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Objects of Excelsia University College

Motivated by the Christian faith, as expressed by the Apostles’ Creed and Nicene Creed, with fidelity to
the Scriptures as the Word of God, the objects of Excelsia University College (Excelsia) are the
advancement of the Christian faith and higher education.

1 Scope

This policy framework applies to all Excelsia ELICOS staff and students.

2 Policy purpose and principles

The purpose of this policy framework is to:

e outline direct entry requirements and ensure direct entry criteria are comparable to other entry
criteria

e provide a mechanism for effectively placing students into ELICOS classes and managing class
sizes and student—teacher ratios

e ensure compliance with the National Code 2018 in relation to attendance monitoring and
provide assistance to students who are at risk of failing to meet attendance requirements

e outline policy and procedures for monitoring the course progress of students and the procedures
for reporting students with unsatisfactory course progress

e outline requirements for ELICOS teacher recruitment, mentoring and professional development
and establish an ELICOS academic management system that ensures clear organisation-wide
academic leadership, and that adequate staff and resources are available for students to
complete their course

e ensure appropriate customised and student-centred teaching methodology, and oversight,
design, moderation and review of assessments

e provide for the systematic review and management of educational resources and curriculum
development
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https://www.legislation.gov.au/F2017L01182/latest/text

e ensure students are issued with a certificate and an academic transcript upon completion of
their course.

Excelsia’s approach to this policy framework is guided by the following principles.
2.1 Direct entry
i. Excelsia will:

a. permit students direct entrance into higher education courses that have an entry
requirement of IELTS 6.0 or equivalent if they satisfactorily complete the Upper
Intermediate level of English for Academic Purposes (EAP) course with an average of 70
per cent or higher in their assessment results

b. permit students direct entrance into higher education courses that have an entry
requirement of IELTS 6.5 or equivalent if they satisfactorily complete the Advanced Level
of the EAP course with an average of 70 per cent or higher in their assessment results

c. ensure only students who have achieved the following in relation to attendance during
their ELICOS course are granted direct entrance into higher education courses:

e aminimum of 80 per cent attendance, or

e atleast 70 per cent attendance and provide genuine evidence demonstrating
that compassionate and compelling circumstances apply

d. ensure comprehensive external referencing used to ensure that assessment outcomes
are comparable to other criteria used for admission to higher education courses, e.g.,
IELTS.

2.2 Student placement

i.  Excelsia will ensure that all new students’ English skills are tested and the students are placed
into an appropriate level to learn English.

ii.  Excelsia will ensure that students are placed in a class appropriate to their current language
proficiency level, their learning goals and learning needs, and that is consistent with their
written agreement. Placement may also consider student needs, nationality mix, gender, and
current student numbers.

iii. Excelsia will monitor enrolments and ensure that class numbers do not exceed 18 students
per class.

iv.  Ifastudent achieves an average of 50 per cent or greater over the session, the student will
be deemed satisfactory at that level and will be moved up to the next level.

v. Ifastudentis achieving 80 per cent or greater for a period of four consecutive weeks, that
student can, where possible, progress to the next level early without completing the current
level, provided that all teachers of the class also agree.

2.3 Academic integrity

i Refer to the Academic Integrity Framework.
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https://excelsia.edu.au/wp-content/uploads/Academic-Integrity-Framework.pdf

2.4 Student support, safety and security

All students will be asked whether they have any special learning requirements and appropriate
support and assistance will be provided to students with special needs in accordance with the
Student Wellbeing Framework and Support for Students Policy.

Refer to the Health and Safety Framework for policies and procedures regarding student safety
and security.

Refer to the Student Wellbeing Framework for policies and procedures regarding student
counselling.

2.5 Attendance and attendance monitoring

iv.

All ELICOS students must attend a minimum of 80 per cent of classes. Students who provide
evidence of compassionate and compelling circumstances must attend a minimum of 70 per cent
of classes.

Excelsia will monitor the attendance of students and identify students at risk of not maintaining a
minimum attendance of 80 per cent.

Excelsia will provide timely and appropriate intervention or support strategies for students at risk
of not maintaining a minimum attendance of 80 per cent or who have been absent for more than
five consecutive days without approval.

Class records will be completed daily by teachers.

2.6 Course progress

2.6.1 General

Vi.

Excelsia endeavours for all students to complete their course satisfactorily, within the expected
duration specified on their CoE, and to comply with their student visa conditions if applicable.

Excelsia strongly believes that course progress is closely linked to students’ active participation in
class learning, assessment results and completion of assessments.

Excelsia will ensure that students are informed of the learning outcomes for each level.

Excelsia will adopt a proactive approach to monitoring every student’s course progress and
notifying and counselling students who are at risk of failing to meet the accepted course
progression requirements.

Students who continue to fail to meet course progress requirements, even after attempts by
Excelsia to notify and counsel them through an intervention strategy, shall be reported to the
relevant government body in accordance with the National Code 2018 and Excelsia’s appeal
process.

Policies and procedures relevant to course progression will be made available to students before
they commence through student orientation and the Excelsia website.
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2.6.2 Short-term leave and leave of absence

Short-term leave
i.  Short-term leave is any approved leave that is leave up to 1 week.

ii.  Short-term leave will only be approved where compassionate and compelling circumstances can
be shown.

iii.  Approved short-term leave will not impact student attendance.
iv.  Students are liable for tuition fees for the period of short-term leave.
v.  Short-term leave is to be approved by the Registrar.

Leave of absence
vi.  Where a student needs to take leave of more than one week, they are entitled to apply for a
leave of absence in blocks of five weeks.

vii.  Leave of absence will only be approved where compassionate and compelling circumstances can
be shown.
viii.  Usually a student may only be approved for one Leave of Absence during their enrolment in

Excelsia’s ELICOS program.
ix.  Students on approved leave of absence will be marked as excused or not be enrolled.
X.  Students on approved leave of absence are not liable for tuition fees for the period of the leave.

xi. If astudent is approved for a leave of absence, they will be informed of the risks associated with
the leave, including:

a. that Excelsia cannot assure that the ELICOS unit will be scheduled for delivery
immediately upon the student’s return

b. the impact of the leave upon the student’s visa
c. that the pathway timeline to degree program might change

xii.  If astudent is approved for leave of absence, they will be given a new study plan that is in
accordance with visa conditions and ELICOS units scheduled for delivery.

xiii.  Leave of absence is to be recommended by the ELICOS Program Director and approved by the
Registrar.

2.7 Teacher recruitment, mentoring and professional development
i.  Excelsia will ensure there is a clear and transparent process for recruiting teachers.
ii.  Excelsia will only employ teachers deemed qualified under the ELICOS Standards.

iii.  Excelsia will ensure there are adequate teachers employed to teach the number of enrolments at
any given time.
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iv.  Excelsia will ensure all new teachers with less than one year experience, or teachers moving into
a course they haven’t taught, will be allocated a mentor.

v.  Excelsia will ensure new teachers receive appropriate induction and training before teaching any
classes.

vi.  Excelsia will ensure adequate guidance and support is provided to teachers.
vii.  Excelsia will implement a program of ELICOS teacher professional development each year.
2.8 Academic leadership

i.  Excelsia will ensure that there is at least one senior academic leadership staff member with a
degree, postgraduate TESOL qualification, appropriate educational management and TESOL
teaching experience.

ii.  Excelsia’s senior academic leadership staff member will either be the ELICOS Program Director or
Head Teacher.

iii.  Excelsia will ensure senior academic leadership staff keep up to date with significant
developments in TESOL theory and practice.

2.9 Teaching

i.  Excelsia will endeavour to apply engaging and dynamic teaching methods, such as the Direct
Method.

ii.  Excelsia will deliver all English classes face-to-face over a 20-hour per week timetable.
iii.  Excelsia will allow and support teachers to customise their teaching to suit student needs.

Customised student-centred teaching
iv.  Excelsia will ensure that:

a. teachers are provided with a detailed syllabus outlining learning outcomes for every week
and validated assessments

b. the syllabus has a supplementary material section which provides teachers with options
of other material that can be used to target the same learning outcomes

c. arange of supplementary material is made available for teachers to readily access and
use

d. supportive and supplementary material are always available for teachers to customise
their teaching to suit student needs.

2.10 Assessment
2.10.1 Principles

i.  Assessments will be pre-validated to ensure they are valid, reliable, fair, flexible, equitable and
clearly referenced to criteria.

ii. All assessments will be:
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a. valid: assessment methods assess what they claim to assess

b. reliable: assessment tools and procedures result in consistent interpretation of evidence
from the students within given contexts

c. fair: assessment procedures do not disadvantage any students

d. flexible: assessments encompass a wide variety of assessment materials and methods
depending on the context surrounding the assessment

e. equitable: Excelsia is committed to the provision of reasonable adjustments to
accommodate the needs of students with special needs who choose to disclose it, and
provide appropriate supportive documented evidence. Reasonable adjustments may be
made to accommodate a student with special needs and reduce the functional impact of
those needs on a student’s academic success.

iii. A student must achieve a minimum of 50 per cent to pass an assessment.

iv.  Teachers will provide information on assessment requirements, conditions and other relevant
information to students before the assessment is handed out.

v.  Students have the right to appeal and request for their assessment to be reassessed.

vi.  Each student’s assessment results shall be closely monitored and recorded in the student’s
record.

2.10.2 Assessment moderation

i.  The School of ELICOS will undertake assessment moderation at least once a year per English
course to ensure assessment results are fair and consistent.

ii.  The ELICOS Program Director will give guidance on marking assessments.
2.10.3 Assessment validation

i.  Allassessments in active courses will be validated across a three-year period.
2.11 Management of educational resources

i.  Excelsia will provide and maintain suitable, appropriate, varied and sufficient educational
resources to support teaching and learning. Therefore, Excelsia shall implement mechanisms to:

a. proactively plan for the management of educational resources for both teachers and
students alike

b. develop/acquire educational resources based on emerging needs of the curriculum, the
students and teachers

c. continually review and evaluate educational resources

d. ensure teachers have access to contemporary knowledge of the theory and practice of
TESOL.
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2.12 Course review

2.12.1 General

The ELICOS Program Director will ensure there is a coordinated and effective approach to
developing, implementing and reviewing curricula.

All courses will undergo a major course review at least once every three years, which will include
review of the curriculum.

All courses will undergo minor course changes as required.

2.12.2 Assessment review

Excelsia will continually improve ELICOS students’ assessments by:
a. ensuring all assessments are reviewed over a three-year period.

b. adjusting assessment based on collection and analysis of feedback from students and
stakeholders

c. monitoring appropriateness of assessments for student groups

d. regularly evaluating course outcomes achieved.

2.13 Feedback collection

The School of ELICOS will obtain student and teacher feedback at least once every three months
for the purposes of course improvement. Refer to the Student Learning Framework and Quality
Assurance Framework.

2.14 Certificate issuance

Vi.

Excelsia will issue a completion certificate or a partial completion certificate and an academic
transcript to students upon completion of their ELICOS course.

Completion certificates will only be issued to students who have achieved assessment results
which are 50% or greater and have completed their course with their attendance being 80% or
higher, or attendance of 70% or higher with genuine evidence of compassionate and compelling
circumstances.

Students who have achieved 49% or lower in their assessment results will only receive an
academic transcript.

Students who either exit their course early or fail due to not meeting attendance requirements
can request a letter confirming the period of their enrolment.

Excelsia will store all certificates and academic transcripts in accordance with the Information
Management and Privacy Framework.

Only students who complete their course are permitted to request for a reprint of a lost or
missing certificate.
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2.15 Record management

i.  Class records will be kept for a minimum period of two years.

3 Procedures

3.1 Direct entry
3.1.1 Assessing direct entry

i.  All students with an ELICOS direct entry arrangement into a higher education course will receive
a conditional offer letter.

ii.  The offer letter will state that the student will only receive direct entry if they meet the ELICOS
Direct Entry Policy requirements.

iii. A pathway student’s main teachers will confirm the student’s assessment results and the ELICOS
Program Director will verify the student’s assessment results.

3.1.2 Direct entry comparable mechanisms
Excelsia will implement at least one of the following mechanisms across a three-year period.

a. Tracer studies of student cohorts
i. A cohort study will be undertaken comparing English levels and academic progress of students,
which will compare ELICOS direct entry cohorts with students who entered their higher
education course via other means at the required English language levels (e.g. received 6.0 in the
IELTS test).

ii.  Quantitative research will be conducted to ensure assessment outcomes of direct entry ELICOS
students and students who entered their education course via other means are comparable.

iii.  Qualitative research will be undertaken including reviewing feedback from:
a. current and former ELICOS direct entry students
b. current and former international students who entered their course via other means

c. academic staff/lecturers/tutors on how well the students from ELICOS direct entry
performed

d. academic staff/lecturers/tutors on the performance of students who entered their course
via other means.

iv.  Areportis submitted to Learning and Teaching Committee to discuss if any changes are required
for the ELICOS direct entry program.

b. External referencing
i.  External referencing will be undertaken which would include benchmarking of various aspects of
the ELICOS direct entry program.

ii.  Explicit benchmarking of the EAP assessment inputs would include:
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a. EAP assessment tasks
b. EAP assessment marking criteria
c. assessment processes.
iii.  Explicit benchmarking of the EAP assessment outputs would include:
a. re-examination of the samples of student assessments and grades awarded.

iv.  An external referencing report will be submitted to Learning and Teaching Committee to discuss
if any changes are required for the ELICOS direct entry program.

3.2 Student placement
3.2.1 Assessment of student skill level

i.  All new students without an approved formal language test score are required, prior to
enrolment, to complete an English Placement Test (grammar, reading and writing tests) under
supervised conditions. Once completed, the writing, reading and grammar skills are all
independently assessed using the ‘Placement Test Skill Descriptors’. A level (for each skill) from
Elementary to Advanced is given on the test cover page (refer to English Placement Test cover
page table).

ii. A one-on-one speaking and listening test may be conducted by either the ELICOS Program
Director or a senior teacher at their discretion, and the student is given a skill level from
Elementary to Advanced for each skill using the ‘Placement Test Skill Descriptors’.

iii.  After both tests are completed, the ELICOS Program Director or a senior teacher assesses each
student’s skill results to determine the student’s overall level of English.

iv.  The ELICOS Program Director records the strengths, weaknesses and student goals on the
Placement Test Cover Page.

v.  Students with special needs and who register with the disability advisor, and who are eligible for
reasonable adjustments will have access to appropriate support in accordance with the Student
Wellbeing Framework.

3.2.2 Learning outcomes information

i.  All students will receive a level-specific course outline on their first day that clearly states the
course outcomes to be achieved.

ii. If astudent commences a new level, they will receive a new course outline for the level.
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3.3 Attendance monitoring

3.3.1 General

The following procedure outlines the steps undertaken to monitor attendance for ELICOS students.

ACTION

STAFF
RESPONSIBLE

COMMENTS

At Orientation, students are informed
of the attendance conditions and the
various actions that will be initiated
when a student is identified to be at
risk for unsatisfactory attendance.

Registrar or
delegate

All students receive a copy of
the Orientation slides and
participate in Orientation
during the enrolment
process. Students are also
verbally reminded of the
importance of the minimum
80% attendance
requirement.

Student attendance is taken each day
at hourly intervals, at the beginning of
each session in ExO.

Teacher

If a student is absent for part
of the session (arriving late
or leaving early), the
appropriate minutes are
deducted from their day’s
attendance in 15-minute
increments.

Students are requested to
submit valid and current
medical certificates for
absences due to illness.
While medical certificates do
not count towards
attendance and students are
marked as absent, in the
event that a student’s
attendance drops below 80%
and they are issued a Notice
of Intention to Report,
medical certificates can be
considered in the student’s
case for appeal.

Attendance data is monitored closely
to see if a student has been absent
without approval for five consecutive
days (5-day timetable), or equivalent
in case of alternative delivery model

ELICOS
Administration
Staff

ELICOS Administration Staff
calls and sends an email to
the student immediately and
informs the ELICOS Program
Director via email

Student is asked if there is an
emergency or specific
situation. ELICOS
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STAFF
ACTION RESPONSIBLE COMMENTS

Administration Staff asks if
counselling is required.

e ELICOS Administration Staff
asks student to submit
medical certificate (if
appropriate).

e ELICOS Administration Staff
adds contact log entry into

ExO.
Attendance is closely monitored every | o ELICOS ¢ Every Monday morning an
week. If a student’s overall Administration attendance report showing
attendance result is below 90%, the Staff current attendance and
associated attendance notification is e ELICOS Program overall attendance data is
sent to the student (see 5.4.2) Director compiled by an ELICOS

Administration Staff member
for the ELICOS Program
Director.

3.3.2 Attendance notifications

The following table outlines steps and actions for sending out the following notifications: First Low
Attendance Warning Letter, Second Low Attendance Warning Letter, and if the student holds a student
visa, Notice of Intention to Report for Unsatisfactory Attendance.

ATTENDANCE SCENARIO ACTION

Overall attendance has fallen to between 85% e First Low Attendance Warning Letter is sent
and 89% to the student’s Excelsia email address. The
letter:

o asks the student to discuss their
attendance with their teacher

o provides a list of support services
available to the student, including
counselling

e The outcome of discussion with the student
is entered into the student’s contact log
entry on ExO

Overall attendance has fallen to between 80% e Second Low Attendance Warning Letter is
and 84% sent to the student’s Excelsia email address.
The letter:
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ATTENDANCE SCENARIO ACTION

o asks the student to discuss their
attendance with the ELICOS Program
Director

o provides a list of support services
available to the student, including
counselling

e Results of the meeting (and phone calls if
any) to student are entered into the
student’s contact log entry on ExO.

Overall attendance has fallen to 79% or below e The Compliance Officer sends the Notice of
(student visa holders only) Intention to Report for Unsatisfactory
Attendance to the student’s:

o Excelsia email address
o personal email address.

e The Notice of Intention to Report for
Unsatisfactory Attendance advises the
student of the potential breach of visa
conditions due to unsatisfactory attendance
and their right to appeal within 20 working
days

e Students are advised to provide evidence of
compassionate and compelling
circumstances (if any)

e If the review of compelling and
compassionate circumstances is accepted,
the student is provided an outcome letter
advising they will not be reported for
unsatisfactory attendance for the current
course, provided they maintain at least 70%
attendance

e If no appeal or compelling or compassionate
circumstances documentation is provided
and accepted, then the student will be
reported for unsatisfactory attendance via
PRISMS

e |f a student has submitted an appeal, which
is deemed unsuccessful, the student is
advised that their appeal is unsuccessful and
they have 10 days to externally appeal and
provide evidence. Otherwise, Excelsia will
report the student for unsatisfactory
attendance.
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ATTENDANCE SCENARIO ACTION

e |[f the student does externally appeal and
evidence is provided, Excelsia will place their
decision to report on hold, until the external
appeal process has reached an outcome.

e |[fastudentis to be reported via PRISMS,
Excelsia will notify DoHA of the student not
achieving satisfactory course attendance.

e All documents listed above are to be stored
in electronic form in the student file.

3.4 Course progress

3.4.1 Monitoring

Vi.

Vii.

Excelsia will permit students direct entrance into higher education courses in accordance with
the requirements of the Direct Entry Policy in this framework.

After the student is placed in a class, the teacher confirms the student’s language level suitability
and informs the ELICOS Program Director within the first week if a student’s English skills are not
appropriate for the level.

Teachers conduct weekly assessments and keep records of students’ assessment results on each
student’s AR.

a. Students studying for 5 weeks or less will have their assessment results monitored by the
teacher every week to ensure they are achieving 50% or above. If the student is not, the
teacher will advise the ELICOS Program Director.

English coaching sessions are carried out and students’ assessment results are monitored, and
course progress is assessed. If a student is showing unsatisfactory course progress (achieving
49% or lower in assessment results), the teacher will notify the ELICOS Program Director.

The teacher will arrange a course progress meeting with the student.

At the meeting, the student and teacher will explore how the student is performing and identify
factors that are leading to results of 49% or lower. Course intervention strategies will be
discussed and recommended to the student (see table below for intervention strategy
examples). The student will be advised that they are expected to achieve 50% or greater average
in assessment results before the next English Coaching Session (5 weeks later), otherwise they
may be reported for unsatisfactory course progress.

The Course Progress Intervention Meeting Form will be completed and signed by the student
and teacher. A copy will be given to the student and the original will be filed in the Student
Course Intervention Folder. The ELICOS Program Director will be advised about the student’s
progress and expectations.
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viii.  The teacher will closely monitor assessment results on a weekly basis and inform the ELICOS

Program Director if progress is not being made according to the signed Course Progress

Intervention Meeting Form.

a. Ifthe student is not achieving satisfactory course progress within four weeks, steps iv—vi

of the above process will be repeated.

b. If the student is still not showing satisfactory course progress for two consecutive

sessions, and they are still at the same level, the student will be sent a Notice of Intention

to Report for Unsatisfactory Progress.

3.4.2 Intervention strategies

Intervention strategy

Action taken by

Followed up by

Provide extra learning assistance to the student

Main teacher

ELICOS Program
Director

Ask the student to attend clubs/electives after class as
available

Main teacher

ELICOS Program
Director

Move the student to a lower level

ELICOS Program
Director

N/A

Set achievable goals/targets with the student

Main teacher

ELICOS Program
Director

Extra time to complete assessments

Main teacher

ELICOS Program
Director

Make appointment with student counsellor

Main teacher /
student

ELICOS Program
Director

Note: this is not a conclusive list and other intervention strategies may also be used
3.4.3 Notice of Intention to Report

i. Ifthe student is unable to demonstrate satisfactory course progress at the end of a second
session by achieving 50 per cent (or greater) average in assessment results after intervention
strategies have been implemented, the student will be issued a Notice of Intention to Report for
Unsatisfactory Progress.

ii.  The notice will inform the student that they are able to appeal and that the student has 20
working days in which to do so. A copy of this letter is retained within the student’s file. If the
student does not successfully appeal, the student will be reported for failing to meet satisfactory
course progress.
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3.4.4 Reporting of student’s breach of visa conditions via PRISMS

i. Ifthe student chooses not to access the appeals processes within 20 working days, withdraws
from the process, or the process is completed and results in a decision supporting Excelsia,
Excelsia will notify DoHA of the student not achieving satisfactory course progress as soon as
practicable.

ii.  Copies of all outcomes and notifications related to the appeals process are kept on the student’s
file.

3.4.5 English coaching sessions

i.  These coaching sessions are part of the Course Progress Policy and must be diligently actioned by
the main teacher. One-on-one English coaching sessions are conducted for students at risk. The
objectives are:

a. toensure students are meeting course progression requirements so that teachers can
notify the ELICOS Program Director if any student is not meeting course progression
requirements

b. for students to create a plan for individual learning

c. for students to set learning goals and to actively reflect on their learning achievements
d. forteachers to evaluate students’ course progress over a 5-week period

e. forteachers to provide individual guidance and feedback

f. for the ELICOS Program Director to intervene and implement intervention strategies for
students who are not progressing.

ii.  Teachers may wish to team-teach (within the same level where possible).

1. Initial session:
i. Itis highly recommended that teachers plan in-class activities to support students’ ideas before
the coaching. Brainstorming and discussion questions in groups are methods teachers could use
to encourage students to start thinking about how they can improve their skills and study.

ii.  The activities should take 30 to 60 minutes.
iii.  After the activities, teachers should give students the Study Plan to fill in.

a. Students should self-assess and tick the table to show how strong they think their skills
are.

b. Students should fill in some ideas about how they can study more effectively and improve
their language skills.

c. Students should create some goals they wish to achieve.

iv. A copy of the plan is kept by the student, and the original is filed in the Student Course
Intervention folder.

This document may be varied, withdrawn or replaced at any time. Printed copies, or part thereof, are regarded as uncontrolled and should not be
relied upon as the current version. Anyone printing this document should refer to the website/policy suite for the latest version.
ABN: 50 360 319 774 TEQSA PRV'12064 ‘University College’ CRICOS Provider Code: 02664K

FRA-ELCS-01 Page 17 of 30 Version 1.0, November 2024



2. Subsequent sessions:

Vi.

The student and the teacher should reflect on the student’s previous goals and achievements as
noted on their Academic Record. The teacher should provide feedback to motivate and
encourage the student.

The teacher should go over the student—teacher coaching plan with the student, and indicate the
level they feel the student’s skills are on the Study Plan.

The teacher and student should discuss the student’s progress, ideas and goals.

Together, the student and teacher agree upon some learning goals that the student will work
towards. The teacher asks the student to remain committed and focused to their goals over the
next five weeks.

These agreed goals are filled in on the plan and signed by both the student and teacher. A copy
of the plan is kept by the student, and the original is filed in the Student Course Intervention
folder.

The teacher should also add the agreed goals (and any other comments) to the students’
Academic Record.

3.5 Academic management

3.5.1 Teacher recruitment

Teacher recruitment will be carried out in accordance with the Employee Lifecycle Framework.

The ELICOS Program Director, in collaboration with People and Culture, will advertise when
English language teachers or relief teachers are required.

The advertisement will stipulate the minimum qualifications as required by the ELICOS Standards
2018.

The ELICOS Program Director will, in collaboration with People and Culture, will manage the
recruitment process.

3.5.2 Teacher induction

Staff induction for new teachers will be carried out in accordance with the Employee Lifecycle
Framework and will be overseen by the ELICOS Program Director.

At induction, new teachers will be given a copy of the Staff Handbook, relevant Excelsia policies
and procedures including this ELICOS Framework, system training and login details, and be
advised of all course details including syllabus and assessments.

3.5.3 Teacher mentoring procedure

All new teachers with less than one year experience, or teachers moving into a course they
haven’t previously taught, will be allocated a mentor who will be the first point of contact for the
mentee.

The mentor will have experience in the course the mentee is about to teach.
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The mentor will meet at least once with the mentee before they start teaching and ask the
mentee if they have any questions or need any assistance with planning, assessment, activities
etc.

The mentor and mentee should catch up at least once a month for the first three months.

The mentee is welcome and encouraged to observe their mentor’s classes or any other teachers’
classes, after gaining approval from the ELICOS Program Director.

3.5.4 Teacher support and guidance

The ELICOS Program Director will continuously provide support and guidance to teachers on
matters such as (but not limited to) curriculum, syllabus, conducting assessments, and marking
assessments.

If further training is required in any area, individual paid training will be provided to teachers.

If many teachers are needing training in a particular area, a professional development session
will be conducted.

3.5.5 Teacher professional development

Professional development will be carried out in accordance with the Professional Development
and Promotion Framework.

A 12-month ELICOS Professional Development Program will be designed at the start of each year.

A professional development survey will be conducted at least once a year asking teachers what
they would like to learn in their professional development sessions.

Any ELICOS staff member who has attended significant professional development (e.g. a two-day
conference) is expected to present or share learnings with appropriate ELICOS staff members.

Excelsia will provide all ELICOS staff with current TESOL resources to ensure they are able to
maintain an up-to-date knowledge of significant developments in TESOL theory and practice.

3.6 Academic leadership

3.6.1 Leadership of the academic management system

The ELICOS Program Director is responsible for creating effective and practical systems to ensure
all the ELICOS courses are always compliant.

Systems may include but are not limited to policies and procedures, flow charts, processes, and
posters.

The ELICOS Program Director will appoint an ELICOS staff member to ensure all policies and
procedures are followed in their absence.

The ELICOS Program Director will ensure a coordinated and effective approach for developing,
implementing and reviewing curriculum is maintained. Refer to the Course Review and
Curriculum Development Policy and Procedure in this framework.
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v.  The ELICOS Program Director will ensure the efficient management of educational resources.
Refer to the Management of Educational Resources Policy and Procedure in this framework.

vi.  The ELICOS Program Director will ensure the provision of guidance to teaching staff. Refer to the
Teacher Recruitment, Mentoring and Professional Development Policy and Academic
Management Procedure in this framework.

vii.  The ELICOS Program Director will work with the Quality Office to ensure ELICOS policies and
procedures are reviewed in accordance with the Quality Assurance Framework.

viii.  The ELICOS Program Director will manage an ELICOS Annual Calendar, which captures all official
action items.

3.6.2 Official overseas contact
i.  The ELICOS Program Director is the official point of contact for all students.

ii.  The ELICOS Program Director will inform students that they are available if any student has any
enquiry regarding any matter whilst enrolled at Excelsia.

iii.  The ELICOS Program Director will have access to the Student Management System (during work
hours) and be able to view students’ details at any time.

3.6.3 Staff and resources

i.  The ELICOS Program Director will ensure that adequate staff are always employed to teach the
number of students enrolled at any given time.

ii.  The ELICOS Program Director will ensure that Excelsia’s resources are adequate.

iii.  If the ELICOS Program Director feels that any resources or the number of staff is not sufficient or
adequate, the ELICOS Program Director will immediately raise with the Vice-Provost (Academic)
and seek an immediate solution.

3.7 Teaching and assessment
3.7.1 Teaching modes and methods

Excelsia will teach all ELICOS courses face-to-face 20 hours per week. There are no online, distance or
blended delivery components when delivered in its regular form. However, if special circumstances arise
where face-to-face classroom teaching isn’t feasible or permitted for student learning (e.g. a lockdown
due to a global pandemic), the course may be taught in an online or hybrid learning mode using existing
Excelsia IT infrastructure.

Excelsia uses the TESOL method of delivery known as the ‘direct method’. The lessons immerse the
students in English, in the same way as when a first language is learned.

3.8 Assessment
3.8.1 Methodology

i.  Excelsia provides flexible learning and assessment procedures in line with Student Wellbeing
Framework and Assessment Framework.
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ii.  Excelsia’s assessment system includes provision of assistance with targeted remedial assistance
to help students improve and achieve success in their studies.

iii.  Each of the macro and research skills is assessed separately and students will be assessed on the
range and control of the language in appropriate contexts.

iv.  Assessment will take place in class under teacher supervision (e.g. written report, role-play, test).

v. Assessment format may vary regarding group sizes (individuals, pairs and small groups) and
activities.

vi.  Teachers will use the Speaking Descriptors and Writing Descriptors to grade assessments.

vii.  Students will be provided feedback on the outcomes of the assessment process and guidance on
future options in relation to those outcomes either in writing or verbally.

3.8.2 Assessment conduct
i Excelsia will ensure that:

a. all students in all ELICOS courses are assessed twice a week, with formative assessment
conducted early in the week and summative assessments conducted late in the week

b. results of students’ language learning progress are added to each student’s assessment
results record

c. the assessments cover the learning outcomes of the assessed unit
d. the ELICOS Program Director will approve the assessments to be used.

ii.  Assessment tasks may include:
a. formal class tests
b. multiple choice
c. fill-in-the-blank questions
d. writing of various types of texts

e. listening tests

f. short answer questions
g. pairedinterviews

h. role-plays

i. discussions

j. interview with a student/staff member
k. research projects
I. participation in group activities.

iii.  Students will be made aware of their achievement levels after each assessment and provided
with individual feedback. Remedial work will also be discussed if students are having trouble
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with an activity. This information is used to inform decisions regarding academic performance
and class-level promotion.

3.8.3 Missed assessments

i. If a student is absent for an assessment and has a medical certificate, time will be made for the
student to sit the assessment as soon as practicable.

ii. Ifastudentis absent for an assessment and does not have evidence of compassionate and
compelling circumstances, the student will receive a zero grade.

3.8.4 Assessment moderation

Assessments will be moderated at least once a year in accordance with the Assessment Moderation
Policy. The following procedure outlines the steps undertaken to moderate the assessments results.

i.  The ELICOS Program Director selects completed but unmarked assessment samples from each
class of the same level. Where possible, samples should include a variety of achievement levels.

ii.  The ELICOS Program Director sends samples to each teacher for marking. Teachers may
complete the TEM-ELCS-02 Assessment Moderation Template with their own assessments
results.

iii.  The ELICOS Program Director will hold an assessment moderation meeting and professional
development session to ensure all teachers are marking as uniformly as possible.

iv. At the Moderation Meeting, all teachers may add other teachers’ assessments results to the
TEM-ELCS-02 Assessment Moderation Template. Teachers share their answers and discuss what
marks other teachers have given.

v. Ifthereis any discrepancy, the ELICOS Program Director will confirm what the final mark should
be.

3.8.5 Assessment review

i.  All teachers will be asked to review the assessments they deliver in their course over a three-

year period. The TEM-ELCS-03 Assessment Review Template may be used for this.

ii.  Teachers should keep a copy of each assessment delivered and note suggestions for
improvement.

iii.  Atthe end of the review period, an Assessment Review Meeting will be held with at least one
teacher from each course and the ELICOS Program Director.

iv. At the meeting, the teacher(s) and ELICOS Program Director will go over the teacher feedback
and make changes required.

3.8.6 Assessment validation

i.  Allteachers will be invited to form a course-specific Validation Team (VT) consisting of the
ELICOS Program Director and at least two current teachers.
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ii.  The VT will validate all the course assessments using the TEM-ELCS-01 Assessment Validation
Template and provide suggested changes to the ELICOS Program Director.

iii.  The ELICOS Program Director will review the VT summary and discuss with other staff if needed.
iv.  The ELICOS Program Director will make final changes (if required) to the assessments.
v.  Once changes are finalised, the ELICOS Program Director or their delegate will:
a. update the version number of the assessment
b. save the assessment in the appropriate location
c. notify teachers.
3.9 Management of educational resources

3.9.1 Educational resources planning

STAFF

ACTION RESPONSIBLE COMMENTS

1. Educational resources will be Teachers/ELICOS The educational resources are

reviewed as part of the course review Program Director reviewed against criteria including

and on as-needs basis suitability, appropriateness,
variedness, and sufficiency.

2. Suggestions and improvements will ELICOS Program The Educational Resources

be reviewed and an Educational Director Proposal is reviewed by senior

Resources Proposal will be created management

3. The planis presented to the VP(A) ELICOS Program

and approval to purchase/proceed is Director/ Vice-

requested Provost (Academic)

3.10 Course review and curriculum development
3.10.1 Course changes

i.  Students will be asked a range of questions and asked to provide feedback on the course they
are studying in accordance with the Student Learning Framework and Quality Assurance
Framework.

ii.  Teachers will be asked a range of questions and asked to provide feedback on the course they
are teaching in accordance with the Student Learning Framework and Quality Assurance
Framework.

iii.  The ELICOS Program Director will prepare a report on the feedback received for the Vice-Provost
(Academic) to discuss minor changes to the courses where appropriate.

iv.  Changes to ELICOS courses may be proposed as a result of scheduled course reviews or regular
interim monitoring.
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Vi.

Where a proposed change is a result of a course review, the Course Review Committee (CRC)
may propose the change through the course review report with reference to these guidelines.

Where a proposed change is a result of regular interim monitoring and not part of a course

review, the ELICOS Program Director may propose the change with reference to these guidelines.
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Information per ELICOS Standard C1.1 Major Approval by | Consultation* | Notify TEQSA
. DQR, CGEP
M LTC > AB ’ ’ Y
a) course name ajor C VP(A), COO es
b) course component N/A N/A N/A N/A
c) copyright information N/A N/A N/A N/A
DQR, CGEP,
d) course duration (expressed in weeks) Major LTC > AB VP(A), R, COO, | Yes
CFO
. DQR, CGEP,
e) course purpose Major LTC > AB VP(A), COO Yes
. L . DQR, CGEP,
f) relationship with other course(s) Minor LTC VP(A), COO Yes
. . . . DQR, CGEP,
L
g) details of any articulation arrangements | Minor TC VP(A), COO Yes
h) profile of target learner group, including
arrangements to meet the learning DQR, CGEP,
. EPD
needs of students of different age Regular P VP(A), COO No
groups and learning capabilities
i) co.urse outcomes expressed in learner Minor LTC DQR, VP(A), Yes
oriented terms COO0
. . . DQR, CGEP,
j)  course entry requirements Major LTC > AB VP(A), COO Yes
k) strategy for monitoring student learnin Per ELICOS FW Ic-!-tl;cgr:c’il-\ir? :;ZS ér:\ldci.r; on
gy g & review/approval P & DQR, VP(A), R P g
progress on nature of nature of
process
change change
. . LTC or AB Y No -
I) strategy for assessing achievement of Per ELICOS FW or . es/ C.’
. . . . . depending depending on
learning outcomes including policies and | review/approval DQR, VP(A), R
. on nature of nature of
procedures, materials and resources process
change change
m) samples of certification ... N/A N/A N/A N/A
DQR, CGEP,
n) modes and methods of course delivery Major LTC - AB VP(A), R, COO, | Yes
CFO
0) course structure demonstrating that it
et e e 20
Major LTC > AB VP(A), R, COO, Yes
contact per week, as well as any other CFO
study requirements and any scheduled
breaks
p) course syllabus that provides a
i . . LTC/ AB—
statement of the purpose and objectives | Minor / Major — . Yes / No—
. . depending .
of the course, expected learning depending on scale on scale of DQR, VP(A) depending on
outcomes, subjects, structure and of changes scale of changes
. changes
assessment of learning and progress
) strategy for ongoing course evaluation Per ELICOS FW ;LC:;;\]: ZZS </er|1\ldoin_ on
g gY going review/approval P & DQR, VP(A) P &
and review on nature of nature of
process
change change
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r) experience and qualifications of course N/A N/A N/A N/A
teachers
s) key and supplementary teaching Regular EPD DQR, VP(A), LM | No
resources
. CEO, CFO,
t) maximum course fee Regular EPD CGEP, COO Yes

* Position titles:
DQR - Director of Quality and Risk
CGEP — Chief Global Engagement and Partnerships
VP(A) — Vice-Provost (Academic)
R —Registrar
COO - Chief Operating Officer
CFO — Chief Financial Officer
LM — Library Manager

3.10.2 Major course review

i. A major course review will occur at least once every three years.

ii.  Major course review is overseen by a Course Review Committee, which is convened as directed
by the Quality Office in consultation with the Academic Board and other stakeholders at the
commencement of the review.

iii.  The Course Review Committee consists of the ELICOS Program Director, Vice-Provost (Academic)
or delegate, the Director of Quality and Risk or delegate, and at least two ELICOS teachers.

iv.  The Course Review Committee will be responsible for determining the scope of review, which
may include but is not limited to:

a. assessment review
b. curriculum review
c. student feedback
d. teacher feedback.

v.  External stakeholders’ (including but not limited to agents or pathway providers) feedback may
be sought.

vi.  The major review report and recommendations will be submitted to Learning and Teaching
Committee for endorsement and Academic Board for approval.

vii.  Once changes or improvements are confirmed, the ELICOS Program Director will advise teachers.
3.11 Certificate issuance
3.11.1 General

i.  Atthe end of each course, the ELICOS Program Director along with the ELICOS Administrative
Staff will determine the list of students eligible to pass the course.

ii.  For each student, the ELICOS Administrative Staff:
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a. calculates the average percentages for assessments results for the level students have
achieved

b. determines whether the student will receive a completion certificate or partial
completion certificate

c. determines whether the student will receive only an academic transcript.
iii.  The final grades for all students are sent to the Registrar’s Office.

iv.  ELICOS Administrative Staff prepare the certificates, which are then signed by the ELICOS
Program Director and the Vice-Provost (Academic). The Registrar’s Office provides an academic
transcript for each student.

v. Eligible students are presented their certificates and academic transcripts at an ELICOS
Completion Ceremony.

vi. If astudentis unable to attend the Completion Ceremony, they may collect their certificate and
academic transcript from the ELICOS Program Director. Students are required to sign and show
ID when picking up certificates.

vii.  Certificates will only be given to third parties if written permission is given from the finishing
student.

3.11.2 Assessment Results Table

The results on the academic transcript are the average of the student’s final assessment results
achieved.

Grade Assessment results

A+ Averaged 90% or higher in assessment results
A Averaged 80—-89% in assessment results

B+ Averaged 70-79% in assessment results

B Averaged 60—-69% in assessment results

C Averaged 50-59% in assessment results

D Averaged 49% or less in assessment results

4 Roles and responsibilities

The following stakeholders have a responsibility in relation to this policy framework.

Role Responsibility
Academic Board e Approving changes to a course as outlined in this framework
e Approving Authority for this framework
Chief Financial Officer e Consulting on changes to courses as outlined in this framework
Chief Global Engagement and e Consulting on changes to courses as outlined in this framework
Partnerships
Chief Operating Officer e Consulting on changes to courses as outlined in this framework
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Compliance Officer

Sending Notice of Intention to Report to students with
unsatisfactory course progress or whose overall attendance has
fallen to 79% or below

Sending Notice of Intention to Report for Unsatisfactory
Progress to students unable to demonstrate satisfactory course
progress at the end of a second session by achieving 50 per cent
(or greater) average in assessment results after intervention
strategies have been implemented

Director of Quality and Risk

Consulting on changes to courses as outlined in this framework
Member of the Course Review Committee for a major course
review

ELICOS Administration Staff

Attendance monitoring and following up with absent students
in accordance with this framework

Assists with the determination of students eligible to finish their
course and calculating average assessment results

Preparing certificates and academic transcripts

ELICOS Program Director

Managing and implementing this framework and all compliance
activities

Approving regular changes to courses as outlined in this
framework

Discussing attendance with students whose overall attendance
has fallen and is between 80% and 84%

Learning and Teaching
Committee

Endorsing or approving changes to courses as outlined in this
framework

Reviewing research reports of direct entry comparable
mechanisms

Library Manager

Consulting on changes to courses as outlined in this framework

Registrar Consulting on changes to courses as outlined in this framework
Review and approval of applications as outlined in this
framework

Teachers Recording student attendance

Discussing attendance with students whose overall attendance
has fallen and is between 85% and 89%

Vice-Provost (Academic)

Managing issues regarding inadequate or insufficient ELICOS
resources or staff

Consulting on changes to courses as outlined in this framework
Member of the Course Review Committee for a major course
review
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5 Definitions

For the purpose of this policy framework, the following definitions apply.

Term

Definition

academic transcript

A transcript showing the levels available within the course, a descriptor
of each level and the student’s assessments results achieved.

AR

Assessment Record showing results a student has achieved.

compassionate and

compelling circumstances

Generally those circumstances beyond the control of the student and
which have an impact upon the student’s course progress or wellbeing.
These could include, but are not limited to:

e serious illness or injury, where a medical certificate states that
the student was unable to attend classes

e bereavement of close family members such as parents or
grandparents (where possible a death certificate should be
provided)

e major political upheaval or natural disaster in a student’s home
country requiring emergency travel and this has impacted on the
student’s studies

e atraumatic experience, which could include:

o involvement in, or witnessing of a serious accident; or

o witnessing or being the victim of a serious crime, and this
has impacted on the student (these cases should be
supported by police or psychologists’ reports)

completion certificate

A certificate issued to a student who has completed the whole course (in
accordance with duration of weeks on the government’s CRICOS
website).

course performa nce

Weekly assessment results achieved as the student progresses through
the course.

Course Progress
Intervention Meeting
Form

Form for students who are struggling to meet course progress
requirements, which lists objectives, dates met with staff, intervention
strategies etc.

CRC

Curriculum Review Committee

current attendance

A student’s attendance averaged to date from commencement.

DoHA

Department of Home Affairs

ELICOS Annual Calendar

Annual calendar listing all the policy actions/procedures required for
Excelsia to remain compliant.

English coaching

One-on-one English coaching sessions are a chance for teachers to meet
with students at risk. The objective is to create a plan for individual
learning, set learning goals and to actively reflect on the student’s
learning achievements. During the session, teachers provide individual
guidance and feedback and gauge whether students are maintaining
satisfactory course progress. If students are not maintaining satisfactory
course progress, the teacher will inform the ELICOS Program Director.

EAP

English for Academic Purposes

NIR

Notice of Intention to Report
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overall attendance The maximum possible attendance a student can achieve, if they are
present for every single class moving forward.

partial completion A certificate issued to a student who has not completed the whole
certificate course and has only completed part of the course.

satisfactory course Where a student has achieved an average of 50% or more in their
progress assessment results in a session.

special need Examples of special needs include students with physical disabilities,

such as mobility impairments, deafness or blindness. Additionally,
students with learning disabilities such as dyslexia or ADHD are
considered to have special needs. Other examples include students with
emotional and behavioural disorders, autism spectrum disorder and
intellectual disabilities.

Students with a serious illness such as COVID-19, swine flu, Ebola etc. are
also deemed students with special needs.

It is important to note that students with special needs may have a wide
range of abilities and should be viewed as individuals with unique
strengths and challenges.

student course progress Folder which contains Course Progress Meeting Forms for all students
folder who have begun intervention strategies.
study period Excelsia uses ‘session’ to define a study period. The session duration,
usually a contact period of five weeks, is considered a study period.
unsatisfactory course Where a student has achieved scores of 49% or less in their assessment
progress results in a session.
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