
Group/Faculty Amber Risk Assessment Strategy Template
Policy

To support students 'at risk' from losing their 'good academic standing' a systematic assessment of their performance is made, normally during Weeks 6-8 of the semester within the academic organisation (e.g. School, Department, Faculty, Group) that hosts the student's program of enrolment. This assessment is referred to as the Amber Risk Assessment. 

Under the University’s Policy on Academic Standing, Progression and Exclusion each Group/Faculty is required to have a written Amber Risk Assessment Strategy. A copy of the strategy should be provided to all staff (including sessionals) teaching in any Griffith course. The relevant Dean is responsible for the development, documentation, dissemination and conduct of the Amber Risk Assessment Strategy.
Roles and Responsibilities
There are four key roles responsible for identifying students ‘at risk’, making contact, assessing and recording the risk, and, where appropriate, referring the students to support and development services. They are:

The academic staff member
 who is responsible for providing students with:

· clear expectations about the learning requirements of the course, and the application of the strategy, as a supportive intervention, where students are deemed to be at risk

· a combination of formative and summative assessments with opportunity for students to benefit from early feedback
· timely and targeted feedback on assessment that is designed to enhance students’ learning and that takes account of individual learning needs.

· the necessary information about institutional support to assist them to manage learning and personal issues, especially during times of stress so as to reduce the risk of attrition or failure.

The Course Convenor 
 has a key role in facilitating student success at the University and is responsible for advising students on course related matters.
The First Year Advisor
, in conjunction with Course Convenors, the Program Convenor and the Dean (Learning and Teaching), is responsible for monitoring academic achievement and assisting students maintain satisfactory academic progress in their first year of enrolment. This is achieved by identifying students at ‘risk’, making contact and referring them, where appropriate, to relevant support and development services.
The Program Convenor
 is responsible for ensuring the program, as approved by Academic Committee, reflects the learning experience provided to students. As a result the Program Convenor is responsible for advising students on program related matters, reviewing students’ progress and identifying those who are eligible for exclusion under the Policy on Academic Standing, Progression and Exclusion, with a view to making recommendations to the Dean.
In fulfilling these roles all staff are required to observe the principles of privacy and confidentiality in matters relating to personal information concerning students.

Staff should also encourage students to self identify where they believe they may be at risk, to facilitate referral to support and development services. 
Recommended Template
The recommended template is provided simply as a guide for trial at Group/Faculty level. In developing the template for First Year Undergraduate students the relevant Dean may wish to draw on the Best Practice in First Year Orientation and Engagement – Guidelines for the First Year Advisor Role.  Feedback on the Group/Faculty’s use of the template and possible enhancements is to be sought at the end of semester 1, 2009. During the feedback process examples of good practice for identifying students at risk, making contact, assessing and recording the risk will be collected for sharing across the University. 
The template as recommended reflects the University’s minimum standard for practice in this area and the minimum requirements to ensure compliance with the National Code of the Education Services for Overseas Students (ESOS) Act 2003. The Amber Risk Assessment Strategy may include more student categories than those set out below. Similarly a Group/Faculty may choose to include additional indicators of risk than those provided in the examples below. 
It is recognised that email is not the most effective way to contact students who have not engaged with their university studies however email does provide a simple way to record and report contacts and referrals. As a result academic staff are encouraged to talk to students in person or via telephone as a first step, however if this is the case then the contact must still be documented (via follow up email or file note).

Standard e-mail stationery is to be established by Academic Administration to facilitate the recording of the risk assessment and referral to services. The School Administrative Officer is to be responsible for the provision of such stationery and the relevant student details to academic staff for the purpose of initiating contact with students ‘at risk’.
Recommended Template for

Group/Faculty ________________________Amber Risk Assessment Strategy
	Undergraduate and Postgraduate Students 

	Indicators of students being  at risk
	Responsible role for identification
	Mode of contact to be used 
	Recording of risk assessment
	Reporting of referral

	Non-submission of first assessment item
	Teaching Team member/Tutor/
Course Convenor
	Email*
· noting student has not submitted assessment item 
· asking whether they are unsure about how to seek an extension for assessment item
· referring them to the assessment policy

· asking whether non-submission is due to another issue and  in the case of a first year student refering them to First Year Advisor or appropriate support services such as Counselling, Learning Services or International Student Advisors
	Email# to be cc’d to Course Convenor (if not the responsible role for identification), the Program Convenor and for first year students the First Year Advisor 
	Email to be cc’d Recopy@griffith.edu.au for placement on student’s file


	Poor performance in first Assessment item
	Teaching Team member/Tutor/
Course Convenor
	Email*
· providing feedback to the student on the assessment item

· referring them to appropriate support services such as Counselling, Learning Services or International Student Advisors
	Email# to be cc’d to Course Convenor (if not the responsible role for identification), Program Convenor, if a first year student the First Year Advisor, and the relevant support service
	Email to be cc’d Recopy@griffith.edu.au for placement on student’s file



	Other
	
	
	
	


*
Academic staff are encouraged to talk to students in person or via telephone as a first step, however all communication must be documented in the form of a file note or an email. 

#
Standard email stationery is to be available for the purpose of contacting the student and recording the risk assessment. 
� Principles to Promote Excellence in Learning and Teaching Practices at Griffith University


� Role of the Course Convenor (2007/0000057) Academic Committee Resolution 3/2007


� Role of the First Year Advisor (2005/0025014) Academic Committee Resolution 5/2005


� Role of the Program Convenor (02/00210) Academic Committee Resolution 5/2002





