
 

Policy and Procedure Register updates – Summary of changes to:  

Course progress – subclass 500 (schools) visa procedure 
 

1. Reason for new/updated policy or procedure (select all that apply) 

☐  Change of policy/procedure requirements    ☐  Audit/review recommendation   

☐  Change to legislation/delegations   ☒  Due for review ☐  Other 

To outline the steps followed to apply, assess applications to enrol, and approve applicants in International 
Student Programs (ISP) registered courses, as well as to report the necessary information for the safe arrival 
and collection of overseas students onshore. 

This procedure also includes the steps required for the applicant to apply to defer an enrolment prior to 
arrival, due to compassionate or compelling reasons. 

This procedure is being updated to as part of standard timeframe review and to ensure content is current and 
easy to read.  

2. Summary of changes  

• Structure has been rearranged for better readability and clarity. 

• Added EQI Officer role that is responsible for review and monitor student course progress cases. 

• Removal of the show cause letter process to better align with Education Services for Overseas 
Students (ESOS) legislation requiremnts and allow smoother flow with complaints and appeals 
procedure. 

3. Impacts to roles and responsibilities  

Does the new/updated content change staff roles/responsibilities in any way? ☒   Yes  ☐   No 

If yes, select the type of change: (select all that apply)  
☐ Revised 
responsibilities 

☒ New/additional responsibilities ☐ Removed responsibilities 

Position title    Summary of change Page #  

EQI Officer • New role added to the procedure 
• Added action to review course progress cases and issue letter to 

students 

2 and 5 

School prinicpal • Decide whether to grant one additional study period to achieve 
course progress, when an overseas student's course progress has 
been significantly impacted by an approved suspension of enrolment 

2, 4 and 5 
 

4. Communication and support for implementation 

Routine internal communication channels – OneSchool Homepage, OnePortal Bulletin Board, DoE News, 
DDG SS to RDs email, ISP News to principals. 

For further assistance, please contact:  
Yasmin Beck - Manager, Strategy & Performance, Education Queensland International  

T  +61 7 3513 5773   
E  yasmin.beck@qed.qld.gov.au 



 

Policy/procedure contact:  

International Student Programs 

Department of Education International 

Phone: 1800 316 540 (inside Australia) +61 7 3513 5301 (outside Australia) 
Email: EQInternational@qed.qld.gov.au 

 

mailto:EQInternational@qed.qld.gov.au
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Course progress - subclass 500 (schools) 
visa procedure 
Version: 3.0 | Version effective: 08/07/2024 

Audience 

Education Queensland International staff (EQI staff), school staff, overseas students, EQI homestay providers, 
parents/Department of Home Affairs (DHA) approved guardians of overseas students and their agents. 

Purpose 

To outline the roles and responsibilities of EQI and schools and the steps they follow to manage overseas student 
course progress.  

Overview 

Satisfactory course progress is a student visa condition for overseas students enrolled in an EQI course. It is a 
requirement under Australian law that EQI is proactive in notifying and counselling overseas students who are at 
risk of failing to meet course progress requirements and to report overseas students who have breached course 
progress requirements. 

Schools regularly monitor overseas students’ academic performance and support overseas students to achieve the 
expected learning outcomes of their course. This allows early intervention to support overseas students to achieve 
satisfactory course progress. 

Where compassionate or compelling circumstances apply, an overseas student may initiate a temporary 
suspension of enrolment. 

If EQI reports an overseas student’s unsatisfactory course progress to the Australian Government, EQI may also 
cancel the overseas student’s enrolment. Overseas students can appeal decisions to cancel their enrolment in 
relation to course progress, in accordance with the Complaints and appeals procedure. The decision to temporarily 
suspend or cancel enrolment will not take effect until the internal and external appeals process is completed. 

This procedure is to be read in conjunction with: 

• Student (subclass 500) - Schools Sector (visa conditions) 

• ISP entry and course requirements standards 

• P-12 curriculum, assessment and reporting framework 
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• Student orientation procedure 

• Student management procedure 

This procedure aligns with Standard 8 and 9 of the National Code of Practice for Providers of Education and 
Training to Overseas Students 2018 (National Code). 

Responsibilities 

Overseas student 

• meet with school staff and school principal to discuss course progress  

• engage with strategies established by school to improve course progress. 

School staff 

• regularly monitor course progress and liaise with relevant teaching staff 

• intervene early and assist overseas students who are at risk of not meeting course progress requirements 

• liaise with parent and DHA approved guardian as well as homestay provider and agents (where applicable) 
regarding course progress 

• escalate issues and concerns to school principal 

• maintain accurate and up-to-date records. 

EQI staff 

• report unsatisfactory course progress and cancellation of enrolment to the Australian Government 

• ensure safe and appropriate arrangements are made if the overseas student’s enrolment is cancelled  

• maintain accurate and up-to-date records in the International Student Management System (ISMS) and 
Provider Registration and International Student Management System (PRISMS)  

• provide advice and support to the school principal and school staff implementing this procedure. 

EQI officer 

• review and monitor overseas student course progress cases 

• liaise with all relevant stakeholders regarding overseas student course progress 

• issue notice letters relating to course progress. 

School principal (or delegate) 

• appoint sufficient and suitably qualified staff to monitor course progress  

• reinforce relevant school, DoE, and ISP documentation with overseas student and associated parties, 
highlighting the consequences for non-compliance 

• decide whether to grant one additional study period to achieve course progress, when an overseas 
student's course progress has been significantly impacted by an approved suspension of enrolment 

• escalate unsatisfactory course progress and issues to the Director, EQI. 
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Director, EQI  

• determine whether an overseas student must be reported to the Australian Government for unsatisfactory 
course progress and cancellation of enrolment. 

Process 

 

Image 1:  Process - course progress 

1. Monitor 

• School staff monitor academic performance to ensure overseas students are on track to achieve 
satisfactory course progress by: 

o reviewing assessment results and school reports in OneSchool  

o liaising with and seeking feedback from school staff during the term 

o considering overall overseas student performance and any factors that may be impacting course 
progress in accordance with Student management procedure and Attendance procedure 

o seeking feedback from the overseas student and/or parent/DHA approved guardian/homestay provider. 

• School staff report on overseas student achievement as per the P-12 curriculum, assessment and reporting 
framework.  

• School staff identify when an overseas student is eligible for Queensland Certificate of Education (QCE) 
credit for non-Queensland studies as outlined in the QCE & QCIA policy handbook. 

• School staff identify when an overseas student is not on track to meet satisfactory course progress as per 
the ISP entry and course requirements standards, and will need additional help to improve their academic 
performance. 

2. Intervene 

At any time before the end of the first study period, where the overseas student is not on track to make satisfactory 
course progress (refer to the ISP entry and course requirement standards): 

• School staff: 

o liaise with teaching staff  

o discuss with the overseas student and parent/DHA approved guardian or homestay provider the 
reasons for unsatisfactory course progress, including possible compassionate or compelling 
circumstances, referring to the ISP standard terms and conditions and potential consequences for non-
compliance 

Effe
cti

ve
 8 

Ju
ly 

20
24



Page 4 of 12 

 

Uncontrolled copy. Refer to the Department of Education Policy and Procedure Register at https://ppr.qed.qld.gov.au/pp/course-
progress-subclass-500-schools-visa-procedure to ensure you have the most current version of this document. 

o facilitate access to learning support services consistent with the requirements of the course support (for 
example English as an Additional Language or Dialect or teacher aide support or guidance officer), 
mode of study such as Distance Education courses and the learning needs of overseas student. 

• School staff consider and implement intervention strategies, collaboratively with the student, to support 
them to improve their academic achievement and to meet course progress requirements, as per the 
Student management procedure. Intervention strategies may include: 

o attending tutorial or study groups 

o receiving individual student support 

o attending counselling 

o receiving assistance with personal issues which are influencing progress 

o receiving mentoring 

o being placed in a suitable alternative subject within a course or a suitable alternative course. 

o having their course load reduced (refer to the Student management procedure)  

o considering a change in homestay or if required refer to Change of welfare procedure for change of 
welfare arrangements. 

• School staff: 

o record details as a record of contact in OneSchool 

o refer to the Attendance procedure where an overseas student has a number of absences and is at risk 
of not making satisfactory course progress due to an illness, injury or other serious event that is 
impacting their attendance at school, and may need to implement a temporary suspension of enrolment 

o escalate to the school principal if there is no improvement to the overseas student’s performance or 
engagement with the improvement plan by the end of the first study period 

o where applicable, inform homestay provider of the course progress intervention strategies.  

• School principal (or delegate) liaises with the overseas student and relevant school staff to assist the 
student to improve their course progress and to emphasise the consequences. 

• Overseas student engages in the intervention strategies implemented to improve course progress. 

Where an overseas student is identified as being at risk of not achieving satisfactory course progress (as per the 
ISP entry and course requirement standards), and intervention strategies were implemented, the overseas student 
must be notified. 

At any point during an overseas student's enrolment, where the student's course progress is impacted to the point 
that their academic outcome or pathway is no longer available, the overseas student must be notified. 

• School principal (or delegate), where an overseas student is considered to have not participated in a full 
study period impacting their course progress due to a suspension of enrolment approved due to 
compassionate or compelling circumstances: 

o decides whether or not to grant one additional study period to achieve course progress before following 
the escalate process (allowing a total of three study periods). Noting that: 
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▪ in all other circumstances, where a student is identified as being at risk of not achieving satisfactory 
course progress, escalation occurs after the second study period 

▪ where an overseas student's academic outcome or pathway is no longer available, this option 
should not be granted. 

o where the decision is to grant one additional study period, clearly communicate and record this as part 
of the Course progress at risk notification letter, including a clear timeline and continued monitoring 
steps:  

▪ advise that, where the student is still at risk of not achieving satisfactory course progress at the end 
of the next study period (study period two) a new notification letter will be issued  

▪ noting that, the student's case will be escalated to the Director, EQI for a course progress breach 
after three consecutive study periods (despite interventions) where course progress remains at risk.   

o where the decision is not to grant one additional study period, continue with the steps in the process 
below.  

• School principal (or delegate) where an overseas student is identified as being at risk of not achieving 
satisfactory course progress: 

o issues the Course progress at risk notification letter to the student, parent/agent and DHA approved 
guardian: 

▪ at the end of that study period outlining actions the student needs to take to improve; or  

▪ as soon as it is clear that the overseas student's academic outcome or pathway is impacted (for 
example, the student will no longer be; QCE eligible; or meet the entry requirements of their next 
course by the end of their current course), immediately follow the escalate process below to notify 
EQI.  

o meets with the student and (if possible) parent/DHA approved guardian and homestay provider within 
10 working days of the at risk notification letter to discuss the student’s performance, reinforcing the ISP 
entry and course requirement standards, the ISP standard terms and conditions and consequences for 
non-compliance 

o if the overseas student’s parent/DHA approved guardian or homestay provider is unable to attend the 
meeting, meets with overseas student and liaise with parent/DHA approved guardian or homestay 
provider afterwards  

o reviews intervention strategies in place to ensure they are still appropriate and adjust if required 

o notifies EQI staff that the student has been issued a Course progress at risk notification letter. 

3. Escalate 

• School principal notifies EQI officer when an overseas student has failed to meet satisfactory course 
progress after two consecutive study periods despite interventions. At the end of the second study period, 
the school principal sends an email to EQInternational@qed.qld.gov.au, including: 

o “(student name), failure to make satisfactory course progress, (school name)” in the subject line of the 
email 
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o a list of all the relevant documents, in chronological order, in the body of the email (for example, school 
report/s, OneSchool records of contact, meeting notes, meeting/notification letters, evidence of 
compassionate or compelling circumstances, intervention strategies that have been implemented to 
support the student's course progress) 

o an explanation about: 

▪ how unsatisfactory course progress has been determined  

▪ if the student may be able to achieve satisfactory course progress given more time 

▪ if the overseas student's academic outcome or pathway is impacted (for example, the student will 
no longer be; QCE eligible; or meet the entry requirements of their next course by the end of their 
current course). 

• EQI officer: 

o reviews the overseas student course progress case and: 

▪ confirms there is evidence that the correct process has been followed 

▪ considers if the student's academic outcome or pathway has been impacted  

o escalates the overseas student course progress case and findings to the Director, EQI for 
consideration, decision and action. 

Reporting of unsatisfactory course progress 

Reporting of unsatisfactory course progress is required when an overseas student has failed to meet satisfactory 
course progress after two consecutive study periods despite interventions as per the ISP entry and course 
requirement standards. 

The Director, EQI can decide to cancel or maintain an overseas student's enrolment as part of the reporting for 
unsatisfactory course progress process.   

The Australian Government may decide to cancel an overseas student's visa as a result of the reporting for 
unsatisfactory course progress process. A cancellation of visa will result in a cancellation of the overseas student's 
enrolment. 

• Director, EQI decides, within 5 working days of the principal's email, whether to: 

o cancel the overseas student's enrolment due to course progress breach; or  

o notify if the overseas student's academic outcome or pathway is impacted and confirm any options 
about the future of the enrolment (for example, a change of year level or course); and 

o informs EQI officer. 

• EQI officer prepares Intention to report for unsatisfactory course progress letter (CM 24/342299 - DoE 
employees only).  

• Director, EQI signs the Intention to report for unsatisfactory course progress letter (CM 24/342299 - DoE 
employees only) and indicates if the enrolment will be cancelled or the student will continue with agreed 
interventions until a decision is made by the DHA. 

• EQI officer: 
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o issues Intention to report for unsatisfactory course progress letter (CM 24/342299 - DoE employees 
only) to the overseas student and parent, notifying the DHA approved guardian, school staff and agent 
(where applicable) 

o informs the overseas student and parent/DHA approved guardian of their rights under the Complaints 
and appeals procedure and notifying that the opportunity to request an appeal is available for 20 
working days from the date of written notice.  

• EQI staff, school staff, overseas student and parent/DHA approved guardian follow the Complaints and 
appeals procedure for internal and external appeal, if an appeal is lodged. 

• School staff maintain the overseas student’s enrolment and EQI welfare arrangement (if applicable) while 
the appeal process is underway as per the Complaints and appeals procedure. 

4. Report 

• Director, EQI instructs EQI staff to report unsatisfactory course progress and/or cancellation of enrolment to 
the Australian Government, in PRISMS where either:  

o no appeal is made within 20 working days 

o an appeal is withdrawn (in writing) 

o the internal appeal (20 working days) and external appeal (10 working days) are unsuccessful. 

Decision is not to cancel enrolment before DHA decision is made 

• EQI staff: 

o report the overseas student to the Australian Government, in PRISMS, as soon as practicable and 
within 14 days from being instructed by Director, EQI  

o create a new COE in PRISMS (and make adjustments where changes are advised) to replace the one 
that was cancelled as a result of reporting the overseas student for unsatisfactory course progress, this 
will maintain the enrolment in line with the Director, EQI decision 

o advise the overseas student to seek advice from DHA on the potential impact on their student visa 

o advise school staff to continue to maintain the overseas student’s enrolment and EQI welfare 
arrangement in line with the monitor steps of this procedure and relevant DoE procedures 

o monitor visa status in PRISMS until a decision is made by DHA (that the student has a valid visa) 

o if DHA cancel the overseas student visa, initiate the cancel enrolment process below (if applicable).  

• School staff, maintain the overseas student’s enrolment and EQI welfare arrangement (if applicable). 

Decision is to cancel or change enrolment before DHA decision is made 

• EQI staff: 

o report the overseas student to the Australian Government, in PRISMS, as soon as practicable and 
within 14 days from being instructed by Director, EQI  

o cancel the overseas student’s enrolment record/s in the ISMS and notify the school once completed 

o advise the overseas student to seek advice from DHA on the potential impact on their student visa 
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o request the overseas student/parent completes the ISP refund request form, if eligible for a refund and:   

▪ review and ensure refund requests are paid in accordance with the Refund policy, as outlined in ISP 
standard terms and conditions 

▪ give notice of any refund to the overseas student/parent/DHA approved guardian within 7 days of 
the repayment. 

• School staff: 

o if the overseas student is in a homestay arrangement, refer to the Change of welfare procedure to 
ensure that safe and appropriate arrangements are in place for the overseas student’s departure 

o finalise and issue any outstanding school reports to the overseas student 

o cancel the overseas student’s enrolment in OneSchool. 

Definitions 

Term Definition 

Agent Education agent is a person or organisation (in or outside Australia) who EQI has 
entered into a written agreement with to formally represent EQI for the purpose of 
recruiting overseas students to participate in EQI programs. 

Compassionate or 
compelling 
circumstances 

Compassionate circumstances are circumstances which have had a negative 
impact on the overseas students, and EQI has assessed: 

• are not in the student’s control; and 

• adversely impact on the student’s welfare or course progress (for example, 
illness, bereavement or traumatic events may qualify). 

Compelling circumstances are circumstances which the student would like EQI to 
consider will be for their benefit. 

Circumstances which, are neither compassionate nor compelling under this 
agreement include: 

• those that are created by the student’s own actions or are within their 
control;  

• non-payment of fees; 

• exclusion from the student’s school due to disciplinary consequences; and 

• situations where the student’s health or wellbeing, or the wellbeing of 
others, is likely to be at risk. 

Course A program of study registered on the Commonwealth Register of Institutions and 
Courses for Overseas Students (CRICOS) offered by Department of Education 
trading as Education Queensland International (EQI). 
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Term Definition 

Delegate Principal delegates are a classified officer (for example head of department or 
deputy principal) nominated by the school principal who is authorised to make 
specified International Student Program decisions on the principal's behalf. 

Department of Home 
Affairs (DHA) approved 
guardian 

A parent, legal custodian or a relative over 21 years old approved by the DHA to be 
responsible for the accommodation and welfare of overseas students under the age 
of 18 years. 

EQI Education Queensland International (EQI) is the trading name of the Queensland 
Government Department of Education used by commercial business units within 
Department of Education International (DEi). 

EQI Officer A Department of Education (DoE) employee working in Department of Education 
International (DEi), trading as Education Queensland International (EQI) that makes 
a decision on escalated actions. The EQI officer must be: 

• independent from the EQI staff who escalated the original action; and  

• in a position equal to, or higher than, the EQI staff who escalated the 
original action and authorised to make decisions, including 
recommendations, or be nominated by someone with this authority. 

• delegated by the Director, EQI. 

EQI Staff Department of Education (DoE) employees working in Department of Education 
International (DEi), trading as Education Queensland International (EQI). 
Employees from the following units include but are not limited to: 

• International Student Programs (ISP) 

• Corporate Services 

• Officer of the Executive Director 

EQI welfare 
arrangement 

If an overseas student under the age of 18 is not living with a DHA approved 
guardian, a Confirmation of Appropriate Accommodation and Welfare (CAAW) is 
required in order for the student to be issued a student visa.  This letter states that 
the DEi will provide appropriate accommodation and care for the overseas student 
until their 18th birthday. EQI requires all students to remain in their designated care 
arrangements until the completion of their course of study. 

Homestay provider Homestay provider is a person registered to deliver accommodation services and 
have been approved to provide supported and supervised in-home accommodation 
where food and shelter and a safe, caring and supportive home environment is 
provided to an overseas student. Homestay is arranged by schools, ISP and DEi 
staff. 
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Term Definition 

For International Student Programs: when overseas student accommodation has 
been arranged for student visa 500 holders; EQI is responsible for the welfare of the 
overseas student at all times, including outside school hours. 

For Study Tours a homestay provider is also known as a host family. 

For Global Engagement Programs this includes families involved in reciprocal 
exchanges. 

International Student 
Programs (ISP) 

A study pathway that offers overseas students the opportunity to study within a 
Queensland state school with dedicated support services to meet individual student 
needs. International Student Programs include a variety of study options. 

Overseas student A person (whether within or outside Australia) who holds a student visa subclass 
500 (schools sector) enrolled in an EQI course. 

Parent A parent, of a child, is any of the following persons: 

• the child’s mother; 

• the child’s father; 

• a person who exercises parental responsibility for the child. 

Provider Registration 
and International 
Student Management 
System (PRISMS) 

The national database owned by the Commonwealth Department of Education 
which all Australian education providers enrolling international students must enter 
their Confirmation of Enrolment (CoE) details. 

School staff Employees of EQI schools with responsibilities to support overseas students. For 
example – international student coordinator, homestay coordinator, guidance 
officer, specialist staff, EALD support staff, head of department, line manager, 
deputy principal, accredited officer (study tours). 

Study period A study period is defined as a semester (known as 'unit' in senior secondary 
programs) as per the P-12 curriculum assessment and reporting framework for the 
following programs: 

• Primary School (Prep-Year 6) 

• Junior High School (Year 7 - 10) 

• Senior High School (Year 11 - 12) 

• International Baccalaureate 

A study period is defined as one term for the Study Abroad program (Junior or 
Senior Secondary High School courses). 

Effe
cti

ve
 8 

Ju
ly 

20
24



Page 11 of 12 

 

Uncontrolled copy. Refer to the Department of Education Policy and Procedure Register at https://ppr.qed.qld.gov.au/pp/course-
progress-subclass-500-schools-visa-procedure to ensure you have the most current version of this document. 

Legislation 

• Education Services for Overseas Students Act 2000 (Cwlth) 

• National Code of Practice for Providers of Education and Training to Overseas Students 2018 (Cwlth) 

Delegations/Authorisations 

• Nil 

Policies and procedures in this group 

• International Student Programs - subclass 500 (schools) visa policy 

• Attendance - subclass 500 (schools) visa procedure 

• Change of welfare - subclass 500 (schools) visa procedure 

• Complaints and appeals - subclass 500 (schools) visa procedure 

• DEi homestay provider management procedure 

• DEi incident management procedure 

• DEi recruit and on-board homestay providers procedure 

• DEi student homestay placement procedure 

• Distance education - subclass 500 (schools) visa procedure 

• Non-routine travel and activities for homestay students - subclass 500 (schools) visa procedure 

• Enrolment - subclass 500 (schools) visa procedure 

• Student management - subclass 500 (schools) visa procedure 

• Student orientation - subclass 500 (schools) visa procedure 

• Transfer - subclass 500 (schools) visa procedure 

Supporting information for this procedure 

• Course progress at risk notification letter 

Other resources 

• Equity and Excellence: realising the potential of every student    

• Exemptions from compulsory schooling and compulsory participation procedure    

• ISP entry and course requirement standards   

• ISP EQI guidelines for delivering VET to overseas students    

• ISP refund request form    

• ISP standard terms and conditions    
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• ISP temporary suspension request form   

• PRISMS user guide    

• Queensland Curriculum and Assessment Authority – student assessment    

• P-12 curriculum, assessment and reporting framework    

• Senior education and training (SET) planning procedure    

• Student visa conditions    

Contact 

International Student Programs 
Department of Education International 
Phone: 1800 316 540 (inside Australia) +61 7 3513 5301 (outside Australia) 
Email: EQInternational@qed.qld.gov.au   

Review date 

8/07/2027   

Superseded versions 

Previous seven years shown. Minor version updates not included. 

2.0 Course progress – subclass 500 (schools) visa procedure 

Creative Commons licence 

Attribution CC BY 

Refer to the Creative Commons Australia site for further information 
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Course progress at risk notification letter template 

Template to be used by principal (or delegate) (see student’s enrolment agreement and Course progress -
subclass 500 (schools) visa procedure for further details).  

All red text is either notes or examples, please alter the text so the letter is applicable to the situation you are 
dealing with. The black text should not be altered. 

Delete notes before finalising. Keep a file note on OneSchool of when the letter is delivered to the student and 
parents.  Ensure that the “CRICOS provider code: 00608A” is on all correspondence. 

Department of Education, trading as Education Queensland International. CRICOS Provider Code: 00608A. 
Course progress at risk letter. Version 3.0 May 2024. 

Uncontrolled copy. Refer to the Department of Education Policy and Procedure Register at https://ppr.qed.qld.gov.au/pp/course-
progress-subclass-500-schools-visa-procedureto ensure you have the most current version of this document. 

<Date> 

<Student Full Name> 
(For primary school students: send only to parent (direct or via agent) and also approved relative, where 
applicable. High school students should be given this letter with a copy to parent/ approved relative by 
email.) 

BY EMAIL: <name@email.com>  
Or 
HAND DELIVERED 
(BY POST: <insert postal address> where the above options are not available) 

Dear <Student First Name> 

AT RISK NOTIFICATION:  Course Progress at <School Name> 

Your enrolment in <course name> with <School Name> commenced on <date>. As part of 
the pre-arrival and orientation program you were informed of your student visa conditions 
relating to course progress. You must meet your course requirements, remain enrolled and 
maintain satisfactory attendance and course progression. 
The International Student Programs (ISP) entry and course requirements standard outlines 
the minimum overall achievement required to maintain satisfactory course progression at the 
end of each study period. I have attached a copy of the standard for your records.  
Your visa requires that you achieve satisfactory course progress for the duration of your study. 
I have reviewed your academic performance over the period <date> to <date> and have 
identified that you have not met course progress requirements for this study period for the 
following reasons:  
<Select relevant reasons only> 

• Your course progress is such that you will be unable to complete the course/within the
expected duration (this includes where a student will not be able to meet the entry
requirements for a subsequent EQI course or for example, if a senior high school
student, becomes ineligible for a QCE)

o <Insert relevant criteria for making satisfactory course progress for their course
– from Entry and course requirement standards and consider if an approved
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temporary suspension may have contributed to the course progress as per the 
Course progress – subclass 500 (schools) visa procedure>.  
 

• You have been identified by your teacher/s as requiring support to ensure satisfactory 
course progress 

o <List all relevant comments from teachers about the student’s relevant conduct 
in class, attitude, issues with attendance etc. and include the teachers’ names 
and the class/subject they teach> 

• Your end of semester/mid-term report indicates you are at risk of failing to make 
satisfactory course progress in the following subjects:  

o <list results and effort where the student is not meeting the required standard>.  
o <list results and effort where the student is not meeting the required standard>.  

 
Your course progress to date/ Chronology of course progress 
In this section of the letter, you provide in chronological order (earliest to latest) a timeline of 
the student’s course progress. This should be brief and factual. The information provided 
should allow any reader to quickly become familiar with the events to date.  

List details of any: 

o written plans or agreements regarding the student’s academic performance or effort; 
o relevant information for the student and their parent to consider; and 
o include all details of what you have done/what the teachers have done, so far, to help 

the student.  
 

Date Event 

<day>, <month>, 
<year>. 

Name, International Student Coordinator issued you with written 
notice about your course progress 

<day> <month> 
<year> 

You met with <names, job titles> to discuss your results/subject 
achievement and develop a plan to improve your results/subject 
achievement. 

<day> <month> 
<year> 

Insert details of any plans / intervention strategy used. 
 

 
I have attached the documents outlined in this chronology for your records.  
 
Material considered 
This is a list of information/documents you have considered – don’t add commentary. 

List all the relevant documents e.g., OneSchool records, in date order. 

All relevant documents (e.g., reports, OneSchool records, Standard Terms and conditions and 
course procedures) must be attached.  

• Course progress – Subclass 500 (schools) visa procedure  

• Enrolment agreement 

• Your end-of-semester school report 
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• OneSchool record of contact. 
 

I have attached a copy of these documents for your records. 
 
What happens next 
The reader should be able to take informed action based on this information. 

You must attend a meeting at <time> on <day and date> (must be within 10 working days of 
issuing this letter) at <location> with me and: 

• <Name>, International Student Coordinator 

• <Name>, Guidance Officer  

• <Name>, Teacher  

• <Name>, Head of Department.  
The purpose of this meeting is to discuss support that can be offered to you by: 

• Identifying any reasons for unsatisfactory course progress; 

• Discuss possible solutions to assist in rectifying the problem (i.e., arrange for additional 
English language tuition, counselling services, improve time management strategies etc.); 
and 

• Complete an intervention plan.  
<Your parent/approved relative/homestay provider should attend this meeting with you.>  
If you are having problems with particular subjects, there are people at school who can help 
you.  Make sure you ask your <teacher> for help <and you should also speak to your English 
as an Additional Language/Dialect (EAL/D) teacher/school guidance officer/insert other 
relevant name and position>.  
If it is a personal problem you can speak to me, the school guidance officer or you might like 
to contact: 

• <list support people and support services, for example->  

• your parent 

• your homestay family 

• a doctor (I can help you to find a local General Practitioner, if you don’t already have one);   

• Kids Helpline https://kidshelpline.com.au/ or 1800 55 1800;  

• Lifeline https://www.lifeline.org.au/ or 13 11 14;  

• Beyond Blue https://www.beyondblue.org.au/ or 1300 22 4636; 

• Headspace (see www.headspace.org.au); 

• The Translating and Interpreting Service (TIS National) provided by the Department of 
Home Affairs may be available for some of these services, please see 
https://www.tisnational.gov.au/en/Non-English-speakers/Frequently-Asked-Questions for 
further information. You can contact TIS National on 131 450.  

 
Compassionate or compelling circumstances 
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If your unsatisfactory course progress is due to compassionate or compelling circumstances 
(see your enrolment agreement, attached) please tell me and bring any evidence (for example, 
medical certificates, evidence of unforeseen family circumstances) to the meeting on <insert 
day and date from above>. Raising this with me, at your earliest opportunity, will allow the 
school to better support you to meet the requirements of satisfactory course progress. A 
temporary suspension of your enrolment may be possible in compassionate or compelling 
circumstances. 
Please be aware that if your course progress continues to be unsatisfactory across two 
consecutive study periods, we will refer this matter to the Director, International Student 
Programs, EQI who will be required to report you to the Commonwealth Government, 
Department of Home Affairs (DHA) which may result in your student visa being cancelled. 
You must pay close attention to your studies from now until the end of your course.  Please 
take full advantage of the support that <School name> offers, we are here to help.  
(For high school students, keep the following text) This letter will be forwarded to your parents, 
so they are aware of your course progress. 
Should you have any concerns about this notice or if you or your parents have further 
information, evidence or materials you would like me to consider, please contact me, as soon 
as possible.    
 
Yours sincerely 
<Name>  
Principal (or delegate) 
<School Name> 
<Signature block, with contact phone number> 
 
(cc: Parent/ Agent/ approved relative/destination school (if applicable)/ Director, ISP) 
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