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1. Policy Statement 

Antrick Education Pty Ltd trading as Antrick Health Academy (the RTO) will actively monitor student progress 
and implement timely, proportionate and supportive intervention where a student is at risk of not making 
adequate progress, disengaging, withdrawing, or not successfully completing their training product. Student 
progress monitoring is a core quality, learner-support and retention control, and must be embedded throughout 
the student journey rather than treated as a late-stage compliance response. 

 

The RTO will use a combination of academic, behavioural, engagement and support indicators to identify risk 
early, contact students promptly, and coordinate appropriate interventions. Interventions may include tutorials, 
LLN support, wellbeing referral, reasonable adjustment, digital support, trainer consultation, revised study 
plans, attendance follow-up or other tailored actions.  

 

2. Purpose 

• set the organisational requirements for monitoring student progress, identifying risk factors and 
implementing support interventions; 

• ensure students have access to trainers, assessors and support services that assist them to progress 
throughout the training product; 

• promote early identification of students who may be disengaged, underperforming, experiencing barriers or 
requiring additional support; 

• ensure support and intervention responses are documented, timely, fair and suited to the student’s needs 
and training context; 

• integrate progress monitoring with admissions information, LLN and digital-literacy screening, reasonable 
adjustment, student wellbeing and diversity considerations; 

• support continuous improvement through review of student progression data, intervention outcomes and 
emerging risk trends. 

 

3. Scope 

This policy applies to all students enrolled in training products delivered by or on behalf of the RTO, across face-
to-face, online, blended, workplace, simulation, placement and third-party delivery contexts. It applies from 
commencement to completion, withdrawal or transfer and covers monitoring of academic progress, 
engagement, attendance where relevant, assessment participation, support needs, contact and response 
pathways, intervention planning and outcome review. 

 

4. Legislative and Regulatory Context 

ASQA’s Training Support Practice Guide states that VET students must have access to support services, 
trainers and assessors and other staff to support their progress throughout the training product. ASQA indicates 
that RTOs should be able to show how support is provided to students who are at risk, or potentially at risk, of 



 
 

   

 

not making adequate progress, including systems for monitoring student progress and offering additional 
support services or reasonable adjustments. The guide also states that students should be informed how and 
when they can access trainers, assessors and other staff, and that student queries should be responded to in a 
timely manner. 

 

ASQA’s Information Practice Guide states that students must be given clear and accurate information about 
available training support services and wellbeing support services, how to access those services, and other 
obligations that may affect their successful participation. It also highlights the importance of pre-enrolment 
review of LLN proficiency, digital literacy and other suitability factors so that the RTO can advise whether the 
training product is suitable and what support may be needed.  

 

ASQA’s Diversity and Inclusion Practice Guide further emphasises that the learning environment must be safe, 
inclusive and culturally appropriate, and that staff should develop capability in inclusive practices, cultural 
awareness, unconscious bias and supporting diverse cohorts. These expectations are relevant when monitoring 
student progress because engagement patterns, barriers and effective interventions may differ across cohorts 
and should not be approached with a one-size-fits-all model.  

 

5. Definitions 

• Student progress means the extent to which a student is participating in, engaging with and successfully 
progressing through the learning and assessment requirements of their training product. 

• At-risk student means a student who shows one or more indicators suggesting they may not successfully 
continue, participate, complete or meet learning and assessment requirements without additional support 
or intervention. 

• Intervention means a planned action or combination of actions taken by the RTO to address barriers, 
improve engagement, strengthen participation or support successful progress. 

• Progress indicators means the quantitative and qualitative measures used by the RTO to assess whether a 
student is progressing adequately, such as assessment submission, participation, contact responsiveness, 
tutorial engagement or trainer concern. 

• Support services means training support services, wellbeing support services, administrative support, IT 
assistance, LLN support, reasonable adjustment measures or referral supports relevant to student 
success. 

• Case management means a structured approach to coordinating follow-up, communication, supports, 
responsibilities and review dates for a student receiving intervention. 

 

6. Policy Principles 

• Student progress should be monitored proactively, not only after failure has already occurred. 



 
 

   

 

• Risk identification should use multiple indicators and professional judgement rather than relying on a single 
data point. 

• Interventions should be supportive, proportionate, timely, documented and tailored to the student’s 
context, cohort and learning barriers. 

• Students must have reasonable access to trainers, assessors and relevant staff, and know how to seek 
help. 

• Progress monitoring must operate alongside privacy, procedural fairness, cultural safety and access-and-
equity obligations. 

• Third-party delivery arrangements must include equivalent monitoring and intervention controls. 

 

7. Student Progress Monitoring Framework 

The RTO will maintain a documented progress-monitoring framework that specifies what indicators are 
monitored, how often review occurs, who is responsible, how risk levels are classified and when intervention is 
triggered. Monitoring may occur through scheduled academic reviews, learner-management-system reports, 
trainer observations, assessment tracking, attendance data where relevant, placement performance, contact 
logs, helpdesk requests, student self-disclosure or other approved methods. 

 

8. Progress Indicators and Early Warning Signs 

Potential early warning signs may include missed assessments, repeated non-submission, poor-quality 
assessment attempts, reduced engagement with online systems, unexplained absences where attendance is 
monitored, lack of response to trainer or support contact, repeated requests for extensions, difficulty 
understanding learning materials, placement concerns, wellbeing issues, technology barriers, or information 
disclosed by the student about competing personal, work, caring, financial or health pressures. 

 

The RTO should not treat all risk indicators as failure or misconduct. Indicators must be assessed in context, 
including whether the student requires support, referral or reasonable adjustment.  

 

9. Roles of Trainers, Assessors and Student Support Staff 

Trainers and assessors are often the first to identify emerging risk and must act promptly when they observe 
reduced participation, declining performance, repeated missed submissions or other indicators that a student 
may not be progressing adequately. Student support staff, administration, IT support and academic leaders 
also play an important role in monitoring enquiry trends, access issues, personal circumstances and support 
referrals. Students must be informed about how and when they can contact trainers, assessors and support 
staff and what response times they can reasonably expect. https://www.asqa.gov.au/for-providers/standards-
for-RTOs/practice-guides/quality-area-2-vet-student-support/training-support-practice-guide) 

 



 
 

   

 

10. Progress Support Services Available to Students 

Support services that may be used to assist student progress include readings, practice activities, practice 
tests, tutorials, online tutorial support, individualised trainer support, LLN support, assistive technology, 
specialised IT support, wellbeing referral, study-skills guidance, time-management coaching, clarification of 
assessment expectations, moderated resubmission planning, placement support, and reasonable adjustment 
arrangements where appropriate.  

 

11. Inclusive and Culturally Safe Monitoring Practices 

Monitoring and intervention practices must be inclusive, culturally safe and responsive to student diversity. 
Staff should avoid assumptions, unconscious bias or generic explanations for underperformance. Interventions 
should consider disability, language background, cultural obligations, remote or online study conditions,  

 

12. Reasonable Adjustment and Disability Considerations 

Students should be supported to disclose disability or other circumstances affecting participation if they wish 
to do so, and the RTO must consider reasonable adjustments that allow access and participation on an equal 
basis without compromising the integrity of the training product. Where progress concerns may be connected 
to disability or access barriers, intervention planning must include consultation with the student and relevant 
staff, consideration of alternative formats or timelines, assistive technology or other appropriate measures, and 
documentation of agreed actions or reasons why requested adjustments are not appropriate or possible.  

 

13. Triggered Intervention Process 

When a student is identified as at risk, the RTO must initiate an intervention process within a defined timeframe. 
This should include an attempt to contact the student, review relevant data and staff observations, discussion 
of barriers, agreement on support actions, assignment of responsibilities, and a documented review date. The 
intervention may be informal for low-level risk or managed through a structured case plan for moderate or high-
level risk.  

 

14. Communication, Timeliness and Student Contact 

Students must be informed of the options available to lodge an enquiry and how long they can expect to wait for 
a response. Contact during intervention should therefore use clear, student-friendly communication and 
should set out what concern has been identified, what assistance is available, what response is needed from 
the student and what may happen if the student does not engage.  

 

15. Third-Party, Online and Placement Contexts 

Where learning is delivered through third parties, online systems or placement hosts, the RTO remains 
responsible for ensuring progress monitoring and intervention controls are operating effectively. Third-party 



 
 

   

 

arrangements should specify how progress indicators are monitored, what information must be escalated to 
the RTO, expected response times, referral pathways and how intervention actions are documented and 
reviewed. 

 

16. Student Refusal, Non-Engagement and Withdrawal Risk 

A student may choose not to engage with offered support. Where this occurs, the RTO must still document the 
support offered, attempts made to contact the student, advice given and any consequences explained. 
Repeated non-engagement may lead to additional escalation, review of enrolment status, welfare checks 
where appropriate, or referral to other internal policies depending on the circumstances. The RTO should 
distinguish disengagement caused by solvable barriers from deliberate non-participation and should avoid 
punitive assumptions where support barriers remain unresolved.  

 

17. Documentation, Records and Privacy 

The RTO will maintain accurate records of monitoring activity, risk flags, communication attempts, support 
offers, referrals, case plans, intervention reviews and outcomes. Sensitive personal information must be 
managed in line with privacy obligations and accessed only by authorised staff with a legitimate role in 
supporting the student or administering compliance requirements.  

 

18. Review of Intervention Effectiveness and Continuous Improvement 

Interventions should be reviewed for effectiveness using evidence such as renewed engagement, assessment 
completion, improved results, reduced escalation, student feedback, trainer feedback and completion 
outcomes. Where interventions are repeatedly ineffective, the RTO should review whether support services, 
staff capability, course design, communication, scheduling, digital delivery or cohort-specific barriers require 
broader action. Trends should inform quality review and continuous improvement.  

 

19. Roles and Responsibilities 

• Board / CEO / Executive: oversee major learner-support risks and ensure adequate resourcing for student-
support systems. 

• Academic Manager / Head of Training: approve monitoring settings, review intervention trends and ensure 
alignment with training quality expectations. 

• Student Services Manager: coordinate support services, case management pathways and student-contact 
protocols. 

• Compliance Manager: monitor standards alignment, evidence sufficiency and third-party compliance. 
• Trainers and Assessors: identify risk early, refer concerns promptly, provide direct academic support and 

document relevant actions. 
• Student Support, Administration and IT Staff: assist with access, referrals, technical support and 

communication tracking. 



 
 

   

 

• Third-Party Providers: apply approved monitoring and escalation processes and provide timely information 
to the RTO. 

• Students: engage with learning, respond to communications where possible, seek help early and provide 
relevant information to enable support. 

 

20. Non-Compliance and Escalation 

Failure to identify at-risk students, delayed or undocumented intervention, poor access to trainers or support 
staff, failure to respond to student queries in a timely manner, inadequate third-party oversight, or failure to 
consider reasonable adjustment and diversity factors may constitute significant non-compliance. The RTO may 
implement corrective action, increase supervision, review staffing or support arrangements, suspend unsafe 
third-party practices, or take disciplinary or contractual action where lawful. 

 

21. Attendance 

Attendance: All students are required to maintain a minimum attendance rate of 80% of scheduled course 
contact hours across each study period, in accordance with Standard 8 of the National Code of Practice for 
Providers of Education and Training to Overseas Students 2018 and the Education Services for Overseas 
Students (ESOS) Act 2000. Attendance is recorded daily for every scheduled training, supervised placement, 
and formal assessment session, in line with Clause 1.8 and Schedule 5 of the Standards for Registered Training 
Organisations (RTOs) 2015, and retained for the regulatory minimum of thirty (30) years for AQF certification 
records and seven (7) years for general training records. 

 

Trigger and Intervention: Where a student's attendance falls below the 80% threshold, an automatic 
intervention is triggered: the student is issued a formal Attendance Warning Notice, an Attendance Counselling 
Session is convened with the Student Welfare Officer within five (5) working days, and a 
documented Attendance Improvement Plan is implemented and monitored weekly.  

 

Continued non-attendance, or failure to engage with the intervention process, will result in formal reporting to 
the Provider Registration and, where applicable, International Students Management System 
(PRISMS) under Section 19(2) of the ESOS Act 2000, which may affect the student's visa status. All attendance 
breaches, interventions, and outcomes are recorded in the student management system and follow the 
appeals provisions of Standard 10 of the National Code 2018, ensuring procedural fairness, natural justice, and 
full compliance with the Privacy Act 1988 (Cth) and applicable regulatory obligations. 

 

 

22. Procedure 

22.1 Routine Monitoring 
1. Review student progress at defined intervals using approved indicators such as assessment submission, 



 
 

   

 

engagement, trainer observations and support contacts. 
2. Identify students who may be at risk and classify the level of concern based on approved criteria. 
3. Record the risk flag and initial actions in the approved system.  

22.2 Initial Contact and Triage 
4. Contact the student promptly using approved communication channels and explain the concern and 

available support options. 
5. Gather information about barriers, support needs, access issues, disability-related factors or external 

circumstances. 
6. Determine whether informal support, referral, adjustment or a formal intervention plan is required.  

22.3 Intervention Planning and Review 
7. Document agreed actions, responsibilities, support services, timelines and review dates in an intervention 

plan or case note. 
8. Implement the agreed support actions and monitor whether the student re-engages and progresses. 
9. Escalate persistent or high-risk cases to the authorised officer and update the record after each review.  

22.4 Closure and Improvement 
10. Close the intervention when risk is resolved, the student withdraws, or another policy pathway takes over, 

ensuring the outcome is documented. 
11. Review intervention data periodically to identify patterns, service gaps or training design issues. 

Update support settings, staff training, communications or systems as part of continuous improvement. 
 

Supporting Forms and Registers   
Form / Register    
Student Progress and Intervention Register 
Student Support plan 
   
Approval and Endorsement   
Name    Position    Signature    Date    

    

Dimity Leech    CEO    

    

    01/3/2026     

Tony Yeung    COO/Compliance     

    

   01/03/2026    

 Printed copies are uncontrolled unless verified against the current controlled version. This document is company confidential and may only be used, 
disclosed or reproduced with authorisation except where required by law. Before formal issue, the RTO should complete all highlighted placeholders and 
align this policy with its student management system, LMS alerts, support referral pathways, intervention templates, third-party monitoring controls, 
response-time standards and privacy settings. 
 

Source basis used in drafting: ASQA Training Support Practice Guide; ASQA Information Practice Guide; and ASQA Diversity and Inclusion Practice Guide 
relevant to student support, progress monitoring, timely intervention, reasonable adjustment and inclusive practice. 


