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 COMPLETION WITHIN THE EXPECTED DURATION OF 

STUDY POLICY AND PROCEDURE 

 

PURPOSE  

The purpose of this policy is to ensure that Mercury Institute of Victoria (MIV) has a 

structured process in place to track the performance of each student throughout the course. 

MIV follows Monitor Academic Course Progress Policy and Procedure. 

The policy also documents how MIV monitors the progress of each student to ensure that 

the student is in position to complete the course within the expected duration as specified 

on the student CoE and in what circumstance the CoE will be extended. 

 

SCOPE 

This policy supports ‘National Code of Practice for Providers of Education and Training to 

Overseas Students 2018’. 

 

1. POLICY 

MIV will monitor the enrolment load and monitor student course progress (Please refer to 

Monitoring Student Course Progress Policy and Procedure) to ensure they are able to 

complete their course within the expected duration of study specified in their Confirmation 

of Enrolment (CoE). Overseas students must enrol in sufficient units in each compulsory 

study period to ensure that the total number of units required to complete the course will be 

completed within the expected duration of their study. MIV ensure that appropriate advice 

is given to students who are at risk at not meeting course requirements. 

 

Students may vary their enrolment load to below a full time load in a compulsory study 

period when: 

 The reduced load is part of an intervention strategy; 

 They defer or suspend their term; 

 There are compassionate and compelling circumstances for reducing enrolment 

load; 

 Pre-requisite subjects are not available in that study period; or 

 They complete the unit with another provider (Cross Institution Enrolment) to 
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 ensure course completion within the expected duration; 

 A student may study up to 25 per cent of the total course online (MIV is not 

currently offering any online module or course); 

 Students may study entirely online subjects in a non-compulsory study period if 

they want to. However, MIV ensures that students do not study more than 25 per 

cent of the total enrolment load by online learning. 

 

Student must consult with the Operations Manager/Training Coordinator in order to 

decrease their study load. MIV Operations Manager approval is required for a student to 

reduce their study load. 

 

By studying less than the normal study load, a student is at risk of not completing their 

course within the expected duration of their CoE. Therefore the student may need to catch 

up by studying units during a non-compulsory study period or by overloading in some 

compulsory study periods to compensate for those study periods in which the student was 

studying a reduced load. 

 

Student must provide supporting documentation when claiming compassionate or 

compelling circumstances to reduce their study load during a compulsory study period. 

 

MIV ensures that the academic course progress of each student is monitored, recorded and 

assessed for each unit/course in which student is enrolled to ensure students are on track to 

complete their course within the duration of their CoE. All records relevant to study load 

must be kept in the Student Management System (JobReady). 

 

MIV will only extend the duration of study, which might require an additional CoE, if 

student cannot reasonably complete his or her course within the expected duration as 

specified on the student’s CoE. MIV will not need to issue a new CoE until MIV can 

accurately predict how long an extension of duration of study the student will require.  

 

Circumstances in which students are permitted to re-enrol: 

 Under compassionate or compelling circumstances, when it is clear the student 

will not be able to complete their course by the end date of the CoE. 
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  As approved deferment or suspension of study. 

 Completion of NYC units arising due to failure to address re-assessment attempts. 

 Completion of NYC units where the student progress is satisfactory.  

 

Where MIV decides to extend the duration of a student’s study due to any of the conditions 

above, MIV will issue a new CoE through PRISMS when required. This action must be 

done within twenty (20) days of the student’s re-enrolment. 

All record of CoE are kept in the student file on the Student Management System 

(JobReady) 

 

2. PROCEDURE 

At the orientation session students will be advised of the requirements for academic course 

progress and of the requirements to complete the course within the expected duration of 

their CoE. 

 

MIV Operations Manager/Training Coordinator will ensure that student’s enrolment is 

monitored in each study period to maintain correct enrolment of student in units. 

 

MIV will extend the duration of the student’s study only where it is clear that the student 

will not complete the course within the expected duration, as specified on the student’s 

CoE, as the result of: 

 Compassionate or compelling circumstances (for example illness where a 

medical certificate states that the student was unable to attend classes or where 

the registered provider was unable to offer a pre-requisite unit); 

 The registered provider implementing its intervention strategy for students who 

were at risk of not meeting satisfactory course progress; or 

 An approved deferment or suspension of study has been granted under Standard 

9- Deferring, Suspending or Cancelling the Overseas Student’s Enrolment. 

 

MIV will report the student change in enrolment through PRISMS. 

Records of variation must be maintained in the Student File.  
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 Definition (if any) 

Compassionate 

and Compelling 

Circumstances 

Compassionate or compelling circumstances are generally those beyond the control of 

the student and which have an impact upon the student’s course progress or wellbeing. 

These could include, but are not limited to: 

 Serious illness or injury, where a medical certificate states that the student was 

unable to attend classes; 

 Bereavement of close family members such as parents or grandparents; 

 Major political upheaval or natural disaster in the home country requiring 

emergency travel when this has impacted on the student’s studies; or 

 A traumatic experience which could include: 

 Involvement in, or  witnessing  of a  serious accident; 

 Witnessing or being the victim of a serious    crime. 

When this has impacted on the student. (These cases should be supported by police or 

psychologists’ reports) 

 Where the registered provider was unable to offer a pre-requisite unit; or 

 Inability to begin studying on the course commencement date due to delay in 

receiving a student visa. 

The following additional situations would be considered ‘compelling’ circumstances and 

could support the granting of an extension of the duration of a student’s study: 

 If the student had failed occasional units throughout the course, but had not done 

so poorly as to be picked up by the provider’s intervention strategy for course 

progress. (In this case, the provider would need to document the findings of the 

monitoring process and the decision to extend the student’s duration of study in 

order to complete the course; or 

 If a student’s course progress or provider-approved study load prior to   1 July 

2007 would lead to the student being unable to complete within the expected 

duration. (The provider will need to have evidence that the student was following 

the provider’s course advice.) 

Compulsory 

Study Period 

A compulsory study period is one in which the student must enrol unless granted a 

deferment or suspension from enrolment. 

At Risk Being “at risk” of not meeting satisfactory course progress requirements means:  

- Failing 50% or more units in a study period. 

 


