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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. 
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1 Scope 

This policy framework applies to Excelsia staff, HDR candidates, HDR supervisors, and HDR examiners. 

 

2 Policy purpose and principles 

This Higher Degree by Research (HDR) Framework compiles policies and procedures relevant to HDR 
candidates and supervisors into a single document. It draws on the Research Plan, Research Code of 
Practice, and considerations of best practice in the Australian higher education sector. Sections of this 
Framework cover Excelsia’s specific policies and procedures relating to the conduct of HDR research. 
These sections cover entry, supervision, progression and examination. 

2.1 Entry 

i. Entry to HDR courses will be in accordance with the Admissions Framework. 

ii. An initial appraisal of a potential HDR candidate will consider: 

a. whether the applicant fits Excelsia’s minimum entry standards and requirements 

b. the applicant’s preparation for academic tasks 

c. the match between potential supervisors and students in terms of disciplinary orientation 
and research interests 

d. evidence of the applicant’s commitment to a research degree, and 

e. the applicant’s management of life issues that might affect their candidature. 

iii. All candidates applying for admission to an HDR program will submit a written Statement of 
Intent to identify their cluster area of research focus. The Statement of Intent (SOI) that is no 
longer than 500 words. 

iv. Entry to an HDR program will require a satisfactory SOI as assessed by the Head of School or 
delegate. 

v. Admission to the research-active phase of candidature will depend upon the satisfactory 
completion of an initial research proposal which normally comprises a critical literature review, 
research questions and research methodology. In awards that have a formal coursework 
component the initial proposal may be developed as an assessment task. A passing grade in the 
Thesis Proposal unit must be endorsed by at least two academics in the relevant School. 

https://excelsia.edu.au/wp-content/uploads/Admissions-Framework.pdf
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2.2 Period of candidature 

i. The period of candidature for a Doctor of Philosophy is: 

a. a minimum of three years full-time or equivalent part-time 

b. a maximum period of four years full-time or equivalent part-time 

ii. The period of candidature for a Master of Research is: 

a. a minimum period of two years full-time or equivalent part-time 

b. a maximum period of three years full-time or equivalent part-time 

iii. Part-time candidature is not available to candidates on a student visa 

iv. Candidature duration does not include periods of approved leave of absence or suspension. 

v. The maximum enrolment period for a HDR candidate may be waived by the Research 
Committee in exceptional circumstances. 

vi. The Research Committee may approve submission of a thesis for examination before the 
minimum number of semesters of enrolment, on consideration of the body of research 
completed, and the recommendation of the Supervisor and Head of School, and evidence that 
the academic readiness of the work would not be increased by a further period of candidature. 

2.3 Supervision 

i. All research students upon admission to the active research candidature phase of a Doctor of 
Philosophy or a master degree by research must have an appointed supervisory panel comprising 
at least 2 supervisors, one of whom is designated as principal supervisor, the other(s) as co-
supervisor(s). 

ii. The active research candidature phase begins when a candidate enrols in the Research Thesis 
unit having completed preparatory research units and developed a satisfactory initial research 
proposal. 

iii. The principal supervisor: 

a. advises and assists the candidate to complete an original and feasible research program 

b. monitors the quality of the research being conducted 

c. advises the candidate on any additional skills training they may require 

d. supports the candidate in timely completion of the research. 

iv. The role of the co-supervisor (or member of the supervisory panel) is to: 

a. be available as an advisor to the candidate during the course of the candidature 

b. assist the principal supervisor in the monitoring and furtherance of the candidate’s 
research. 
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2.4 Progression 

i. A student admitted to candidacy is expected to make satisfactory progress during each enrolled 
semester.  

ii. Candidates must progress through milestones of the candidature in order to submit a thesis for 
examination. These milestones comprise: confirmation of candidature; ethics approval for 
human research; submission of the Draft Thesis/WIP Thesis, thesis submission and semesterly or 
annual reporting. 

iii. A candidate who fails to maintain satisfactory progress during the thesis stage of their course 
may be placed on conditional status by the Director of Research (Graduate Programs) or where 
evidence of this persists over the duration of the degree and/or a preceding semester, may have 
their candidacy terminated. 

iv. Supervisors should discuss with candidates any circumstances that might require the candidate 
to take leave of absence or sick leave or change the conditions of their enrolment. 

v. If the candidate fails to maintain satisfactory progress at the first semesterly review, a written 
warning will be sent by the Research Office. The candidate will be placed on academic probation 
for the second semester of the thesis unit. 

vi. If the candidate fails to make satisfactory progress at the time of the second semesterly review, 
the Director of Research (Graduate Programs) will notify the Registrar who will authorise a ‘show 
cause’ notice. 

vii. Where a candidate’s status is conditional and the Director of Research (Graduate Programs) is of 
the opinion that the academic progress of the candidate remains unsatisfactory and/or that the 
candidate has failed to comply with Excelsia’s regulations or any conditions imposed by the 
Research Committee, the Director of Research (Graduate Programs) will refer the matter to the 
Research Committee to review the candidate’s progress and determine if the candidate is liable 
for termination. 

viii. Excelsia reserves the right to cancel the enrolment of any HDR student who it feels is not making 
a genuine attempt to complete their course. This includes, but is not limited to, cases where 
students do not attend mandatory classes or supervision meetings in alignment with Excelsia 
attendance policies, who do not regularly engage in learning, or who fail to submit assigned work 
on a regular basis. The Director of Research (Graduate Programs) should inform the Registrar of 
circumstances that warrant a recommendation for a student to exit the program and provide the 
evidence to the student, the Registrar, and the School. The Registrar will authorise a ‘Show 
Cause’ notice, to which the student will have 10 days to respond. Upon receiving the student’s 
response, the Director of Research (Graduate Programs) will decide whether to recommend 
termination of the student’s enrolment to the Research Committee. 

2.5 Examination 

i. All HDR candidates are required to prepare a thesis in partial or complete fulfilment of their 
degree.  

ii. The thesis must: 

a. be prepared under supervision 



 
 

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 PRV12064 ‘University College’   CRICOS Provider Code: 02664K 

 
RES-STU-01 Page 6 of 31 Version 1.0, May 2025 

b. be the sole work of the candidate, except where due reference is made to other sources 

c. demonstrate a thorough understanding of the subject matter of the thesis 

d. contribute to knowledge (theoretical or practical) and understanding in the field of study 
concerned, and 

e. demonstrate the capacity of the candidate to carry out research. 

iii. A PhD may be presented as a single research narrative or as a series of publications with a 
synthesis. 

iv. The thesis must be of a nature and length prescribed in the relevant course regulations. The 
word limit for the respective programs will be prescribed in the course rules of progression 
and/or the course unit outline. The language of the thesis must be English. 

v. A candidate may not submit as the main content of the thesis any work or material which has 
been previously submitted for any degree. However, the thesis may incorporate such work or 
material if the candidate identifies the work or material which has been so incorporated and if it 
does not form part of the main content of the thesis. 

vi. Any component(s) of the thesis in media other than text will be submitted in a form approved by 
the Research Committee. 

2.6 Register of Supervisors 

i. Excelsia maintains a Register of Supervisors listing people willing and qualified to supervise HDR 
students. 

ii. In order to be registered on the Register of Supervisors a person must: 

a. complete the relevant application form, and 

b. attach evidence of their qualifications and research activity over the past 5 years. 

iii. Applications are assessed by the Research Committee. 

2.7 Supervisor vacancies and resignations 

i. A student’s enrolment in a HDR thesis will not be impacted following the resignation or other 
vacancy arising when filling a supervisor appointment, either as a principal or co-supervisor. 

2.8 Transfer to PhD 

i. A transfer from a master degree by research to a PhD program may be considered by the 
Research Committee on a case-by-case basis and only in exceptional circumstances. 

2.8.1 Eligibility 

i. The candidate is only eligible to apply for a transfer to a PhD program if they have met all the 
eligibility requirements for entry into the PhD program and can provide all the necessary 
documentation to support their application to the Research Committee. 

ii. The candidate must hold a honours degree class 2 division 1 or equivalent research qualification 
as recognised by the Australian Qualifications Framework. If the candidate does not meet this 
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criterion, then they must demonstrate they have subsequently gained eligibility since 
commencing their master degree by research program by being the sole author or the 
recognised first author on a peer-reviewed publication in a journal ranked by the ABDC journal 
list as a B rank or higher rank publication, or other research output assessed to be equivalent by 
the Research Committee. 

iii. The candidate must demonstrate that the master degree by research project they are 
investigating meets the AQF Level 10 requirement for a PhD degree and that they are making an 
original contribution to knowledge in the field of research. 

iv. Evidence of an original contribution to knowledge may be provided by publication of a peer-
reviewed paper in an ABDC journal ranked at B level of higher. Alternative evidence may be 
provided by an external examination of the master degree by research project where at least 2 
independent external examiners state that the master degree by research thesis provides an 
original contribution to knowledge and is at a standard equivalent to a PhD thesis. 

v. The candidate must meet all the requirements for confirmation of candidature for the PhD 
program and have satisfactorily completed all progress reviews for their master degree by 
research project. 

3 Procedures  

3.1 HDR progression 

3.1.1 Initial and ongoing supervisor communication 

i. Supervision of an HDR candidates commences upon their enrolment in the Thesis Unit or 
otherwise at the commencement of the research active phase of their degree.  

ii. Supervision should not begin until a formal supervision agreement is signed and dated by all 
parties and lodged with the Head of School. This agreement indicates that they have discussed 
the relevant HDR policies and procedures with their supervisors, come to an agreement about 
mutual expectations, and that the candidate and supervisors are willing to undertake the 
responsibilities of their roles. Any change in supervisory panel will require a new supervision 
agreement to be signed by all parties. 

iii. In preparing the formal supervision agreement, supervisors and candidates should discuss 
meeting arrangements, communication and support. These include: 

a. how often supervisors and candidates will meet and for how long 

b. whether meetings will involve the whole panel or one supervisor 

c. how meetings will be called and arranged 

d. whether meetings will be face to face or via electronic means 

e. how notes from meetings will be shared 

f. how communication between meetings will be managed 

g. how supervision will take place at times when a principal supervisor is on leave. 
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iv. Supervisors and candidates will also discuss the candidate’s learning needs, expectations during 
candidature, and understanding of responsibilities of supervisors and candidates. 

v. Supervisors will ensure candidates are aware of the overall framework for their higher degree to 
ensure they are aware of relevant policies, procedures, resources, and milestones for the award. 
In particular, candidates should know how to access the: 

a. Excelsia Research Code of Practice 

b. Requirements of the Ethics Committee 

c. Intellectual Property Policy 

d. Work health and safety policies and procedures, including research safety 

e. Plagiarism policies 

f. Grievance resolution processes 

g. School-specific support information 

h. Counselling and human support services available to all Excelsia students 

i. Online resources and general academic support (including library) 

j. Resources available to candidates including desk space and access to computers. 

vi. The supervisory panel will discuss milestones of candidature and check that candidates have a 
plan for achieving the milestones. They will also discuss when candidates should submit drafts, 
what feedback to expect from supervisors, how long it will take to receive comments on drafts, 
who will receive and comment on drafts, and if candidates should consult anyone in addition to 
members of their supervisory panel. 

vii. With PhD candidates the supervisory panel should discuss whether they should prepare a single 
thesis document or a series of publications together with an overarching justification of their 
topic and discussion of findings in light of the overarching research question. 

viii. Once the supervision agreement is signed, the candidate and supervisor are jointly responsible 
for holding regular discussions on the progress of the research and for providing a detailed 
progress report semesterly or annually or more frequently as specified by the Head of School or 
Director of Research (Graduate Programs).  

3.1.2 Confirmation of candidature 

i. For PhD candidates, confirmation of candidature requires a written document, a verbal 
presentation to a panel and formal written feedback on the presentations and document. 

ii. For master degree by research candidates, confirmation of candidature requires a written 
document only, for which the candidate receives formal written feedback. 

iii. Confirmation of candidature normally should occur within the timeframe stipulated in the 
milestone schedule. For PhD candidates, this is within 1 year of commencing the thesis and for 
master degree by research candidates, this is by the end of the first semester of thesis 
enrolment.  

https://excelsia.edu.au/wp-content/uploads/intellectual-property-policy.pdf
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iv. The Confirmation of Candidature Panel for PhD candidates will comprise their Head of School or 
delegate (Chair), a research-active staff member external to the School, and their supervisory 
panel. External persons may also be invited to assess the proposal as required for specialist 
input. 

v. The Confirmation of Candidature Panel for master degree by research candidates will comprise 
their Head of School or delegate (Chair) and their supervisory panel. 

vi. The date of the Panel will be proposed by the principal supervisor when the candidate and their 
supervisor agree that the candidate is ready.  

vii. All candidates must submit a written proposal and plan of approximately 4,000–15,000 words. 
Length is determined in part by the level of the degree, the focus of the work and the discipline 
area. Candidates should discuss a suitable length with their principal supervisor. 

viii. The Confirmation of Candidature Proposal must include the following: 

a. thesis title (working title) 

b. abstract (overview of the proposal) 

c. the research case (summary of aims and objectives) 

d. intellectual context (literature review linked to aims or hypotheses) 

e. research significance (proposed outcomes, contribution to the field) 

f. research method (design, tools, analyses) 

g. draft ethics application if relevant 

h. project costs, infrastructure requirements and timeline 

i. references. 

ix. Candidates should submit their written proposal and plan 7 days before the scheduled Panel 
meeting. 

x. The written proposal will be assessed according to whether it demonstrates a standard of English 
language sufficient for preparing the HDR thesis, a format and style consistent with the 
discipline, and a level of academic rigour consistent with the award being undertaken. 

xi. At the Confirmation of Candidature Panel meeting PhD candidates only will present a 30-minute 
oral summary of the proposal using relevant visual and/or auditory tools, after which the Panel 
may ask further questions about what has been presented. The oral presentation will be 
assessed for evidence of spoken English competence, presentation skills and ability to respond to 
questions about the research project. 

xii. After assessing the written, or written and verbal, presentation of master level and PhD 
candidates respectively, the Confirmation of Candidature Panel will make its recommendation 
and give formal comments. The recommendation will be one of the following:  

a. Grade 1: Pass 

b. Grade 2: Proposal requires minor adjustments 

c. Grade 3: Proposal requires major adjustments 

d. Grade 4: Proposal is not approved and must be re-submitted. 
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xiii. Where there is a difference of substance between the recommendations of the Panel members, 
the Research Committee will adjudicate the differences. The Chair of the Panel will forward the 
recommendation and comments of the Panel to the Research Committee, the candidate and 
their principal supervisor. 

xiv. If candidates satisfactorily meet the conditions and standards for a research proposal under the 
confirmation of candidature procedure, they will be advised that research can commence 
subject to approval as needed by the Ethics Committee. 

xv. If candidates have not satisfactorily completed the requirements of the confirmation of 
candidature procedure, the Provost may advise that their enrolment be terminated or that they 
transfer into another degree. 

3.1.3 Ethics application 

This section should be read in conjunction with RES-STU-02 Research Ethics Framework. 

i. If the research approved by the confirmation of candidature process involves human 
participants, candidates must submit an ethics application to the Excelsia Ethics Committee. 

ii. For information on the process of ethics application approvals, refer to the Research Ethics 
Framework. 

iii. Candidates must maintain the privacy of research participants and ensure confidentiality of 
research data through its careful and secure storage. Data underpinning research conducted at 
Excelsia (including electronic data) must be recorded in a protected, durable and appropriately 
referenced form. Unless there are compelling reasons, research findings should be publicly 
accessible, especially to research participants. 

3.1.4 Examination 

The Research Committee monitors the examination process. The examination process is managed 
through the Director of Research (Graduate Programs). The Director of Research (Graduate Programs) 
will appoint a member of the Research Office as Examinations Officer who will be responsible for the 
Examination Register and acceptance and distribution of documents. 

1. Notification of Intention to Submit (NOITS) 
The NOITS comprises a declaration by the supervisors that the student is on track for completion by the 
due date. 

i. Supervisors must provide to the Research Office a copy of the draft thesis-in-progress, which was 
used as the basis for signing the NOITS form 

ii. Supervisors must provide to the Research Office a completed Nomination of Examiners Form 

iii. For PhD candidates, the Principal Supervisor must lodge a NOITS form with all required 
attachments three months before the thesis due date. 

iv. For master’s by research candidates, the Principal Supervisor must lodge a NOITS form with all 
required attachments at the latest two weeks before the due date. 
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If by two weeks before the due date the supervisors have failed to nominate eligible examiners, then 
the Director of Research (Graduate Programs) or Head of School must intervene and nominate 
appropriate examiners. Failure to provide the draft thesis-in-progress or the nomination of examiners 
on time may result in delay in the thesis being sent to the examiners. 

In cases where the Research Office receives a thesis that requires minor technical corrections in order to 
comply with examination requirements, the Research and Graduate Programs Coordinator may allow an 
extension of up to one month to make necessary changes. Minor technical corrections include, but are 
not limited to, leaving names of participants in an appendix, minor referencing oversights or formatting 
inaccuracies. 

In cases where the Research Office deems that the thesis in not examinable according to the AQF 
requirements, the Research and Graduate Programs Coordinator will inform the student, supervisors, 
Head of School and Registrar. The Director of Research (Graduate Programs) will recommend 
appropriate action, such as re-enrolment for a further semester or termination of candidature. Students 
may appeal the decision to the Research Committee. 

2. Lodgement of the thesis 
All members of the supervisory panel must review the thesis to assess whether it is in a format suitable 
for examination and confirm that the abstract accurately represents the thesis. This approval is not an 
endorsement that the thesis will pass examination. Within 7 days of lodgement of the thesis, the 
members of the supervisory panel must declare themselves to be satisfied that the thesis meets suitable 
academic standards, and format and presentation requirements, before it may be received by the 
Examinations Officer for examination. 

If any supervisor is not willing to endorse the thesis, then the thesis will not be sent for examination. In 
the event of non-endorsement, a supervisor must advise the candidate and Research Committee in 
writing of the reasons for this assessment. 

Students may lodge an appeal with the Research Committee if they object to the non-endorsement. If a 
candidate wishes to submit the thesis against the recommendation of the supervisory panel, the 
Research Committee will consider submissions from the supervisors and the candidate to determine 
whether the thesis will be submitted for examination and if not, what action should be taken. 

If the Research Committee determines that the thesis be examined against the recommendation of the 
supervisory panel, they may review the nominations for examiners and replace any nominees with other 
suitably qualified examiners in order to ensure a fair assessment of the thesis. 

If the examination is refused, the Research Committee will either award a fail grade, or grant a limited 
extension in order for the student to amend the work to the supervisors’ satisfaction. 

3. Selection of examiners 
i. The thesis is assessed by independent examiners who have expertise in the relevant fields of 

research. Examiners are proposed by the supervisory panel and appointed by the Research 
Committee or its delegate. 

ii. The Research Committee will appoint: 

a. 3 external examiners for a PhD thesis 

b. 2 external examiners for a master’s research thesis. 
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iii. The details of proposed examiners will include: 

a. full names, positions and contact information 

b. curriculum vitae, and 

c. full reasons for their nomination, including their suitability for the particular thesis. 

iv. There will not normally be more than one examiner from any one institution. 

v. A past supervisor of the candidate cannot act as an examiner. 

vi. Examiners are expected to be academically reputable in the field of the thesis, with a body of 
published work, or other publicly recognised output as appropriate for their discipline. Examiners 
should typically hold a qualification at least equivalent to the level of the award being examined. 
For theses using a quantitative methodology, at least one examiner must have demonstrated 
experience with quantitative research. 

vii. Candidates may advise their principal supervisor if there is a particular academic in their research 
field whom they would prefer not to have as an examiner. The candidate does not have to 
provide reasons for these preferences but must declare any conflicts of interest. The supervisors 
do not have to take this advice, nor tell the candidate whether or not they have done so. 

viii. The principal supervisor will check that the possible examiner is agreeable to mark at the right 
time and inform the Research Committee in writing of any persons of concern, as identified by 
the candidate. 

ix. The Research Committee or its delegate will review the nominations as soon as possible after the 
nominations are received and seek advice, as appropriate, from the Director of Research 
(Graduate Programs), Head of School, supervisory panel, and other experts. 

x. Each supervisor and each examiner must sign a declaration that no conflict of interest is believed 
to arise. This includes exclusion for any personal relations and any professional connections 
including being co-authors on papers or creative works within the past 5 years, having worked 
together in any course or module at any institution, having or seeking a grant together within the 
past 5 years. Falsifying this declaration is serious academic misconduct. 

xi. From time to time the Research Committee may impose extra criteria for the appointment of 
examiners, relating to: 

a. the number of theses that any examiner can examine in any single time period 

b. the total number of theses a single examiner can examine within one calendar year 

c. the examiner proved unsatisfactory in the past in discharging the role of examiner. 

Anonymity of examiners 
As a general principle, examiner identity is not revealed to the candidate until reports of the thesis 
examination are returned to the candidate. The identity of examiners will not be disclosed to the 
candidate at any stage if anonymity is requested by the examiner or if the Research Committee 
determines that it would be in the interests of Excelsia to withhold the name. 

If a candidate infers the identity of the examiner(s), they must not contact the examiner(s) concerning 
the thesis at any time prior to the return of examination reports. Violation of this requirement may be 
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construed as an attempt to influence the examination and may give rise to a charge of academic 
misconduct. 

At any other time, the candidate must seek permission from the Research Committee before contacting 
the examiner(s). Any permission granted shall be in writing and require the prior agreement of the 
examiner concerned. 

4. Examination of the thesis 
i. The thesis will be sent by the Research Office to confirmed examiners as soon as possible after 

nomination. 

ii. The examiners will be asked to assess the work to determine if: 

a. the thesis as a whole makes an original contribution to the knowledge of the 
subject with which it deals 

b. the thesis provides a sufficiently comprehensive study of the topic appropriate to the 
degree in the discipline area/s 

c. the methods adopted are appropriate to the subject matter and are appropriately applied 

d. the research findings are suitably set out, accompanied by adequate exposition 
and are discussed critically in the context of the discipline 

e. the quality of English and the general presentation are satisfactory. 

iii. Each examiner is asked to report in writing to the Research and Graduate Programs Coordinator 
within an agreed time. Generally, this is 10 weeks of the date of being sent a PhD thesis and 5 
weeks for a master’s thesis. Examiners may be replaced if a report is not received by 2 weeks 
from the end of the agreed period. 

iv. In the case of Masters’ theses, if the examiner’s report is not received within 10 weeks of 
emailing the thesis initially, the Research and Graduate Programs Coordinator must commence 
processes to terminate the contract with the tardy examiner and engage another examiner. At 
this time, the supervisors are advised that the report has not been received and may provide 
input as to the preferred action. 

v. If a replacement is made, the Examinations Officer will inform the original examiner that their 
contract has been cancelled and that they should not submit a report. No report submitted later 
by the replaced examiner will be considered by the Research Committee. 

vi. Appointing the replacement examiner will follow the usual procedure for nomination. 

5. Outcome of the examination 

i. Each examiner is contracted to produce a report of specified length and to address the published 
criteria in making a judgement. If an examiner finds evidence suggesting misconduct in the thesis 
being examined, they must report this to the Research and Graduate Programs Coordinator and 
should not assign a grade. Where no misconduct is suspected, each examiner must clearly 
recommend an outcome from the following list: 

• Grade 1: The degree is awarded with only minor rewriting of an editorial nature to the 
satisfaction of the Research Office 
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• Grade 2: The candidate is required to undertake minor rewriting to the satisfaction of 
the Research Committee as advised by the appointed reviewer before the degree is 
awarded 

• Grade 3: The candidate is required to undertake rewriting that is of greater magnitude 
than minor editorial changes but less than full resubmission (as identified by the 
examiners) to the satisfaction of the Research Committee as advised by the appointed 
Reviewer before the degree is awarded 

• Grade 4: The candidate is required to make a full revision of the thesis and resubmit the 
thesis for further examination within a specified time. This option is only available once 
for any candidate 

• Grade 5: The degree is not awarded. 

ii. In circumstances where the outcome is not clear, the Research Committee must make a 
determination of the grade. The Research Committee may also: 

• appoint an arbiter 

• invite the examiners to confer with each other and/or with the Research Committee 
with a view to the presentation of a consolidated recommendation.  

iii. In any of these cases the supervisors must advise the candidate of the reason for the delay in the 
decision process. 

6. Responses to examiners 
i. The Examinations Officer will forward the examiners’ reports to the candidate and supervisors.   

The candidate will finish the construction of a revision table with responses to each examiner’s 
comment. For any decision not to amend the thesis, the candidate should include a sound 
argument in the table justifying the reason(s). 

ii. The Research and Graduate Programs Coordinator will facilitate and record the process of 
responding to examiners as follows: 

• If all examiners award a Grade 3 or are split between Grades of 1, 2 and 3, then the 
Research Office may appoint an expert reviewer to assist the supervisors regarding the 
form of response and to present the outcome to the Research Committee. 

• If any of the of examiners award a Grade 4 or Grade 5, then steps will be followed under 
‘Resubmission and re-examination’ below. 

• If a majority of examiners award a Grade 5 the candidate is deemed to have failed the 
thesis subject and will be notified in writing. Where a Grade 5 is awarded for a PhD, the 
Research Committee may recommend the awarding of a master degree by research. In 
this instance the thesis may require resubmission and re-examination for the master 
degree by research award under provisions of the relevant master’s program. 

iii. The response of the supervisor and candidate to examiners should include a table documenting: 

a. each comment/requirement of each examiner 

b. how the student is to respond to the examiner and, 
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c. when the form of the response is approved by the Research Committee or its delegate, 
the response should include where the thesis has been amended to address the 
examiners’ comments (quoting amendments and giving section/page numbers). 

7. Resubmission and re-examination 
The Research Committee must not classify a thesis as a Grade 4 unless, having considered the 
examiners’ reports and any other relevant information, it agrees that the thesis shows some merit and 
may, by a specified amount of further work under approved supervision, be sufficiently improved for 
resubmission. 

A re-examination will be conducted on the basis of specific advice on what must be achieved and given 
to the candidate in writing.  

Where possible, the thesis must be sent for re-examination to the examiner(s) who assigned the Grade 
4. No new criticisms may be introduced by the examiners in the second examination. If any examiner is 
unavailable a replacement will be approached following normal procedures. 

Where rewriting or revising is required, the Research Committee may specify the time period within 
which any additional work shall be completed. Normally all corrections will be made within six months 
of the candidate being advised to make changes for re-examination. 

A candidate undergoing examination revisions/resubmission must complete and submit by the specified 
due date. Otherwise, the candidate will be deemed to have failed the thesis module. A candidate can 
apply for special consideration no later than 10 days after the specified due date. The Research Office 
will take into consideration any delays not attributed to the candidate such as delays by Excelsia staff in 
setting an adjusted due date. 

A candidate whose thesis is classified as requiring resubmission must: 

a. resubmit within the timeframe advised by the Research Committee (with minor adjustments 
based on special consideration if applicable) 

b. submit with the thesis a detailed report on the revisions, signed by the principal supervisor 

c. re-enrol and remain enrolled until the thesis is resubmitted for re-examination. 

If the candidate does not finish in that time frame, the Registrar will require that the candidate show 
cause why their enrolment should not be terminated. 

This resubmission process can only take place once. 

8. Completing the examination process 
The Research Committee determines whether the candidate has achieved a pass in the thesis 
component of their degree. The Research Committee reserves the right to request the Research Office 
to conduct an oral interview on the thesis at any stage after lodgement of the thesis for examination 
(see also the Research Ethics Framework). 

The Research Committee will approve the awarding of the degree when all requirements of the degree 
have been met. The Research and Graduate Programs Coordinator will inform the Registrar of the 
determination of the Research Committee. As soon as possible after the Research Committee meeting 
at which the awarding of the degree is approved, the candidate and the Head of School will be informed 
of the result. 
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3.1.5 Post examination 

In the final stages of candidature, the supervisors should prepare the candidate for ongoing professional 
development and presentations of the research through conferences and publications. In particular, the 
candidate should be encouraged to: develop a publication plan with a view to building their curriculum 
vitae; attend and present at conferences; seek early career funding opportunities; consider networking 
opportunities; and develop professional skills relevant to their intended career. 

When the final copy of the thesis is submitted, it should contain a signed statement to the effect that: 

• this is the final version of the thesis 

• Excelsia is granted the right to make the thesis available in the library 

• the candidate retains all property rights and the right to use the thesis in whole or part in future 
written works 

• in the case of PhD theses, Excelsia is granted the right to use the abstract for notification in 
Dissertation Abstracts International 

From time to time the Research Committee may also require the student to lodge the thesis as a CD 
and/or as a bound copy. 

Copyright 
Where part of the thesis contains work which the candidate has had accepted for publication, or 
published, details of all publications must be clearly stated and appropriate copyright permissions 
obtained. 

Restricted access to thesis 

If the candidate and supervisory panel wish to request restricted access to the thesis for a period after 
the examination process is completed due to concerns about confidentiality or intellectual property, 
they must put their request in writing to the Research Committee at least 4 months before thesis 
submission. 

3.2 HDR supervisors 

3.2.1 Statement on supervisory panels 

i. Excelsia uses a panel system of supervision. Each research candidate has a panel of at least 2 
supervisors, one of whom is designated as principal supervisor, the other(s) as co- supervisor(s). 

ii. The purpose of the panel is to provide expertise and impart skills across a range of knowledge 
and research methods. 

iii. The operation of the panel is determined by the principal supervisor in consultation with the 
candidate and other panel members. 

iv. The Director of Research (Graduate Programs) is responsible for ensuring the quality of 
supervision of HDR candidates in Excelsia. 

v. The Director of Research (Graduate Programs) or Head of School approves the initial thesis topic 
and nominates the supervisory panel and any changes to the composition of the supervisory 
panel over the period of candidature. 

vi. For candidates undertaking research using quantitative methodology, at least one supervisor 
must have demonstrated experience in quantitative research methods. 
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vii. For candidates undertaking research using qualitative methodology, at least one supervisor must 
have demonstrated experience in qualitative research methods.  

viii. The Director of Research (Graduate Programs) and Head of School monitors the workload of 
supervisors having higher numbers of students under their supervision to ensure that all or most 
supervisees are not in the final semester before theses are due or other times of heavy workload 
at the same time. 

ix. The appointment of a supervisory panel, and any changes to the composition of the panel, is 
approved by the Research Committee. 

3.2.2 Supervisory appointments 

i. The Head of School or Director of Research (Graduate Programs) recommends the 
appointment of a supervisory panel to the Research Committee. 

ii. The Head of School or Director of Research (Graduate Programs) will establish that 
proposed members of the supervisory panel are: 

a. listed on the Excelsia Register of Supervisors 

b. qualified to undertake HDR supervision by holding a doctoral degree in a field relevant to 
the candidate’s proposed research, or having equivalent research experience 

c. able to provide relevant expertise in areas of theory or methodology of direct relevance 
to the candidate’s proposal 

d. willing to undertake the task of supervision 

e. normally supervising no more than 6 PhD candidates or 10  masters by research 
candidates; however, a greater supervision load may be permitted where additional 
supervision is recognised within the supervisor’s research allocation in their workload or 
in contractual arrangements where the supervisor has capacity to undertake the 
supervisory load 

f. research active, as defined by the Research Active Determination Policy in the Research 
Quality and Grants Framework, or deemed to have equivalent prior research activity and 
relevant industry, government or professional experience at an executive level 

g. provided with training in research supervision at induction and with learning resources 
relating to supervision on an ongoing basis 

h. in the case of principal supervisors, a full-time, part-time, contract or honorary staff 
member of Excelsia. 

iii. At the time of recommending a supervisory panel the Head of School or Director of 
Research (Graduate Programs) will certify that appropriate resources of space, 
materials and expertise will be available to the candidate. 

iv. The Research Committee will accept the recommended supervisory panel, request further 
information, or reject the panel in part or in full based on the qualifications, expertise and 
capacity of the panel to supervise the candidate. Full reasons will be given in the case that any 
proposed panel member is rejected. 
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3.2.3 The supervisory relationship 

Replacement of supervisor(s) during candidature 
If a breakdown of the supervisory relationship occurs, appropriate attempts at mediation should be 
made by the Head of School or delegate. The Director of Research (Graduate Programs) must be advised 
of the issues that have arisen and be involved in mediation if the issue is not able to be resolved by the 
School. Independent mediators may also be used. 

If appointment of a new principal supervisor is required, then either the co-supervisor or an alternate 
eligible supervisor shall be appointed. Such appointments will be assessed on a case-by-case basis to 
ensure that the candidate is not disadvantaged. The suitability of the co-supervisor or other proposed 
supervisors to be appointed as supervisor must be discussed with the candidate. 

Conflicts of interest 
Supervisors must declare any conflicts of interest at the time of appointment or if such conflicts arise 
during the period of supervision. A conflict of interest in research exists where an individual may 
preference, or be perceived to preference, their own interests or obligations over their duties and 
responsibilities as a researcher. Conflicts of interest may be actual, potential or perceived and involve 
financial and non-financial benefits. The Australian Code for the Responsible Conduct of Research (2018) 
requires researchers to identify, manage and declare circumstances and associations that may give rise 
to a conflict of interest. 

A conflict of interest may exist where a supervisor has a personal relationship with a candidate (e.g., a 
spouse, partner, close friend or family member), or a financial relationship with a candidate (e.g., a 
business or employment relationship, including employment of the candidate as a research assistant) or 
a professional relationship with a proposed examiner (e.g., research collaborator, academic co-worker). 

In all cases where a real or perceived conflict of interest in HDR supervision exists or develops, the 
academic member of staff involved should declare this at the earliest opportunity to the relevant Head 
of School or Director of Research (Graduate Programs). If a personal or financial conflict of interest is 
deemed to exist with the candidate, the member of staff should withdraw from supervising that student 
and every effort should be made to find an alternative supervisor. 

SASH matters 
Respect, trust and professionalism are very crucial when it comes to providing a safe learning 
environment. Sexual or romantic relationships between supervisors and their students are never 
appropriate; they harm the learning and research environment of that student and compromise the 
academic integrity of all parties. A student’s academic progress must never depend on consenting to a 
sexual relationship with their supervisor or a member of staff. Excelsia advocates for the prevention of 
sexual assault and sexual harassment (SASH) and expects reporting of incidents involving sexual assault 
and sexual harassment from all members in accordance with the Sexual Assault and Sexual Harassment 
Prevention and Response Framework. Excelsia will be notified of these incidents when a SASH Incident 
Form, located on the Excelsia website, has been submitted and will act and provide immediate support. 
If such events occur, steps must be taken to determine the safety of the student and to arrange a new 
supervisor for the student(s) involved. The Sexual Assault and Sexual Harassment Prevention and 
Response Framework provides more information of Excelsia’s response and management of SASH-
related situations and includes counselling and support options for those impacted. 

https://www.nhmrc.gov.au/about-us/publications/australian-code-responsible-conduct-research-2018
https://excelsia.edu.au/wp-content/uploads/SASH-Prevention-and-Response-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/SASH-Prevention-and-Response-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/SASH-Prevention-and-Response-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/SASH-Prevention-and-Response-Framework.pdf
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Mentoring candidates 
Supervisors will support and guide HDR candidates in all aspects of their research. Supervisors will 
discuss timelines and milestones with candidates and give practical advice about managing workloads. 
They will monitor the quality of the candidate’s work, providing both oral and written feedback in a 
timely manner. Feedback should also be effective through affirming positive aspects of the work but 
also clearly indicating where improvements could be made. 

Early in the candidature supervisors should encourage the student to develop their writing skills and 
discuss resources such as writing workshops that might be useful. A helpful principle for HDR candidates 
is to ‘write early and write often’. Candidates will be encouraged to participate in writing groups that 
provide peer review as well as academic mentoring. 

Where difficulties arise, due to personal or academic issues, the primary supervisor should seek advice 
from relevant academic leaders such as the Provost or the Director of Research (Graduate Programs). 
Throughout the candidature, but particularly towards the end of the research process, supervisors 
should also discuss career goals and future academic or research activities with the candidate. 

Managing the supervisory relationship 
There are many models of supervisory practice, and further variations according to teaching and 
learning styles. However, the supervisory relationship is of highest importance. The supervisor acts as 
mentor and guide, whilst allowing the candidate sufficient autonomy to take responsibility for the 
products of the research. It is helpful to think of the candidate as a trainee who has ability but needs 
support in developing skills. According to the ECU Graduate Supervisors Workbook (2013, p. 151): 

‘One important aspect of the supervisor’s role is nurturing and supporting the HDR candidate 
during the research process. In this area, the supervisor can: 

• stimulate and maintain student motivation 

• reaffirm the significance of the work 

• encourage attendance and presentation at seminars and conferences 

• involve with the school/faculty community 

• be aware of personal and financial issues 

• take an interest in their future careers! 

• promote research culture and community. 

The supervisor should also provide feedback and help the candidate develop positive self-
esteem. Candidature is full of doubt – make students feel positive every time they leave a 
meeting. This is often done through management of advice and criticism. However, there 
needs to be a balance of praise and criticism – any sub-standard work should be pointed out 
to the candidate and should not be blindly approved.’ 

Building a research culture 
Supervisors and candidates are part of an academic research culture characterised by positive 
expectations, values and behaviours related to the conduct and use of research within teaching and 
learning, and in the broader community. The mentoring relationship should also promote the research 
culture and good research practice. Supervisors should encourage their candidates to participate 
regularly in research-based seminars, conferences and other activities that constitute Excelsia’s research 
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culture. In addition, candidates should be encouraged to attend at least one selected national or 
international research-based conference to participate in the broader research community. Supervisors 
should discuss with candidates the value of publishing their work in peer-reviewed publications and give 
strategic advice about relevant journals and suitable times to work on publications. 

Authorship and publishing 
Publication is the ultimate goal of academic research since publication shares knowledge more widely 
than a single thesis, invites critical review from referees, and tests the standard of the research and 
writing. At Excelsia, doctoral programs may be undertaken by thesis or by publication. However, 
supervisors will strongly encourage all HDR candidates to prepare research papers based on their 
research for submission during or after their period of candidature. 

The authorship of research papers or scholarly materials is an important issue for HDR candidates, 
especially since the candidate is likely to be working in collaboration with supervisors and possibly other 
members of a research team. Candidates should be advised of appropriate authorship arrangements 
and supervisors should discuss joint authorship with students before developing each paper to be 
submitted for publication. Supervisors should also ensure they make a significant and active 
contribution to the development and writing of any paper submitted for publication. 

3.2.4 Supervisor vacancies and resignations 

i. When a principal supervisor resigns or is not appointed to a supervisory panel the co-supervisor 
will be required to act in the place of the principal supervisor consistent with the Responsibilities 
of Supervisors listed in this framework. 

ii. At the commencement of candidature, if the principal supervisor is unable to commence 
supervision, then the co-supervisor has the responsibilities of the principal supervisor to ensure 
the HDR candidate can commence their research on time. 

iii. During candidature, if a supervisor resigns or other vacancy arises in a HDR supervision panel 
then the Director of Research (Graduate Programs) in consultation with the Head of School will 
immediately commence recruitment for a suitably qualified and experienced principal or co-
supervisor or fill the vacancy from amongst the existing pool of supervisors on the Excelsia 
Register of Supervisors, if there is capacity and appropriate expertise. 

iv. During a period of active recruitment of a principal supervisor, a co-supervisor who fills the 
vacancy temporarily will be closely mentored by the Head of Program/Delegated Authority 
determined by the Director of Research (Graduate Programs). 

v. In the eventuality that both supervisors are not available due to departure of a staff member 
from Excelsia, temporary suspension or deregistration of the supervisor or a breakdown in the 
supervisory relationship, a revised panel is to be appointed within 20 working days by the Head 
of Program/Delegated Authority becoming aware of the matter, or within an alternate 
timeframe as reasonably determined by the Head of Program/Delegated Authority. During this 
period the Head of Program/Delegated Authority or nominee may act as a principal supervisor 
for the period until a permanent appointment is confirmed by the Research Committee. 

vi. Where a supervisor is leaving Excelsia for another institution they may apply for endorsement as 
an affiliate supervisor until a new supervisory panel is formed. 

vii. Students must immediately be informed of all such changes to supervisory arrangements. 
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viii. Changes to supervisory arrangements, including a co-supervisor acting in place of a principal 
supervisor on a temporary basis, will be reported to the Research Committee. 

3.3 Variation of candidature 

i. Changes to candidature details must be formally approved and recorded on the student record 
system. It is expected that changes will be made in the thesis topic and title over the course of 
candidature; hence, a working title is used until the thesis is submitted for examination. 

ii. Changes to the supervisory panel can only be made with permission from the Director of 
Research (Graduate Programs) and Research Committee. However, continuity of expertise is 
important for candidates and changes should only be made in cases where additional expertise is 
required, or if a supervisor is unable to continue in that role. 

iii. Changes in mode can be made in some circumstances. Candidates may change between full and 
part-time enrolment if necessary: for example, the need to find part-time work. However, in 
normal circumstances scholarship holders must be enrolled full-time and, as an Australian 
Government visa requirement, international candidates are not permitted to enrol part-time. 

iv. Candidates may normally apply for leave of absence during their candidature. A candidate will be 
encouraged to take leave if problems are interfering with progress and there is an expectation 
that a period of leave will allow time to resolve the problem. The problems may include ill health, 
health problems within the family, short-term professional pressures, personal emotional issues 
etc. During periods of leave the candidate is not enrolled and may not access College resources, 
including contact with supervisors. In cases of authorised leave the maximum period of 
enrolment is adjusted to account for the period of leave. International students must consider 
whether leave of absence is permitted under their visa requirements. 

3.4 Transfer to PhD 

3.4.1 Application process 

Eligible candidates must present in writing to their principal supervisor a document containing evidence 
of eligibility (refer to Transfer to PhD Policy) and clearly state they wish to have their master degree by 
research candidature transferred to the PhD program. 

The candidate must present a detailed plan and timeline for completion of the PhD research project 
demonstrating how the scope of the project will be changed from the Master-level project to meet the 
requirements for a PhD-level research project. The PhD research project plan should include evidence of 
all portions of the research that have been completed and indicate all areas of the research project that 
remain to be completed up to the date of thesis submission. 

The principal supervisor must write a detailed report to be endorsed by the Head of School and 
submitted to the Director of Research (Graduate Programs) providing evidence that the candidate has 
conducted research at the level equivalent to the PhD and has made an original contribution to 
knowledge and a justification for recommending the transfer. 

The Head of School must verify all independent evidence that the candidate is conducting research at 
the PhD level and has made an original contribution to knowledge in their field of research. 
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The Head of School is required to submit through the Director of Research (Graduate Programs) to the 
Research Committee all evidence relating to the application for transfer from the Master degree by 
research to the PhD program that has been submitted by the candidate, the principal supervisor and any 
other independent examiners or assessors of the research project. The Director of Research (Graduate 
Programs) must make a recommendation to the Research Committee either supporting or rejecting the 
candidate’s application. 

3.4.2 Review and assessment 

The Research Committee is required to review all documents submitted on behalf of the candidate, 
principal supervisor and all independent external assessor reports. 

The Research Committee may call for any additional evidence or require additional expert evidence to 
assess that the proposed research project is making an original contribution to knowledge and meets 
the AQF requirements for a Level 10 award. 

The Research Committee is required to make a determination regarding whether the candidate has met 
all the eligibility requirements for a PhD, has a detailed research plan to complete the proposed PhD 
research project, has access to sufficient resources and supervisor capability, and has capacity to 
complete the proposed PhD thesis according to the proposed completion project plan and timeline. 

3.5 Appeals to Research Committee 

3.5.1 Appeal matters 

i. Students may appeal to the Research Committee on any matter within its jurisdiction, including: 

a. appeal to an extension of a thesis deadline 

b. appeal to be allowed to submit a thesis even when a particular deadline has been missed 

c. appeal to have their thesis examined without supervisor endorsement 

d. appeal to have their thesis grade amended (on procedural grounds only). 

ii. The Research Committee will not consider a matter relating directly to the payment of fees. 

3.5.2 Appeal process  

i. The appeal must be lodged within 10 days of the deadline or event in question or within 10 days 
of notice from the Research Office to the student. 

ii. Appeals are made by email to the Research and Graduate Programs Coordinator, who adds the 
appeal to the agenda of the next Research Committee meeting. 

iii. The Research and Graduate Programs Coordinator will present the appeal and any relevant 
information on the student and their thesis progression to the meeting. 

iv. When the matter has been resolved, the Research and Graduate Programs Coordinator will 
communicate the result in writing to the student, principal supervisor and Head of School, and 
record the details in a Research Office Register. 

v. The Research Committee will not consider an appeal on the same matter more than once unless 
significant new information is introduced. 

vi. The Research Committee will not consider an appeal from a student who: 
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a. is suspended, or 

b. has a matter currently being considered by the Provost, the Grievance Committee or any 
external body. 

3.5.3 Appeals regarding extensions 

i. Appeals for an extension based on Special Consideration must be submitted no later than 10 
days after the deadline. 

ii. The power to consider appeals for extensions to thesis deadlines based on special consideration 
may be delegated by the Research Committee to the Director of Research (Graduate Programs). 
The student makes an appeal for Special Consideration using the Application for Special 
Consideration Form. The delegate records the matter and decision in the Special Consideration 
Register and reports all matters to the next meeting of the Research Committee. 

iii. When the Research Committee or delegate approves an appeal for an extension to the Q3 
deadline, the prior dates for the lodging of NOITS and thesis are unchanged, and if necessary, 
must be appealed separately. 

iv. When the Committee or delegate approves an appeal for an extension to the lodgment of the 
NOITS form and draft or work-in-progress thesis, the thesis due date deadline is extended by the 
same number of days. 

v. Students who have demonstrated satisfactory progress through regular reports and who can 
demonstrate any of the four permissible types of circumstances listed below can be approved a 
special extension of up to two months. However, the circumstances that form the basis of the 
appeal must have materially affected the student’s ability to meet a deadline. 

a. Medical (with a medical certificate as supporting evidence) 

b. Bereavement (supported by funeral or similar notice) 

c. Official (evidence of studies being significantly interrupted by court, jury duty, 
immigration requirements, or similar official business the timing over which the student 
has no control) 

d. Unforeseen circumstances of a serious nature (beyond a student’s control, for which the 
student is not responsible, and which will prevent the student from timely meeting of a 
thesis deadline). 

3.6 Appeals against determinations of Research Committee or its sub-committees 

i. If a student considers that the Research Committee did not follow the policy or processes 
correctly, they may appeal to the Provost. 

ii. If the Provost determines that a breach to process has occurred the decision may be overruled 
and the decision of the Provost will stand. 

iii. The outcome is reported to the Research and Graduate Programs Coordinator and to the 
Research Committee. 

iv. If no breach in process is found by the Provost but the student feels the outcome is unfair or 
unjustified, the matter can be raised with the Grievance Committee. The outcome is reported to 
the Research and Graduate Programs Coordinator and to the Research Committee 

https://excelsia.wufoo.com/forms/application-for-special-consideration/
https://excelsia.wufoo.com/forms/application-for-special-consideration/
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4 Specifications for the thesis guidelines 

All HDR candidates are required to prepare a thesis in partial or complete fulfilment of their degree. The 
thesis must be: 

• prepared under supervision 

• be the sole work of the candidate, except where due reference is made to other sources 

• demonstrate a thorough understanding of the subject matter of the thesis 

• contribute to knowledge (theoretical or practical) and understanding in the field of study 
concerned 

• demonstrate the capacity of the candidate to carry out research.  

4.1 Mode of thesis 

There are 3 typical forms of a thesis: 

• text only 

• a combination of text and a creative piece in some disciplines (performance, composition etc.), 
where any components of a thesis in media other than text should be submitted in a form 
approved by the Research Committee 

• a series of papers (PhD). In exceptional cases, work done jointly with other persons may be 
accepted, provided that the Research Committee is satisfied as to the candidate’s part in the 
joint research and the contribution is weighted accordingly. 

4.2 Length of thesis 

The thesis must be of a nature and length prescribed in the relevant course regulations. The word limit 
for the respective programs will be prescribed in the course rules of progression and/or course unit 
outline. In general, the candidate can exceed the upper bound of the word limit by at most 10%; any 
more than this must be justified in writing by the candidate and supervisor before submission. The 
Examinations Officer will confirm with the examiners that they are prepared to examine an over-length 
thesis. 

4.3 Language 

The language of the text thesis must be English. However, quotations may be in other languages if a 
translation is provided. 

4.4 Previous publication 

A candidate may not submit as the main content of the thesis any work or material which they have 
previously submitted for any degree. However, the thesis may incorporate such work or material if the 
candidate identifies the work or material which has been so incorporated and if it does not form part of 
the main content of the thesis.  

4.5 Form of submission 

A candidate must submit all text components of a thesis as a Word document or PDF. Works in other 
media should be submitted as directed by their Head of School. 
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4.6 Declaration 

Cover sheets must contain a declaration of authenticity signed by the candidate to the effect that the 
work has not been submitted for a higher degree to any other institution and that the candidate has 
included in the thesis the sources of information and the extent to which the candidate has used the 
work of others. This declaration must be accompanied by a report from the plagiarism detection 
software in use at Excelsia. The supervisors must provide a copy of the software report and a 
declaration that they have checked this plagiarism detection report and have made sure that all possible 
duplications are properly quoted and cited. 

4.7 Structure of text component of thesis 

Unless otherwise specified by the School, these guidelines will be used for the structure of the thesis.  

4.7.1 Elements 

The thesis should include the following elements seriatim: 

i. a title page giving the title of the thesis in full and a statement setting out: 

a. the degree for which the thesis is submitted 

b. the name of the candidate 

c. the School in which the candidate is enrolled 

d. the name of Excelsia University College in full 

e. the year of submission. 

ii. a table of contents 

iii. an abstract 

iv. a declaration of authorship as described above, with an acknowledgment of any help given or 
work carried out by another person or organisation 

v. the main text 

vi. appendices, if any 

vii. a list of references (if not included as footnotes). 

4.7.2 Referencing 

The thesis must include citations for all sources. Since styles of referencing vary between disciplines, 
candidates should use the referencing style used most commonly in the discipline in which they are 
enrolled. That style must be used consistently throughout the thesis. 

4.7.3 Format of thesis 

The text of a thesis is to be typed using a standard font such as Times New Roman in 12-point size. Lines 
should be given 1.5 spacing with paragraphs separated by one additional line. 
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4.8 Structure of a journal-based PhD thesis 

Submission of a thesis as a series of papers is available only for a PhD. Approval must be sought from the 
Research Committee to submit a PhD thesis in the form of a series of publications at least 4 months 
prior to the expected date of submission. 

The examiners are asked to make a global judgement about the scope and quality of the work contained 
within the portfolio and to indicate the extent to which its cumulative nature warrants a doctoral award. 
The work should meet the criteria for any PhD thesis. 

Requirements for submission of PhD thesis as a series of publications are: 

• an overarching statement that serves to introduce and link the assessable work. It should refer 
to the research papers and explain the research elements in terms of: their temporal sequence 
and interdependence; their explication of the candidate’s research questions; and their 
contribution to the field of scholarship. at least 3 research papers that have been peer reviewed 
or accepted for publication, or published in peer-reviewed publications. Each paper will have a 
designated scholarly outlet in a refereed journal, or as a book chapter in an edited academic 
volume 

• where there are multiple authors, the candidate will normally be the first author 

• the work must be conducted and completed during the period of enrolment. 

5 Roles and responsibilities 

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

Role Responsibility 

Co-supervisors • Responsibilities of co-supervisors (or other members of the 
supervisory panel) include the following: 

a. ensure regular contact and communication are 
maintained with the candidate via a mutually agreed, 
documented mechanism that is reviewed annually by the 
candidate and supervisor 

b. act in place of the principal supervisor when the principal 
supervisor is briefly absent from Excelsia 

c. provide feedback to the candidate at regular times of 
review and at other times when specifically requested to 
do so. 

Director of Research 
(Graduate Programs) 

• Monitoring HDR candidate progression and taking intervention 
measures as outlined in this framework 

• Managing the HDR Examination process in accordance with this 
Framework 

• Ensuring the quality of supervision of HDR candidates 

• Certifying that appropriate resources of space, materials and 
expertise will be available to the candidate 
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Ethics Committee • Assessing ethics applications in accordance with this framework 
and the Research Ethics Framework 

Research and Graduate 
Programs Coordinator 

• Adding HDR student appeals to the agenda of the Research 
Committee and presents such appeals to the Research 
Committee 

• Upon resolution of an appeal to the Research Committee, 
communicating the result to the student, principal supervisor 
and Head of School, and record the details in a Research Office 
Register 

• Allowing extensions of up to 1 month for a thesis to address 
minor technical corrections in accordance with this framework  

• Terminating the contract with tardy examiners and engage 
another examiner 

• Informing the Registrar of the determination of the Research 
Committee regarding a student passing their thesis 

Examiner • Assessing the thesis to determine if: 

f. the thesis as a whole makes an original 
contribution to the knowledge of the subject 
with which it deals 

g. the thesis provides a sufficiently comprehensive 
study of the topic appropriate to the degree in the 
discipline area/s 

h. the methods adopted are appropriate to the subject 
matter and are appropriately applied 

i. the research findings are suitably set out, 
accompanied by adequate exposition and 
are discussed critically in the context of the 
discipline 

j. the quality of English and the general 
presentation are satisfactory 

• Reporting in writing to the Examinations Officer 
within an agreed time, clearly recommending an 
outcome for the thesis in accordance with this 
framework 

HDR candidate • Meeting regularly with allocated supervisors upon enrolment in 
the Thesis Unit 

• Maintaining satisfactory progression in HDR course each 
semester and progress through milestones of the candidature in 
order to submit a thesis for examination 

• Meeting the academic and ethical requirements and milestones 
of their HDR course as outlined in this framework 

Head of School • Assessing entry applications and SOIs of HDR candidates in 
accordance with the Admissions Framework and this 
Framework 
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• Monitoring HDR candidate progression and taking intervention 
measures as outlined in this framework 

• Approves the initial thesis topic and nominates the supervisory 
panel and any changes to the composition of the supervisory 
panel over the period of candidature 

• Certify that appropriate resources of space, materials and 
expertise will be available to the candidate 

Principal supervisor • Responsibilities of the principal supervisor include the 
following: 

a. ensure the candidate is aware of the relevant policies, 
procedures and guidelines for their candidature, and the 
rights and obligations of HDR candidates 

b. ensure the candidate is able to access resources and 
information necessary to pursue the research project 

c. ensure the candidate is aware of important milestones 
(such as confirmation of candidature, and regular reports) 
and is prepared to complete such milestones 

d. recommend action with respect to proposed changes to 
the candidature, including changes to: 

o the thesis title 

o supervisory panel membership 

o mode of enrolment 

o leave of absence 

o early submission for examination 

o extension of scholarship 

o extension of candidature; or 

o an application to upgrade to doctoral candidature 
from research masters. 

e. ensure regular contact and communication are 
maintained with the candidate via a mutually agreed, 
documented mechanism that is reviewed annually by the 
candidate and supervisor 

f. ensure that appropriate applications for ethics approval 
relating to primary or secondary data are prepared and 
submitted by the candidate; monitor the ethical conduct 
of the research project; and report any apparent breaches 
of ethical research. 

g. recommend relevant courses of study (pertaining to 
important theory and research methodology) as required 
for successful completion of the research 

h. provide constructive, critical, and (where requested) 
written assessments of the candidate’s work to the 
candidate within one month of the submission of the 
work 
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i. provide immediate advice to the Head of School or 
Director of Research (Graduate Programs) if the candidate 
is likely to fail to attempt or complete a milestone 
satisfactorily 

j. provide formal advice on progress of the candidature to 
the Head of School or Director of Research (Graduate 
Programs) via the annual review process 

k. negotiate agreement between the candidate and 
members of the supervisory panel concerning authorship 
of publications and ensure that contributions are 
acknowledged during and after candidature 

l. provide advice to the Director of Research (Graduate 
Programs) on the appointment of thesis examiners as 
soon as possible after the student has declared in writing 
their intention to submit 

m. certify that the thesis is in the correct format for 
examination 

n. Allow candidates to indicate examiners they would not 
want to examine their thesis but otherwise maintain 
confidentiality of all possible examiners 

o. comment on examiners’ reports and assist their students 
in the revision process 

p. endorse completion of amendments 

q. all other relevant administrative actions concerning the 
candidate's progress. 

Provost • Monitoring, implementing and reviewing this Framework 

• Assessing appeals from HDR students against determinations 
of the Research Committee or its sub-committees 

• Advising termination of student’s enrolment or transfer to 
another degree if HDR candidates do not satisfactorily 
complete the requirements of the confirmation of candidature  

Registrar • Authorising a ‘show cause’ notice for HDR candidates with 
unsatisfactory progression in accordance with this framework 

Research Committee • Appointing examiners in accordance with this framework 

• Monitoring the HDR examination process 

• Monitoring HDR candidate progression and taking 
intervention measures as outlined in this framework 

• Assessing supervisor applications in accordance with this 
framework 

• Considering HDR candidate appeals in accordance with this 
framework 



 
 

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 PRV12064 ‘University College’   CRICOS Provider Code: 02664K 

 
RES-STU-01 Page 30 of 31 Version 1.0, May 2025 

6 Definitions 

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

Term Definition 

external examiner A subject matter expert who is neither a current employee of Excelsia, nor 
an employee within the last 3 years prior to the thesis submission 

research misconduct A serious breach of the ACRCR and where the breach is also intentional, 
reckless, persistent or negligent. A breach of the ACRCR may include but is 
not limited to: 

• plagiarism (including self-plagiarism or recycling academic 
publications, using confidential information as in manuscripts under 
review, and ghostwritten academic work, unauthorised use of AI 
such as ChatGPT) 

• falsification of data or misrepresenting research processes 

• fabrication of data 

• improper use of research funds 

• conflict of interest affecting an outcome 

• research conducted without relevant ethical review and approval. 

Examples of research misconduct include any of the above breaches that 
involve deliberation, recklessness, persistence, or gross negligence, 
particularly where the breach may result in unreasonable risk of harm to 
people or the environment. Research misconduct also includes the wilful 
concealment or facilitation of research misconduct by others 
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