
Student Notification Policy and Procedure - DRAFT 
 
PURPOSE 
 
The Pharmacy Guild of Australia, NSW Branch has a responsibility to ensure that students complete their studies within 
the allocated time of their training contract. We are required to notify students if they are falling behind on their 
studies. 
 
SCOPE 
 
Trainers will be responsible to notify students if they are falling behind on their studies to ensure student are given the 
opportunity to catch up. This is achieved by providing notification letters sent to the students at set intervals as 
described within this policy and procedure. 
 
NOTIFICATION LETTER PROCESS 
 
Where a Guild trainer identifies a student is lagging within their studies, notification to the student must be sent to 
ensure that the student is aware that they are behind within their training plan. 
 
Trainer must follow the procedure to ensure students receive the correct letter at the correct interval. 
 
Notification letter one (1): 
 
Notification letter one should be sent to a student where the following occurs: 
 

1. No work has been received after one month  
2. Units have not been submitted as per the students training plan 

 
Notification letter two (2): 
 
Notification letter two should be sent to a student where the following occurs: 
 

1. No response has been received from the student one month after the date on the notification letter one (1) 
2. Units have not been submitted as per the students training plan one month after the date on the  notification 

letter one (1) 
 
Notification letter two must also be sent to the student’s supervisor addressed to the Pharmacy to ensure the supervisor 
is aware of the progress of the student 
 
Notification letter three (3): 
 
Notification letter three should be sent to a student where the following occurs: 
 

1. No response has been received from the student one month after the date on the notification letter two (2) 
2. Units have not been submitted as per the students training plan one month after the date on the  notification 

letter two (2) 
 
Notification letter three must also be sent to the student’s supervisor addressed to the Pharmacy to ensure the 
supervisor is aware of the progress of the student 
 
WHEN NOTIFICATION LETERS CAN NOT BE SENT OUT 
 
Trainers are not to send out notification letters to students where the following exists: 
 

1. Three (3) months from the start of the enrolment date 
2. The student is receiving funding under the DWEERS program for tutoring sessions 
3. The student has an application for suspension submitted or  currently in force  

 
 
 
 



WHERE SPECIAL NEEDS HAVE BEEN IDENTIFED 
 
Where a student has received a notification letter and have responded to their trainer and identified that there are 
learning difficulties. The trainer must perform the following: 
 

1. Review the learning support policy and procedure 
2. Provide information for support services to the student 
3. Contact the supervisor and AAC to advise learning barriers 
4. Notify the training manager 

 
While the above actions are being implemented for the student, no further notification letters are to be sent to the 
student or supervisor. 
 
PROCESS AFTER NOTIFICATION THREE (3) LETTER 
 
Where a student has not responded to the notification letter three, the trainer must report this to the training manager 
where the Australian Apprenticeship Centre (AAC) will be notified. 
 
Notification to the AAC will include the request for cancellation of the training contract unless the AAC can: 
 

1. Have the student contact Guild Training with reasons to why no response has been received 
2. A training plan that details how they will catch up with the units outstanding  

 
STUDENT REQUEST FOR EXTENSION  
 
Where notification letter three (3) has been sent to a student and  the student requests the extension of time to 
complete their studies, Guild training will only accept the extension if the following are provided: 
 

1. A training plan that details how they will catch up with the units outstanding 
2. A communications plan to ensure that the Guild trainer can maintain contact with the student 

 
Where the above cannot be met, the extension of time may be rejected by Guild training or a fee maybe introduced to 
ensure completion is achieved. 
 
RECORDING OF THE ISSUING OF NOTIFICATION LETTERS 
 
Trainer must when issuing a notification letter to a student or supervisor must record this in the client journal on the 
student’s profile. 
 
The entry must detail the following: 
 

1. Which notification letter has been sent 
2. Date in which the letter has been sent 

 
A copy of the letter must be uploaded to the students profile under the course document section. 
 
RELATED POLICY 
 
This policy will relate to the following procedures and 
policies: 

• Nil 
 

RELATED FORMS 
 

• Notification letter one (1) 
• Notification letter two (2) 
• Notification letter three (3) 
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