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COMPLETION WITHIN EXPECTED DURATION OF STUDY 
PROCEDURE (INTERNATIONAL) 
 
 

Procedure Statement 
 
This procedure explains the handling of INSEARCH students’ workload to ensure they complete 
the course within the duration as specified in their e-CoE and should be read in conjunction with 
the Completion within Expected Duration of Study Policy. 

 

 

SCOPE 

This procedure applies to all students on student visas, enrolled in INSEARCH courses (including 
the UTS Foundation Studies programs which are offered by INSEARCH on behalf of UTS.) This 
procedure also applies to all staff involved in the management and reporting of students’ 
enrolment.  

This procedure does not apply to domestic students or students on other types of visas, such as, a 
tourist or working holiday visa.  

 

DEFINITIONS 

 Academic Student Student enrolled in any INSEARCH diploma or UTS Foundation 
Studies program offered by INSEARCH. 

 Compassionate or 
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 and this has impacted on 
the student’s studies;  
or 

• a traumatic experience which could include: 
involvement in, or witnessing of a serious accident; and  
witnessing or being the victim of a serious crime. 
and his has impacted on the student (these cases should be 
supported by police or psychologists’ reports)  

Any other circumstance would require evidence to be considered as 
compassionate or compelling. 

 Course  The sequence of Academic subjects or ELT levels. 
 
The term “course” is used throughout this document to refer to 
INSEARCH diploma courses, UTS Foundation Studies programs and 
ELT levels.  
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 DIBP Department of Immigration and Border Protection 

 Electronic Confirmation of 
Enrolment (e-CoE) 

A document provided electronically, which is issued by INSEARCH 
to intending international students and which must accompany their 
application for a student visa. It confirms the international student’s 
eligibility to enrol in a particular program. 

  

 ELT Student Student enrolled in any INSEARCH English Language Teaching 
program 

 Excluded/Exclusion  Students who are excluded are not permitted to re-enrol in any  
INSEARCH course. 

 Intervention  Process for supporting students who because of poor results   are 
identified as being at risk of failing to make satisfactory academic 
progress. 

 Level  A course of study in ELT offered at particular language levels. 

 Program  See “Course”. 

 Progressive Assessment 
Notification (PAN2) 

 The software system that allows for input of assessment by 
teachers (ELT) and (Academic). The system also provides a 
platform for students to receive assessment grades and feedback 
and provides communication to Academic Advisers regarding 
student progress. 

 Special Consideration 

 The term used when a student who is experiencing (or anticipates 
that he or she will experience) significant difficulty in meeting 
assessment requirements due to serious illness or psychological 
condition, loss or bereavement, hardship or trauma applies to have 
those factors considered in the determination of variation to 
assessment requirements or other special arrangements for 
learning and assessment. 

 Special Needs 
 Students that have special needs in terms of learning as a result of 

disability (physical or mental) or illness. 

 Student at Risk  Student at risk of not completing their course and/or not meeting 
the entry requirements of their subsequent course. 

 Study Period  One semester in a Diploma course, one semester in a UTS 
Foundation Studies program, and one term in an English Language 
program. 

 SVP  Streamlined Visa Processing. 

 Teacher 
 Includes any ELT class teacher or level leader, academic tutor, 

lecturer or subject coordinator 

 Teaching Period  Academic semester or ELT term. 

 Testamur  A testamur is the official document of INSEARCH that attests to a 
particular person having satisfied requirements for particular award 
of INSEARCH. 
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STEPS 

Action Description Responsible 

 

Monitor PRISMS 

 

 
INSEARCH will monitor PRISMS a minimum of 
monthly to ensure CoEs are issued no longer than 
the approved duration as registered on CRICOS 
via the Course Duration Comparison Report. 

 

Note: Any change to the course's approved 
delivery mode, must first be sought by the 
regulator before implementation. 

 

Student 
Admissions 
(Compliance) 
Team Leader 
 

Monitor Progress The academic course progress of each student is 
monitored, recorded and assessed for each 
subject/ level in which they are enrolled.   

 

Student course progress must be monitored to 
ensure students are on track to complete within the 
duration of their e-CoE. This is recorded via 
Student one and relevant notes etc. are kept on 
student files. 
 

Academic 
Adviser 

Monitor Study load At the end of each day during the enrolment/re-
enrolment period, Student Administration confirms 
that all international students have enrolled in the 
normal published workload unless they have been 
approved by Education to enrol in a reduced 
workload.  
 
Where a student has under-enrolled and has not 
been given approval to enrol in a reduced study 
load, Student Administration enrols them in 
additional units so that they have a full study load 
and advises the students of this. 
 
 

Student 
Administration  
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Action Description Responsible 

Issue a new e-CoE 

INSEARCH will only extend the duration of study, 
which might require an additional e-CoE, where 
students are permitted to re-enrol - 

• Under compassionate or compelling 
circumstances, when it is clear the 
student will not be able to complete by the 
end date of the e-CoE. 

• where intervention strategies have been 
implemented for students at risk of not 
making satisfactory course progress 

• as approved deferment or suspension of 
study 

 
Where INSEARCH decides to extend the duration 
of a student’s study due to any of the conditions 
above, INSEARCH will issue a new e-CoE through 
PRISMS when required. This action must be done 
within fourteen days of the student’s re-enrolment.  
 
A record of all e-CoEs are kept in the student’s file. 

 

Student 
Admissions  

 

Provide Documentation 
for Compassionate or 
Compelling 
Circumstances 

Supporting documentation must be provided, 
either via a special consideration form or other 
form of documentation, when claiming 
compassionate or compelling circumstances. 

Student 

Decrease workload 

An academic student CAN enrol in less than a ‘full-
time’ load in any study period if: 

• there are compassionate or compelling 
reasons for reducing the load 

• the reduced load is part of the provider’s 
intervention strategy 

• the student has studied, or plans to study, 
extra subjects in another study period 

• the student has only a few subjects left to 
complete and these do not constitute a 
full-time load 

• Pre-requisite subjects are not available in 
that study period. 

Academic students must consult with the 
Academic Adviser in order to decrease their 
workload. 

 

Academic 
Student / 
Academic 
Adviser 
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Action Description Responsible 

Catch up 

By studying less than the normal published ‘full-
time’ load, a student is at risk of not completing the 
course within the expected duration as specified 
on the student’s e-CoE. 

 Therefore the student may need to catch up by 
studying subjects 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 

Adding subjects 

Academic students are to consult with the Program 
Manager in order to increase their workload. 

 

Academic 
Student / 
Program 
Manager 

Course deferral 

Students who defer or discontinue their course 
must recommence their studies within 12 months 
from the time they deferred or discontinued their 
studies in order to qualify for credit for completed 
studies. 

 

Student / 
Student Centre / 
Student 
Admissions 

Enrol in required 
subjects 

A student who deliberately does not enrol may 
represent a risk for INSEARCH's compliance of 
Standard 9. In this instance INSEARCH would 
implement one of two options - 

• Cancel the student’s enrolment when the 
student refuses to enrol in an appropriate 
load (as outlined in INSEARCH's Deferring 
or Cancelling Student Enrolment Policy 
and procedure Std 13 and stated on the 
written agreement Std 2). 

Or 

• Document the student’s behaviour and, if 
the student requests an extension of 
duration of study, refuse to extend the e-
CoE as outlined in  INSEARCH's Deferring 
or Cancelling Student Enrolment Policy 
and procedure Std 13. 

 

Student / 
Student 
Admissions 
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Action Description Responsible 

Cancel enrolment 

INSEARCH must inform the student of its intention 
to cancel the student’s enrolment, and notify the 
student that he or she has 20 working days to 
access the INSEARCH Appeals process. 

If the second option is chosen INSEARCH must 
make the reasons for not granting a further e-CoE 
clear to the student. 

 

Academic 
Adviser/Student 
Admissions 

Demonstrate monitoring 
student workload 

INSEARCH must be able to demonstrate that it 
has monitored the student’s load and taken action 
to keep the student on track to finish within the 
duration. 

Academic 
Adviser / 
Program 
Managers 

Compliance Standard 9 of the National Code must be 
adhered to at all times. 

Students and all 
INSEARCH staff 

 

SUPPORTING DOCUMENTS 

• Completion within Expected Duration of Study Policy (International) 
• Academic Course Progress Policy and Procedure (International) 
• 2007 National Code Standard 9 
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