

Students who become red will experience the following consequences: 

 

 The Administration team will send a formal intent to report (“ITR”) letter, 

explaining that the student’s progress is unsatisfactory, that they are going to 

have their CoE cancelled, with notification being provided to the Department 

of Home Affairs, and that they have the right to appeal the decision or to 

contact the Academic Manager, VET, to attempt a resolution. 

 The student will be locked out of Moodle and will be prevented from attending 

any classes until they are given clearance by the Academic Manager, VET. 

 

Students who become red have access to the Albright Appeals Procedure, and they 

will not have their CoE cancelled or be reported to the Department of Home Affairs 

until the period for appeals has passed and any active appeal has been concluded. 

Any fees outstanding remain outstanding and will be pursued. 

 

If they choose, the student may contact the Academic Manager, VET, and attempt 

to find a resolution. This may involve enrolling in make-up classes, mandatory 

attendance, or re-starting the course. The contents of any resolution made are at the 

discretion of the Academic Manager, VET; however, until the student achieves the 

requirements to become green, they will remain red. 

 

Any special plan implemented for a red student by the Academic Manager, VET will 

be documented into the student file. 

 

Mandatory Attendance 

 

In some cases, particularly where non-progression appears to be driven by non-

attendance in class, the Academic team may mandate a minimum level of 

attendance for a specific student who has become yellow or red. This decision must 

be made by the Academic Manager, VET, and must be documented in the student 

file. The student must be notified in writing. 

 

If the student fails to achieve the mandatory level of attendance in the next study 

period, they will be considered to have failed to achieve satisfactory progress 

regardless of any other factor. 
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Graduation Date 

 

The final date in the student’s CoE is referred to as their “graduation date”, and it hold 

special significance. 

 

By graduation date, the student MUST have submitted all assessment tasks for all units. 

They do not necessarily have to have achieved a final result, because some level of 

resubmission may be needed; however, they MUST have made a submission of all 

tasks. 

 

Initial submission of assessment tasks will not, under any circumstances, be accepted 

after graduation date. If a student wishes to submit after graduation date, they must 

apply to have their CoE extended and must demonstrate compassionate and 

compelling circumstances to the satisfaction of Albright policy. 

 

COVID-19 

 

During the COVID-19 pandemic, Albright, like many other colleges, relaxed its 

requirements around course progression. This means that there are many students who 

are currently in a position which would make them yellow or red, but who have not 

received a warning letter or intent to report. 

 

This is consistent with the relaxed regulatory approach implemented by the Australian 

Skills Quality Authority (“ASQA”) through this period. 

 

As we exit the crisis, students will be required to begin strictly following this policy again. 

A level of flexibility will be offered, for example Albright intends to conduct additional 

make-up classes, and to provide opportunities to submit assessments outside of the 

usual submission period; however, over time the full Course Monitoring policy will be 

re-implemented. 

 

All students who are to be affected by the re-implementation will receive written 

communication as to which requirements are being phased back in, what the time 

period for implementation is, what support is being offered, and what the 

consequences of not complying are. 

 

Reserved Rights 

 

Albright reserves the right to change this or any other policy at any time. If this policy is 

changed a notification will be sent to all affected parties, including students. 

 

Related Documents 

For forms, templates, and other related documents please refer to the associated 

procedures, which are managed by the Academic Manager, VET. 
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