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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 students at Excelsia University College (Excelsia) who have accepted
the offer of a place at Excelsia, and to all Excelsia staff responsible for education services to students.

The Overseas Student Health Cover (OSHC) Procedure applies to staff in the Registrar’s Office and
Finance Department with responsibility of ensuring that overseas students who require OSHC are
provided with the correct cover, as per their individual circumstances, and that their cover is for the
duration of their study.

2 Policy purpose and principles

The purpose of this framework is to:

e establish and maintain a uniform policy and procedure which ensures the efficient, transparent
and fair management of student enrolments, orientation, overseas student health cover, and
internal course transfers, including setting out the limited circumstances in which overseas
students may vary their study progression and enrolment

e set out Excelsia’s approach to and process for requests from overseas students to transfer
between registered education providers

e establish student requirements for achieving satisfactory attendance in academic programs, and
staff procedures for monitoring and recording attendance

e ensure the integrity of all awards conferred by the Excelsia Board of Directors by providing clear
policy and procedures regarding the eligibility for and conferral of Excelsia testamurs and other
academic documents of Excelsia, including mechanisms whereby Excelsia can verify the
authenticity of official academic documentation, and the procedures for award presentation at
the graduation ceremony.

Excelsia’s approach to this policy framework is guided by the following principles.
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2.1 Enrolment
2.1.1 General

i.  Excelsia pre-enrols each student in their units for the upcoming semester based on the study
load requirement of their admission (full-time or part-time), taking into account the
student’s course progression to date. Excelsia has mechanisms in place for students who
wish to vary their enrolment (Variation to Enrolment, Leave of Absence, and Reduced Study
Load). Every student remains enrolled in a unit or course until:

a. the student notifies the Registrar’s Office in writing of their withdrawal from a unit of
study using the Variation to Enrolment Form; or

b. the student applies to the Registrar’s Office to withdraw from the course using the
Course Withdrawal Form

c. the student is excluded or has their enrolment terminated.
ii. Unless otherwise determined:

a. astudent who enrols for three-quarters (0.75 EFTSL) or more of the work of a year is
to be deemed as a full-time student.

b. astudent who enrols for less than three-quarters of the work of a year is to be
enrolled as a part-time student.

2.1.2 Monitoring enrolment of students

i.  Students who are accepted into their course on a full-time basis will be enrolled into a full-
time study load, unless they contact the Registrar’s Office prior to the start of the semester
and are given an exemption.

2.2 Enrolment variation, suspension and cancellation

i.  Students must apply using the relevant official application form found in ExO and on the
Excelsia website. Any requests made via email or otherwise will not be considered.

2.2.1 Deferral

i.  Astudent who has accepted their place in a course at Excelsia may be permitted to defer
starting their studies, provided the teaching period for the semester they are due to
commence their studies has not started, and the student has not engaged in any activities
online.

ii. Domestic students may apply to defer the start of their course for up to two consecutive
semesters.

iii.  Overseas students who have had their visa approved and arrived on campus may apply to
defer the start of their course for one semester only.

iv.  Students who wish to defer the commencement of their studies must apply to the
Registrar’s Office using the Deferral Request Form.
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v. Deferral of the commencement of studies by overseas students is permitted only on the
grounds of compassionate or compelling circumstances. Students will be required to provide
evidence of the compassionate or compelling circumstances, as follows.

a. Medical certificates provided as evidence must:
e beissued by a registered specialist doctor
e state that the student has a medical condition and is unfit for class
e state the length of time the student will be unfit for studies
e include the doctor’s contact details.

b. Death certificates provided as evidence must be certified and translated into English if
applicable.

c. Evidence of an upheaval or disaster must be within reasonable proximity to the student’s
family.

d. Evidence of a traumatic experience must include a police report or report from a
psychologist or qualified professional and must include the contact details of the writer.

e. In cases of mental health, the student must provide evidence of counselling and/or
psychiatric treatment. This evidence must show that the student is receiving ongoing
treatment for their illness. It should also show how and when this treatment plan will
enable the student to resume full studies, noting that for overseas students a new CoE
may not be able to be issued until such time that they can provide medical evidence
clearing them to return to study.

vi.  Excelsia will inform an overseas student of the impact of deferring their enrolment on their
student visa.

vii.  Asrequired under Section 19 of the Education Services for Overseas Students (ESOS) Act
2000, the Registrar’s Office must notify the Department of Home Affairs and the Department
of Education, via PRISMS, where the student’s enrolment is deferred, and keep complete
records in the student’s file.

2.2.2 Withdrawal

i.  Astudent may apply to withdraw from Excelsia using the Course Withdrawal Form available
on the Excelsia website. Approved course withdrawal applications will result in the student’s
enrolment being cancelled.

ii. Some conditions exist for overseas students on student visas who wish to cease studying or
transfer to another provider. Current conditions are outlined in the National Code of Practice
for Providers Education and Training to Overseas Students 2018.

iii.  Students wishing to withdraw should first discuss their withdrawal with their Course
Coordinator.

iv.  Withdrawals made after census date will incur full financial liability of all enrolled units.
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v.  Students should refer to the Refund Policy in the Financial and Administration — Student
Framework for information regarding refunds of tuition fees.

2.2.3 Leave of absence and reduced study load

i.  Students are eligible for 12 months leave of absence (two semesters) for courses of more
than two years in length, based on a full-time study load.

ii.  For courses with a full-time study load length two years or less, the maximum leave
permissible for a student to take is six months (one semester).

iii. If approved, leave of absence is initially approved for one semester (6 months).

iv.  Ordinarily, students wishing to apply for a leave of absence from study (suspension of
studies) or a reduced study load must have successfully completed at least one full-time
semester of study and be of good academic standing.

v. Research students may be declined leave or a reduced study load based on additional factors
that may make it impossible for students to return to or prolong their research study, or if it
is found that any such request will significantly disadvantage their ability to successfully
complete the course. This may include consideration of aspects such as the availability of
adequate supervisors, maintenance of adequate course progression, or the currency of their
research. In situations where any of these cannot be guaranteed, continuation of
candidature may not be possible and therefore their request cannot be granted.

vi.  Students wishing to apply for a leave of absence should apply using the Leave of Absence
(Suspension of Studies) Request Form. Students wishing to apply for reduced study load
should apply using the Reduced Study Load Request Form. Requests made via email will not
be accepted and Excelsia takes no responsibility for any failure to reply to such requests.

vii.  Excelsia can only approve applications requested by an overseas student on the grounds of
compassionate or compelling circumstances. Such circumstances are generally those which
are outside the control of the student, and which have an impact on the student’s course
progress or wellbeing. Examples include, but are not limited to: serious illness or injury of the
student; bereavement of a close family member (spouse, sibling, parent, grandparent); major
political upheaval or natural disaster in the student’s home country; a traumatic experience.
Students will be required to provide evidence of the compassionate or compelling
circumstances as follows:

viii.  Medical Impact Reports provided as evidence must:

e beissued by a registered specialist doctor or, in the case of pregnancy-related
illness or complications, a GP or midwife

e state that the student has a medical condition and is unfit to study
e state the length of time the student will be unfit for studies
e include the doctor’s contact details.

ix.  Death certificates provided as evidence must be certified and translated into English if
applicable.
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Xx.  Evidence of an upheaval or disaster must be within reasonable proximity to the student
and/or their family.

xi.  Evidence of a traumatic experience must include a police report or report from a psychologist
or qualified professional and must include the contact details of the writer.

xii.  In cases of mental health, the student must provide evidence of counselling and/or mental
health treatment. This evidence must show that the student is receiving ongoing treatment
for their illness, including at least two appointments completed to date. It should also show
how this treatment plan will help enable the student to resume full studies, noting that for
overseas students a new CoE may not be able to be issued until such time that they can
provide medical evidence clearing them to return to study.

xiii.  For students who withdraw from their course after taking leave of absence, the Refund Policy
in the Financial and Administration — Student Framework will be applied and their leave of
absence date will be considered as the student’s end of study.

xiv.  Overseas students must maintain enrolment in a full-time study load at all times until they
receive confirmation that their request has been approved. Failure to do so may result in
them being in violation of their student visa conditions.

xv.  Excelsia must inform an overseas student that any leave of absence may affect their student
visa.

xvi.  Asrequired under Section 19 of the Education Services for Overseas Students (ESOS) Act
2000, the Registrar’s Office must notify Department of Home Affairs and the Department of
Education, via PRISMS, where leave of absence has been approved, and keep complete
records in the student’s file.

xvii. A new CoE for an overseas student will only be issued when evidence can be provided of a
time when the student is fit and able to resume their studies.

xviii.  Students who require to be absent for a short period of time (up to 10 working days) during a
study period must submit a short-term leave request.

xix.  Students will be marked as absent for classes that they miss during granted short-term leave.

xx.  Short-term leave requests must include supporting documentation, for example, a copy of an
itinerary or medical certificate.

xxi.  Students must continue attending class until an outcome for their request is received in
writing.

2.2.4 Suspension or cancellation of enrolment
i.  Reasons for suspending or cancelling a student’s enrolment include:
a. non-payment of fees

b. unsatisfactory course progress (as per the Student Learning Framework) or if mandatory
requirements of the course are not completed (e.g. Working With Children Check, Police
Check)

c. academic misconduct (Academic Integrity Framework)
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d. misconduct (Student Code of Conduct)

e. where Excelsia feels a student is not making a genuine attempt to complete their course.
This includes, but is not limited to, cases where students do not attend classes in all or
the majority of their units, who do not regularly engage in online learning where units are
delivered partially or fully online, or who fail to submit assessment tasks or other
assigned work on a regular basis. In such cases, students will be asked to show cause as
to why their enrolment should be maintained. Students who are unable to show cause
within 10 working days will have their enrolment cancelled

f. where a student fails to maintain their unit enrolment after a scheduled student break
period. Excelsia considers this to be a cancellation of an enrolment initiated by the
student. Reasonable steps will be taken by Excelsia to locate or contact the student to
confirm reasons for failure to return. In such circumstances, Excelsia is not required to
provide the student with 20 working days to appeal.

ii.  Excelsia must inform the student of its intention to suspend or cancel their enrolment and
notify them that they have 20 working days to appeal the decision in accordance with the
Student Grievance Framework.

iii.  Students have the right to appeal a decision to suspend or cancel their enrolment.

iv.  Where a student’s health or wellbeing, or the wellbeing of others, is likely to be at risk, there
will be no opportunity for an appeal. A student’s enrolment will be cancelled immediately.

v. Asrequired under Section 19 of the Education Services for Overseas Students (ESOS) Act
2000, the Registrar must notify the Department of Home Affairs and the Department of
Education, via PRISMS, of suspension or cancellation of an overseas student’s enrolment.
Where a student has appealed Excelsia’s decision, Excelsia will not notify the Department of
Education of a change to the enrolment status of the student until the student grievance
process (including externally, where relevant) is completed and if the decision is upheld.

2.2.5 Extension of Confirmation of Enrolment (CoE)

i. Inverylimited circumstances Excelsia may extend an overseas student’s CoE. This will only
occur as a result of:

e compassionate or compelling circumstances, or
e an approved deferment or leave of absence, or

e astudent’s course progression being otherwise affected, resulting in an extended end
date to complete their course, or

e asituation where a student is at risk and is participating in appropriate interventions.

ii.  Where a variation has been approved by the Registrar’s Office, Excelsia must correctly report
the change via PRISMS and issue a new CoE to the student.

2.3 Orientation

i. Itis compulsory for all commencing students to attend Orientation, including all assigned
online modules.
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All students who commence without attending Orientation must visit the Registrar’s Office
before attending their first class to complete their enrolment.

Students who fail to successfully complete their online orientation modules will not have
access to their learning content and will risk having their enrolment being cancelled.

2.4 Course transfer

2.4.1 Internal

Vi.

Vii.

viii.

Students applying to transfer to another Excelsia course must apply using the online Course
Transfer application with relevant documentation supporting their request.

Requests should be made at least two weeks prior to commencement of the teaching period
for the intended new course. Any request made after a course has already begun is unlikely
to be approved.

Applicants are required to undertake any auditions and/or interviews relevant to the new
course they are transferring into as part of this transfer process.

Applicants must remain enrolled in their current course until they are advised about the
outcome of their request.

To be considered for a transfer, students will normally have maintained satisfactory progress
in their course by passing at least 50% of their enrolled credit point load.

Excelsia assesses the request to transfer to a different course of study based on merit and
whether the student meets the general admissions requirements, English language
proficiencies, artistic capabilities and any other associated conditions of course approval
(including minimum age criteria) that are in line with the course accreditation.

Approval of applications will be determined on whether a place within the course is available
at that time.

In certain cases, Excelsia may defer assessment of a transfer request until the applicant has
resolved any concerns encountered in their existing course regarding:

a. academic or general misconduct

b. course progression

c. outstanding financial liability.

In limited circumstances Excelsia may decline a request to transfer after assessment if:

a. the welfare of the applicant or another student is viewed as being put at risk by the
approval of the transfer, or

b. the applicant is attempting to circumvent the minimum course progression standards.

Students who feel that they have been disadvantaged by the transfer process may appeal
under the Student Grievance Framework.
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2.4.2 Overseas students wishing to transfer from another registered provider to Excelsia

Excelsia does not admit any transferring overseas student into one of its courses prior to six
months of their principal course having been completed unless that student has a valid
release from the other registered provider agreeing to such a transfer.

2.4.3 Overseas students wishing to transfer from Excelsia to another registered provider

iv.

Overseas students enrolled in the first six months of their principal course of study require a
formal release before they may transfer to another provider. Students who have been
enrolled for more than six months can apply for transfers without requesting a formal
release.

Obtaining release from Excelsia is conditional. Students must demonstrate that they satisfy
one of the following conditions:

a. The student has a conditional offer from Excelsia and Excelsia did not meet the conditions
of their offer; or

b. Continuing their course at Excelsia is not in the best academic interest of the student; or
c. There are special circumstances in favour of the student moving to another institution.
Additionally, a transfer may be considered:

a. where there is evidence of compassionate or compelling circumstances, as defined by
this policy framework

b. where Excelsia fails to deliver the course as outlined in the Written Agreement in the
Letter of Offer

c. where there is evidence that the overseas student’s reasonable expectations about their
current course are not being met (such as correspondence between the overseas student
and Excelsia or marketing materials given to the overseas student prior to enrolment, and
setting particular expectations about the course)

d. where there is evidence that the overseas student was misled by Excelsia or an education
or migration agent regarding Excelsia or its course, and the course is therefore unsuitable
to their needs and/or study objectives

e. where an appeal (internal or external) on another matter results in a decision or
recommendation to release the overseas student

f. where the overseas student will be reported on PRISMS because they are unable to
achieve satisfactory course progress at the level they are studying, even after engaging
with an intervention strategy. The report on the overseas student’s course progress
should occur even if the transfer request is granted. As under the National Code of
Practice for Providers of Education and Training to Overseas Students 2018 (National
Code 2018), Excelsia reserves the right to refuse transfer requests from overseas students
who are not genuinely engaging with an intervention strategy with the intention of failing
and being released.

A release will not be granted to an overseas student if either:
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Vi.

a. the student owes fees to Excelsia, or

b. Excelsia forms the view that the student is seeking a transfer only to avoid being reported
to Department of Home Affairs for failure to meet minimum academic progress
requirements.

If Excelsia refuses an overseas student’s request for release, then the student has the right to
appeal using the Student Grievance process. Excelsia will not finalise the student’s refusal
status in PRISMS until the 20-working day appeal period has elapsed, the appeal finds in
favour of Excelsia, or the student withdraws from the appeal process.

If Excelsia grants the overseas student’s request for release and the overseas student
subsequently intends to study at a lower Australian Qualifications Framework (AQF) level,
the student will need to apply for a new student visa.

2.5 Attendance

Vi.

Vii.

Excelsia encourages students to attend 100 per cent of all classes. For semester-long units,
Excelsia requires students attend a minimum of 80 per cent of all seminars, workshops, or
lectures, unless otherwise stated in the course unit outline.

In some units, the attendance requirement may vary from the general requirements. For
example, 100 per cent attendance may be required for mandated coursework in child
protection or for certain kinds of fieldwork. Any variation from the general Excelsia
requirements on attendance will be made explicit in the appropriate course handbook or
course unit outline. Because attendance expectations may vary between units, it is each
student’s responsibility to check for specific requirements for each course unit.

Overseas students are expected to attend classes and make satisfactory progress to meet the
conditions of their student visa.

All students are responsible for their own attendance. It is each student’s responsibility to
contact the relevant course unit lecturer as soon as possible in the event of difficulties that
interfere with their attendance and provide supporting documentation wherever possible.

In cases where a student is unable to attend at the required rate, the student must apply for
Special Consideration. Any such request for Special Consideration must be accompanied by
well-attested evidence of illness or injury (including a Medical Impact Report) or
misadventure and the student may be required to undertake extra work. Students should
discuss the circumstances of their absence(s) with their lecturer or tutor.

In cases where leave, Special Consideration or other special arrangements have been granted
to the student, required coursework or assessment missed through lack of attendance may
be undertaken independently and accepted as satisfactory before the course unit lecturer or
tutor may recommend a final mark and grade.

Marks are not awarded for attendance, however where no such leave, Special Consideration
or other special arrangement application has been accepted or granted, a student’s failure to
meet attendance requirements may result in the student failing the unit of study and the
grade N (Fail) being given to the student.
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viii.

Xi.

Only absences for which students can provide evidence of exceptional circumstances (i.e.
circumstances outside of their control) will be excused in the attendance register.

Heads of School should arrange for lecturers and tutors to maintain records of attendance at
classes. Records of attendance are important in the event of student appeals and issues
arising with international student visas.

Lecturers and/or tutors should endeavour to contact an enrolled student whose absenteeism
may lead to missing more than 20 per cent of all classes.

A student’s absenteeism may indicate they are a potential student at risk, and it is important
that lecturers identify any such students and address the situation in a timely manner.
Lecturers and/or tutors should keep records of steps taken to contact a student and any
student response.

2.6 Graduation

2.6.1 Eligibility to graduate

A student is eligible to graduate from the award in which they are enrolled if they meet all of
the following:

a. they have completed all course requirements as published in the course and unit
information, including any assessment or administrative documentary requirements

b. there are no outstanding, interim or unresolved grades

c. no financial or in-kind debt is owed to Excelsia

d. all resources borrowed from Excelsia, including library books, are returned to Excelsia
e. thereis no current suspension, exclusion or expulsion penalty on the student record
f. the student has supplied Excelsia with their valid Unique Student Identifier (USI)

g. the student has not already graduated from that award.

2.6.2 Conferral

In conferring AQF qualifications Excelsia adheres to the government’s regulatory and quality
arrangements for each qualification type.

The Registrar certifies that each graduand has completed all course requirements and
fulfilled all associated obligations as per clause 2.6.1.i, and adds these students to the list of
graduands to be submitted to Learning and Teaching Committee (coursework awards) or
Research Committee (HDR awards).

The Learning and Teaching Committee (coursework awards) or Research Committee (HDR
awards), endorses the graduands and recommends these to the Academic Board for
approval.

The Academic Board approves the list of graduands and recommends the conferral of the
awards to the Board of Directors.
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v.  The higher education awards of Excelsia are conferred by a resolution of the Board of
Directors.

vi.  The conferral date will be the date the conferral is approved by the Board of the Directors.

vii.  Circumstances in which Excelsia may confer an award on a student before completion of the
requirements of that award include:

e the death of the student

e aninjury or illness that renders the student permanently incapacitated and
precludes completion of their studies.

a. Coursework awards may be conferred in these circumstances provided that:

e the student is a currently enrolled student of Excelsia at the time of their
permanent incapacity or death, and the request for conferral of the award
is made by a staff member of Excelsia with either the consent of the
student or the student’s family; and

e astudent enrolled in a coursework award, at the time of their permanent
incapacity or death, had completed at least two-thirds of the course in
which they had enrolled; and

e the Vice-Provost (Academic) recommends the award to the Chair of
Academic Board.

e The conferral date for such awards will be the date the conferral is
approved by the Board of Directors.

b. Higher degree by research (HDR) awards may be conferred in these
circumstances provided that:

e acandidate enrolled in a higher degree by research, at the time of their
permanent incapacity or death, had completed sufficient documentation in
the form of data and publications that in the view of Excelsia’s Research
Committee the requirements of the degree would have been satisfied if
the candidate had been in a position to continue their work; and

e the Chair of the Research Committee recommends conferral of the award
to the Chair of Academic Board.

e The conferral date for such awards will be the date the conferral is
approved by the Board of Directors.

viii.  Issuing of honourary qualifications is done so at the discretion of the Academic Board, with
final approval from the Board of Directors. Persons can be nominated for honourary
gualifications by the Chair of the Board of Directors or the Chief Executive Officer. Any
honourary qualification issued by Excelsia will clearly and unambiguously identify the
qualification as an honourary qualification.
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2.6.3 Registering for the graduation ceremony

The Registrar’s Office will invite students who have had their award conferred to register
their attendance at the next graduation ceremony. Failure by the student to register will
result in being unable to attend the next available graduation ceremony.

Students may elect to defer their attendance at the graduation ceremony by notifying the
Registrar’s Office in writing and provide reason(s) for the deferral.

Students who elect to not attend the graduation ceremony will graduate in absentia and are
not permitted to participate in any future ceremony for the conferral of that award.

Students who register to attend the graduation ceremony and do not turn up on the day will
graduate in absentia. If the student has extenuating circumstances which resulted in them
not attending, they may apply to instead attend the next graduation ceremony. Supporting
documents must be provided in such cases.

2.7 Issuing of testamurs and academic transcripts

2.7.1 Authenticity of awards and academic transcripts

Vi.

All official Excelsia awards are issued under the signatures of the Provost, Chief Executive
Officer and the Chair of the Board of Directors under Excelsia’s academic seal. All official
transcripts are issued under the signature of the Registrar on Excelsia transcript stock under
the Excelsia academic seal.

The academic seal of Excelsia is held securely within the Registrar’s Office. The Registrar or
their nominated delegate is the only authorised officer permitted to use the seal for the
purposes of authorising official Excelsia awards and transcripts. Any certificate not bearing
the official academic seal and the signatures will not be treated as authentic.

Certification documentation is provided on security paper to prevent unauthorised
reproduction.

Anyone wishing to query the authenticity of an award or transcript of study may write to the
Registrar’s Office or email registrar@excelsia.edu.au

Certification documentation is made available to graduates in a hardcopy format at the
graduation ceremony or following conferral. Registers of conferred awards are held by the
Registrar’s Office.

The certification documentation provided to the graduate includes the testamur and one
copy of the official academic transcript. Additionally, prior to the graduation ceremony, a
graduand or graduate can request an academic transcript which will be provided free of
charge.

a. The transcript will include the enrolment status in each course, credit awarded, the grade
obtained for each course, an explanation of the grading system used and the
graduand/graduate’s cumulative GPA.

b. Inthe case where a course includes a significant particular focus of study, such as honour,
an area of specialisation or a major study, a definition of that component of significant
focus will be included.
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Vii.

c. Inthe case where a course has been taught solely in a language other than English or any
part of a unit or any assessment leading to the award of the qualification has been
conducted in a language other than English, the language of instruction is recorded on
the transcript.

Students who complete one or more units that do not lead to the award of a qualification
may purchase a transcript as an authorised record of results for the units undertaken.

2.7.2 Surrender and replacement of testamurs and academic transcripts

Vi.

Vii.

viii.

Transcripts for studies or awards completed may be requested through the Registrar’s Office
at any point of time through the Request for Transcript Form or the Request for Testamur
Form.

Requests for transcripts may only be issued to the person whose name appears on the
transcript. If a request for a transcript is made by another individual, that person should
provide a signed statement from the transcript owner authorising Excelsia to release the
transcript to them.

Surrender of paper-based testamurs is required in any of the following instances:
a. the testamur is damaged and a replacement testamur is requested
b. the award is rescinded in accordance with this framework

c. The Excelsia Board of Directors has agreed to upgrade the award level of a course without
changing the course degree requirements.

Both replacement and substitute testamurs will be issued subject to the following conditions:

a. aRequest for a Replacement Testamur is completed

b. where the original certificate was defective or has been damaged, the certificate is
returned

c. payment of the prescribed fee, where applicable.

Testamurs are only reissued in rare and extenuating circumstances and fees apply. Details of
applicable fees can be found on the Excelsia website.

Testamurs may only be reissued by the Registrar’s Office.

Graduates requesting a replacement testamur must outline the details as to how the original
testamur was lost, stolen or damaged. If the testamur was lost or stolen the graduate must
provide a statutory declaration outlining the circumstances surrounding the loss. If the
testamur was damaged, the original must be returned to Excelsia prior to the new document
being issued.

Excelsia will not automatically reissue a testamur following a change of name. This is because
the testamur is a legal document issued under the academic seal of Excelsia on a particular
date and under a specific name and, once issued, it cannot be altered.

Additional and replacement paper-based academic transcripts will be issued subject to the
following conditions:
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a. aRegquest for Official Transcript is completed in full; and

b. payment of the prescribed fee.

X.  Students who disagree with any grades issued on their transcript or record of studies may
appeal via the Appealing a Grade Procedure in the Student Grievance Framework.

2.7.3 Record of studies
i.  Records of studies are issued by the Registrar’s Office only upon request.

ii.  Records of studies may also be printed by students from the Excelsia student management
system. Students may email records of studies to themselves as a PDF file and can print them
at their discretion.

iii.  Any student may access their records of study after grades have been finalised through the
Excelsia moderation process.

2.7.4 Rescission of an academic award
i.  Anacademic award is rescinded in the following circumstances:
a. agraduate applies to have their award rescinded; or

b. an administrative error has resulted in the conferral of an award for which the
student is not eligible.

2.7.5 Revocation of an academic award

i.  The Excelsia Board of Directors reserves the right to revoke an academic award that has been
conferred on the basis that the person:

a. did not possess the relevant qualifications to undertake the course for which the
award was conferred, or

b. did not complete the necessary requirements for the award, or

c. achieved the award through plagiarism, fraudulent or dishonest means.

3 Procedures

3.1 Enrolment
3.1.1 Preparing for enrolment

The Registrar’s Office, in liaison with the Heads of School, identifies units of study that students might
be enrolled into each academic period per award course. These units are scheduled into the student
management system (Paradigm) and sessions are linked to each unit offering showing time and location
of lectures.

In liaison with the Heads of School, and in line with the Academic Calendar, the Registrar’s Office
determines relevant enrolment periods for each award and produces any ancillary forms to facilitate
enrolment. These forms may include, but are not limited to, enrolment forms, course plans, and or
results summaries to track student progression.
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3.1.2 Enrolment for next academic period

In line with approved timeframes the Registrar’s Office pre-enrols students into units for the next
academic period through the student management system (Paradigm).

1. Identification of student progression

The Student Centre Coordinator assesses a student’s progression in line with the relevant Course
Progression Plan to determine the units that a student should be pre-enrolled in for the next semester
as per their successfully completed units.

2. Update to the student management system (Paradigm)
Students are pre-enrolled in the determined units in the student management system.

3.1.3 Confirming enrolments

Once the enrolment period is finished the Registrar confirms enrolments in Paradigm, ensuring all
current students have enrolled. As part of this reconciliation process, each student is issued with the
following documents related to their enrolment:

e Confirmation of Enrolment (CoE): overseas students only, and managed by Acquisitions and the
Registrar’s Office.

o This document itemises the units of study in which the student has enrolled for the
academic period with the relevant sessions of study attached to those units.

e Statement of Fees: managed by the Finance Department

o This document itemises the tuition fees payable for the academic period and the
payment method chosen by the student. If the student chooses to pay upfront, rather
than defer their payment through FEE-HELP, the student has 14 days to pay the
Statement of Fees.

o Students may contact the Finance Department if they are experiencing hardship or need
counselling in regards to tuition payment.

It is the student’s responsibility to ensure these documents are accurate and to flag with the Registrar’s
Office if there are any discrepancies or errors. If errors or changes (via the Variation to Enrolment form)
occur after the initial issuing of the above documents, a new CoE and Statement of Fees are issued.

Variation to enrolment
If students wish to vary their enrolment at any time, they must complete the online Variation to
Enrolment Form and submit it for approval.

In general, students may withdraw from any units of study without financial or academic consequence
up until census date. Students may add units up until the end of Week 1, unless there is special
permission from the Head of School, notated on the form, and a plan to manage unexcused absences is
presented. No variations to enrolments can be made after census date without financial penalty.

A student seeking to withdraw from the full course after census date (via the Withdrawal Form) will be
treated as if they have completed a Variation to Enrolment form.

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 CRICOS Provider Code: 02664K

REG-STU-02 Page 17 of 37 Version 4.0, September 2025


https://excelsia.wufoo.com/forms/variation-to-enrolment
https://excelsia.wufoo.com/forms/variation-to-enrolment

Directed independent study contract (DISC)

Students who are unable to attend any timetabled face-to-face class in a given academic period may
apply to enrol in a directed independent study contract. Students must have extenuating circumstances,
and must not exceed two DISCs within an award. Heads of School and the Registrar’s Office can provide
students with guidance when deciding if they should undertake a directed independent study contract.

3.1.4 Monitoring enrolments

On or prior to census date, Schools and the Registrar’s Office monitor the course load enrolment of all
students. If the student is not enrolled in a full-time study load, suitable evidence should be supplied by
the student, and held on the student file by the Registrar’s Office, of the reasons why. If no such
evidence is held, then the student’s School should make contact with the student to either collect
necessary evidence or arrange to have the student enrol into further units to ensure satisfactory course
progression is maintained.

Students are expected to update their contact details with Excelsia, and in the case of students on a
student visa, they are required to do so within seven days of any change. This is done through either
email notification or through submission of the Change of Personal Details Form available on the
Excelsia website.

3.1.5 Finalising enrolments

Census date
At census date, all enrolments are treated as being finalised. However, students have until the No
Academic Penalty (NAP) date to withdraw from units without academic penalty.

Financial matters

For students deferring their tuition through the FEE-HELP assistance scheme the Registrar will issue a
Commonwealth Assistance Notice (CAN) no later than 28 days after the relevant census date related to
the unit of study. If a student disputes the information in the CAN they may appeal within 14 days of it
being issued to have the mistake corrected. The Registrar’s Office will correct any errors as soon as they
are reported and re-issue a CAN to the student.

All other students must pay their tuition fees prior to the commencement of classes or enter into
suitable arrangements with the Finance Department.

3.2 Completing an electronic commonwealth assistance form (eCAF)

Students wishing to defer their tuition fees via FEE-HELP are required to indicate this on their Excelsia
application form and meet eligibility requirements, including providing their Australian Tax File Number
(TFN) or Certificate of application for a TFN on or before the relevant census date. Eligible students can
Apply for a TFN via the Australian Taxation Office website.

The Registrar’s Office will log in to the online eCAF portal prior to the relevant teaching period
commencing and register the student’s details via eCAF.

The FEE-HELP Information Booklet is also available to review, before completing this form, at the Study
Assist website.

Eligible students must finalise their eCAF on or before the applicable census date, otherwise they will
be required to pay their tuition fees up front.
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3.3 Overseas student health cover (OSHC)

Overseas students must obtain overseas student health cover (OSHC) for the proposed duration of their
student visa. The purpose of this procedure is to provide commencing overseas students on a student
visa with OSHC.

3.3.1 Collecting the OSHC premium

Excelsia as part of its duty of care to overseas students collects the overseas student health cover
(OSHC) premium for commencing students on student visas and forwards it directly to a
registered OSHC provider. Excelsia’s preferred OSHC provider is Bupa.

Students on a student visa already residing in Australia should have current OSHC. The Student
Services Coordinator does not have to request payment or arrange continuing health cover
unless it is requested by the student.

Those students who are holding valid OSHC (whether Bupa or another provider) should provide
Excelsia with the valid OSHC details including the cover’s expiry date.

a. Inthe case where the expiry date of OSHC is before the end of student’s visa, the
Registrar requests the valid OSHC to be extended up to the visa expiry date.

Premiums are for the whole duration of the student visa which may vary depending on each
course length. The premium is listed as part of the initial payment to be made in the Written
Agreement as part of the Letter of Offer to the student.

The premium should be paid by the student as part of the procedure for obtaining an electronic
Confirmation of Enrolment (eCoE). Once the initial payment has been received (confirmed by the
Accounts Assistant), the student is eligible for OSHC.

3.3.2 Arranging Bupa OSHC for overseas students

Vi.

The Student Services Coordinator begins arrangements through Bupa, Excelsia’s preferred
OSHC provider, to arrange cover for eligible students at least 10 days, and no more than one
month, prior to the arrival date of the student (arranged when a Place Taken is produced).

A request for OSHC is submitted to Bupa by the Student Services Coordinator for all eligible
students, preferably in a bulk transaction, after semester application dates have closed and
prior to the commencement of each semester.

As students become eligible, the Student Services Coordinator records students’ details and
level of cover requested on an online schedule in the Bupa OSHC Agent Portal.

Changes can be made to submitted cover by the Student Services Coordinator.

Once a cover has been approved a confirmation letter from Bupa is issued to the student and
a verification letter is sent to Student Services. Bupa then raises an invoice and sends it to
Excelsia. The invoice contains the Bupa Record Number, Student ID, Membership Number,
First Name, Surname and Amount of Premium of every student contained on the schedule
for which Excelsia is being invoiced.

When the invoice is received from Bupa, the Student Services Coordinator checks it to ensure
students listed are correct. Once reported to and signed by the Registrar, the invoice is sent
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by the Registrar to the Accounts Assistant who processes the payment to Bupa. For more
information on this process, refer to the Management of Student Monies Procedure in the
Financial and Administration — Student Framework.

vii.  Students who requested family cover will be sent additional cards for their dependants if
their details were registered. Those students who wish to upgrade to family cover from single
cover should contact to their closest Bupa branch (listed at www.bupa.com.au) and present
each family member’s passport in order to obtain extra membership cards.

viii.  As notified by Bupa, the Registrar responsible for overseas students will notify students of
offers, incentives and benefits offered via email.

3.3.3 Refunds

i. Ifastudent who has completed payment defers their place at Excelsia, payment is kept in trust
by Excelsia until they commence.

ii. If a student who has been issued OSHC defers, the Student Services Coordinator notifies Bupa via
the Bupa OSHC Agent Portal by postponing the start date. The student’s membership is
suspended until the student commences.

iii. If astudent who has been issued OSHC withdraws before course commencement, their
membership is cancelled by the Student Services Coordinator by requesting a refund of the
premium from Bupa via the Bupa OSHC Agent Portal. Bupa credits Excelsia the amount of the
refund on their next statement. The refund will be processed through the Credit Controller in
accordance with the Refund Policy in the Financial and Administration — Student Framework. The
student is entitled to a full refund from Excelsia in the method that the payment was originally
made.

iv.  If a student who has been issued OSHC withdraws after the course commencement and
discontinues their studies in Australia and is going back to their home country earlier, they can
request a refund for paid but unused premium directly from Bupa by visiting a Bupa branch
(listed at www.bupa.com.au). Please refer to Bupa OSHC brochure. The withdrawal
acknowledgement letter from Excelsia may be required for Bupa to process the refund. It will be
issued on request of the student by the Registrar. The refund amount is subject to the Bupa
Refund Policy (refer to Bupa OSHC brochure).

3.3.4 Exceptions

Please refer to Australian Government Department of Health, Disability and Ageing Overseas Student
Health Cover Fact Sheet.

Students from New Zealand are not required to have a student visa. New Zealand students who wish to
have health insurance cover while in Australia are eligible to access Medicare Benefits and may choose
to obtain other private health insurance.

Students from Norway or Sweden are not required to have OSHC. They are covered under an
arrangement between the governments of Australia and Norway or Sweden.

3.4 Orientation

Orientation is to ensure commencing students are provided with a clear and concise welcome and
smooth transition to Excelsia prior to the commencement of their study.

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 CRICOS Provider Code: 02664K

REG-STU-02 Page 20 of 37 Version 4.0, September 2025


https://excelsia.edu.au/wp-content/uploads/Financial-and-Administration-Student-Framework.pdf
file:///C:/Users/bclark/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/Content.Outlook/C6G9D84O/www.bupa.com.au
https://excelsia.edu.au/wp-content/uploads/Financial-and-Administration-Student-Framework.pdf
http://www.bupa.com.au/
https://www.health.gov.au/resources/publications/overseas-student-health-cover-oshc-fact-sheet?language=en
https://www.health.gov.au/resources/publications/overseas-student-health-cover-oshc-fact-sheet?language=en

Orientation Week is held the week prior to Week 1 of every semester for new students. It should
provide students with information on:

e academic integrity policy and procedures as per Excelsia’s Academic Integrity Framework

e student support and wellbeing services and how to access them
e academic skills
e Excelsia’s facilities and resources, including educational resources

e student grievance policies and procedures, e.g. the Student Grievance Framework

e course attendance and progress monitoring as per the Student Learning Framework and the
Attendance Policy in this Framework

e administrative information, such how to pay fees, enrolment processes
e work health and safety information including:

o Student Code of Conduct

o Integrity and Respect Framework

o sexual assault and sexual harassment prevention, how to report, and how to seek
support

e additionally, for international students, information on adjusting to living and studying in
Australia that includes:

O support services available to assist overseas students to help them adjust to study and
life in Australia

o English language and study assistance programs
o any relevant legal services
o emergency and health services

o the support services available to assist students with general or personal circumstances
that are adversely affecting their education in Australia

o services students can access for information on their employment rights and conditions,
and how to resolve workplace issues, such as through the Fair Work Ombudsman.

3.5 Course transfer
3.5.1 Internal

i.  Students applying to transfer to another Excelsia course must apply using the online Course
Transfer application with relevant documentation supporting their request.

ii.  After assessment of the request to transfer has been completed by the Admissions Office,
the Registrar’s Office will communicate the outcome to the student.
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Vi.

The Registrar’s Office will withdraw the student from the course which they are transferring
from and notify the student.

The Registrar’s Office will also advise the student if any advanced standing may be granted
and issue them with any new offer letters or student agreements and advise of any
conditions on their transfer.

In the case of overseas students, the Registrar’s Office will issue the student a new CoE once
the signed Written Agreement as part of the Letter of Offer is received and any financial pre-
payment is covered. They will then advise the relevant government department (via PRISMS)
of the student’s transfer.

If the student is unsuccessful, the Registrar’s Office will advise the student as to the decisions
of the Admissions Office and to the reason for the rejection of their request.

3.5.2 Overseas students wishing to transfer from another registered provider to Excelsia

When the Acquisitions department receives an application for admission from an onshore overseas
student who has indicated they are currently studying with another provider, the procedure is as

follows.

The Acquisitions department will check the student’s visa to ascertain the time of arrival in
Australia and use PRISMS to determine if the student has completed six months of their
principal course. If the student has completed six months of their principal course, the
application process proceeds as a usual course transfer. If the student has not completed six
months of their principal course, the student application process proceeds as below.

The student is required to provide a letter of release from the registered provider before
their application can be approved by Excelsia.

The Acquisition department refers the application to the relevant Head of School for
assessment. If the Head of School indicates the student has satisfied the requirements for
admission to the course, the Acquisitions department provides the student with a
Conditional Letter of Offer which clearly states that an offer of a place is contingent on their
obtaining a letter of release.

a. If the student provides an appropriate letter of release, and has no outstanding fees or
other outstanding issues to be resolved with the first provider, the application proceeds.

If no satisfactory letter of release is obtained from the student, the Acquisitions department
halts the application process and informs the student in writing that they are unable to
transfer at this time, but would be welcome to reactivate their application after the
completion of the first six months of their principal course.

3.5.3 Overseas students wishing to transfer from Excelsia to another registered provider

This procedure applies to all overseas students enrolled in the first six months of their principal course
of study. Students who have been enrolled for more than six months can apply for transfers without
requesting a letter of release under this policy.

Applying for a release letter

To apply for a release letter, students must:
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a. obtain an offer from a new education institution

b. apply to Excelsia for a letter of release using the Official Excelsia Letter Request form

c. include a copy of the offer letter from the new education institution and any other
supporting documentation.

ii.  Excelsia will assess and reply to the request within 10 working days.

iii.  If the application is approved, the student will be informed in writing from the Registrar’s
Office. At that point the student should formally withdraw from their course.

iv.  The Registrar’s Office will also:

a. advise the student of the need to contact Department of Home Affairs to seek advice on
whether a new student visa is required

b. report the student’s termination of studies through PRISMS

c. report the student’s termination of studies to the Head of School and the Learning and
Teaching Committee.

Denying a request for a release letter
v. If the Registrar’s Office believes the request should be refused on grounds set out in this
policy, they will inform the student in writing of a negative outcome with reasons, and
indicate that the student may freely transfer between institutions after they have been
enrolled in their principal course for six months.

vi.  The Registrar’s Office will also inform the student of their right to appeal the decision using
the Student Grievance Notification.

vii. A letter of release is not required if the course for which the student has received a
Confirmation of Enrolment (CoE) ceases to be offered by Excelsia and ceases to be registered
on CRICOS.

3.6 Monitoring attendance

Usually, Excelsia will monitor both domestic and international student attendance for all courses
throughout each study period. Excelsia will endeavour to contact and provide appropriate support to
any student who has extended periods of absence.

Excelsia will monitor attendance via the following process.
i Lecturers/tutors will record attendance for all their classes.

ii. Lecturers/tutors will record class attendance and absences in ExO within 48 hours of class
completion.

iii.  The Academic Administration Assistant/Coordinator will generate a weekly report from the
Learning Management System (ExO) to monitor all student attendance and to identify
students whose current attendance puts them at risk.

Where public holidays fall during study periods and affect classes, reminders and warning letters will be
sent taking into account such holidays.
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The following members of staff are responsible for following up students during non-attendance and
low attendance.

Non-attendance
e Weeks 1-2: Lecturers/tutors

e Week 3: Automated reminder that is set up by Academic Administration

e Week 4: Administrative Assistant (Academic Executive), Student Life Coordinator, Academic
Administration

o Weeks 5-6: Academic Administration, Compliance Officer
e Week 7: Compliance Officer
e End of semester: Schools and Compliance Officer

Low attendance

e Weeks 1-2: Lecturers/tutors
e Week 3: Automated reminder that is set up by Academic Administration

o Week 5 (after census date): Administrative Assistant (Academic Executive) and Academic
Administration

e Week 6 onwards: Lecturers, Admin Assistants (referring Special Considerations to Schools)
e End of semester: Lecturers, Admin Assistants, School

Non-attendance
Timeline Action Responsible
Weeks 1-2 e Lecturers/tutors are responsible Lecturers/tutors
for noting attendance and
contacting students by phone
and/or email when there is non-
attendance.
e Students with zero attendance by the
end of Week 2 may be followed up by

Lecturers/tutors.
Week 3 e An automated reminder will be sent to | Academic Administration
students. Staff
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Week 4 e Administrative Assistant (Academic Administrative Assistant

Executive) generates student (Academic Executive)

attendance report and sends to Student Life Coordinator

Academic Administration Staff Academic Administration
e Administrative Assistant (Academic Staff

Executive) to pass on the list of
students with zero attendance in at
least one unit to Student Life
Coordinator for a welfare check and
to intervene.

e Student Life Coordinator should
notify the Administrative Assistant
(Academic Executive) if it is a
welfare case.

e Administrative Assistant
(Academic Executive) to notify
Academic Administration Staff of
students’ to be excluded from
warning letters due to student
support needs.

Weeks 5-6 e Academic Administration staff to send | Academic Administration
a warning letter in Week 5 to students | staff
that fit within one of the below Administrative Assistant
categories: (Academic Executive)
o Zero attendance Compliance Officer
o Zero attendance on academic
probation

e |f a student is absent in one or more
units (and it is not a welfare case), the
Administrative Assistant (Academic
Executive) should forward the
student’s details (using the report
template) to the Compliance Officer.

e The Compliance Officer will send a
final warning letter in Week 6 (and
will notify Admin Assistants
afterwards) to any student who does
not attend any classes during the first
5 weeks of the semester.

Week 7 e For any student still not responding, Compliance Officer
onwards the Compliance Officer will continue
to follow up warnings that have been
sent to the student and ask them to
apply for Special Consideration (if
necessary) explaining their absence.

End of e Schools should record the attendance | Schools
semester rate for each student and present Compliance Officer
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these with grades at moderation
(Schools and Registrar to maintain a
record for future reference).

Low attendance (under 80%)

Timeline Action Responsible
Week 1 e Lecturers/tutors are responsible Lecturers/tutors, with assistance
onwards for noting attendance and from Academic Administration staff
contacting students by phone
and/or email when there is non-
attendance. Admin Assistants can
assist lecturers in this period.
Week 3 e An automated reminder will be sent | Academic Administration Staff
to students.
Week 5 e Administrative Assistant (Academic | Administrative Assistant (Academic

(after census
date)

Executive) generates a report with
students failing or at risk of failing
80 per cent attendance
requirement
Academic Administration staff to
send a warning letter to students
that fit within one of the below
categories:

o Low attendance

o Low attendance on

academic probation.

Executive)
Academic Administration Staff

Week 6
onwards

Lecturers/tutors and Schools
continue monitoring attendance
and contacting students where
necessary.

Academic Administration staff
keeps record of Special
Considerations received for
moderation.

Lecturers/tutors
Academic Administration Staff

End of
semester

Schools record the attendance rate
for each student and present these
with grades at moderation (schools
to maintain a record for future
reference).

Lecturers/tutors
Academic Administration Staff
Schools
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3.7 Conferral and graduation
3.7.1 Creating a list of prospective graduands

i.  Students who are in their final semester will be notified of their eligibility to graduate once
they have completed all course requirements and fulfilled all other obligations as per the
Eligibility to Graduate Policy. Students will be reminded to pay all outstanding fees and to
supply Excelsia with their USI to be able to have their award conferred.

ii. Once semester results are finalised:

a. the Finance Office provides statements to the Registrar’s Office for any students who
have completed their final semester who owe fees.

b. the Library Manager provides a list of students to the Registrar’s Office who have
completed their final semester who have overdue fines and outstanding books.

iii.  The Registrar sends a reminder to students with outstanding debts or borrowed resources, or
who have not supplied Excelsia with their USI, to resolve these matters to be able to have
their award conferred.

iv.  The Registrar records in the Graduand’s Details List those students who fulfil all eligibility
requirements to graduate as per the Eligibility to Graduate Policy.

3.7.2 Conferral

i.  The Registrar finalises the Graduand’s Details List and sends the list along with academic
transcripts and each graduand’s GPA to Heads of School (coursework) and Director of
Research (Graduate Programs) (HDR) for review.

ii.  Heads of School (coursework) and Director of Research (Graduate Programs) (HDR) review
the list and:

a. confirm each student has completed all course requirements from the award in which
they are enrolled, or else raise any concerns or disparities

b. select students who will receive academic prize.

iii.  Upon confirmation from the Head of School or Director of Research (Graduate Programs),
the list of graduands is submitted to Learning and Teaching Committee (coursework) or
Research Committee (HDR) for endorsement.

iv.  The Learning and Teaching Committee (coursework) or Research Committee (HDR) meets to
consider the lists of graduands and the proposed graduation prizes under the general
direction of the Provost:

a. Committee members check and endorse the list of students who are eligible to
graduate.

b. Committee members check and endorse the list of graduation prize recipients.

v. The Learning and Teaching Committee (coursework) or Research Committee (HDR) and the
Provost recommend to the Academic Board the finalised list of graduands and provides the
Academic Board with the approved list of graduation prize winners.
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Vi.

Vii.

viii.

The Academic Board meets to review and approve the integrity and rigour of the process
which has led to the recommendation of the Learning and Teaching Committee or Research
Committee. Once satisfied, the Academic Board confirms to the Board of Directors the
eligibility of the listed students to graduate.

On receipt of the recommendation of the Academic Board, the Board of Directors passes a
resolution to confer the awards of Excelsia University College on those students whose
eligibility has been confirmed.

The Registrar’s Office organises the printing and checking of the graduates’ transcripts and
prize certificates.

The Registrar’s Office organises the printing of the graduates’ award testamurs and, after the
Registrar has completed due checks of spelling and accuracy of information, arranges for the
testamurs to be signed alongside the official academic seal of Excelsia by the responsible
officers. The responsible officers are:

a. the Provost
b. the Chief Executive Officer

c. the Chair of the Board of Directors.

3.7.3 Preparation for the graduation ceremony

Vi.

The Registrar’s Office invites all graduates who have had their award conferred to the graduation
ceremony to receive a hard copy of their testamur and academic transcript. Graduates who
decline to attend the graduation ceremony will graduate in absentia and will be posted their
testamur and academic transcript.

The Registrar’s Office issues VIP invitations and records responses, including:

members of the Board of Directors

Heads of School

staff

former staff

T 2o Ty

other special guests or stakeholders.
The Registrar, in consultation with the Provost and Chief Executive, begins designing the
graduation ceremony program. The graduates’ names and postnominals are entered as the their
RSVP forms are submitted.
The Registrar’s Office sends to those graduates who have indicated they will be attending the
graduation ceremony the following information:

a. ceremony procedures

b. invitations for the graduate’s guests.
At least one month before the graduation ceremony, the Registrar’s Office:

a. invites Excelsia staff to the ceremony and collects responses

b. invites students of Excelsia to serve as helpers for the graduation ceremony and collects

responses

c. organises the purchase of refreshments for the reception following the ceremony.

Two weeks before the graduation ceremony:
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a. The Registrar under the direction of the Provost assists the Chief Executive in finalising
the program. The Registrar’s Office then organises printing and copying of the program.

b. The Registrar’s Office develops the Run Sheet for Graduation for use by ceremony
participants and helpers.

c. The Registrar’s Office completes the Presentation of Awards Template. This brings
together the official graduation information, including the names of graduates attending
the ceremony and their awards and prizes, and will serve as the text for the academic
delegate to read as the graduates process onto the stage to receive their individual
awards.

d. From the Presentation of Awards Template, the Registrar’s Office creates a Procession
List for the graduates. Each graduate is given a number indicating the order in which they
will be seated in the auditorium and onto the stage to receive their award.

e. Quality assists the Registrar’s Office by checking the Program and Presentation of Awards
templates for accuracy.

3.8 Issuing of testamurs
3.8.1 Wording
The wording on the Excelsia testamur is as follows:

Excelsia University College on recommendation of the
Academic Board and by virtue of the authority
vested in the Board has conferred upon
[Graduate Name]
the award
[Award Title]
In witness of this the signatures of the appropriate officers and
the seal of Excelsia University College are hereto affixed and at Sydney on
[Date] day of [Month, Year]
Presentation of the award title on the testamur
On the testamur, the award title shall be predominant. In the case of courses with narrow titles where

additional information is appended to denote a significant disciplinary sub-category or professional area,
the additional information shall be included underneath the award title in smaller print. For example:

BACHELOR OF MUSIC
in
Performance Studies
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Presentation of language of instruction on the testamur

In the case where a course has been taught solely in a language other than English or any part of the
course or any assessment leading to the award of the qualification has been conducted in a language
other than English, the language of instruction is recorded on the transcript. For example:

This award was achieved through instruction conducted in [language].

Presentation of the Australian Qualifications Framework on the testamur

Graduates of qualifications conferred shall include: ‘The award is recognised within the Australian
Qualifications Framework’ except where the qualification is not consistent with the Australian
Qualifications Framework. In such cases no notation is included on the testamur.

Presentation of the name and office of those authorised by the Board of Directors to issue the
testamur

The signatures of the Provost, the Chief Executive Officer and the Chair of the Board of Directors and the
titles of their office shall be included on the testamur as those officers of Excelsia authorised to issue the
testamur.

3.8.2 Rescission of an academic award

i. A graduate who wishes to have their award rescinded makes an application to the Registrar’s
Office accompanied by all documents issued by Excelsia that certify the conferral of the
award. If the documents are not available, the graduate must provide a statutory declaration
stating that the documents are destroyed or no longer available.

ii.  The application is referred to the Provost for consideration and recommendation to the Chair
of the Academic Board.

iii.  Upon the receipt of a recommendation to rescind an award, the Chair of the Academic Board
resolves that:

a. the award is rescinded, with rescission taken effect immediately; or
b. the award is not rescinded.
3.8.3 Revocation of an academic award

Upon revocation of the award by Excelsia’s Board of Directors, the person is advised in writing by the
Registrar that they are no longer to cite or imply that they are a recipient of that award and a note
including the date the award was revoked is placed on the official academic transcript.

4 Graduate attributes

1. Deep knowledge

A deep, coherent and extensive knowledge of studied disciplines characterised by intellectual openness,
creativity and curiosity.
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2. Critical analysis

Willingness and ability to analyse issues logically, consider different options and viewpoints fairly, and
make informed decisions in relevant artistic, academic and/or professional contexts and settings.

3. Lifelong learning

A commitment to lifelong learning characterised by a willingness and ability to acquire, develop and
apply knowledge and skills that facilitate positive adaptations to a changing world.

4. Effective communication

Aptitude to communicate information, arguments and ideas effectively and ethically through writing,
speech and/or artistic expression as appropriate within each discipline.

5. Christian action

A sound knowledge and understanding of Christian values and beliefs; and of the relevance of Christian
faith to personal life, professional ethics, and social concerns.

6. Self-direction

A capacity for self-directed learning and activity while working effectively with others in scholarly,
vocational, civic and/or artistic pursuits and endeavours.

7. Technical competence

Competence and facility with materials, processes and technologies relevant to learned disciplines,
generic information literacy and professional practice.

8. Responsible innovation

Oriented towards exhibiting intellectual and artistic enterprise, innovation and independence in
constructive, creative and responsible ways.

5 Roles and responsibilities

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

Role Responsibility

Academic Board e Approves eligibility of students to graduate and recommends
them to the Board of Directors for conferral

Admissions Office e Processes overseas student applications for deferral of
enrolment

Board of Directors e Approves and confers awards of Excelsia graduands

Chair of the Board of e Signs all official Excelsia awards on behalf of the Board of

Directors Directors

Chief Executive Officer e Signs all official Excelsia testamurs as an officer of Excelsia
authorised to issue the testamur

Compliance Officer e Processes overseas student suspensions and cancellations of
enrolment

Credit Controller e Processes approved refunds
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Finance Office

Provides statements to the Registrar’s Office for any students
who have completed their final semester who owe fees

Head of School

Assists with the process of any overseas student application
where the Registrar’s Office or Admissions Office require
clarification or further information in order to assess a student’s
application and make a decision

Learning and Teaching
Committee

Endorses the graduands and notifies the Academic Board of the
names of all students who are eligible to graduate, including
award and prize winners

Library Manager

Provides a list of students to the Registrar’s Office who have
completed their final semester who have overdue fines and
outstanding books

Provost Signs all official Excelsia testamurs as an officer of Excelsia
authorised to issue the testamur
Registrar Compiles list of graduands in accordance with the Eligibility to

Graduate Policy

Refers list of eligible graduands to Heads of School (coursework)
or Director of Research (HDR) for review

Refers list of eligible graduands to Learning and Teaching
Committee (coursework) or Research Committee (HDR) for
endorsement

Produces award documentation and organises its signing by
responsible officers of Excelsia authorised to issue the testamur
Oversees the organisation of the graduation ceremony and
delivery of award documentation to graduates

Registrar’s Office

Processes all applications for leave of absence, short-term
leave, reduced study load, withdrawal, suspension and
cancellation of enrolment.

Answers queries by students who need assistance with the
application process for anything outlined within the Enrolment
Policy

Facilitates the Orientation Week Program and logistics
Facilitates the Graduation Ceremony

Student Life Coordinator

Assists in welfare checks for students with zero or low
attendance

Student Services
Coordinator

Arranges overseas student health cover (OSHC) for overseas
students where requested

Students

Provides all necessary supporting evidence with any application
outlined in this Framework and cooperating with any further
requests for evidence as required by staff to make a fair
assessment
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6 Definitions

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

Term Definition
applicant Anyone seeking to either be approved or be admitted into an
Excelsia course.
attendance Being present for the specified class component at the scheduled

time, or in the event of classes delivered online, completing weekly
tasks, and remaining engaged with the content and lecturer
throughout the semester. Student attendance at classes may take
several different forms. Students may be required to regularly
complete online components such as exercises, quizzes, or blogs,
undertake an internship or complete fieldwork, or attend a weekly
tutorial, seminar, or lecture. All class components requiring student
attendance are detailed in the course unit outline.

award course (course) An approved and accredited program of study delivered by Excelsia
which leads to a formal academic award at a level recognised on the
Australian Qualifications Framework (AQF).

cancellation of enrolment | A cessation of studies in the course. It may be initiated by the
student or Excelsia. When initiated by the student, cancellation of
enrolment in the course is usually referred to as withdrawal.

census date The last date that a domestic student may withdraw from a unit
without incurring any academic penalty or financial liability for that
unit.

compassionate or Generally those circumstances beyond the control of the student

compelling circumstances | 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)

e where the registered provider was unable to offer a pre-
requisite unit, or the student has failed a prerequisite unit
and therefore faces a shortage of relevant units for which
they are eligible to enrol.

Confirmation of Also known as an eCoE (electronic Confirmation of Enrolment), this
Enrolment (CoE) is a document issued by an education provider to verify the
applicant’s enrolment in a specified course.
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course transfer

The process of a currently enrolled student ceasing one course of
study and being approved to study any other award course (at a
higher or lower AQF level). This process may or may not have credit
transfer implications depending on the circumstances of the transfer
situation.

deferral of enrolment

A delay in the commencement of study in which a student has
sought and received permission to start the award course either one
semester or one year after the semester in which the place was
offered.

equivalent Full-time study
load (EFTSL)

The measure of study load for a year of a student undertaking a full-
time course of study.

graduand A student who has completed their award and who has been
deemed eligible to graduate.
graduate A graduand who has had their award conferred on them by Excelsia.

graduation in absentia

The recognition of the conferral of a student’s degree without their
presence at a graduation ceremony.

leave of absence

An approved temporary suspension of studies in which a student has
sought and received permission to take a break from study.

Letter of Offer

The contract stipulating the offer from Excelsia to the student
indicating the course they are invited to study. This letter includes all
fee liability that the student is entering.

non-award course

A program of study which does not lead to an award by Excelsia and
which comprises a unit(s) which:
a. isaunit(s) from an award course or courses at Excelsia; and
b. can be counted as credit towards an award course at Excelsia
by students who successfully complete the unit(s).

Overseas Student Health
Cover (OSHC)

Mandatory health cover required of all students studying with a
student visa.

overseas students

International students that include both offshore and onshore
students. This refers to all students who are not Australian citizens
or permanent residents.

premium

The amount that students must pay to retain their OSHC while they
are studying.

record of study

The non-official listing of the units of study taken within a course
and grades earned by a student throughout an Excelsia course.

reduced study load

Any reduction in study from the student’s initial study load that
applies when a student is accepted into a course. For example, for a
full-time student, this means any request to study fewer than 24
credit points in a given semester.

suspension of enrolment

When Excelsia initiates temporarily or permanently ceasing a
student’s enrolment.

testamur

The official certification of a student’s completion of a degree.

transcript

The official listing of the units of study taken within a course and
grades earned by a student throughout an Excelsia course.
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8 Document history

This policy framework has been amended as follows:

Version | Approved by and date Sections amended

2.0 Academic Board, August 2023 1.5 Attendance: Change of policy from students
will fail if they don’t meet attendance
requirements to may fail.

5.2 Completing an electronic commonwealth
assistance form (eCAF): Minor changes to timing
and contact details during the procedure.

3.0 Academic Board, August 2024 Changes to 5.6 Monitoring Attendance
Procedures to improve student support
mechanisms and increase efficiencies.

3.1 Quality, November 2024 Whole framework updated to new policy
template; position titles and logo updated;
change from ‘College’ to ‘University College’ or
‘Excelsia’ in line with change in provider category.
4.0 Academic Board, 7 August 2025 Addition to 2.2.4.ii: reason for a student’s
enrolment to be suspended or cancelled now
includes if mandatory requirements of the course
are not completed (e.g. Working With Children
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https://excelsia.edu.au/wp-content/uploads/Admissions-Framework.pdf
https://excelsia.wufoo.com/forms/request-for-replacement-testamur/
https://excelsia.wufoo.com/forms/request-for-official-transcript/
https://excelsia.wufoo.com/forms/shortterm-leave-request
https://excelsia.edu.au/wp-content/uploads/student-code-conduct.pdf
https://excelsia.wufoo.com/forms/deferral-request
https://excelsia.edu.au/wp-content/uploads/Student-Handbook.pdf
https://excelsia.wufoo.com/forms/variation-to-enrolment

Check, Police Check). Removed the GPA
requirement for the conferral of an award under
the specific circumstances in section 2.6.2;
Included an additional section in the framework
to list the circumstance under which a suspension
or cancellation of an overseas student’s
enrolment will take effect without a period of
appeal. Short-term leave policy added under
2.2.3 xvi. to align with practice already in place.
Procedures updated and detailed content moved
to internal processes where necessary, including:
Orientation; Course transfer; OSHC; Completing
an eCAF; Monitoring attendance.

4.0 Board of Directors, 5 September Graduation and conferral policy and procedures
2025 updated: Date of conferral changed to date
approved by Board of Directors rather than day
of Graduation ceremony; conferral and
graduation procedures updated in line with this
change in conferral date.
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