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1. Introduction 
B 

The Centre for University Partnerships Operational Manual has been designed as a 
reference tool to assist staff at the University and at Partner Providers to fulfill all academic 
and administrative obligations within the deadlines as specified in the Key Dates document, 
and in accordance with all UB and School regulations and guidelines.  

A Partner Provider is defined as an educational institution providing courses and programs of 
the University of Ballarat through an approved Education Agreement (also known as Third 
Party Provider). Partner Providers may be located within Australia or internationally. 

2BThe purpose of this manual is to ensure that the University of Ballarat programs delivered at 
Partner Providers are of an equivalent standard of quality and integrity to those that are 
delivered on University of Ballarat campuses. 

3BIt is also intended to assist academic and administrative staff in carrying out their functions 
and responsibilities as well and as easily as possible. 

4BSeveral forms and associated documents referred to in this manual are attached as 
appendices. 

The document will be revised periodically and the latest version will be located at 
http://www.ballarat.edu.au/international-students/centre-for-university-partnerships-cup 
and should be checked regularly.   
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The University of Ballarat (UB) was founded in 1870, is the third oldest site of higher learning 
in Australia, and is the only multi-sector University in regional Australia. It has six campuses 
situated throughout Victoria and has approximately 25,000 international and domestic 
students. 

The University is divided into seven Schools, each headed by a Dean and supported by 
Deputy and Associate Deans. As a multi-sector University, UB offers programs from the 
Vocational Education and Training sector through to Applied, Bachelor, Honours and 
Masters degrees, as well as Doctorates, and there are several well established pathways. 
The University has close links to local and international businesses and technologies. 

The University has a network of national and international partners in teaching and research, 
and delivers its programs in various locations both nationally and internationally, in 
Melbourne, Sydney and Adelaide within Australia, and in Malaysia, Singapore, Vietnam, 
Hong Kong, Sri Lanka and mainland China overseas.  

 

The University’s web site is located at http://www.ballarat.edu.au/  
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The Centre for University Partnerships (CUP) was formed in April 2011 with a remit to take 
operational control of the delivery of all off-campus programs and to provide a unified and 
consistent approach to managing key alliances with UB Partner Providers. The Centre has 
responsibility for both international and domestic partnerships, where students, either 
domestic or international, Vocational Education and Training or Higher Education sector, are 
enrolled in University programs. 

The Centre has a website at http://www.ballarat.edu.au/international-students/centre-for-
university-partnerships-cup  

The Centre also has responsibility for managing a range of services that focus on 
compliance, operational support for partners and Schools, liaison and reporting, such as 
ESOS, CRICOS registration, PRISMS, appeals, plagiarism, credit, maintenance and 
monitoring of existing partner arrangements and initiating new partnerships both onshore and 
offshore. 

 

Specifically, the Centre for University Partnerships has responsibility for: 

 An agreed single University-wide system for management of students studying with 
Partners, including matters to do with credit and articulation, moderation protocols, 
appeals and Partners’ academic calendars; 

 Leading the setting of annual strategic goals for partnerships, developed in consultation 
with the key University stakeholders; 

 Measurement and reporting of achievement against the partnership goals on a School and 
whole-of-institution basis; 

 Setting University policy and procedure to ensure consistency of delivery through 
partnerships; 

 Defining and then monitoring the student support and facilities required of partners 
ensuring at least equivalence with on-campus University requirements; 

 Leading the governance of the partnerships through the International and Partners 
Committee and its sub-committees. 

 

The Centre is led by a Director and comprises three related divisions:  

 Partner Liaison, where each Partner has a dedicated Liaison Officer (or Relationship 
Manager) who acts as the link between the Partner and the Schools whose programs are 
being delivered;  

  Compliance with both government and UB regulations such as ESOS, CRICOS 
registration and PRISMS; and 

  International Admissions of international students to Ballarat campuses. 
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3. Responsibilities of Partner Providers 

 Approval to make offers 

The Organisation must obtain from all relevant authorities and maintain all necessary 
approvals to operate the programs at the location.  

Marketing 

All marketing, publicity or advertising material is subject to prior written approval by the 
University’s Manager, International and Domestic Student Recruitment. Student recruitment 
and marketing is at the Provider’s expense.  

The Organisation must: 

 promote the Programs with integrity and accuracy and seek to uphold the reputation of the 
University; 

 not draw false or misleading comparisons with any other education provider or their 
programs;  

 not make any inaccurate claims of association with any other education provider or 
organisation or give inaccurate advice as to acceptance into another program or 
professional organisation; 

 not engage in misleading or deceptive conduct; 

 ensure that any education agents engaged by or seeking to recruit students for the 
Organisation comply with all relevant obligations under this Agreement, including, without 
limitation, ESOS Standards 1 and 4 of the National Code;  

 ensure that any education agents engaged by the Organisation are listed on the 
Organisation’s website; 

 Provide evidence to the University on request of ESOS training for approved education 
agents. 

Recruitment 

The Organisation must: 

 not recruit students where this conflicts with the obligations of registered providers under 
Standard 7 of the National Code 2007 or any other law or regulation; 

 confirm that Students satisfy the IELTS language requirements or equivalent test as 
approved by the University; 

 ensure students’ qualifications, experience and English language proficiency are 
appropriate for the program for which enrolment is sought; 

 issue offer letters in accordance with UB requirements; 

 administer student recruitment and management of student records for the programs;  

 provide accurate and complete information and documents to students and prospective 
students;  

 access the University’s electronic student management system as required. 

Enrolment 

The Organisation must: 

 advise and assist prospective students in the enrolment process as directed by the 
University; 

 only accept fees and enrol students who have signed and returned the International 
Student Offer and Acceptance Agreement; 

 confirm international students hold valid and appropriate visas at the time of enrolment; 

  advise on where textbooks required by students may be purchased; 
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 not facilitate the enrolment of any prospective student whose enrolment will not comply 
with the conditions of his or her visa; and 

 not provide immigration advice where not authorised under the Migration Act 1958 to do 
so; 

 assess and approve or decline any applications for payment plans by students in 
accordance with University guidelines;  

 refer to the University for consideration any applications for payment plans where special 
circumstances may justify approval outside of University guidelines; 

 submit all applications for credit to the University for consideration (the Organisation must 
inform the students/applicants that credits are determined by the University and it must not 
pre-empt the University’s decision by making unauthorised promises of advanced 
standing); 

 Only accept enrolment into a program in accordance with the Common Academic 
Calendar and not outside the first two weeks after commencement of the teaching of the 
Program with students to be notified that they may only withdrawal without penalty in the 
first four weeks after commencement of the teaching of the Program; 

 Where commencing students are accepted late into the program, (i.e. up to the end of the 
second week) provision must be made to properly induct/orient each student and to 
provide make-up classes at the Organisation’s expense to bring the student into line with 
the program schedule. 

Programs and assessment 

The Organisation must: 

 Cap tutorial/laboratory classes at 25 or per School guidelines; 

 deliver the programs in accordance with the curriculum materials and directions from the 
University and to the highest professional standards; 

 in conjunction with the University, co-ordinate and deliver the programs and administer 
course assessment in accordance with the requirements of the moderation model and 
associated timelines; 

 commence teaching periods in accordance with the University’s Common Academic 
Calendar for Partner Providers; 

 maintain oversight of exam security and conduct in accordance with University legislation 
and procedures (Statute 5.3 The Schedule Part I) http://www.ballarat.edu.au/vco/legal/legislation/; 

 arrange for student orientation including compulsory workshops on academic dishonesty 
in accordance with University legislation and procedures;  

 appoint Grievance Officers and provide information to students regarding grievance and 
appeals processes in accordance with University legislation and procedures;  

 distribute course descriptions, assessment criteria and orientation materials on the 
students enrolment;  

 provide an appropriate number of qualified and experienced teachers to deliver the 
programs and consult with the University prior to appointment; 

 provide academic counsellors and appropriately trained student counsellors; 

 be responsible for paying the salaries and expenses of appointed teachers and staff for 
the Organisation’s teaching and administration of the Programs; 

 print and provide the Course Description, curriculum materials and assessment papers 
(excluding final exams) to students at the beginning of each course;  

 comply, and ensure that its staff and the Organisation appointed teachers comply, with the 
directions of the University with respect to the delivery of the Programs; 

 comply with the University’s ESOS policies and procedures and Provider Responsibilities 
Statement;  

 make reasonable adjustments for students with a disability in accordance with the 
Disability Discrimination Act and the Disability Discrimination Act Education Standards;  
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 use its best endeavours to: 

o maintain the quality and reputation of the Programs and the University; 

o promptly inform the University on matters affecting the quality, content and conduct of 
the Programs and regularly report to the University on whether the Programs are 
relevant to the needs of Students so that the programs are operated at the highest 
possible standards at all times;  

o maintain as confidential all examination and assessment papers until such time as 
the assessment or examination commences; 

o conduct assessment of the programs accurately and in accordance with appropriate 
standards, timelines and protocols. 

Resources and facilities 

The Organisation must: 

 provide the appropriate teaching resources and facilities (as approved by the University 
and relevant government authorities), together with materials and equipment, and support 
staff to conduct the programs in accordance with their Agreement including: 

o a campus or appropriate equivalent city premises approved by the University; 

o classrooms and appropriate teaching facilities; 

o student facilities; 

o teacher facilities; 

o examination facilities; 

o library resources in accordance with University Guidelines, including the maintenance 
of an appropriate tertiary library of texts and essential references and journals relevant 
to the subject matter of the programs for use by students at each Location,  

o computer laboratories with computer equipment and software to support delivery of the 
curriculum materials and computer workstations, hardware and software requirements 
and internet enabled computers suitable for accessing electronic library services and 
information resources; 

o electronic photographs of all Students to allow the University to produce Student ID 
cards; 

o internet and email access for students; 

o recreational facilities for students; and 

 provide all necessary services and utilities including power, heating and water. 

Confer with the University 

The Organisation must cooperate with the University in its conduct of Quality Evaluation, and 
must implement any recommendations or comply with any directions made by the University 
in the course of Quality Evaluation promptly and on time. The application of evidence-based 
quality standards will be applied to test for equivalence with the University’s on-campus 
delivery of programs. 

The Organisation must: 

 meet with the University formally at least 2 times per year (Joint Management Committee 
chaired by DVC) in addition to Quality Evaluation requirements (Program Reports, 
Program Reviews, Student Progress, Annual Audit, ESOS, SET/SEC, Academic 
Principles including Monitoring Program progression and Intervention Strategy, Plagiarism 
and Moderation Policies); 

 promptly provide all information, assessments and other data relating to students as 
requested by the University as part of Quality Evaluation; 

 comply with the reporting requirements as agreed between the parties and provide any 
other information which is reasonably requested by the University; 

 acknowledge and allow for transfer of students to and from the University with the 
approval of the University; 
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 cooperate with the University and provide such assistance and information that the 
University requires for any external review or audit of the program or the University; 

 make available to the University the records of all students enrolled in the Programs at the 
start of each semester and when requested by the University from time to time; 

 allow regular visits to the Organisation by the University staff. 

Compliance with Policies 

The Organisation must at all times take steps to ensure students are aware of all of the 
relevant policies of the University and the ESOS Compliance Framework including: 

 procedures outlining the action to be taken in the event of a critical incident and following 
the incident; 

 transferring and release of students to other providers; 

 monitoring the program progression in conjunction with the University and maintaining 
enrolment load of each student to ensure completion of his or her program within the 
expected duration (international, onshore students); 

 recording and assessing program progress for each course of a program. This may 
include procedures for notifying students that they have failed to meet satisfactory 
program progress requirements (and undertaking PRISMS reporting where required for 
onshore, international students); 

 early identification and intervention for students at risk of failing to achieve satisfactory 
program progress; 

 recording details of how attendance will be recorded where this might be applicable to 
program progress, including the risk of failing to achieve satisfactory program progress; 

 assessing, approving and recording cancellation of enrolment, deferment or suspension of 
study; 

 conducting orientation programs and appointing a staff member as an official point of 
contact for students for support services; 

 staffing and physical resources, including the recruitment, induction, performance 
assessment and ongoing development of members of staff involved with the recruitment of 
Students or delivery of the Programs; 

 discrimination, harassment and equal opportunity; 

 staff training under the ESOS Act and generally under the ESOS framework for 
Partnerships delivering to international students within Australia. This must be 
incorporated into staff handbooks and induction training; 

 distribute the University Refund Policy & Procedure to all students. 

The Organisation must comply with all of its obligations under this Agreement in a timely 
manner and at its own expense, except where this Agreement specifically provides that a 
cost will be met by the University. 

 

4. Responsibilities of School Academic Staff 

Each School has a Dean with complete responsibility for his/her School but each School is 
set up slightly differently.  The Business School and the School of Science, Information 
Technology and Engineering have appointed an Associate Dean, International, with overall 
responsibility for delivery of their School’s programs through Partner Providers. 

Normally Schools will have Program Coordinators with overall responsibility for each 
Program delivered, but in the case of the Business School there is an Undergraduate 
Program Coordinator and a Graduate Program Coordinator. 

Some Schools have Discipline Coordinators who manage the staffing of courses within 
their discipline areas, including allocation of full-time and sessional staff to courses, and 
appointment of Course Coordinators, partner and assessment moderators and discipline 
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representatives on committees. Discipline Coordinators are responsible for ensuring that 
every course offered within their discipline area, regardless of location, has an appointed 
Course Coordinator who understands the responsibilities of this role (see below). They are 
also responsible for temporary appointments to cover staff on leave or on other duties.  

Every course offered by the School, regardless of location, will have a single Course 
Coordinator known as the Location Course Coordinator on FdlGrades. The Course 
Coordinator is responsible for the preparation of course descriptions, course teaching 
material, sample examinations and assessment tasks, including marking guides and solution 
sets, and checking and confirming the accuracy of this information. Course descriptions must 
be consistent with the course outline approved by each School’s Programs Committee. 
Assessment tasks must be pre-assessment moderated by another academic staff member to 
ensure that it is accurate and error free. 

In most cases, the Course Coordinator will be one of the teaching team for the course, and 
will have a leadership role within this team. The Course Coordinator will maintain contact 
with direct-teach lecturing staff and moderators of Partner Providers to ensure that the 
course is offered in a consistent fashion across all locations. This responsibility includes 
ensuring the consistency of a course offered in different teaching modes (for example, a 
standard semester at Mt Helen or at an on-shore partner or block mode in Hong Kong). The 
Course Coordinator will also be responsible for supervising course moderation of their 
specific courses. 

At the end of each semester, the Course Coordinator, in consultation with the assessment 
moderator where applicable, is required to prepare all student results (on and off campus) for 
scrutiny at the ratification meetings of the Programs Committees. 

Course coordination is an on-going responsibility. The course coordination role is retained 
until a replacement Course Coordinator is appointed. 

Partner Moderators 

The Partner Moderator (who will also in some cases be the Course Coordinator) is 
responsible for: 

 Making initial contact with the partner lecturer before term commences (see below); 

 Communicating with the partner lecturer on all academic matters throughout the semester;  

 Assisting the partner lecturer in modifying the course description to allow for local 
conditions (see Partner Lecturers section); 

 Ensuring that the course description is delivered to students within two weeks of 
commencement of course delivery; 

 Moderating FdlGrades-generated samples within one week of marking being completed, 
giving a clear rationale behind the final allocated grades which are determined in 
consultation with the Course Co-ordinator, and entering these into FdlGrades; 

 Completing the Moderator report once all marks have been awarded and entering it into 
FdlGrades; 

 If marks have been moderated downwards by 10% or greater, the Partner Lecturer should 
immediately contact the Moderator and try to resolve the discrepancy in grading. If the 
matter cannot be resolved, the Partner Lecturer should contact the Partner Academic 
Coordinator, providing copies of marking guides and emails from the moderator. The 
Partner Academic Coordinator will then investigate the matter and inform the Partner 
lecturer. 

The initial contact between Course Moderators and Partner Lecturers should be initiated by 
the Business School moderator and discussion should include but not be limited to: 

 General information  

o Whether the lecturer taught the course before  
o Approximate size of class  
o Day of week of lecturers, tutorials and or computer laboratories, where applicable 

 The availability of: 
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o A course description that has been modified appropriately (local staffing, timetable 
information, and administration, such as submission requirements, extension 
requests, etc). When modified this should be saved to the Partner FTP site, in the 
case of the Business School subjects.  

o Textbooks and essential references 
o Software required for lectures and computer laboratories 
o Lecture notes and tutorial guides 

 Communication  

o Confirming the means of contact i.e. the Partner Lecturer’s mobile phone number and 
email address. 

o The frequency of contact desired 
o The best or regular times for contact 
o In the event that contact cannot be made with a Partner Lecturer, moderators should 

contact the appropriate Liaison Officer who will pass on any immediate information to 
the partner Academic Co-ordinator and take steps to re-establish the lines of 
communication. 

Disputes between Moderator and Partner Lecturer 

Where there is disagreement between the Moderator and Partner Lecturer, the Partner 
Lecturer should seek advice from the Partner Academic Coordinator and the Moderator 
should seek advice from the Course Coordinator. The goal is to ensure speedy resolution 
with minimal impact upon students. 

 

5. Responsibilities of Partner Academic Staff 

Partner Academic Coordinator  

This is a Partner Provider appointed, senior academic staff member who is the central point 
of contact at the partner location on all administrative matters affecting the academic content 
and delivery of all courses offered by the Partner. 

Responsibilities include but are not limited to: 

 Liaising and working closely with the UB Course Coordinators to ensure the smooth 
running of all courses. 

 Ensuring partner lecturers and tutors have been approved by the Dean of the School or 
his/her delegated authority. 

 Supervising all partner lecturers and tutors.  

 Being the first point of contact for unresolved issues between moderators and partner 
lecturers and ensuring that these matters are resolved quickly. 

 Making recommendations to the School Program Coordinators on advanced standing 
(credits) subject to approval by the Dean or his/her delegated authority. 

 Overseeing the modification of course descriptions to include details of staffing, 
timetabling and local regulations and ensuring their distribution to students within the first 
two weeks of the term, preferably in the first lecture. 

 Ensuring that student enrolments are correct. Students who are not enrolled in the course 
(those that attend classes but that do not appear on the course list) must complete an 
enrolment amendment form prior to the advised deadline. Enrolled students will be listed 
in FdlGrades. It is the partner’s responsibility to add additional students within the 
permissible timeframe. The course listing should also be used by the Academic 
Coordinator to verify student numbers. 

 Advising the CUP Team Leader, Administration, of the courses to be offered by the 
advised deadline. 

 Advising their Liaison Officer of their lecturers’ names and contact details by the advised 
deadline. 
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 Ensuring that Partner Lecturers have access to all the learning and teaching materials 
provided, either through accessing Moodle or the University’s Al Fresco website. 

 Ensuring the availability of texts, major references and software requirements for each 
course being offered. 

 Working closely with the CUP staff to ensure that a quality delivery of courses is provided 
to students and any issues arising are dealt with. 

 Promoting close working ties between Partner Lecturers and Partner Moderators. 

 Ensuring compliance with all University and School policies, procedures and guidelines. 

 Approving Special Consideration requests for assignments and mid-term tests and noting 
the outcome of these in FdlGrades. 

 Recommending action for Special Consideration requests for final examinations in 
accordance the University Policy. 

 Recommending action for applications to defer or take leave from studies in accordance 
with the University’s ESOS guidelines. 

 Ensuring that Partner administrative and teaching staff are familiar with the National Code 
2007 and relevant University and School policies, procedures and guidelines. 

 Ensuring that Early Intervention strategies are put in place for any student who is at risk of 
failing the subjects s/he in enrolled in. 

 Ensuring that Early Intervention documentation is filed in the Partner student file for all 
students who have received a ‘Warning’ or Show Cause letter from the Schools’ Academic 
Progress Committee. 

 Ensuring that all student complaints and appeals are forwarded promptly to the CUP 
Liaison Officer. 

 Ensuring that all students are enrolled correctly on to Campus Solutions in a full load, in 
accordance with the approved study plan for the program by the published last date for 
enrolment. 

Partner Lecturers 

Partner lecturers coordinate each course at partner level. They are the primary point of 
contact for Course Coordinators and Moderators. Prior to appointment lecturers need to be 
approved by each Dean or his/her delegate. For on shore Partners, a member of the School 
would normally be invited to attend interviews for prospective lecturing appointments. The 
expectation is that Partner Lecturers will have the appropriate background knowledge and 
skills in the subject, but will need to be informed as to the scope and detailed requirements of 
the course.  

Responsibilities include but are not limited to: 

 Suggesting changes to the Course description to reflect local conditions including staffing, 
timetabling, and local regulations. The content of the Course Description (apart from the 
above modifications) will not be modified without the prior approval of the Course 
Coordinator.  

 Distributing the Course description during the first lecture and discussing its contents with 
students. 

 Identifying the objectives of the course and the learning tasks that will be used to achieve 
those objectives. 

 Stressing the consequences of plagiarism and the penalties imposed. 

 Clearly explaining to students that assessment is moderated and that marks are not final 
until after the moderation process is complete, and that assignments will not be returned 
until after moderation. 

 Maintaining confidentiality on final grades until the official publication of results following 
ratification. 

 Delivering the course in strict accordance with the modified course description.  

 Supervising the activities of tutors (if applicable). 
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 Coordinating the marking of all assessment for the course. Assessment must be marked in 
accordance with the marking guidelines provided by the partner moderator. 
Marked/moderated assessment must be returned to the students in a timely fashion with 
sufficient feedback, within 2 weeks of submission at the latest. 

 Entering marks onto FdlGrades. 

 Entering their final report onto FdlGrades. 

 Undertaking professional development as provided by the Partner Provider or the 
University. 

Partner lecturers are expected to complete a final report to include: 

 The overall standard achieved, in terms of the knowledge, skills and abilities of students, 
as reflected in their assessed work and referred to in the course description. 

 Reasons why students may have done well or badly. 

 Suggestions as to how delivery or administration of the course could be improved  

 Any additional information considered useful. 

These reports are reviewed by the Course Coordinators prior to ratification meetings. 

Adjunct Lecturers  

Partner lecturers who have previously delivered courses within their discipline for many years 
and to a high standard may be granted Adjunct status by the University and their marks may 
not be moderated. 

Partner Tutors 

Partner tutors may be required to assist in the delivery of tutorials under the supervision of 
the partner lecturer. Any problems or concerns should be communicated to the partner 
lecturer or Academic Coordinator and not the course moderator. Partner tutors are not 
permitted to begin teaching a course until their appointment has been approved by the 
School Dean or nominee. 

Responsibilities include but are not limited to: 

 Delivering the computer laboratory/tutorial sessions in accordance with the course 
description and instructions from the partner lecturer. 

 Marking assessments in accordance with the marking guidelines provided by the partner 
lecturer. 

 Marking assessments in a timely fashion and providing sufficient feedback to students. 

 Keeping track of students’ attendance and progress. 

 

6. Responsibilities of Centre for University Partnerships 
staff 

Director, CUP  

The Director has overall responsibility for the running of the Centre and its staff, including 
establishing new partnerships, and advising the University’s senior leadership on the 
strategic direction of the University’s off campus delivery. The Director will report to Deputy 
Vice Chancellor, Corporate Services, on all matters. His responsibilities include: 

 Managing all staff within the Centre. 

 Developing the University’s overall strategic direction in terms of delivery through Partner 
Providers, including the introduction of new Partnerships and the development of new 
business. 

 Managing UB’s quality assurance processes in relation to Partner Provider delivery. 

 Managing UB’s marketing and recruitment strategy in conjunction with Partner Providers. 
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 Participating in student orientation sessions and enrolment sessions at partner providers. 

Compliance Manger 

The Compliance Manager’s responsibilities include: 

 Assisting with the conduct of regular audits at Partner Providers particularly in the area of 
quality of student intake, the adequacy of the administration of academic programs and 
the resources required for effective teaching. 

 Ensuring that all aspects of the regulatory requirements for the provision of international 
programs under the ESOS Act are complied with. This includes compliance with the 
National Code of Practice's Standards and CRICOS registration.  

Business Systems Manager 

This is a part-time position that is responsible for the maintenance and continuous 
improvement of the moderation software used by the University, known as FdlGrades. 

Team Leader, Administration 

 Provides leadership to the CUP staff on all administrative and operational matters. 

 Determines the content of the portfolios of the Liaison Officers, in consultation with the 
Director. 

 Ensures distribution of common calendar and key dates documents each year. 

 Compiles key dates and deadlines document each semester. 

 Writes and maintains the CUP Operational manual. 

 Liaises with partners to establish courses to be offered by each partner on a semester by 
semester for the Business School. 

 Ensures all documentation relating to Partner Providers is current and that all contact 
details available. 

 Ensures the receipt of moderation support material for uploading onto the Al Fresco 
Moderation Resources website. 

 Ensures that Partner lecturers have been approved by the relevant School before they 
commence teaching. 

 Receives and evaluates UB Associates applications. 

 Organises the presence of UB staff for orientation of new students and induction of new 
staff at the Partner Providers. 

 Works closely with each partner Academic Coordinator to ensure that a quality delivery of 
courses is provided to students and any issues arising are resolved promptly. 

 Resolves more complex issues arising from the moderation delivery, whether from UB 
staff, Partner staff or students. 

 Ensures that all results are ready for ratification and publication within the timeframe. 

 Evaluates Leave from Studies and Special Consideration applications in the absence of 
the Director. 

 Attends the University’s Joint Operations Committee. 

Administrative Officers, CUP (Partner Liaison Officers)   

 Provide the first point of contact between Partner Providers within specific portfolios and 
the Schools on any administrative matters. 

 Facilitate the communication between partner lecturers and partner moderators. 

 Ensure the correct set up of courses within FdlGrades. 

 Process Leave from Studies, Enrolment Amendment, Special Consideration and Course 
Result amendment forms and inform Partner Providers of outcomes. 

 Receive all examinations by the due date and the organise the printing and despatch to 
partners. 
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 Ensure all results are received by the due dates. 

 Attend Program Committee meetings and ensure the ratification of grades by the due 
dates. 

 Ensure finalisation of supplementary and deferred grades. 

 Perform completion checks and prepare completion letters. 

 Perform graduation checks and provide requisite documentation 

 Identify students who have not met the program rules and prepare and despatch letters as 
appropriate. 

 Ensure maintenance of accurate records as required by the ESOS Act. 

 Pack and despatch exams at the due dates. 

Administration Officer, CUP 

 Establishes examination timetables and deferred examination timetables, in conjunction 
with the Graduate School of Information Technology and Mathematical Sciences. 

 Uploads moderation material onto Al Fresco. 

 Provides support to the Manager, Compliance. 

Administration Assistant, CUP 

 Responsible for records management. 

 Executive Officer for the Joint Operation Committees. 

 Supports Liaison Officers and acts in their positions during period of absence. 

 Provides assistance to the Director, Manager and Team Leader. 

Credit Administrative Officer 

 Receives all credit (advanced standing) applications from PP students. 

 Processes all standard credit applications. 

 Consults with School staff for non standard credit applications and processing the same. 

 Despatches letters to students who have applied for credit. 

 Maintains records of credits provided to UB students. 

 Prepares articulation documentation in consultation with School staff Admissions Officers. 

 Receive, assess and process applications from potential Higher Education overseas 
students. 

 Receive applications from potential TAFE overseas students and forwarding as 
appropriate. 

 Issue offer letters. 

 Liaise with Schools regarding credits. 

 Respond to Agent enquiries. 

 Report on offers and acceptances. 

 Process Study Abroad Exchange applications. 

 

7. Policies, Procedures and Compliance  

The University’s policies, procedures and guidelines are maintained at: 

http://www.ballarat.edu.au/about-ub/organisation/portfolios/learning-and-quality/planning-
quality-review/policies-and-procedures  

Relevant policies and procedures include (but are not limited to) the following areas: 
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 Moderation Higher Education 
http://policy.ballarat.edu.au/higher_education/assessment/ch02.php  

 TAFE http://policy.ballarat.edu.au/tafe/validation/ch01.php  

 Special Consideration 
http://policy.ballarat.edu.au/university/special_consideration/ch01.php  

 Supplementary Assessment http://policy.ballarat.edu.au/university/assessment/ch04.php  

 Plagiarism http://policy.ballarat.edu.au/university/student_plagiarism/ch01.php  

 Early Intervention policy http://policy.ballarat.edu.au/esos/policy_and_manual/ch02.php   

 Appointment and Assessment of Teaching at Partner Provider Locations Guidelines 
http://policy.ballarat.edu.au/university/partner_provider/ch01.php  

 Provision of ICT Resources at Partner Provider Locations 

 Development of Collections and Library Spaces at Partner Providers 

 ESOS Compliance Framework Policy 

 

While CUP staff will endeavour to inform each Partner Provider when changes to University 
policy, procedure and guidelines occur, copies are available on the University’s Policies and 
Procedures website and it is the responsibility of the Partner Provider to maintain awareness 
of these. 

Compliance 

The University of Ballarat strives to provide students, no matter where studying, with the 
opportunity to benefit from high quality education and training. Essential to achieving this is 
our commitment to compliance with internal and external legislation, regulation, policy, 
procedure and guidelines. 

Partner Providers are required to ensure that they also commit to with compliance with 
internal and external legislation, regulation, policy, procedure and guidelines. It is the 
responsibility of Partner Providers that all staff be aware of their compliance responsibilities 
in regard to their position at the Partner Provider.   

Compliance commences at the recruitment of a student through to the student’s completion 
of his/her program. 

For onshore Partner Providers compliance with the ESOS Act for delivery to international 
students is one of the main legislations that Partner Provider staff must be aware of. While 
off-shore Partner Providers students do not come under ESOS compliance the University 
believes ESOS requirements provides best practice opportunities for all Partner Providers. 
The Universities ESOS policy and procedures are located at: 
http://policy.ballarat.edu.au/category_list.php?catalogue_id=15 

Copyright Compliance 

It is the responsibility of all staff to comply with the Copyright Act when reproducing and 
communicating electronic, audiovisual and hard copy material. Part VB of the Copyright Act, 
and Part VA for audiovisual material, provides the University with an educational licence that 
enables copying and communication for educational purposes. The Copyright Information 
site for staff provides up-to-date information and resources to enable you to comply with the 
Act. For more information please go to: http://guerin.ballarat.edu.au/aasp/copyright/  

 

8. Moderation and Delivery Models 

As defined in the University of Ballarat, Moderation of Assessment Policy: 

“Moderation is a quality assurance process by which an individual or group not involved in 
setting or marking an assessment task confirms that assessment is continuously conducted 
with accuracy, consistency and fairness. Moderation contributes to the continuous 
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improvement of assessment practices and to sharing good practice among colleagues.” 
(http://policy.ballarat.edu.au/higher_education/assessment/ch02.php) 

Post-assessment moderation will be undertaken every teaching period for all courses offered 
through Partner Providers. This will involve moderating student performance in summative 
and in designated continuous assessment tasks as set by the School. 

The University uses a software system called fdlGrades (http://fdlgrades.ballarat.edu.au) that 
can generate random samples for each assessable task for each group of students studying. 
These samples are double marked by the University Course Coordinator for that subject, to 
ensure that marks and grades awarded are fair and consistent with those awarded for 
students studying at the main campus in Mt Helen.  

 Normally, only written assessment tasks should be moderated. 

 Practicals and in-class assessment are not usually subject to moderation. 

 Normally, only assessment tasks of 10% or more should be moderated. 

 A sample of the 10% of written assessment (or five items, whichever is the greater) 
moderated. 

 The Partner Provider will provide both the sample and the assessor’s distribution of marks 
through CUP. 

 After assessment has been moderated, the school will measure the distribution of marks. 
If the difference in distribution of marks is less than 10%, no action is taken. 

 If the differences in results are greater than 10%, course coordinators should liaise with 
the Partner Provider lecturer and negotiate around the discrepancies. After resolving any 
issues marks are scaled, if necessary, consistently for all students including those 
sampled. 

 Moderation should be done in this timely fashion as possible in order to facilitate feedback 
to Partner Provider lecturers and to students.  

Most courses delivered at UB partner providers are taught solely by partner academic staff. 
Teaching is usually conducted by direct face-to-face delivery of lectures, tutorials and 
laboratory classes. A variety of other pedagogical approaches may be utilised at partners 
including blended learning and online delivery models if formal approval is given by the 
University. 

Regardless of the delivery model, all tests and examinations are conducted in independently 
invigilated examination centres. 

 

9. Partner Provider Academic Calendar, Key Dates 
document & Deadlines documents 

13BCommon Partner Provider Academic Calendar and Key Dates document 

27BFor international and off campus delivery, the University operates three semesters per year 
and has introduced a Common Calendar for the delivery of courses at Partner Providers. All 
Partner Providers must adhere to the: 

 28BEnrolment periods 

 29BAll deadlines 

 30BSemester start and end dates 

 31BExam periods 

38Bunless delivery in block mode has been approved.  

39BThe Common Partner Provider calendar and the Key Dates document are approved by 
Council annually and the dates indicated in the Key Dates document must also be adhered 
to by all Partners. 
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40B 

Semester Commences 
Known on Campus 
Solutions and 
FdlGrades as 

40BSemester 1, 2012 19 March 2012 1207 

41BSemester 2, 2012 16 July 2012 1217 

42BSummer Semester 2012 12 November 2012 1227 

43BThe Common Off Campus calendar and the Key Dates document can be found on the 
University website at https://guerin.ballarat.edu.au/corpserv/partners/forms.shtml  

44BThe 2012 Common Calendar and Key Dates documents are attached as Appendices 1 and 2 
of this document. 

45BSemester specific UB Key Dates and Deadlines document 

46BA document providing deadlines for all activities, both Schools and Partner Providers will be 
distributed by the Team Leader, to each Partner Provider at the beginning of each semester.  
Every attempt must be made to adhere to these deadlines and variation can only be 
accepted if discussed and agreed with the Team Leader beforehand.  

47BDelivery through TAFE Partnerships will follow the Mt Helen academic calendar, available 
at H https://guerin.ballarat.edu.au/vco/legal/acboard/Calendar/index.shtml  

 

10. Notification of Courses to be Delivered 

14BThe University is required to publish all courses to be delivered at each location in which it 
operates before the following academic year commences. Accordingly each Partner Provider 
must engage in systematic pre-planning, looking at the study plans for each of their students, 
and negotiate with the appropriate School member of staff regarding courses it wishes to 
deliver by the end of September of the year preceding the new academic year. 

19BNormally it will not be viable to deliver a course through either the direct teach or moderation 
model unless a minimum number of 15 students can be enrolled.  

15BIt is preferable to over-estimate delivery as it is possible, though not desirable, to cancel 
courses but it is extremely difficult, if not impossible, to add courses to a Partner Provider’s 
delivery schedule. 

16BEach semester, Partner Provider proposals must be sent to the CUP Team Leader and will 
be negotiated by the appropriate School’s Associate Dean, International, at least six weeks 
prior to semester commencing.  

17BIf Partners find it necessary to cancel any offerings due to insufficient enrolment numbers, 
the CUP Team Leader, must be notified at the latest by the Monday following the first 
week of semester. This is because each School operates a strict workload model and each 
Discipline area within the School allocates work on a semester basis. 

 

11. Approval of Teaching Staff & UB Associates 

48BAll Partner lecturers must be approved by the School prior to appointment. Normally for on-
shore Partners a member of the School should be on the Partner Provider’s interview panel 
and be an integral part of the selection process.  

49BFor off-shore Partner Providers, the potential lecturer’s CV should be sent to their Liaison 
Officer, together with an Application to Teach form, as attached in Appendix 3, indicating 
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which courses s/he is applying for approval to teach. Once a determination has been made, 
the Partner Academic Coordinator will be notified of the outcome and that member of staff 
will be entered on the FdlGrades as an approved local lecturer.  

UB lecturers are expected to have, as a minimum, a good Bachelor level degree and 
desirably a Masters degree, with at least 5 years experience of teaching in the proposed 
study area. Approved lecturers are expected to have a higher degree than that of the course 
in which they are teaching, so staff teaching at Bachelor level are expected to have a 
Masters degree and staff teaching at Masters level are expected to have a Doctorate.  

A teaching staff member's appointment must not be renewed without the prior written 
approval of the relevant Dean. 

Business and SITE staff approval guidelines are available at 
http://policy.ballarat.edu.au/university/partner_provider/ch01.php 

51BOnce Partner Provider staff have been approved to teach they should apply to become a UB 
Associate by filling in the form at Appendix 4, having it approved by the Partner Academic 
Coordinator and submitting it to the CUP Team Leader. It will be sent to the UB service desk 
for processing and the applicants will be contacted within a few days of submission with their 
user name and password. This will enable staff to access the UB on-line library materials and, 
via application to the UB Course Coordinators, the Moodle application. Administrative staff 
who require access to Campus Solutions should complete the same form and submit it via 
their Liaison Officer. UB Associate status currently only lasts a year and Partner Provider 
staff should submit a UB Assoc amendment form when their initial access expires. 

52BThe University requires that all Partner academic management positions where the position 
supervises academic staff teaching in UB programs are interviewed prior to appointment by 
the Dean or a nominee.  

53BSchool staff will present an induction session to all new academic staff at on shore Partner 
Providers. 

 

12. Moderation Resources Website, Moodle and Lists of 
Text Books 

The Centre has a moderation resources website located at 
http://ursula.ballarat.edu.au/alfresco/faces/jsp/browse/browse.jsp  

H54BThis site is maintained by staff in the CUP and is updated on a semester by semester basis. 
It contains the teaching resources prepared by Course Coordinators, organised by course 
code and will include the Course Description plus any other material such as Powerpoints, 
assignments, lecture notes, recommended readings, tutorial questions and practice exams. 
Designated Partner Administrators have access to this site so Partner Lecturers should 
communicate with him/her to download material which will be made available to them at least 
two weeks prior to semester commencing.  

However, from March 2012 all Schools will be moving towards using Moodle as the Learning 
Management System, and UB course coordinators will be uploading all delivery support 
material onto the individual Moodle shells, for access by the course lecturers and Partner 
Academic Coordinators. 

There is a basic introduction to Moodle available on line at 
http://medusa.ballarat.edu.au/lews/drupal/moodle/selfpaced  

55BCourse Descriptions should be adapted by Partner Lecturers for local relevance, ie the 
lecture and tutorial dates and times should be entered plus contact details for the local staff, 
and sent to the Course Coordinator for approval. Once this has been obtained they should 
be uploaded onto their FTP site (see Section 27). The Course Description must be 
distributed to students in class within two weeks of the semester commencing. 
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56BAssessable tasks may be contained with the Course Description or loaded onto Al Fresco 
separately, but mid-term tests will be emailed directly to Academic Coordinators by the 
appropriate Liaison Officers by the due date, together with marking guides. 

57BStudents do not have access to the Moderation Resources website and the password must 
not be made available to them. 

CCUP staff will prepare lists of prescribed text books each semester and distribute these to 
all Partner Providers six weeks prior to semester commencing, in order to allow time for 
Partners to obtain any new text books, as required. 

 

13. Credit Applications 

Students wishing to apply for credit exemptions on the basis of previous study must discuss 
with their Partner Academic Coordinator any credits they may be entitled to and complete the 
Student Plan indicating which credits they are applying for.  This form must be signed by the 
applicant, scanned and emailed to the Credits Administrative Officer at 
HUcredits@ballarat.edu.au UH, together with supporting documentation in the form of: 

A testamur as evidence of the student’s having passed the course, as applicable; 

A transcript as evidence of the student’s having passed the subjects for which they are 
requesting credit plus a key to the result codes; 

Subject outlines for the subjects for which the student is requesting credits, as recommended 
by the appropriate Partner Provider member of staff. 

It is desirable that students submit their Applications for Credit Transfer forms prior to their 
first enrolment in order that their study plans can be correctly drawn up. 

The Partner Provider is to enter advised credits onto FdlGrades as per the instructions in the 
FdlGrades on-line manual. 

Credits are approved by the appropriate Program Coordinator and FdlGrades is updated to 
show credits which have been formally approved. 

Students are required to complete and sign a Credit Acceptance letter and no credit can be 
rescinded subsequent to the receipt of this letter at UB. If the Credits Acceptance letter is not 
returned credits are assumed to have been accepted by the Student 10 days after the date 
on the letter. On acceptance of approved credits the student’s transcript will be updated.  

Credits awarded will be ratified by each School’s Programs Committee. 

If a student receives notification of approval of a credit application subsequent to his/her first 
enrolment, s/he is responsible for submitting an enrolment amendment form withdrawing 
from the courses for which they have been granted credit exemption. It is recommended that 
Partner Academic Coordinators ensure that this occurs.  

 

14. Campus Solutions, Applications, Letters of Offer, 
Confirmations of Enrolment, and Changes of Address 

32BThe University’s Student Administration System is known as Campus Solutions (CS). It is 
used for all record keeping apart from the moderation system, lecturer reports and notes 
regarding students’ performance semester by semester. 

33BPartner Providers may prepare their own application forms but, are responsible for issuing 
Letters of Offer based on the University and School‘s acceptance policies for each of its 
programs. These letters may indicate possible credits but it must be clear that these are 
subject to confirmation by UB. The template offer letter is included as Appendix 5. 
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34BOnce students have accepted their offers, staff at on shore Partner Providers are required 
to issue Confirmation of Enrolments (CoEs) and input their applications into Campus 
Solutions. Each student’s status must then be changed to DEIN. The Manager, Student 
Administration, will then batch matriculate and term activate all the students with a status of 
DEIN so that they can be enrolled onto the system during enrolment week. 

35BFor off shore Partner Providers, until they have access to Campus Solutions, they are 
simply required to submit their enrolment forms to their appropriate Liaison Officer who will 
check the forms are completed correctly, and these will be processed by their Liaison Officer 
or staff in Student Administration. Enrolment forms must be received by the Liaison Officer 
by the end of Week 2 at the latest, together with the financial summary spreadsheet as 
required by the Student Fees officer. It is anticipated that all Partner Providers will have 
access to Campus Solutions in 2012. 

36BPartner Providers with access to Campus Solutions should take responsibility for updating 
student details such as change of name or address. Off shore Partners should complete 
the Change of Personal Details Form and submit it to the appropriate IU Administration 
Officer for her to update, attached as Appendix 6. 

37BFor domestic students enrolling through TAFE Partnerships, the School Admissions 
Officer will determine the outcome of applications via VTAC and direct admission, and the 
Partners will be notified of the outcomes. 

 

15. Enrolment Week 

Partners with access to Campus Solutions must ensure that all applications are correctly 
entered into Campus Solutions prior to enrolment week. UB Student Administration staff will 
batch matriculate and term activate those applicants, ready for their enrolments to be entered 
onto the system. 

Enrolment periods are specified in the Partner Provider Academic Calendar, provided as 
Appendix 1.  

Continuing students must enrol during enrolment week unless they have previously 
submitted and had approved a Leave From Studies form (see Section 25).  

New students must enrol within one week of the last day of enrolment week at the latest. 

Any students attending to enrol later than the above will not normally be accepted. All new 
and continuing enrolment forms must be delivered to the appropriate Liaison Officer at UB 
within two weeks of semester commencing. 

Partner Academic staff will update each student’s Study Plan on FdlGrades, and then either 
the students or administrative staff will enrol the student into CS, after which the Negative 
Service Indicator will disable the enrolment window so that changes cannot be subsequently 
made by students. Enrolment forms are still required and must be clearly stamped to indicate 
whether or not they have been processed, and then sent directly to Student Administration.  

If any students attempt to enrol after the permitted period has elapsed, the Partner Provider 
must send their completed enrolment forms to their Liaison Officer together with an 
explanation for the delay, and the Liaison Officer will consider, in conjunction with the 
Director or Team Leader, whether it can be accepted. 

Pre-requisite and co-requisite rules must be adhered to unless specific written permission is 
granted by the appropriate Program or Course Coordinator. 

Students may not enrol in the same course more than twice. If a student has failed an 
elective course twice, they should be advised to enrol in a different elective. If a student has 
failed a core course twice, they need to be given specific intervention strategies to assist 
them whilst undertaking the course for the third time. 

After the Census date indicated on the Key Dates document, no changes to enrolments 
under any circumstances can be accepted as Student Administration will have made their 
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report on enrolment numbers to government. Accordingly, it is the responsibility of both 
students and Partner Provider staff to ensure that their students are enrolled correctly in 
Campus Solutions by the deadline.  

Students changing programs must submit an Internal Program Transfer form to their Liaison 
Officer, who will pass them on the Student Administration for processing (Appendix 7). New 
students should ensure they enrol in their program together with a strand (if applicable) but if 
they wish to add a strand after submission of their initial enrolment, they should submit a 
Transfer Program Academic Plan form (Appendix 8). 

If a student has completed a Graduate Certificate or Graduate Diploma and wishes to 
continue on to the full Masters course, they are not required to submit a Withdrawal from all 
Studies Form (since they have completed the program they were initially enrolled in) but 
must submit a new enrolment form (rather than a continuing enrolment form) to their Liaison 
Officer for Student Administration to process. 

Cross Provider students, who are students originally enrolled with one UB Partner Provider 
but need to study courses at another UB Partner Provider, must obtain prior permission from 
the home institution by completing the Application for Cross Provider enrolment form 
(Appendix 9). 

Cross Institutional students, who are students originally enrolled at an institution not 
connected to the University of Ballarat but want to study a course or courses with UB, must 
complete a Non Award/Single Subject enrolment form, which will be processed by Student 
Administration. The School must send the original form to Student Fees. 

An Internal Program Transfer form is included at Appendix 7. 

A Transfer Program Academic Plan form is include at Appendix 8. 

An Application for Cross Provider enrolment form is included as Appendix 9. 

2012 New, Continuing and Non Award enrolment forms are included at Appendices 10, 11 & 12. 

 

16. Payment of Fees and Schedule of Enrolment for 
Overseas Students 

Student Fees Office require overseas partners to submit a Schedule of Enrolment form 
indicating all the students currently studying and the courses they are enrolled in, to the Off 
Campus Student Fees officer with a copy to the Liaison Officer, at the end of the enrolment 
period. This forms the basis of the invoice to the Overseas Partners and payment is required 
in full by telegraphic transfer within 30 days. Financial penalties may be imposed if this is not 
forthcoming.  

The Fees Payment and Refund Terms are available on the UB website at 
http://guerin.ballarat.edu.au/fdp/international/courses/policies.shtml  

A sample schedule of enrolment form is included as Appendix 13, together with a Refund 
Request Form for off shore students at Appendix 14. 

 

17. Students wishing to study courses at another 
Institution 

UB students wishing to study courses at another institution must first get permission from 
their UB School Program Coordinator to ensure that the course they propose to study is 
equivalent to a UB course and will be granted as credit to their UB program. They must 
complete an Application for Transfer between Registered Providers form included as 
Appendix 15 and attach the course description relating to the course they propose to study, 
to enable the Program Coordinator to determine its equivalence. CUP Liaison Officers will 
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inform the student in writing of the outcome of this application. Once they achieve a pass in 
the course they are studying elsewhere they must submit evidence of this to the appropriate 
IU Administrator for him/her to have this entered as a credit on the student’s record. 

 

18. Study Plans 

The accuracy of each student’s study plan is critical to the subsequent functionality of 
FdlGrades. Local staff should enter all the new student details onto FdlGrades, mapping out 
each student’s course of study to ensure that they complete within the duration specified 
within their CoE. These Study Plans should be set to Pending and Liaison Officers will check 
them and set them to Approved either during or as soon as possible after the enrolment 
period. 

 

19. Number of Courses students may enrol in 

International students studying on shore must enrol in a full load according to government 
regulations and their visa conditions. A full load is considered to be four courses per 
semester, unless it is the Summer Semester which is voluntary. During the Summer 
Semester students may enrol in any number of courses between one and four. However, 
Partner Providers should bear in mind that students must complete their programs within the 
period specified in the CoEs; therefore students who have previously failed courses should 
use this semester to resit previously failed courses or to get ahead in their schedule so that it 
will not cause problems if they fail a course in the future. 

The only exceptions to this rule are: 

 If a student has a poor record and an intervention strategy has been implemented to 
reduce his/her load with the intention of assisting him/her to pass; 

 If a student has achieved an average grade of C (Credit) and has not previously failed a 
course, a request can be made to the appropriate Program Coordinator to study five 
courses; 

 If a student has five courses left to complete their program, they may study five courses;  

 If a student has six courses left to complete their program, they may study three courses in 
one semester and 3 courses in the following semester. 

 There are no regulations applying to the minimum number of courses International 
students studying off shore must enrol in, though they may not enrol in more than four 
courses subject to the exceptions in dot points 2 and 3 above. However, see Section 25 
below relating to Leave From Studies. 

 

20. Enrolment Amendments 

Any enrolment amendments, subsequent to the initial enrolment, must either be entered 
directly on CS for on shore enrolments with an enrolment amendment form completed and 
sent to the appropriate Liaison Officer for on shore Partners, or the Enrolment Amendment 
form should be sent to the Liaison Officer for processing. Off shore partners must submit the 
enrolment amendment form within 2 weeks of the commencement of semester.  

The Study Plan on FdlGrades must be updated accordingly. 

This form is attached as Appendix 16. 
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21. Orientation 

Standard 6 of the National Code 2007 requires UB and Partner Providers to assist students 
in adjusting to study, to achieving their goals and making satisfactory progress towards 
meeting the learning outcomes of the program in which they are enrolled. Accordingly an 
Orientation program must be developed to include, as a minimum, the following: 

 Academic progress and rules 

 Attendance requirements 

 Availability of transition support 

 Regulations concerning deferring, suspending and cancellation of studies 

 Emergency and health services, safety information 

 Facilities and resources 

 Library rules 

 Plagiarism and cheating 

 Local staff contact people 

 Student rights and responsibilities 

 UB complaints and appeals processes 

For onshore partnerships a member of the University will normally contribute a session from 
UB’s perspective at Orientation. 

For offshore partnerships, Orientation must be delivered by Partner staff using UB material. 
The Powerpoint presentations can be supplied by the CUP Team Leader. This should be 
supplemented by additional material relevant to the Partner. 

 

22. Late Enrolments 

Continuing students are required to attend for assisted enrolment during enrolment week and 
may only enrol later if they have had a Leave from Study form (see Section 25) approved 
prior to enrolment. New students, who may have experienced delays in receiving their visas, 
may enrol up to one week after term commences but arrangements will need to be made for 
them to catch up on any classes they have missed. Students cannot be accepted to 
commence any later that 2 weeks after semester has commenced, as this would jeopardise 
their chances of success. 

 

23. Identity Numbers and Cards and Student Email 
Accounts 

Once students are enrolled onto Campus Solutions they will have an automatically generated 
identity number and Student Administration (in the case of all Partners except IIBIT), will 
prepare ID cards which will be mailed to the Partner Providers as soon as possible. 

If students lose their ID cards they may request replacements at a cost of $10 by submitting 
to Student Administration a Student ID Card Replacement form attached as Appendix 17. 

Upon enrolment students are automatically given a UB email account and all University 
correspondence will be sent to this account, so it is critical that students are advised of this 
by Partner staff. The default user name will be the student’s ID number and the default 
password will be the first initial of the first name, then a dot (.) plus date of birth in format 
ddmmyyyy. If students have any difficulty in accessing their email accounts they should 
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contact myIT@UB Service Desk servicedesk@ballarat.edu.au H. Full contact details can be found 
via the website HUhttp://www.ballarat.edu.au/myit@ub 

Students will be prompted to change their passwords to something meaningful to them, 
which they can easily remembered. They can do this at any time by going to 
www.ballarat.edu.au/changepassword. The new password must be at least 8 characters long 
and include a number. 

Students must be advised to check their UB accounts regularly or else set them up to 
automatically forward messages to their personal email accounts such as hotmail.    

 

24. Library Access and Study Skills 

Once students have been enrolled on to Campus Solutions they will also have access to the 
University’s electronic library materials at http://www.ballarat.edu.au/library  The University’s 
International Librarian is Ms Helen McCarthy hmccarthy@ballarat.edu.au H who will be glad to 
provide assistance on matters related to the Library. 

There are online guides available to provide students with assistance in navigating the 
Library web pages and these are available at http://libguides.ballarat.edu.au/index.php  

For students studying within Australia there is a more specific guide available at 
http://libguides.ballarat.edu.au/australianpartner  
and for overseas student a similar guide, specifically directed at students studying overseas, 
is in preparation at http://www.ballarat.edu.au/library/international-students  

Students should also be directed to the website below which has various downloadable 
documents to assist them with their Study Skills at http://www.ballarat.edu.au/current-
students/learning-and-study   
 
 

25. Application for Leave from Studies and Withdrawal 
from All Studies 

Students are only granted Leave from Studies in compelling or compassionate 
circumstances such as acute illness. Marriage is not normally considered to be a compelling 
or compassionate circumstance unless it is the marriage of a student or his/her immediate 
family, i.e. parent, sibling or child. Leave for work or financial reasons is not acceptable under 
the ESOS Act. If a student considers that s/he has compelling or compassionate 
circumstance s/he should submit an Application for Leave from Studies form with sufficient 
evidence, for instance a Health Care Professional certificate, for the request to be properly 
considered to the appropriate CUP staff, and the student and Partner will be notified in 
writing of the outcome.  

International on shore students are required by law to leave the country within 28 days of 
being granted Leave From Study and may not return to the country any more than 28 days 
before the start of the next enrolment period. Thus applications should include a copy of the 
student’s proposed itinerary as evidence that legislative requirements are being adhered to.  

If a student is not granted Leave from Studies s/he will have to withdraw from studies and 
reapply for readmission to resume studies.  

Students are normally permitted to miss no more than 2 semesters in total during the course 
of their study program.   

The Department of Immigration and Citizenship will need to be informed of leave granted, in 
the case of on shore students, and this may affect their visa status, and Partner Providers 
will need to advise the student accordingly. DIAC do not normally permit leave for more than 
6 months.  
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An Application for Leave from Studies is included as Appendix 18. 

A Health Care Practitioner form is included as Appendix 19. 

If a student decides to discontinue their studies they must submit a Withdrawal from all 
Studies form attached at Appendix 20. Prisms should be updated in the case of international 
students studying within Australia. 

 

26. FdlGrades and FdlMarks 

The URL of FdlGrades is H https://fdlgrades.ballarat.edu.au  

FdlGrades is the software designed specifically for delivery of UB programs through Partner 
Providers and all partners will have access to this, and be trained in its use.  

20BAll staff, both Partner and UB, including sessional staff, are required to enter the marks 
awarded to all students for all assessable tasks on the fdlGrades application. 

21BAll staff involved in the moderation process, including Partner Administrators, will need to 
have access to the application and this will be provided by each Partner’s Liaison Officer, 
provided the Lecturers have been approved by the Schools. They will be given the 
appropriate access level and user name and password to enable them to enter the system 
with the correct level of authority. Partner administrative staff should provide training to new 
lecturers to show them how to use the software but the Business Systems Manager will 
provide clear training videos which will assist new Partners. 

22BEach School’s Course Coordinators are expected to set up all assessable tasks for all 
courses being offered at all locations each semester, with their appropriate weighting and 
timeline for task submission and marking, and any discrepancies from the Course 
Description should be raised with the Course Coordinator.  

23BEnrolments are uploaded from Campus Solutions so that if students are incorrectly enrolled 
in the one system this will be reflected in FdlGrades, hence the importance of having all 
enrolments correctly entered in Campus Solutions within two weeks of the beginning of 
semester. 

24BLocal lecturers will enter the raw marks into FdlGrades. When this has been completed they 
will generate the random samples that moderators will in turn consider. In order to finalise 
marking in a timely fashion, Partner lecturers have ten working days from submission date to 
enter the raw marks and UB moderators have five working days to finalise the marks 
awarded. Once the random samples are generated, which will number five or ten per cent 
whichever is greater, depending on the number of students enrolled in the course, the 
Partner administrators will scan these and upload them on to the FTP site, immediately 
informing by email the moderator and appropriate IU Administration Officer that this has been 
done. Once the moderator has completed his/her work s/he will notify the Partner lecturer 
that the moderation has been completed and the assessment tasks may be returned to 
students.  

25BOnce all assessable tasks have been moderated the system will automatically generate a 
final grade, taking into account any hurdles included in the Course Description. 

26BStudents have access to FdlMarks which is a section of the software allowing them to 
access their own raw and moderated marks only and the url for FdlMarks is 
https://fdlgrades.ballarat.edu.au/fdlMarks/  Their user name is their student ID number.  

There is an online manual which provides training and assistance in the use of FdlGrades 
and this is located at https://fdlgrades.ballarat.edu.au/training  
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27. File Transfer Protocol (FTP) website 

Each Partner Provider is required to set up their own individual FTP site with a secure user 
name and password, which must be notified to the Liaison Officer assigned to that partner. 
This is the secure site where the randomly generated samples are scanned and deposited 
for moderation. It should be organised by semester, by course and by assessable task with a 
separate folder for supplementary and deferred work and suspected plagiarism cases. It is 
critical that this site is operational at all times to avoid delaying the moderation process. 

The Business School expects that modified Course Descriptions, indicating the local 
lecturing staff and timetables, should also be uploaded to each Partner’s FTP site each term, 
but this is not a requirement of the School of Information Technology and Mathematical 
Science. 

 

28. Assignment Cover Sheets, Plagiarism & Cheating 

All assignments must be submitted using the School’s Assignment Cover sheets which are 
available on the Business School and SITE websites and are included as Appendix 21. 
These forms outline unacceptable behaviour in relation to submission of assignments and 
requires that students sign off to confirm that the work is entirely their own.  

If the Partner Lecturer believes that a student has plagiarised all or part of an assignment, 
s/he must notify the Location Course Coordinator by email, copying the mail to the Partner 
Academic Coordinator and the appropriate Liaison Officer. Evidence should be attached in 
the form of the assessment task with the plagiarised section highlighted, an indication of 
where the plagiarised section came from, plus a covering report or memo.  A raw mark 
should be allocated and the assignment(s) should be provided to the Partner Administrator 
for uploading onto the FTP site at the same time that the moderation samples are uploaded.  

Each School has a designated Plagiarism Officer who will consider the accusation and 
inform the Partner Academic Coordinator if the plagiarism charges are to be implemented 
and the student will be informed by letter, with the option of requesting an appeal hearing. 
This will provide the student with an opportunity to explain to the School Plagiarism Officer, 
either through a face to face meeting or by teleconference, that the plagiarism accusation is 
unjustified.  

If cheating in exams is suspected, the Partner Exam Supervisor should complete the Exam 
Infringement form attached as Appendix 22 and the appropriate IU Liaison Officer should be 
notified. The student will be given an opportunity for a hearing either in person or via 
teleconference with the Dean of the School or delegate, who will inform him/her in writing of 
the outcome. If the charge is upheld the student will receive 0 marks for the course. The 
process is similar to that for plagiarism as per the flow chart above. Again the student will be 
invited to attend a hearing either in person or by teleconference with the Dean or delegate, 
and will be informed of the outcome in writing. 

Penalties for cheating and plagiarism at UB are severe. Students found guilty for the first 
time are given 0 marks for that piece of assessment, and for the second time 0 marks for the 
entire course. For the third time students are likely to be excluded. Students found guilty of 
plagiarism or cheating are also not permitted to submit supplementary assessments. 

The University’s regulations regarding plagiarism are available at 
http://guerin.ballarat.edu.au/vco/legal/legislation/Legislation_pdf/Chapter6/r6_1_1plagiarism.
pdf  

A flow chart indicating the complete plagiarism/cheating process follows. 
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29. Plagiarism and Cheating Process Flow chart 

 

Alleged student 
plagiarism

Partner lecturer notifies 
Moderator/Course Coordinator

Provide to School Plagiarism Officer the 
report, memo, copy of Assessment Task with 

plagiarism highlighted, evidence/proof of 
plagiarism, copy of Assessment Event.

First time Second time Third or subsequent time

Student forfeits credit 
for task

Student forfeits credit 
for unit

Assessor reports to HoS

Student can exercise right to 
hearing: lodge notice with HoS

HoS refers matter to 
Student Disciplline 

Committee (Reg. 2.4)

HoS to nominate 
appropriately qualified person 
(not the assessor of the task)

Nominated person conducts 
hearing

Finding that student has 
not plagiarised: reverses 

forfeiture

Confirms plagiarism and 
forfeiture of credit

Determines re‐
assessment to occur in 

task/unit

Student can appeal to Appeals 
Committee if new evidence or 

irregularity of proceeding 
(Reg. 2.2)

Nominated person to report to 
HoS. HoS to submit confidential 

written report to Central 
Records if plagiarism finding 

upheld

Staff member emails Central Records 
to determine if first, second or third 

or subsequent time student 
plagiarised. Student to be identified 

by Student ID number.

Assessor 
notifies HoS
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30. Mid-term Tests, Exams and Marking Guides 

Mid-term tests will be emailed to Partner Academic Coordinators by Liaison Officers shortly 
before the test is due but Partner staff are expected to ensure that this has happened and 
should request these from their Liaison Officer if they haven’t received them. Marking guides 
will be sent after the test has taken place. 

Staff in the CUP prepare common exam timetables for Partners Providers, with the 
intention of avoiding any clashes to students. Courses with the largest number of students 
enrolled will be scheduled as early as possible during the exam period. Occasionally there 
will be one or two unavoidable clashes and in this case Partners should organise a “clash 
room” where the student can be isolated during a break period and then sit the second exam 
after a suitable break. 

The common exam timetable will be sent to all Partners by week 8 of semester at the latest 
and students must be notified of it at least one week before the exams commence.  

The University has strict rules regarding exams. Briefly these are that: 

 No student is permitted to enter the exam hall more than 30 minutes after the exam 
has commenced 

 No student may leave the exam hall before 30 minutes after the commencement of 
the exam 

 No student may leave the exam hall within 10 minutes of the scheduled completion 
time of the exam 

 Students may only leave the exam hall for a maximum 5 min break and must be 
accompanied at all times 

 All students must present a valid id card on their desks 

 Electronic dictionaries and programmable calculators are not permitted, unless 
specifically allowed 

 Students may not leave the exam hall until all the exam scripts are collected. 

The exam and invigilators guidelines are included as Appendix 23. 

Deferred exams take place during week one of semester, i.e. the week following enrolment. 
A common exam timetable will be sent to all Partners 4 weeks before the deferred exams 
take place.  

CUP Liaison Officers will email to each Partner where each course is being delivered the 
front cover sheet of each exam so that Partners and students are aware of exam conditions 
well before the exam due date.  

For on shore Partners, CUP staff will arrange for sufficient copies of each exam to be 
printed and shrink wrapped and these will be delivered by courier to the Academic 
Coordinator at each Partner two working days before the examination period commences. 
These papers will need to be kept in high security prior to the exam commencing and must 
not be revealed. 

For off shore Partners, Liaison Officers will encrypt and email the exam scripts to the 
designated Partner Examinations Officer staff two working days before the first scheduled 
exam date. Each semester the password to unencrypt the papers will be changed and 
advised to the Examinations Officer directly by telephone. The Examinations Officer only is 
required to make sufficient copies of each paper and maintain these papers under high 
security prior to delivery to the exam room prior to the exam commencing.  

Marking guides will be emailed to Partner Providers once the exam has commenced and 
Partner Lecturers should pay close attention to the marking guides when considering 
students’ grades. 
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All students should have their UB id cards on display on their desks together with the UB 
examination slip, available from the CUP, to ensure the correct student is sitting the exam.  

 

31. Special Consideration, Supplementary and Deferred 
exams 

The University’s Special Consideration Guidelines are available at 
http://policy.ballarat.edu.au/university/special_consideration/ch01.php  

Special consideration will only be granted if evidence of compelling or compassionate 
circumstances can be provided, normally taking the form of ill health, which must be 
supported by a Health Care Professional Certification form. 

Essentially, the Special Consideration guidelines provide the following possible outcomes: 

 Supplementary Assessment 

 Final Course Supplementary Assessment  

 Deferred assessment 

 Assessment task submission date extension 

 Grade consideration 

Partner Academic Coordinators have been given the right to determine whether to permit 
students to defer, i.e. submit late, mid term assessable tasks. A note should be entered in 
FdlGrades indicating that the student applied for special consideration and what the outcome 
was. Normally for assignments this will be extra time for submission but if special 
consideration for a mid term test is granted, the Partner Academic Coordinator must request 
another mid term test from their Liaison Officer. 

Where a student has been given a ZN grade at ratification the student is eligible to sit a 
supplementary assessment. If the student achieves a score of 50% or greater the student 
will be given a pass grade regardless of his/her score in other components of the course. 

Where a student has been given an AD or TD grade because of an approved application for 
special consideration then s/he is eligible to sit a deferred exam. The mark for this exam will 
be added to the marks for the other assessment tasks in the course and a cumulative grade 
awarded. 

Students who do not attend the supplementary/deferred examination will not be eligible for 
another supplementary/deferred examination unless the student has a serious illness e.g. 
hospitalisation, as defined in the University Regulation 5.1, or other compassionate or 
compelling circumstances as defined in the National Code 2007. 

Students may only undertake one piece of supplementary assessment per course per 
semester. 

For final exams students must also submit a special consideration form, attached as 
Appendix 24, to the appropriate Liaison Officer within three working days of the due date of 
the exam, to seek a decision from the School Dean or delegate, as to whether there is 
sufficient justification for the student to be permitted a deferred exam. If the justification is a 
medical condition, a Health Care Professional Certification form, attached as Appendix 19, 
must also be submitted, signed by a registered medical practitioner. The Partner 
administrator and student will be informed within five working days of the receipt of the 
application and of the outcome. 

For on shore partners, a supplementary/deferred exam timetable will be prepared by the 
CUP staff to take place in Week One of the following semester. Students must be alerted to 
this by Partner administrators to allow one full week for exam preparation. 
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Special Consideration and Plagiarism. 

Students found guilty of plagiarism are not entitled to sit a supplementary assessment except 
where the course is the final one to complete all requirements of the program, in which case 
the student may be allowed a supplementary assessment but only at the discretion of the 
Head of School. 

When re-enrolling, it should be assumed that a student will pass the supplementary 
assessment, with any subsequent amendments to enrolment on receipt of the final grade 
being sent to the Liaison Officer without delay. 

Final Course Supplementary Assessment Rule 

Students who fail one course in their final semester are automatically permitted to sit a stand-
alone supplementary task. This may take the form of an exam or other form of assessment, 
but a special consideration application must be submitted to the appropriate Liaison Officer 
to confirm that the course is indeed the final subject prior to completion. Students can only 
gain a final P (Pass) or MF (Fail) on the basis of any supplementary assessment submitted.  

Students in a final semester of the program who have one ZN or AD grade and one MF 
grade should sit exams for both courses in the supplementary/deferred examination period. 

Students who sit a deferred exam in their final course to complete their primary award and 
gain an MF grade will be allowed a supplementary assessment.  

 

32. Ratification and Publication 

Ratification and Publication dates are included on the Common Academic Timetable for all 
Partners. All results must be finalised by ratification date and these will be presented to each 
School’s Programs Committee who will scrutinise the results prior to publication the following 
day.  

Local lecturers and Moderators are required to submit a report directly into FdlGrades in the 
section called Coordinating Lecturer’s report which is accessed by clicking on the dash 
above Note, the second to last column on the right hand side, when final marks are entered. 

After publication on shore students can access their results by going to the web based 
student centre My Student Centre MySC at https://www.mysc.ballarat.edu.au H and entering 
their user name and password. Any student who owes any fees or dues, will not be able to 
access their results until their debt is paid. Partner staff should notify their contact at the 
Student Fees section of the Finance Office of any students with monies outstanding to enter 
the Negative Service Indicator onto Campus Solutions to indicate an outstanding debt.  

Partners should remind their students to access My Student Centre regularly otherwise their 
access may expire. In this case students should email servicedesk@ballarat.edu.au in order 
to get their access reactivated. 

Assessment Grades 

Grade Description Percentage 

HD High Distinction 80–100 

D Distinction 70–79 

C Credit 60–69 

P Pass 50–59 

MF Fail Level 1 40–49 

F Fail Level 2 0–39 
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UN Ungraded Fail — 

S Ungraded Pass — 

ZN Supplementary Assessment Pending — 

XF Not Assessed — 

AD Assessment Deferred Up to 3 Months — 

TD Assessment Deferred from 3 — 12 months — 

W Withdrawn Without Academic Penalty — 

TC Transfer Credit — 

O On-going — 

 

Each School has their own rules regarding the issuing of Commendation letters and Degrees 
with Distinction, and these can be ascertained by accessing each Schools handbooks 
available on the UB website at http://www.ballarat.edu.au/home.  

 

33. Review of Examination Papers 

The University’s Policy on Assessment sets out the requirement for academic staff to provide 
students with feedback, and students may request to view their exam paper after results are 
published. Thus the Academic Coordinator at each location will nominate a date and time for 
the purpose of reviewing exams, and may arrange for the appropriate lecturer to conduct the 
review.  

Students should be given information relating to the marking guide to allow them to 
understand how their marks were arrived at. This should be the only opportunity that 
students have to review their exams papers but may, in limited circumstances only, submit a 
Grade Appeal to the Dean of the relevant School (see Section 35). 

 

34. Post Ratification Changes 

Changes to marks for assessable tasks will not be accepted post ratification unless the 
student has been given an AD grade because an approved special consideration extension 
of time has been granted. 

If any grade changes are required as a result of the exam review, the Partner Lecturer 
should submit the evidence to their Liaison Officer who will pass this on to the Location 
Course Coordinator for his or her action if required. This must be within 7 days of the 
publication of the result.  

The student should not be informed of a grade change until this is confirmed by the Liaison 
Officer or Location Course Coordinator. Once a change is confirmed the Partner Academic 
Coordinator should advise the student accordingly and submit any resultant enrolment 
amendment forms. 

 

35. Appeals against final grade 

The University Regulations can be accessed at https://guerin.ballarat.edu.au/vco/legal/legislation/ 
but grounds of appeal are very limited and will only be considered under the following criteria: 
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 The course description failed to be explicit in the indication of the learning tasks the 
students are required to complete in a course; 

 The course description failed to be explicit in how students will be assessed and any other 
requirement of Academic Board; 

 Failure by assessors to observe the assessment procedures set out in the course 
description; or 

 Failure to apply fairly and appropriately the criteria specified in the course description. 

 

Deadlines for appeals against final grade: 

 To Dean – 7 days from publication of result. 

 To Appeals Committee HUuniversity.appeals@ballarat.edu.au UH – 7 days from receipt of letter 
from Dean. 

 To Ombudsman (on-shore students) – 10 days from receipt of outcome from Appeals 
Committee. 

Students appealing to the Ombudsman must notify International Student Programs 
HUinternational@ballarat.edu.au UH of their intention to appeal. 

If a student feels s/he has justification an appeal form must be forwarded to the Dean of the 
School via the appropriate Liaison Officer, stating the grounds of appeal and attaching any 
relevant evidence. Where the student does not address the criteria the appeal will be 
dismissed. 

Grade Appeal forms are attached at Appendix 25. 

 

36. Early Intervention, Academic Progress Committee, 
Appeals Process and Commendations 

FdlGrades will identify mid term students who have not submitted an assessable task or are 
at risk of failing any course they are enrolled in, and automatically generates an email 
advising them to seek assistance in the form of counselling, extra tuition etc as appropriate, 
from the Partner Academic Coordinator. This is known as Early Intervention. 

At the end of each semester, each School’s Academic Progress Committee (APC) meets to 
scrutinise the results and students not meeting School standards will have intervention and 
support strategies offered to them.  

Typically, continuing failure of more than 50% of the courses studied or one course being 
failed more than twice in a consecutive semester, will result in the student being suspended 
or excluded from the program for a period of two years, which may have visa implications for 
students studying on shore.  

However, each School’s APC rules may vary slightly and Partners should familiarise 
themselves with these by looking at the School’s rules on the website.  

The Chair of APC will write to each student who is not making satisfactory progress, with a 
copy to the Partner Academic Coordinator, offering the student the opportunity to “Show 
Cause”. If the APC maintains its decision, the student has the right of appeal. 

 

The following flow charts show the sequence of the appeals process for students studying 
overseas and in Australia. 
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APC Appeals Process. Appeal against suspension hearings may be made in person or by 
teleconference to the Dean of the School. If the suspension is upheld, students may then 
appeal to the University’s Appeals Committee at appeals@ballarat.edu.au.  

Onshore students have a final avenue of appeal to the Ombudsman and it is incumbent on 
students to notify the CUP Compliance Officer of the outcome to this. 

In the case of students studying on shore, if the student’s suspension is upheld, the 
Department of Immigration and Citizenship will be informed with subsequent effects on the 
student’s visa. 

Deadlines for appeals against suspension: 

 To the APC – 7 days from receipt of their letter 

 To the Dean – 20 days from receipt of APC letter 

 To Appeals Committee – 7 days from receipt of letter from the Dean 

 To Ombudsman (on-shore students) – 10 days from receipt of outcome from Appeals 
Committee. 

Each School has their own rules regarding Degrees with Distinction and the issue of 
Commendation letters, and these can be found in each School’s handbook. Any students 
whose academic progress within a semester meets the criteria for commendation will 
receive a letter commending the student on his/her efforts. 

 

37. Student Evaluation of Teaching (SET) & Student 
Evaluation of Course (SEC) 

SETs and SECs constitute the University’s evaluation methodology and certain courses will 
be evaluated each semester. This system is organised by CLIPP, the University’s Centre for 
Learning, Innovation and Professional Practice 

Partner Providers are required to submit SET and SECs for all delivery. 

Partner Academic Administrators should request from CLIPP at 
http://www.ballarat.edu.au/staff/learning-and-teaching@ub/set-and-sec request for the 
questionnaires and answer forms to be sent to them, at least four weeks before they wish the 
students to conduct the evaluation. This form can be downloaded from the above website. 
Partner staff should make sufficient copies of the questionnaires and answer sheet and 
distribute them to all students before putting them in the envelope provided and returning 
them to IPOL at the Mt Helen campus. 

Each semester Providers should undertake a Student Evaluation of Teaching (SET) for each 
appointed teaching staff member and Providers must provide feedback to the Dean annually 
on each of the teaching staff employed to teach in UB programs. Where any dissatisfaction is 
expressed, the lecturer may only receive probationary approval for the coming semester and 
the Partner Provider should conduct a written performance review, to be sent to the Dean. 
An investigation may be conducted by a senior member of the School academic staff.  

In 2012 the University will be moving to an on-line Course and Teaching evaluation tool 
known as Evaluate and further guidance and assistance will be provided. 

 

38. Appointments to see staff at Mt Helen 

It is the policy of UB that students may not contact lecturers on any matters relating to the 
final examination during the period between sitting the examination and receiving the 
confirmed results. Where students wish to appeal those results they should follow the 
procedure outlined in Section 24 above. 
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Students must be strongly discouraged from telephoning, emailing or visiting Mt Helen staff 
as all issues should be resolved at Partner level, with Partner staff following up with the CUP 
Liaison staff if they feel this is necessary. If students are not satisfied with the outcome at 
local level, they may submit a request for an appointment to see a UB staff member at Mt 
Helen which should be submitted to the appropriate Liaison Officer.  

 

39. Grade Point Average 

Students who have completed their study and wish to know their Grade Point Average 
should go onto My Student Centre in Campus Solutions (http://mysc.ballarat.edu.au), log in 
using their student number and password, the select Self-Service, My Grade Point Average, 
and print out the results. 

 

40. Completion and Graduation 

Once results are finalised the Liaison Officers prepare completion letters and attach 2 
copies of the final transcript to send to the Partner Administrator for forwarding to the 
students. Completion letters will not be provided to students who have any fees or dues 
outstanding.  

Students are only deemed to have graduated after conferral. Testamurs are conferred four 
times only per year, normally in February (in absentia), May (ceremony), September (in 
absentia) and December (ceremony). The closing dates for applications to graduate and 
other information is available from HU http://www.ballarat.edu.au/current-students/graduations-
and-beyond  

Students must submit their graduation application forms and payments before the closing 
date in order to either attend the Graduation ceremony at Mt Helen in person or graduate in 
absentia, in which case their testamur will be mailed to them by registered post.  

In addition to their testamur and official academic statement, graduating students will also 
receive an Australian Higher Education Graduation Statement giving details of the award 
obtained as well as of the Australian education system. 

Graduation celebrations are held annually at off shore Partnerships where the numbers of 
graduating student warrant it. Off shore Partners are responsible for organising these 
celebrations in conjunction with CUP Team Leader. Staff from UB will be in attendance at 
UB’s expense, but all other expenditure will be covered by the Partner Provider.  Students 
will only be allowed to attend these celebrations if they have submitted an application to 
graduate to the Graduations Office and this has been checked to ensure the student has 
been completed. Students may not attend a Graduation Celebration overseas as well as a 
Graduation Ceremony in Ballarat. 

 

41. Quality Evaluation 

All Partner Providers will be reviewed annually by Senior University staff, in accordance with 
Schedule 4 of the University Partner Provider contracts. A mutually convenient date and time 
will be arranged. 

The University and the Organisation are committed to providing equivalent quality of learning 
and teaching for all accredited programs under this Agreement. The application of evidence-
based quality standards will be applied to test for equivalence with the University’s on-
campus delivery of programs using the following quality evaluations: 
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Type of 
Review 

Timeline Responsibility Reports to 

Program 
Reports 

Annual Schools 
Deputy Vice-
Chancellor and 
Academic Board 

Program 
Review 

5 years Schools 
Deputy Vice-
Chancellor and 
Academic Board 

Student 
Progress 

Per 
Semester 

Schools, measured by 
retention/completion data 

DIAC 

Compliance 
with Contract 

Ongoing 
Deputy Vice-Chancellor (Corporate 
Services) 

Vice-Chancellor 

ESOS Annual Centre for University Partnerships 

Deputy Vice 
Chancellor 
(Corporate 
Services) 

Teaching & 
Student 
Satisfaction 

Per 
Semester 

Schools, measured by Student 
Evaluation of Teaching/Student 
Evaluation of Course or equivalent. 

Student Services commencing/exit 
student survey, graduate destination 
survey. 

Deputy Vice-
Chancellor and 
Academic Board 

Academic 
Principles 

Annual 

Schools, measured by guidelines 
and Plagiarism and Moderation 
Policies 

http://www.ballarat.edu.au/vco/legal/
Policies/index.shtm 

Deputy Vice-
Chancellor and 
Academic Board 

Project 
Review, 
includes 
financial 
performance 

Every 12 
months 

Panel composed of 2 
representatives each of University 
and Organisation parties. 

To benchmark against Uni on-
campus delivery 

Vice-Chancellor 
and CEO of 
Organisation 

 

In particular the following will be monitored within the review process: 

1. Representations and communications made pre-departure; 

2. Induction; 

3. Facilities including academic resources; 

4. Admission; 

5. Study skills support; 

6. Counselling and welfare support; 

7. Staff performance; 

8. Assessment quality. 
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Health Care Professional Certification
(to be used in support of student’s Application for Special Consideration) 

 

 

Warning – Uncontrolled when printed!  The current version of this document is kept on the UB website. 
Authorised by: Vice President, Corporate Services Original Issue: 03/02/2009 
Document Owner: Vice President, Corporate Services Current Version: 27/08/2009 
Page 1 of 1 Review Date: 01/11/2010 
CRICOS Provider Number – 00103D 

This certification replaces a traditional medical certificate.  Health Care Professionals are  
asked to read the attached guidelines prior to completing this certification. 

 

Student to complete & sign to indicate consent for the Health Care Professional to provide this 
information to the University 

Please write in BLOCK LETTERS Student 
ID No. 

        

Family Name  First Name  

Other Names  Semester   Study Year  

Signature  

 
CERTIFICATION to be completed by Health Care Professional 

   
1. The above named student consulted with me on 

these dates    

2. In my professional opinion, this student has been disadvantaged by illness or hardship in respect of  
the following 

  In a Minor Way Moderately Severely  
 Lectures     

 Assignments     

 Practical Sessions     

 Private Study     

 Examinations     

3. In my professional opinion, this student has been/is:   (please circle) 
 Able to sit exam(s)? Yes No N/A Able to study adequately for an 

exam? 
Yes No N/A

4. Please supply any relevant additional information relating to the ability of the student to prepare for 
or sit examinations and/or undertake other work for assessment other than examinations: 

 
 

 
 

 
 

 
 

 
 

5. Are you related to the student?  If yes, what is the nature of the relationship? 
 

 
 
HEALTH CARE PROFESSIONAL DETAILS & DECLARATION 

I certify that I have seen the above student and the information I have 
supplied is true and correct. 

Signature: ................................................................  Date: ................... 

Name (BLOCK LETTERS): .................................................................................. 

STAMP 

Address: .................................................................................................... 

.......................................................  Postcode: ...................  Daytime Ph: ....................................  

Type of Health Care Professional:  ……………………………… Provider No:…………………………. 
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University Guideline

Warning - Uncontrolled when printed! The current version of this document is kept on the UB website.

Authorised by: Vice-Chancellor | Document Owner: Vice-President, Corporate Services | 
CRICOS Provider Number: 00103D

Page: 1

Guidelines To Assist The Health Care
Professional

Table of Contents
Introduction ..........................................................................................................................................  1

Evaluating The Severity of Disadvantage ....................................................................................... 1
Capacity To Sit An Exam Or Study ...............................................................................................  2
Unwilling To Use University’s Health Care Professional Certification ................................................ 2

Introduction
The accompanying form is to be completed by an appropriate Health Care Professional who is familiar with your
application for Special Consideration and is able to provide an evaluation of the severity of the circumstances
that may have caused disadvantage or may have prevented you from attending an examination.

An appropriate professional would include:

• A medical practitioner.

• Other health care professional (such as dentist, psychiatrist, psychologist, physiotherapist, chiropractor, or
osteopath).

• Registered Counsellor (being a member of at least one of the Australian Psychological Society (APS), the
Australian Association of Social Workers (AASW), the Australian Counsellors Association (ACA) or the
Psychotherapy and Counselling Federation of Australia (PACFA).

The University does not need to know medical details of the condition that may have impacted on the
student's academic performance but does need appropriate information for the University to make an
informed decision about the severity of the condition.

This is a confidential document and the information will only be used in consideration of the application for
Special Consideration or Deferral of Examination and will be stored to ensure privacy.

Health Care Professional Certifications which do not contain all of the required information will not
be accepted.

Evaluating The Severity of Disadvantage
Examples of circumstances that may lead to severe, moderate or minor disadvantage to students may include
the following:

Severe:

• An acute illness or unforeseen event that prevents the student from sitting the exam or seriously hampers
their preparation for examination or submitting assignments.

• A serious, ongoing medical condition, including a chronic severe medical condition, psychiatric illness, eating
disorder or addiction.
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University Guideline

Warning - Uncontrolled when printed! The current version of this document is kept on the UB website.

Authorised by: Vice-Chancellor | Document Owner: Vice-President, Corporate Services | 
CRICOS Provider Number: 00103D

Page: 2

• Death of a relative, friend or family member close to the examination period or assessment deadline.

• Ongoing life-threatening illness of a close family member or partner.

Moderate:

• Political unrest in home country and concern for family.

• Financial crises outside the student's control (eg Asian currency crisis, family bankruptcy).

• Injury to part of the body that does not affect the student's ability to read, write, study or retain information
but may cause pain and discomfort (eg knee injury, broken leg etc).

• Medical condition of a more serious nature that has affected the student's ability to work for longer than
one week.

• Family member or partner with long-term medical condition requiring care or concern, but not life-threatening.

Minor:

• Mild illness during the exam period or close to assignment submission dates.

• Death of a distant relative outside the immediate family within one month of the examination period or
assessment deadline.

• Relationship breakup during semester but not close to examination period or assessment deadline.

• Family member or partner with a medical condition requiring some care but not life-threatening.

Capacity To Sit An Exam Or Study
If students have the physical capacity to sit an exam or study they should do so and then seek special
consideration on their performance (which would generally rate as a moderate or minor disadvantage as
evaluated by the Health Care Professional).

Unwilling To Use University’s Health Care Professional
Certification
If the appropriate professional is unwilling to use the University's Health Care Professional Certification form, the
University will accept a medical certificate (bearing the Provider/Licence Number and Official Stamp), stating
in reasonable detail:

• the dates of any relevant consultations or attendances;

• if relevant, the nature of the complaint and the treatment; and

• a specific statement that in the health care professional's opinion (not the student's opinion) that, as a result
of the complaint or treatment, the student is, or was, severely, moderately or in a minor way disadvantaged
or unfit or unable to undertake the assessment or examination.

Please Note: Medical certificates which do not contain all this information will not be accepted.

Forms. 

• Health Care Professional Certification Form (DOC 104.5kb)
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Assignment Coversheet 
The Business School 

 
 

CRICOS Provider No. 00103D The Business School 

 

 
 
STUDENT INFORMATION 

STUDENT NO. 
 
 
 

SURNAME  
 

PHONE NO. 
 
 
 

 GIVEN NAMES  
 

E-MAIL  
 

 
Instructions for submission are found in the course description.  Assignments with Cover Sheets not signed at the 
bottom will be returned unmarked and may then incur a penalty for late submission. 
 

ASSESSMENT INFORMATION 
COURSE NAME  

 
COURSE 
CODE 

 
 
 

ASSIGNMENT 
DETAILS (title) 

 
 
 

LECTURER / 
TUTOR’S NAME 

 
 
 

Campus / 
Provider  

DUE DATE 
 
 
 

SUBMITTED 
ON  

 
PLAGIARISM 

The Business School and the University regards as a very serious matter the action of a student who acts dishonestly or 
improperly, including plagiarism or cheating, in connection with his or her academic work. Under University Regulation 6.1.1 
“Plagiarism” is defined as “…the presentation of the works of another person / other persons as though they are one's own by 
failing to properly acknowledge that person / those persons”.  Plagiarism may take many forms including:  

 direct copying of sentences, paragraphs or other extracts from someone else’s published work (including on the Internet 
and in software) without acknowledging the source; 

 paraphrasing someone else’s words without acknowledging the source; 
 using facts, information, ideas, concepts  or diagrams derived from a source without acknowledging them; 
 producing assignments which should be the student’s own independent work, in unauthorised collaboration with and/or 

using the work of other people (e.g. a student or tutor, or working in pairs or groups and producing similar assignments on 
individual assessment tasks 

 not referencing accurately (e.g. not citing correctly the work you have actually read)  

OTHER UNACCEPTABLE BEHAVIOUR  

 stealing and later using other students' work (e.g. taking discs, picking up other's marked assignments)  

 recycling your own work / assignments  or “double dipping” (e.g. re-submitting whole or significant parts of assignments 
across units, across years or across courses)  

 Assisting plagiarism - which may involve a student lending work (or by posting it on the Internet for sale) which is intended 
for submission for assessment, or which has already been submitted, so that it can be copied in part or whole and handed 
in by another student as that student’s own work.  
Students are warned against making assignments etc. available to others, as they then could be regarded as a contributor 
to plagiarism and may be penalised as if they themselves had committed an act of plagiarism.  

 
Students are expected to be proficient with referencing and must always acknowledge any sources for work that is not their 
own. Inadequate referencing of cited materials is considered to be plagiarism. Details of referencing can be found on the 
following University web address:  http://guerin.ballarat.edu.au/aasp/student/learning_support/generalguide/ch05.shtml  or 
http://www.ballarat.edu.au/current-students/learning-and-study/student-learning-skills/resources/downloads/avoiding-plagiarism  
 
Student’s Statement 
I have read and understood the information provided on this assignment cover sheet relating to plagiarism and other 
unacceptable behavior and therefore declare that the attached work is entirely my own, except where work quoted is duly 
acknowledged in the text, and that this work has not been submitted for assessment in any other course or program.   
 

Signature  Date  
 
C 
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 Notice of Examination 
Infringement  
School of Business / International Programs 

 

J:\Sarah\CUP Manual 2012\Final version\Appendices\Examination infringement - 
Appendix 22.doc 

Page 1 of 1

CRICOS Provider Number 00103D

 

Procedure for Invigilator and or Academic Programme Co-ordinator: 

1. Advise the student of the suspected infringement but allow the student to finish the examination. 

2. Complete the details on this document. 

3. The invigilator should write a brief report of the circumstances of the alleged incident of cheating and 

attach the evidence (if any), and attach to this document. 

4. Allow the student the opportunity to present his/her explanation of the alleged cheating incident  in 

writing, and attach to this document. 

5. Advise the student that the Head of School or his/her nominee will be considering the incident and that if 

it is considered that the student is culpable, s/he will receive 0 marks for that assessable piece of work 

and a final grade of F. 

6. Send this form, the invigilator’s report, evidence (if any) and student’s explanation (if any) to the 

appropriate International Liaison Officer at the School of Business 

7. A copy of this notice should be placed on the student file 

 
Partner Institution: 
 

 

Student name: 
 

 

Student id: 
 

 

Program student enrolled in: 
 

 

Course code and name: 
 

 

Date and time of alleged infringement: 
 

 

Type of infringement: 
 

 

Invigilator Signature: 
 

 

Invigilator Name: 
 

 

Date: 
 

 

 
  UB use only 

Action taken by School: 
 
 
 
 
 
 
 
 
 
 
Head of School or Nominee signature:     
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ROLES AND RESPONSIBILITIES AND 
GUIDELINES FOR INVIGILATORS  

 

  
Please make yourself familiar with the general exam regulations. Please 

make a special note of the following; 

 o No student is allowed to enter the exam hall 30 minutes after the start 

of exams. This means after 10.00 am for morning exams, 2.30 pm for 

afternoon exams no student will be allowed to enter the exam hall. 

 o All students must have a valid University of Ballarat ID card with them. 

If students do not have a valid University of Ballarat student ID card 

you must notify the student services officer for confirmation of identity. 

 o Once students enter the exam room they cannot leave again until 30 

minutes after the commencement of the exam. 

 
o Students can only leave the exam room one at a time and for a 

maximum of 5 minutes at a time. This means only one student at a 

time is permitted to exit the room for toilet breaks etc.  

 
o No student is permitted to leave the exam hall within 10 minutes of the 

completion of the exam. This means even if students finish the exam 

they must remain seated and quiet until the end of the exam. 

 
o Electronic dictionaries and programmable calculators are NOT 

allowed. Only authorised documents / books and calculators are 

permitted. 

 

 
Other guidelines are; 

 

BEFORE THE EXAM: 

 

1. Arrive 15 minutes before the exam 
 

a. For morning exam 9.00 am, and 

b. For afternoon exam 1.30 pm. 

o If a student is found with unauthorised material, please make a note 

on the attendance slip provided. Do not write anything on the answer 

script. Confiscate the unauthorised material and inform the student 

  that he / she will have to see the Partner Academic Coordinator and 

submit a statement at the end of the exam. Let the student complete 

the exam. Fill in the approved form at the completion of the exam. 

All instances of suspected cheating must be reported to UB via the
appropriate Liaison Officer.
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 Exam/Invigilator Policy/Procedure  

       

 

 

2. Collect the following; 

 a. Exam Papers and Answer Scripts, 

b. Attendance Slips to be signed by students, 

c. Attendance Sheet to be signed by students, and 

d. Exam Hall In / Out sheets to be signed by students. 

 3. Please go to the Exam Hall 10 minutes before the start of the exams. 

With the assistance of the other invigilators, monitor that students enter 

the exam hall with only the authorised materials. All bags, books etc 

have to be placed outside the exam hall in the designated areas.  

 

5. Write on the notice board the number and name of the unit being 

examined and the duration of the exam. 

 

ALL EXAMS MUST START ON THE ADVERTISED TIME 
 

DURING THE EXAM 

6. At the beginning of the exam, before the students have been seated, 

with the assistance of the other invigilators, distribute the answer scripts 

and the question papers. Announce the following; 

 

a. “DO NOT LOOK AT THE QUESTION PAPERS, UNLESS 

INSTRUCTED TO DO SO“. 

 

7. At the time designated for the start of the reading time, announce the 

following; 

 

a. “READING TIME STARTS NOW, YOU CAN ONLY READ FOR THE 

10 MINUTES. NO WRITING IS PERMITTED NOW. PLEASE PLACE 

ALL YOUR ID CARDS ON THE TABLE IN FRONT OF YOU”. 
 

8. 10 minutes after the commencement of the reading time, announce 

the following; 

a. “YOU CAN START WRITING NOW”. 

 

4. Some exams permit the students to bring A4 sheets of handwritten 

notes only. No photocopies will be permitted and no photocopies of 

handwritten notes are permitted. These will be stamped by IIBIT admin 

staff. If you see any material not stamped the material should be 

 removed. If you are unsure how to proceed check with Academic
Coordinator. If students are found with any materials not bearing the 
stamp this will be considered as cheating and the due process has to  
be followed. 
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 Exam/Invigilator Policy / Procedure  

       

 

9. Designate one invigilator to check the ID cards and collect the 

signature and attendance slips from the students. Generally, assist the 

other invigilators in invigilation. 

 

10.  DO NOT LEAVE THE EXAM HALL UNLESS REPLACED BY A RELIEF INVIGILATOR. 

 

11. At the appropriate time announce the following;  

 

a. “30 MINUTES REMAINING. NO STUDENTS WILL BE ALLOWED 

TO USE THE TOILETS UNTIL THE END OF THE EXAM”. 
 

12. At the appropriate time announce the following;  

 

a. “10 MINUTES REMAINING. NO STUDENTS WILL BE ALLOWED 

TO LEAVE THE EXAM HALL UNTIL THE END OF THE EXAM”. 
 

13. At the exam finish time, announce the following; 

 

a. “STOP WRITING. REMAIN SEATED AND QUITE PLEASE. 

PLACE YOUR QUESTION PAPERS INSIDE YOUR ANSWER 

BOOKLETS AND HAND THEM OVER TO THE INVIGILATORS 

WHEN THEY COME TO YOU.  

 

DO NOT ALLOW STUDENTS TO LEAVE THE ROOM  

UNTIL ALL PAPERS HAVE BEEN COLLECTED 

 

AFTER THE EXAM 
 

14. Collect all Answer scripts not distributed and any other materials in the 

room. Do not leave any materials related to the exams in the exam 

hall. 

 

15. Return the answer scripts and questions papers to Level 4, Room 401 

and wait until they have been counted and verified. 

 

 

PLEASE NOTE, IT IS EXPECTED THAT INVIGILATORS WILL WALK AROUND 

THE ROOM CONSTANTLY CHECKING FOR UNAUTHORISED MATERIAL AND 

OR BEHAVIOUR. 
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Application For Special Consideration 

 

Warning – Uncontrolled when printed!  The current version of this document is kept on the UB website. 
Authorised by: Vice President, Corporate Services Original Issue: 01/02/2009 
Document Owner: Vice President, Corporate Services Current Version: 09/10/2009 
Page 1 of 2 Review Date: 01/11/2010 
CRICOS Provider Number – 00103D 

 
Program / 
Course Code 

      Student ID No.          

Please write in BLOCK LETTERS 

Family Name  First Name  

Other Names  International  
Student  No 

Mailing Address  

 Yes 

Onshore  Offshore  

 Contact Ph No.  

 
I REQUEST SPECIAL CONSIDERATION IN THESE SUBJECTS 

Course / Unit 
Code 

Course / Unit Title Name of Lecturer / Teacher Assessment Due Date / 
Examination Date 

    

    

    

    

    
 
TYPE OF CONSIDERATION SOUGHT 
1. Grade Consideration  2. Deferred Examination   3. Supplementary Assessment  
4. Extension of assessment due date   5. Final unit ruling  
6. Other (please specify)  _____________________________________________________________ 
 
GROUNDS FOR YOUR APPLICATION 

 Refer to “Information for Students Applying For Special Consideration (Including Deferral of an Examination) Guidelines” 
http://policy.ballarat.edu.au/university/special_consideration/ch01.php  

 Attach any relevant supporting documentation (eg. Health Care Professional Certification in the case of a medical 
condition, or police report or statutory declaration etc) 

 Indicate any specific requests in this section 
 Medical Reasons 

 Loss or Bereavement 
 Hardship/trauma 

 Other  ........................................................................................  
  
Please state the length of time (in days, weeks or months) your studies have been affected: 

 
 
Additional Information (please provide information about how the event(s) have impacted on your studies and 
provide details of the specific request(s) you are making) Please note, if you are applying for Special Consideration 
on medical grounds, you do not need to provide specific details of a medical condition, but an appropriate Health 
Care Professional must complete and attach the Health Care Professional Certification: 
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 Application For Special Consideration 

 

Warning – Uncontrolled when printed!  The current version of this document is kept on the UB website. 
Authorised by: Vice President, Corporate Services Original Issue: 01/02/2009 
Document Owner: Vice President, Corporate Services Current Version: 09/10/2009 
Page 2 of 2 Review Date: 01/11/2010 
CRICOS Provider Number – 00103D 

PREVIOUS APPLICATIONS FOR SPECIAL CONSIDERATION 

Grounds for the application 
Course / Unit Code & Title 

Date of previous 
application Medical Personal Other 

     

     

     

     
 
STUDENT DECLARATION 

I acknowledge that disciplinary action may be taken if I knowingly supply false or misleading information.  I 
certify that to the best of my knowledge, the information supplied on this form is true and correct.  I am 
lodging this form no later than 3 days after the due date of assessment or exam listed for special 
consideration.  

 
Signature: .............................................................................. Date: ……….. .......................... 
 
Approved   /  Not Approved 

 

Head of School / Delegate School Date 

Student Notified on a “Notification of Special Consideration Form” Date:  
 

Partner Provider Recommendation: 
 

Recommended  Not Recommended  
 
Reason(s) 
___________________________________________________________________________________________ 
___________________________________________________________________________________________ 
___________________________________________________________________________________________ 
 
Signature: ____________________________________ Date: ________________________ 
 
School: ____________________________________ 

 

Head of School or Delegate: 
 

Approved  
 

Action: 

1. Grade Consideration  4. Extension of assessment due date  
2. Deferred Exam  5. Final course / unit rule  

3. Supplementary Assessment  6. Other (please specify)  
 

___________________________________________________________________________________________ 
___________________________________________________________________________________________ 

Not Approved  
 
Reason(s) 
___________________________________________________________________________________________ 
___________________________________________________________________________________________ 
___________________________________________________________________________________________ 
 
Signature: _________________________________ Date: ________________________ 
 
Date: Student or Partner Provider Notified: _______________________ 
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The Business School 
Student Appeal Submission Form 

 

 

 

PERSONAL DETAILS: 
 

Student name:   Student ID:  

Campus at which you are studying: 
 

Contact address: 
 

  

  

   Postcode:  

     
Email address:  

  

ENROLMENT DETAILS:    

Program enrolled in:  

Course that this appeal relates to:  CODE:            NAME: 
     

WHAT ARE YOU APPEALING?  Attach copies of original application 
     

  Special consideration    
     

  Final grade   
     

  Grade appeal   
     

  APC Exclusion   
     

  Other:  (MUST specify below)   

     

     

     
     
     

  Supporting Evidence Attached Student Signature:  

  
 

   

OFFICE USE ONLY:     

Date appeal submitted:  Received by:  Initials:  

Partner administrator:  CUP Administrator:   

Date action initiated:  Student advised of appeal outcome:  Date:  

NOTES:  

 

 

 

 

App
en

dic
es

Lstephenson
Text Box
Appendix 25 - Grade Appeal forms                                                                                                         102




V4 6 December 2010  CRICOS Provider Number 00103D 

School of Business 
APPEAL AGAINST FINAL GRADE  
 
Family Name: ______________________________________________________________ 

Given Names: _____________________________________________________________ 

University of Ballarat ID:  

Institution attending: ________________________________________________________ 

Program: _________________________________________________________________ 

Course being appealed: _____________________________________________________ 

(Please remember that you have to submit a separate form for each of the grades that you are appealing.) 
 

Date: _______________________________ (This form must be submitted within 7 days of publication 

of the result being appealed) 

GROUNDS OF APPEAL Refer to statute 5.3 at http://www.ballarat.edu.au/vco/legal/legislation 
I am appealing my grade for this course on the following grounds: 
(Please specify clearly the grounds for appeal under one or more sections given below.) 

1. Failure of the Course Description to be explicit in the indication of the learning tasks the 
student is required to complete in the course (please attach evidence) 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

2. Failure of the Course Description to be explicit in the indication of how students will be 
assessed (please attach evidence) 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

3. Failure by assessors to observe the assessment procedures set out in the Course 
Description (please attach evidence) 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

4. Failure to apply fairly and appropriately the criteria specified in the Course Description 
(please attach evidence) 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

PLEASE NOTE:  APPEALS THAT DO NOT FALL WITHIN THE HEADINGS GIVEN IN THE 
ABOVE SECTIONS WILL BE DISMISSED. 
 
Form to be submitted to Head of School’s Office, Mt Helen Campus. 
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APPEAL OF FINAL GRADE APPLICATION FORM 
INSTRUCTIONS: 
You have to submit a separate form for each of the courses you are appealing the final 
grade. 
Your appeal must be lodged with the Head of School within 7 days of publication of the 
final grade. 
Legislation can be found at http://www.ballarat.edu.au/vco/legal/legislation  

 

 

 
Student name: 

 

 
Student signature: 

 

 
UB student ID: 

 

 
Date: 

 

 
Course name: 

 
 

 
Course being appealed: 

 

 
GROUNDS OF APPEAL – The following are the ONLY available grounds of appeal under 
University of Ballarat Legislation. 
I am appealing my grade for this unit on the following grounds: 
(Please state clearly and precisely under each of the grounds the circumstances and evidence given rise to the 
ground of appeal.) 
 

1. Failure of the course description to be explicit in the indication of the learning tasks the student is required 
to complete in the course (please attach evidence) 

 
 
 
 
 
 
 
 
 
 
 
 

 
2. Failure of the course description to be explicit in the indication of how students will be assessed (please 

attach evidence) 
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APPEAL OF FINAL GRADE APPLICATION FORM - cont 
  

 

 

 
3. Failure of the course description to be explicit in the indication of; any other requirement of Academic 

Board. (please attach evidence) 
 
 
 
 
 
 
 
 
 
 
 
 

 
4. Failure by assessors to observe the assessment procedures set out in the course description  (please 

attach evidence) 
 
 
 
 
 
 
 
 
 
 
 
 

 
5. Failure to apply fairly and appropriately the criteria specified in the course description (please attach 

evidence) 
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