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Introduction 
 
Document Purpose 
 
This user guide is for PGR Initial Progress Review Convenors.  It details the steps required for Stage 6: the 
completion and submission of the final review recommendation.  This is the final stage in the Initial Progress 
Review process. 
 
Convenors do not have access to the form until all other contributors have completed their sections.  When 
the student submits the completed Student Statement, the form status changes to ‘Pending Convenor 
Confirmation’.  This triggers an email notification to the school’s Initial Review Convenors, informing them it 
is ready for their review and final recommendation. 
 
 
The Initial Review Process in 6 Stages 
 

Stage User Actions Form Status 

1 Administrator 
Complete Initial School Level Setup 
Generate Forms 
Send Forms to Students 

Pending Student 
Assessment 

2 Student Complete & Submit Self-Assessment 
Pending 

Supervisor 
Assessment 

3.1 Principal 
Supervisor Complete & Submit PGPS Report 

Pending 
Supervisor 

Assessment 

3.2 Secondary 
Supervisor Complete & Submit PGSS Report Pending Review 

Panel Submission 

4 Review Panel Complete & Submit Recommendation Pending Student 
Statement 

5 Student Complete & Submit Statement Pending Convenor 
Confirmation 

6 Convenor Complete & Submit Final Recommendation Complete 
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Accessing the Initial Progress Review Form 
 
Direct Link: Convenor Notification Email 
 
When the student submits the Student Statement a notification email is sent to the School Convenor.  
 
 Use the link in the email to go directly to the form.  
 

 
 
 
MyCampus: PGR Initial Review (Convenor) Tile  
 
If there is an issue with the notification email, Convenors can access their review forms via the PGR Initial 
Review (Convenors) tile on their MyCampus Homepage. 
 

 
 

 Click ‘Select’ to open the form. 
 

 
 
 The form will open on the Recommendation page, where the Convenor adds their recommendation. 
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Review Initial Progress Review Form 
 
The contribution from other users can be reviewed by clicking on the section names at the top of the page. 
  
Review Details 
 
This page contains student record data pulled from MyCampus, and the form progression record.  While 
open for editing by Convenors, the status will be ‘Pending Convenor Confirmation’.   
 
When the Convenor submits their recommendation, the status will be ‘Complete’.  The form will disappear 
from the Convenor’s MyCampus list but will be available to other users in read only format. 
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Student Self-Assessment 
 
This page contains the student’s self- assessment responses and any attached supporting documentation. 
 
Documentation can be viewed but not added or deleted. 
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Supervisor Reports 
 
Both Principal and Secondary reports are available to review.  The pages contain identical questions, and 
both have a document upload facility for the supervisor to attach any relevant documentation. 
 
Any attachments on this page can be viewed by Convenors but not added or deleted.   
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Student Statement 
 
This page contains confirmation from the student that all mandatory actions have been taken.   
 

 
 
 

Review Panel Recommendation 
 
On the Recommendation page, expand Review Panel Recommendation to view their recommendation and 
any related documentation. 
 
This page is also where the Convenor adds the final recommendation. 
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Complete and Submit Final Recommendation  
 

Recommendation Fields 
 
On the Recommendation page, expand the Final Recommendation subsection and complete the review. 
 
 Select the date of review 
 Select the recommendation from the available options 

 
 Add information relating to the decision, including any required actions/conditions.  
 Use ‘Safe Draft’ to save without submitting the form, allowing you to complete at a later time. 

 

 
  

A I recommend the student be permitted to continue for the remaining session. 
B I recommend the student be permitted to continue subject to conditions - minor action  

C I DO NOT recommend the student be permitted to continue unless substantial action is taken  
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Submit Final Recommendation 
 
 Use ‘Save Draft’ to save without submitting the form, allowing you to complete at a later time. 
 When satisfied the recommendation is ready to complete, click ‘Confirm and Submit’ 
 

 
 
 Click ‘OK’ on the completion message. 
 

 
 
 All fields withing the form will now be read only, and the Review Status is ‘Complete’.   
 

 
 
 
 
 
CONVENOR PROCESS COMPLETE 
 
PGR INITIAL REVIEW FORM PROCESS COMPLETE 
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