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1. Preamble 

1.1 Background 
 

The Academic Progression, Exclusion and Graduation Policy (‘the Policy’) provides details of Canterbury 

Institute of Management (‘the Institute’ or ‘CIM’) obligations to comply with the ESOS Regulations 2019 

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

(‘National Code 2018’) in accordance with Commonwealth Register of Institutions and Courses for 

Overseas Students (CRICOS). That is to safeguard the integrity of Australian migration laws by supporting 

international students in fulfilling their student visa requirements to complete their program within the 

required duration, as well as meeting the requirements for progress and attendance of the program. This 

includes monitoring and reporting on Provider Registration and International Student Management 

System (PRISM), rules for meeting program completion requirements, grounds for exclusion related to 

lack of satisfactory academic progress, and confirmation of student program completion and eligibility to 

graduate. 

2. Purpose 
 

2.1 This Policy provides guidelines for monitoring international students' progress and attendance, as well 

as reporting unsatisfactory course progress and attendance. It identifies attendance requirements for 

international students, when an allowable extension of program duration is permitted and the 

student’s responsibility for contacting the Australian Department of Home Affairs (DHA), should 

there be any change to their program duration that may affect their student visa status.  

2.2 This Policy includes the complaints and appeals processes available to international students regarding 

academic progression and exclusion. CIM is committed to monitor the academic progress of each 

student so that students who are deemed to be ‘at risk’ can be provided with advice and support to 

ensure successful program completion whenever possible. 

3. Scope 

This Policy applies to all students enrolled in a course of study at the Institute. 

4. Maximum Candidature 

4.1 Students must meet the requirements of a program within a prescribed number of years from the 

date of first enrolment. The rationale for placing a timeframe on program completion is to ensure 

that the qualification awarded reflects currency of knowledge and skill. 

4.2 The maximum period of candidature for CIM programs is as below: 

i. Undergraduate program (Bachelor of Business) – 8 years (part-time); 

ii. Graduate programs (MBA or MICT) – 6 years (part-time); 

iii. Graduate Diploma programs – 4 years (part-time); 

4.3 The time elapsed is calculated from the date that a student commenced their first semester of study. 

In exceptional circumstances, the Campus Director & Dean may approve an extension of a further 

two (2) years to a maximum candidature of ten (10) years. 

4.4 Students who fail to complete program requirements within the specified time limit will have their 

enrolment terminated and a statement noting that the maximum period of candidature has been 

exceeded will appear on the final academic transcript issued to the student. 

4.5 Prior to termination students will be advised in writing by the Program Director of the decision to 

terminate their enrolment and will also be advised that they have twenty (20) days from receiving 

notification of the decision to terminate their enrolment to appeal the decision. 

5. Extension of Program Duration 

International students are only permitted to apply for an extension of program duration with 

supporting evidence where: 
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5.1 compassionate or compelling circumstances exist, including (but not limited to): 

i. serious physical or mental illness, such as hospital admission, serious injury, severe anxiety or 

depression. 

ii. sickness, misadventure, or other circumstances beyond a student’s control which may: 

a. prevent completion of a program requirement, 

b. prevent attendance at an assessable activity, 

c. prevent submission of assessable work for a course or 

d. significantly affect performance in assessable work, be it a formal end-of-semester 

examination, a class test, a presentation or any other form of assessment. 

iii. loss or bereavement, such as death of a close family member, family/relationship breakdown. 

iv. hardship/trauma, such as being a victim of crime. 

5.2 Documented evidence are required to support the application for Extension of  program. 

5.3 If a student has been deemed to be not making required course progress, 

i. the Institution initiates an intervention strategy for that student so that they can be assisted in 

meeting their course progress requirement and/or 

ii. an approved deferral or suspension of the student’s enrolment has occurred. 

 
6. Procedure for Program Extension 

 

The procedures for program extension application process involves the following: 

 

6.1 Submit Program Extension request 

International students’ needs to submit an application to the institution to extend their COE and apply 

for a new student visa with the Department of Home Affairs (DHA) if : 

i. an international student’s visa is expiring soon; 

ii. an international student still has courses left to complete. 

6.2 Extension request assessment, reporting and outcome 

The extension to program duration request is assessed as per the guidelines explained in this Policy. 

Requests for an extension to program duration from an international student can only be approved for 

compassionate or compelling circumstances as per National Code 2018, Standard 8, with supporting 

documentary evidence. 

6.3 Appealing the outcome 

Students have the right to lodge a complaint about decision that resulted in their request for an 

extension to their program duration being refused in accordance with the Student Grievance Management 

Policy. 

6.4 Recording 

Extensions to program duration are recorded accordingly and reported on PRISMS. 

7. Attendance 

7.1 Record Keeping 

Records of all correspondence, notifications, meeting outcomes and action plans must be kept for 

international students at risk of unsatisfactory course progress status and for international students 

who fail to meet satisfactory course progression and/or course attendance requirements. 

The Institute keeps all such records for two (2) years after the international student ceases to be an 

accepted student.  
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International students must maintain an attendance rate of 80%. Attendance is monitored and 

recorded by teaching and learning staff. Students whose attendance falls below 80% will be contacted 

by the Institute. 

 

8. Monitoring Student Progress Against Minimum Academic Standards 
 

CIM regularly monitors students’ course progress. That is to ensure that students progress through their 

program within allowed time. CIM has established a system of course progress monitoring, intervention 

and available support to the students being at risk as below: 

8.1 Early Intervention 

CIM monitors students’ course progress throughout their study. CIM tracks student performance 

through a systematic monitoring of results of formal assessment tasks within each course. Students 

can be classified as potentially ‘at risk’ of inadequate academic progress when their lecturer/tutor 

notices that they are: 

i. not attending lectures and/or tutorials; or 

ii. not performing adequately in assessment tasks. 

8.2 All students are required to meet minimum academic progression standards. Students do not meet 

the Institute’s minimum academic progression standards if they: 

i. fail a particular course more than once; or 

ii. fail 50% or more of the courses attempted in a semester. 

8.3 The Campus Director & Dean monitors the academic performance of students against the minimum 

academic progression standards throughout the semester by receiving regular reports from the 

Program Director, lecturer and tutors. After ratification of each semester’s results by the Academic 

Board and publication of results, the Program Director(s) compile Academic Performance Report 

within five (5) days which lists each student’s results to date. Where a student has failed to meet the 

progression requirements (as outlined above) the relevant Program Director deems that student as 

being ‘at risk’. 

8.4 The Program Director arranges for academic counselling to be provided to all students who are 

deemed to be ‘at risk’. During the academic counselling session, the Student Advisor and the student 

determines what support is appropriate for to the student. This may include, but is not limited to, the 

student: 

i. attending Study Support Sessions; 

ii. attending additional scheduled tutorials or other study groups; 

iii. receiving individual case management from Academic Advisors; 

iv. receiving assistance with personal issues which are influencing academic progress; 

v. receiving mentoring from senior students at the Institute; 

vi. a reduction in study load; or 

vii. a combination of the above. 

8.5 During the academic counselling session, the student are advised that continued failure to meet 

minimum academic standards could lead to conditions being placed on enrolment and/or to enrolment 

being terminated. 

8.6 A record of the academic counselling session and any additional support to be provided are 

documented and signed by the counsellor and the student and placed on the student’s file and tracking 

of the support being provided by the Institute.
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9. Students who continue to fail to meet minimum academic progression standards 

9.1 If a student continues to fail two semesters (or more) to meet minimum academic progression 

standards then an intervention strategy is be put in place, then the Program Director requests that 

the student provides a written statement within twenty (20) working days outlining reasons why they 

should be permitted to continue their enrolment in the program. 

9.2 A student who does not submit a written statement by the due date have his or her enrolment 

terminated. 

9.3 The Program Director considers the written statement and may: 

i. permit the student to continue without conditions; or 

ii. permit the student to continue the program with specific conditions; or 

iii. terminate the student’s enrolment. 

9.4 On considering the student’s written statement, the Program Director then provides a written 

statement to the student within ten (10) working days (from the date of receiving the written 

statement) outlining their decision and informing the student of the right to appeal the decision. 

9.5 A student who is permitted to continue their enrolment in the program, but with conditions imposed 

and who again fails to attain the minimum academic standards or breaches the conditions imposed, 

will have his or her enrolment terminated due to unsatisfactory academic progress. 

10. Aboriginal and Torres Strait Islander People 

CIM students with Aboriginal and Torres Strait Islander background might require special attention and 

support for academic success, will be identified early in their study at the Institute. 

10.1 If there are aboriginal and/or Torres Strait islander students at the Institute, their relevant Program 

Director will prepare and present a report about the students to the Academic Board at least twice 

a year. 

10.2 The Program Director’s report about Aboriginal and Torres Strait Islander will, as a minimum, include 

the following aspects of their study: 

i. Number of students enrolled in each program/major; 

ii. Enrolment status – part or fulltime; 

iii. Academic progress in current semester and in the program; 

iv. Special support arrangement made for those students. 

10.3 The Academic Board will consider the Program Director’s report on Aboriginal and Torres Strait 

Islander background and those belonging to other subgroups and advise corrective action, if required. 

11. Consequences of Termination of Enrolment 

A student whose enrolment is terminated due to unsatisfactory academic progress or exceeding the 

maximum period of candidature and who wishes to undertake further study at the Institute, will need to 

apply to the Institute for readmission in line with the Admissions Policy and Procedure. 

12. International Students 

12.1 As part of their visa conditions, international students are required to maintain a full-time study load 

during their study at the Institute. The one exception to this requirement is when an international 

student has less than a full-time load in his or her final semester (usually due to failure in one or more 

courses during their study). International students are expected to complete their program in the 

standard number of years for a student undertaking a full-time load (the registered program duration). 

This time period is noted on the student’s Confirmation of Enrolment and study visa. 

12.2 The Program Director monitors international students’ progress at the end of each semester to 

determine if satisfactory academic progress is being achieved. Where appropriate, an intervention 

strategy is be put in place to assist students to complete their program in the registered program 



Academic Progression, Exclusion and Graduation Policy_v3.1 

Page 8 of 14 
 

duration. A program may be extended where an intervention strategy has been implemented. 

12.3 If, after an intervention strategy has been put in place, an international student fails to meet the 

minimum academic progression standards in a second consecutive semester, the Program Director 

advises the student in writing of the intention to report the student for not achieving satisfactory 

academic progress. The student is also advised that he or she has the right to appeal the decision within 

twenty (20) working days. During the period for lodging an appeal, and while an appeal is being 

considered, the student has the right to continue in the program. 

12.4 After all grievance and appeals processes are finalised, or if the student has chosen not to access the 

appeals process within twenty (20) working days, the student’s enrolment will be formally terminated, 

and the Institute will report the student to Department of Education, Employment and Workplace 

Relations (DEEWR) via Provider Registration and International Student Management System 

(PRISMS). The student will be provided with a copy of the Section 20 notice generated by PRISMS. 

13. Program Director Responsibilities 

13.1 It is the responsibility of the Program Director to monitor the progress of students. 

13.2 The Program Director is responsible for ensuring that the requirements for each course and program 

of study are satisfactorily completed, that students who may be at risk of failure or who are deemed 

in need of assistance are identified, counselled and supported whenever possible and that accurate 

records of student progression, achievement and completion are maintained as required. 

14. Graduation 

14.1 It is the responsibility of the Student Support manager to ensure that records of student progression, 

achievement and completion are verified and that a student has satisfactorily completed all program 

requirements before recommending to the Academic Board that a student be awarded a qualification. 

14.2 The Academic Board approves a list of students who are eligible to be awarded a qualification and to 

graduate. This list is considered by the Governing Council for its ultimate approval to issue the 

qualification. 

14.3 The Academic Board approves all student awards and graduation, but the final say is made by the 

Governing Council based on whether the student has any outstanding debts to the Institute. 

14.4 Students who have a debt to the Institute is not be permitted to graduate until such debts have been 

paid. 

14.5 Students who are eligible to graduate must apply to the Student Support Manager by the prescribed 

date to attend the relevant graduation ceremony. Graduands who are unable to attend a graduation 

ceremony will have the appropriate award conferred by the Institute ‘in absentia’. 

14.6 Approved academic dress must be be worn by graduands at graduation ceremonies. 

 

15. Appeals 

15.1 A student may appeal against a decision made under this Policy. The grounds for appeal are that 

the decision is inconsistent with this Policy. 

15.2 Appeals must be made in writing and lodged with the Campus Director & Dean within twenty 

(20) working days of the student receiving written notification of the decision. 

15.3 The Campus Director & Dean responds in writing to the appeal within ten (10) working days of 

receipt of the appeal and confirms or vary the decision. 

15.4 All decisions of the Campus Director & Dean regarding appeals are presented by the Teaching & 

Learning Committee. 

15.5 Students who remain dissatisfied with the outcome of their appeal may enact the Institute’s 

grievance handling procedures as per the Student Grievance Management Policy. 



Academic Progression, Exclusion and Graduation Policy_v3.1 

Page 9 of 14 
 

 

16. Replacement documentation 

Graduates and students are entitled to request replacement academic documents. The process is as 

follows: 

16.1 submission of an application form to obtain a copy of the required documents; 

16.2 proof of payment of the applicable replacement document fees as detailed in the Institute’s 

Website; 

16.3 application for replacement documents are processed within ten (10) working days of receipt of the 

application form by the Student Support Manager ; 

16.4 if the applicant has requested a replacement copy of an existing document without amendments, the 

Student Support Manager prepares the requested document and the Campus Director & Dean 

authorises its release to the applicant; 

16.5 applications for replacement documents with an amendment, such as changed family name, are 

considered by the Chair of the Academic Board. 
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Appendix 1: 2020-2021 Review of Academic Progression, Exclusion and Graduation  

 

The Academic Progression, Exclusion and Graduation (APE&G) Policy is directed at ensuring that 

Canterbury Institute of Management (‘the Institute’) complies with its obligations under the ESOS Act 

2019 and the ESOS National Code by proactively monitoring the academic progression of its students 
and taking remedial action where necessary.  In practice, the Institute applies this policy to both 

international and domestic students, so as to ensure that all students successfully complete their 

program of study.   

 

Under the APE&G Policy, the Program Directors (PDs) are responsible for monitoring student progress 

(cl 13.1) and for ensuring that ‘at risk’ students are proactively identified, counselled and supported (cl 

13.2).  Because the Institute is young and student numbers are low, this process is overseen and 

managed directly by the Campus Director & Dean. 

 

Maximum candidature (cl 4) 

 

The maximum period of candidature is 8 years (24 courses) or 10 years in exceptional circumstances 

(cl 4.2).  The registered program duration is noted on the student’s Confirmation of Enrolment and 

study visa (cl 12.1): 

 

This date is entered onto the template CoE by the Admissions Officer.   

No student has exceeded the maximum period of candidature to date. 

 

Extension of Course Duration (cl 5) 

 

Course duration is only extended – by way of a deferral or suspension of enrolment – in compassionate 

or compelling circumstances (cl 5.1, cl 6.2) based on supporting evidence (cl 5.2).  

 

• The Institute has a Deferment, Suspension or Cancellation form for deferral or 

suspension of enrolment (available via the eLearning portal and website).   

• This form requires the attachment of supporting evidence. 

 

Students have a right of appeal against a decision to refuse a deferral or suspension of enrolment (cl 

6.3).   

• Students can appeal by submission of a Student Grievance Form (available via the 

eLearning portal and website).   

• No appeals in that regard have been lodged to date. 

 

All extensions are recorded on PRISMS (cl 6.4).   

• The Admissions Officer records all extensions on PRIMS.  

 

Attendance (cl 7) and Course Progression (cl 8) 
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The Institute requires that international students maintain an attendance rate of at least 80 per 

cent or they will be contacted by the Institute (cl 7).   The Institute keeps records of all 

correspondence with students who fail to meet attendance requirements (cl 7.1).   

• CIM Student Support Manager monitors onshore and offshore student attendance on a 

weekly basis. During 2019/20 students were required to register their attendance at the 

start of each class via a class roll, but Program Directors became concerned that students 

were attending their online classes merely to have their attendance recorded but without 

engaging in their classes and, significantly, without accessing their eLearning platform.  

During 2020/21 a weekly self-check-in was introduced.  The weekly self-check-in requires 

students to log into their eLearning account and, in relation to each individual course, 

make a declaration that they are keeping up with their studies or request support to assist 

them to get their studies back on track.   

• Students who fail to register their attendance at any class are proactively contacted by 

the Student Support Manager from the second week of each semester, to ensure that 

they know how to access their eLearning platform and to check that they understand 

their obligation to engage in their studies on a weekly basis. 

• The Student Support Manager contacts students via phone, SMS and email.  SMS and email 

messages are sent directly from our MESHED student management system, so this 

contact is recorded on the ‘student communication log.’  Our Student Support Manager 

also records file notes of student contact directly into MESHED.     

The Institute regularly monitors students’ course progress.  Students not making adequate 

course progress are proactively identified and provided with assistance to meet their course 

progress requirements (cl 5.3).  Early intervention is initiated when a student fails to attend 

classes or fails to perform adequately in assessment tasks (cl 8.1): 

• Due to the global pandemic, the Institute has run online classes at all campuses since its 

inception, apart from Darwin Campus, which ran face-to-face classes in S2 2021.   

• CIM Student Support Officers (SSOs) are in daily contact with students and provide 

regular feedback to Program Directors on all aspects of the student experience, so that 

we can continuously improve our service. 

• In 2021 an Offshore Student Support Officer (Offshore SSO) based in India was appointed 

to provide additional personalised support to all offshore students at the Institute.  The 

Offshore SSO assists students to understand their rights and obligations under Institute 

policies, including how to apply for an extension of time in which to submit an assessment 

task.  The Offshore SSO provides feedback to the SSO team on all aspects of the offshore 

student experience, from technological challenges to cross-cultural communication 

issues.  The Offshore SSO proactively contacts at least five (5) students per day to ensure 

that they are on track with their studies and to provide support where necessary. 

Within 5 working days after the due date for an assessment task in each course, Student Support 

Officers (SSOs) notify students who have failed to submit an assessment task and offer support 

to assist the student to get their studies back on track, including by advising how to request 

additional time or support.   

Additionally, in Week 4 of semester, SSOs notify students who have still failed to submit any 

assessment task in any course, as well as students who have failed to attend one or more classes 

in any course. Students are informed that they are at risk of failing one or more courses and 

advised how to access support services. 
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Further, in Week 8 of semester, SSOs notify students who have still failed to submit any 

assessment task in any course, as well as students who have failed to attend one or more classes 

in any course.  Students are informed that they are at risk of failing one or more courses and 

advised how to access support services. 

In Week 12 of semester, students who have failed to submit one or more assessment tasks are 
again notified that they are at risk of failing their course.  This ‘late stage’ reminder is intended 

to ensure that students don’t fail a course because they inadvertently failed to submit one or 

more assessment tasks a course.   

In addition to the above, course lecturers refer students to SSOs for follow up on an ad hoc 

basis, for example, if a student has received a poor mark on an assessment task. SSOs contact 

these students via phone and email to offer personalised support and referral.  

• All correspondence sent to students and file notes of important conversations with SSOs 

are recorded in the Institute’s MESHED database.   

• The Offshore SSO regularly contacts offshore students via WhatsApp, as this is the 

preferred method of communication for students who have poor IT skills or intermittent 

internet access.  The Offshore SSO makes file notes of important correspondence in 

MESHED.   

Post-results intervention occurs when a student fails 50 percent or more of attempted courses in 

a semester or fails a particular course more than once (cl 8.2).   

• These students are identified during the Teaching & Learning Committee results review 

process and notified via letter from the Dean immediately that results are released.  These 

students are required to attend a face-to-face conference with the Student Support 

Manager and Dean to discuss their progress.  AT that meeting the Dean arranges for 

academic counselling to be provided to the student (cl 8.4) and usually places conditions 

on future enrolment, such as a reduced study load and a requirement to attend learning 

support classes (cl 8.5).  The outcome of this meeting is recorded on the student’s file (cl 

8.6).   

Program Directors receive regular reports from course coordinators, lecturers and tutors (cl 

8.3): 

• Program Directors are in constant contact with their lecturers in an effort to monitor 

student progress.  This process has been made considerably more challenging due to the 

move to online learning as a result of the pandemic, because students are able to ‘attend’ 

online classes with their microphone and video muted.  In response, the Institute has 

implemented a centralised process of monitoring student online engagement via statistics 

on ‘weekly self check-in’ statistics, eLearning course activity logs and assessment 

submission statistics.  These statistics are generated by the Student Support Manager, 

who use the statistics to proactively contact students throughout the semester, as 

outlined above.  

At-risk students are identified by Program Directors within 5 days of ratification of results (cl 

8.3): 

• As noted above, students ‘at-risk’ of failing to complete their program within the 

prescribed time due to failing one or more courses, are identified by the Teaching & 

Learning Committee prior to release of results and are contacted immediately that results 

are released.   
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Students who continue to fail to meet minimum academic progression standards (‘on-

condition’ students) are required within 20 days to ‘show cause’ why their enrolment should 

be continued (cl 9.1): 

• Our Student Support Manager proactively monitors the progress of students who are 

conditionally enrolled.  Students who fail to comply with their enrolment conditions (for 

example, by failing to attend a learning support class) are contacted by the Student 

Support Manager and required to ‘show cause’ why their enrolment should not be 

terminated 

Students who don’t respond to the ‘show cause’ letter have their enrolment terminated (cl 9.2).  

Students who do respond may be permitted to continue their studies subject to further 

conditions (cl 9.3).  This happens within 10 working days and the decision is subject to appeal 

rights (cl 9.4).   

• Students are advised of their appeal rights in the ‘show cause’ letter. 

• The Student Support Manager provides proactive support to students who show 

sufficient cause, so that they can meet their enrolment conditions.     

• Students who again fail to meet minimum academic progression standards or who breach 

the conditions of their continued enrolment will have their enrolment terminated (cl 9.5).   

There are special provisions for students with an ATSI background (cl 10).  There are presently 

no students in this category and have not been at any time to date. 

International students are required to maintain a full-time study load other than in their final 

semester of study (cl 12.1): 

• The Student Support Manager reviews all student planners prior to the start of each 

semester to ensure that all students maintain a full-time study load.   

• The Student Support Manager also carries out a student workload audit at census date 

each semester, to ensure that all students maintain a full-time study load.   

When a student’s enrolment is terminated, the student is reported to DEEWR via PRISMS (cl 

12.3).  

• The Admissions Manager reports these on a case-by-case basis. 

• The Admissions Manager conducts an audit each semester to ensure that notifications 

are made where required. 

 

Graduation (cl 14) 

The Student Support Manager is responsible for recommending to the Academic Board that a 

student has met the requirements to be awarded a qualification (cl 14.1).   

• As the Institute is still young, no recommendations have been made as yet.   

• The Student Support Manager audits all student progress prior to the start of each 

semester and compiles a list of students who are due to graduate. 

Appeals (cl 15) 

 

Students may lodge appeals under the policy with the Campus Director & Dean (cl 15.1).  

• No appeals have been lodged to date. 


