UNE Business School
EARLY INTERVENTION PROCEDURES 

FOR INTERNATIONAL STUDENTS STUDYING IN AUSTRALIA 

(EXCLUDING HDR STUDENTS)

These School procedures should be read in conjunction with the UNE Early Intervention Strategy (RMO/TRIM document D07/28425).

UNIT COORDINATOR

Amber Risk Assessment

The Unit Coordinator is responsible for Amber Risk Assessment.

The Unit Coordinator will identify the name and ID number of each International Student studying in Australia from the class list at the commencement of each teaching period. The Unit Coordinator should make every reasonable effort to identify international students who are not attending lectures or tutorials, or not performing adequately in assessment tasks. In any case, the Unit Coordinator must identify inadequate performance no later than when the first assessment task has been marked, and take appropriate action as follows: The Unit Coordinator counsels the student on their performance and how they can improve (see list of possible remedies on proforma). A proforma will be available electronically. After the meeting with the student, the Unit Coordinator completes the Amber Risk proforma (both Unit Coordinator and Student sign the proforma) gives the student a copy and sends a copy to Bronwyn Gilson, International Services & Compliance Manager (bgilson2@une.edu.au) as well as Honey Greenwood (hgreenwo@une.edu.au), (Academic Coordinator) to TRIM the proforma onto the student’s file and keep a School record. 

COURSE COORDINATOR

Red Risk Assessment

The Course Coordinator is responsible for Red Risk Assessment on the basis of reports provided by UNE International on each of the four criteria for unsatisfactory performance as set out in the Strategy (1.2.1 i-iv). A sample letter will be available electronically. The Course Coordinator prepares the letter, emails it to the student with a copy to the Manager International Services & Compliance (bgilson2@une.edu.au) as well as Honey Greenwood (hgreenwo@une.edu.au) to TRIM the letter onto the student’s file. 
Reporting of Students via Gov’t Provider Registration and International Students Management System (PRISMS)

The International Services & Compliance Manager arranges a show cause process, contacts students, liaises with the Course Coordinator regarding any exclusion, termination or conditions, and reports regarding PRISMS.
