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STUDENT AT RISK PROCEDURE 
 
 
DEFINITIONS 
 
Terms in this document, for which definitions are not provided in the text or may not be self-evident or 
for which usage at ACC may differ to that in other higher education institutions are as follows: 
 
At Risk: Has the meaning given in the Student at Risk Policy. 
 
Early assessment: Assessment occurring early in a study period used to inform academic monitoring and 
identify students who may benefit from additional support. 
 
Student at Risk Register: The College’s internal record used to document students identified as at risk, 
including identified concerns, support actions, and monitoring outcomes for the purpose of coordinated 
support and oversight. 
 
Support Plan: A documented plan developed in collaboration with the student that outlines agreed 
support strategies, responsibilities, expected outcomes, and review points intended to assist progression 
and engagement. 
 
 
PURPOSE 
 
To define the operational processes used to identify, record, monitor, and support students identified as 
at risk under the Student at Risk Policy. 
 
 
SCOPE 
 
Applies to: 

• Academic Operations Manager 
• Program Coordinators 
• Unit Lecturers 
• Other academic staff 
• Student Support staff 
• Students identified as at risk 

 
 
ALIGNMENT WITH POLICY 
 
This procedure operationalises the requirements of the Student at Risk Policy and must be read in 
conjunction with that policy and related College policies governing student support and academic 
progression. 
 
 
IDENTIFICATION OF STUDENTS AT RISK 
 
Identification is intended to support early intervention and is based on professional judgement informed 
by academic performance, engagement patterns, and other factors that may affect progression or 
wellbeing. Identification may occur at unit, program, or institutional level and may arise from academic 
monitoring, student support interactions, or cohort-level review processes. 
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Academic and professional staff should consider the overall context of a student’s circumstances when 
identifying risk, recognising that students may present with multiple contributing factors. Identification 
under this procedure is intended to facilitate supportive intervention and does not in itself constitute a 
finding of unsatisfactory academic progress under the Academic Progress Policy. 
 
Identification sources 
 
Students may be identified as at risk through ongoing academic monitoring, staff observation, student 
support interactions, institutional data review, or student self-disclosure. Identification may occur at unit, 
program, or institutional level and may arise at any stage of a semester. 
 
Sources of identification may include: 

• routine assessment and progression monitoring; 
• attendance and engagement tracking; 
• diagnostic or early assessment activities; 
• referral from academic or professional staff; 
• student self-referral or disclosure; 
• analysis of cohort trends and academic benchmarks. 

 
Indicators 
 
Indicators that a student may be at risk include, but are not limited to: 

• failure or risk of failure in assessment or units; 
• repeated missed assessments or extension requests; 
• poor attendance or reduced participation; 
• failure to complete required academic or clinical components; 
• significant decline in academic performance; 
• behaviour or wellbeing concerns impacting study; 
• educational overload or repeated deferral patterns; 
• identified language or learning support needs. 

 
Monitoring of early assessment 
 
Early assessment tasks, particularly in first-year units, provide an opportunity to identify students who 
may require additional academic or learning support as they transition into higher education study. Unit 
Lecturers are responsible for monitoring student performance and engagement in early assessment 
activities as part of routine academic oversight. 
 
Where patterns of concern are identified through early assessment outcomes or related student 
engagement, Unit Lecturers may initiate referral to support services or other intervention processes 
outlined in this procedure. 
 
 
REFERRAL PROCESS 
 
Referral is intended to facilitate timely and supportive intervention once a student has been identified as 
potentially at risk. Referrals may occur through academic observation, monitoring of student progress, or 
student self-identification, and should be approached in a supportive and constructive manner that 
encourages engagement with available support services. 
 
Program Coordinators, Unit Lecturers, and other academic staff who identify concerns regarding a 
student’s progression or engagement should discuss those concerns with the student where appropriate 
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and ensure the student is aware of available support options. Where additional assistance is considered 
beneficial, staff may refer the student to Student Support or the Academic Operations Manager for 
coordinated follow-up and support planning. 
 
Students may also self-refer for support at any time.  
 
 
STUDENT AT RISK REGISTER 
 
The Student at Risk Register is maintained to support the coordinated monitoring and management of 
students identified under this procedure. The Register provides a central record to ensure that relevant 
staff are aware of identified risks, agreed support actions, and progress toward intended outcomes, while 
supporting continuity of care and appropriate oversight. 
 
Students may be added to the Register following identification through academic monitoring, referral by 
academic or professional staff, or through Student Support processes. Inclusion on the Register is 
intended to facilitate coordinated support and does not in itself constitute a formal academic progression 
finding. 
 
Student Support is responsible for maintaining the Register and ensuring that relevant information is 
recorded, including the nature of the identified concern, agreed support strategies, responsible staff, and 
review points. The Academic Operations Manager oversees the operational use of the Register to ensure 
consistency and appropriate follow-up. 
 
Information recorded in the Register is managed in accordance with relevant privacy and confidentiality 
requirements. 
 
 
SUPPORT PLANNING AND MONITORING 
 
Where a student is identified as at risk, Student Support works with the student to develop an 
appropriate support plan aimed at addressing identified challenges and supporting continued 
progression. Support planning is collaborative and should take into account academic, wellbeing, and 
other relevant factors affecting the student’s capacity to engage successfully with their studies. 
 
Support plans include clearly identified actions, expected outcomes, and indicative timeframes for 
review. Progress is monitored periodically to evaluate whether support strategies are effective and to 
determine whether adjustments are required. Academic staff may provide relevant academic feedback to 
inform ongoing monitoring and support decisions. 
 
 
MONITORING AND REPORTING 
 
Monitoring of student risk and support outcomes occurs at both individual and cohort level to ensure 
that support strategies remain effective and that emerging trends are identified early. Cohort 
performance and risk trends are reviewed periodically as part of the College’s academic quality assurance 
and monitoring activities. 
 
Where appropriate, summary information or trend analysis may be reported through relevant academic 
governance committees to support oversight and continuous improvement. Analysis may consider 
factors such as program, year level, entry pathway, student cohort characteristics, or other relevant 
contextual factors. 
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RELATIONSHIP TO ACADEMIC PROGRESS 
 
Student at Risk processes operate as early intervention mechanisms intended to identify and address 
concerns before formal academic progression processes are triggered. 
 
Where a student demonstrates unsatisfactory academic progress requiring formal intervention, 
management of progression stages and decisions is undertaken in accordance with the Academic 
Progress Policy. 
 
 
ROLES AND RESPONSIBILITIES 
 
Effective implementation of this procedure relies on coordinated action across academic and student 
support roles. 
 
Academic Operations Manager 
 
The Academic Operations Manager oversees operational implementation of this procedure, including the 
coordination of academic staff engagement with identification and referral processes and ensuring 
consistent application across programs. 
 
Program Coordinators 
 
Program Coordinators monitor program-level student trends and progression risks, support staff in 
identifying students requiring assistance, and contribute to coordinated referral and follow-up processes 
where required. 
 
Unit Lecturers 
 
Unit Lecturers monitor student engagement and performance within their units and identify students 
who may benefit from additional support. Where concerns arise, Unit Lecturers initiate referral through 
the established processes and contribute relevant academic information to support planning and 
monitoring. 
 
Other academic staff 
 
Other academic staff support early identification by raising concerns regarding student engagement or 
progression and participating in referral or follow-up processes as appropriate. 
 
Student Support staff 
 
Student Support staff coordinate support planning with students, maintain the Student at Risk Register, 
monitor progress against support plans, and liaise with academic staff as required to support coordinated 
intervention. 
 
 
REVIEW 
 
This procedure is reviewed in alignment with the Student at Risk Policy review cycle or earlier where 
required due to operational, regulatory, or organisational changes. Any revisions are undertaken to 
ensure continued effectiveness, clarity of roles, and alignment with College policy and governance 
frameworks. 
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RELATED DOCUMENTS 
 
This Procedure should be read in conjunction with: 

• Learning and Teaching Policy 
• Program Development, Approval and Review Policy and Procedures 
• Assessment of Coursework Policy and Procedures 
• Academic Integrity Policy and Procedures 
• Student Feedback Policy and Procedures 
• Quality Assurance Framework 
• Graduate Capabilities  
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