“Check Your Progress” Communication Process (excludes TVET / AMEP)
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Time Line

4 weeks after the 3" and
final contact student has not
responded to previous
contacts and has not:

- submitted an assessment;
OR
- differed their studies; OR
- withdrawn from their course.
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Weekly ENCHYPRM mail merge report,
listing students that have 6 or more months left on their enrolment and that:
a) need to receive a 3rd and final contact that week explaining their 3 options; and
b) haven't responded to previous contacts and should now be considered for a staff initiated withdrawal.
|
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Teaching Sections to commence a staff initiated
withdrawal for students that have still not
responded
[Refer to “Guide for Staff Initiated Withdrawal”]

v

Teacher:
- Reviews students training plan; and
- Completes the “Withdrawal/Refund Application

NOTE: Priority shall be given as follows as a GENERAL
RULE:
1. Smart & Skilled non VSL students; then
2. Smart & Skilled VSL students.

[Refer to “Guide for 3" Contact”]
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