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McGrath Institute of Business Australia

Admission and Enrolment Policy

Courses at McGrath Institute of Business Australia are delivered in an on-line manner and all of the
materials used and instruction given is in English.

Applicants for admission to award courses must meet a minimum standard for proficiency in English and
must meet the requirements for access to technology that will enable them to participate in their courses.

In addition, students seeking regular admission to the institute must meet a minimum academic
standard. Students who do not meet the minimum academic standard may still seek admission under
special admission arrangements.

English Language Standard

Students are required to have fluency in English in order to complete their studies. This fluency can be
demonstrated through proof of significant prior education (secondary or tertiary of at least 4 years
duration) studied in English, or English language reading and writing skills to the minimum standard of:

A International English Language Testing System (IELTS) 6.5.

't is the ap piltyto ataih these standards and ravide certified proof of that attainment.
McGrath Institute of Business Australia does not administer these tests.

Information Technology Requirements

Applicants are expected to meet the requirements for information technology access that will allow them
to participate in and complete the courses in which they wish to enrol. These requirements will be made

available to applicants when they apply for admissi

have constant access to appropriate information technology resources throughout their enrolment.

on.

An applicant who, in the institutebds opinion, cannot

requirements may be denied admission.

Minimum Hardware and Software Requirements
To undertake McGrath Institute of Business Australiad s ¢ o u r s elime mode ot dm engaing basis,

students will need to have reliable internet access and a computer that will allow use of the MIBA learning

management system. Thismeansa st udent 6 s beablegourtner must

Recent versions of a web browser (such as Internet Explorer, Firefox, Opera or Safari.)
a word processor (such as that provided by Microsoft Office or Open Office),
spreadsheet (such as that provided by Microsoft Office or Open Office),

presentation software (such as that provided by Microsoft Office or Open Office)

= =4 =4 =

I f a studentdés computer can run r ec edrtheyhawerdiible n s

access to one that does, they should have the technical necessities to participate in MIBA courses in on-
line mode. However, if the internet access or computer does not meet these requirements, or if we have
concerns about telecommunications reliabilityinthes t u d e nt 6 8, thé studeatwill aeedao study
through one of our Learning Support Centres. Students will also need to study through one of our
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McGrath Institute of Business Australia

Learning Support Centres if we think they are not making satisfactory progress in their studies because of
inadequate IT infrastructure.

Academic Standards for Admission

A Regular admission to an undergraduate degree requires the successful completion of secondary
school to the equivalent of an Australian Year 12 award with passing grades in English & Maths.
Students will also be expected to pass a preparation course to ensure their readiness for on-line
study prior to beginning their regular course requirements.

A Regular admission to a postgraduate degree requires a recognised Bachelors Degree or a
combination of academic qualifications and relevant work experience. In general, students who
do not have a recognised Bachelor Degree will need the following qualifications and documented
experience:

T Advanced Diploma plus four years relevant work experience, or

i Diploma plus eight years relevant work experience, or

T Higher School Certificate plus 10 years relevant work experience, or
T School Certificate plus 12 years relevant work experience.

The recognition of qualifications for admission will be at the discretion of McGrath Institute of Business
Australia.

Offer of Admission

Following the consideration of an application for admission, McGrath Institute of Business Australia may
make an offer of admission to the applicant. This offer remains current for 6 months: admissions after
this period must complete another full application for admission.

The offer of admission may be conditional upon the applicant fulfilling requirements specified in the offer,
such as providing further documentation, and submitting a proposed program of study by the date
specified in the offer.

McGrath Institute of Business Australia may withdraw an offer of admission if:
a) the applicant fails to fulfil any requirements specified in the offer of admission; or

b) the offer of admission has been made as a result of the provision of incomplete or inaccurate
information by the applicant or the certifying authority; or

c) the institute is not satisfied that an applicant has met, or can continue to meet, the information
technology requirements necessary to complete their studies; or

d) The institute cannot provide the required award course.

If an offer of admission is withdrawn, the MIBA Refund Policy will determine any fees to be refunded to
students.

Appeals against decisions regarding admission can be made through the In s t i stAppieaés and
Grievances procedures.

4.
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Recognition of Prior Learning (RPL) Policy

Recognition of prior learning (RPL) promotes the seamless movement of students through qualifications
and sectors of education and training. The objective is to develop accessible, inclusive and equitable
qualification frameworks that are also rational, sustainable and efficient. Recognition of Prior Learning
(RPL) is based on giving due recognition to prior formal learning.

Formal learning is based on assessing the initial course or subject that the individual is using to claim
access to or advanced standing in a module. The Institutea s s esses t he applicantds forr
training against the learning outcomes of a module.

In order to recognise prior learning and to be awarded advanced standing in a module or modules it is
necessary to:

1 Compare the formal learning the individual has achieved against the learning outcomes or
performance criteria of the particular module(s) the student is seeking advanced standing in; and,
1 Determine appropriate evidence to support the claim of prior learning.

The RPL evidence provided by the applicant should be:

1 Valid (the evidence can be validly used to make a judgement about the learning or competency
outcome being assessed);

1 Current (the evidence should demonstrate that the student is currently able to meet the
requirements of the learning or competency outcome, where this is appropriate);

1 Sufficient (the evidence should be sufficient to make a valid judgement about the learning or
competency outcome being assessed);

1 Reliable (the approach used in the assessment process is likely to result in the same or similar
outcome, if implemented again); and

1 Authentic (the evidence used to make judgements is authentic, and the processes used are able
to ascertain authenticity).

McGrath Institute of Business Australia may recognise the prior learning of students who have completed
studies (at a recognised institution or otherwise) with equivalent content and at the equivalent level as
units offered by McGrath Institute of Business Australia.

Guidelines

A For aunit from another institution to be considered equivalent to a McGrath Institute of
Business Australia unit:
a. the unit must be characterized by at least 80% similarity of the learning outcomes;
b. theunit must be at the same academic level;
c. the unit must be offered by a recognized higher education institution; and
d. the student must have achieved a passing grade in that unit, less than 5 years prior to
application.
A If a student is given credit for a particular unit and that unit is a pre-requisite for a second unit,
the student has satisfied the pre-requisite for the second unit.
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A The maximum amount of credit that can be applied towards an award program is determined by
the principle that at least half of the units the student completes in their program must be
McGrath Institute of Business Australia units. The minimum number of institute units for each
program is set out in the following table -

Award in which credit is granted Minimum number of the
instituteo;
Diploma 4
Associate degree 8
Bachelor degree 12
Graduate Certificate 2
Graduate Diploma 4
Master degree 6

Time limit
McGrath Institute of Business Australia will not grant credit for a unit or units completed in the McGrath
Institute of Business Australia program more than five(5) years prior to the application.

Applying for Recognition of Prior Learning

A student may apply for recognition of their prior learning at the time they apply for admission. There are
a number of prerequisite units in each course of study for which RPL may not be sought. A student may
not apply for recognition of prior learning in a unit for which they are currently enrolled after the start of
the teaching period for that unit.

In order to have a unit from another institution considered for credit, students must provide documentary
evidence of the work undertaken in the form of:

A certified copies of a testamur and/or an academic transcript from the institution showing the
units completed with a passing grade;

A an outline of the work covered as described in the handbook from that institution; and

A acompleted MIBA recognition of prior learning form indicating the unit from the McGrath
Institute of Business Australia program that they believe is substantially equivalent.

Further support material may be requested to assist the institute in determining unit equivalence.
Students must provide such material when requested.

In determining the outcome of their application for recognition of prior learning, the institute may
require a student to undertake the same (or a modified version of ) the assessment that a student enrolled
in McGrath Institute of Business Australia unit or units would normally be required to complete.

Consideration of applications

An application for recognition of prior learning will firstly be considered by the Academic Programs
Director in consultation with the Head of Department of the program concerned. Where a precedent
has been set for the granting of credit for a unit from another institution, the Academic Programs Director
may approve the application for the recognition of prior learning. Where credit has not been granted
previously for a unit from another institution, the Academic Programs Director will consult with the
relevant Heads of Department to determine the validity of the application and make a determination
accordingly.
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Appeals against decisionsregar di ng t he recognition of prior | earning c
Appeals and Grievances procedures.
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Program variation and Cancellation Policy

Students are able to defer or temporarily suspend their studies during their course by varying their
program of study.

Students may also have their enrolment deferred or suspended due to misconduct which can also be
grounds for cancellation of studies and exclusion from the Institute.

Students have the right to appeal a decision by McGrath Institute of Business Australia to defer, suspend
or cancel their studies.

Varying a program of study
A student may vary their program of study by adding units or withdrawing from units according to the
following restrictions:

A all variations to the program of study must be made before the end of the second week of the
trimester. Permission to vary a program of study after the start of the trimester is at the
di screti on o AcaderhieProgranss tDiredctorf e 0 s

A astudent who withdraws from a unit before the census date of the trimester may do so
without academic penalty;

A astudent who withdraws from a unit after the census date of the trimester will receive a
failing grade for the unit in question, unless the Academic Programs Director is satisfied that
exceptional circumstances for withdrawing late from the unit exist.

Thelnst i tute may vary a studentods program of study

A the student enrols in a unit that is not consistent with the requirements for the award the
student has been admitted to;

A the student enrols in a unit for which they have not met pre- and co-requisite requirements;

A the student has exceeded the time limit set for the completion of the award course;

A the institute believes the student cannot meet the technology requirements that will enable
the student to complete their proposed program of study;

A the student enrols in a unit from which they have been excluded;

A the student has been excluded or suspended from enrolment;

A the student is financially indebted to the Institute;

A the Institute cannot provide a proposed unit of study.

Should a variation of study program take place, the MIBA Refund Policy will determine any fees to be
refunded to students.

In special cases of extenuating circamstances, students may apply to the Academic Programs Director to
vary the requirements of a course and be granted leave to substitute elective units for core units. Such
requests will be considered for approval by the Academic Board.

Leave of Absence
The Academic Programs Director may grant a student leave of absence from an award course if:

8e




McGrath Institute of Business Australia

A theleave is for a period of no more than one year;

A the student has made satisfactory progress towards completion of the requirements for the award
in which they are enrolled; and

A the student has not previously been granted a leave of absence from an award course at McGrath
Institute of Business Australia.

If a student has not met these requirements, the Academic Programs Director may still grant a leave of
absence if they are satisfied that the student has demonstrated exceptional circumstances for taking the
leave.

A student who is granted leave of absence:

A is deemed to have withdrawn from enrolment in all units; and
A isnot an enrolled student of the Institute for the approved period of leave.

A student must apply for re-admission to the award course if:

A the student does not apply for leave of absence before withdrawing from enrolment in all units in
a trimester; or
A the student fails to re-enrol at the conclusion of the approved leave.

Cancellation of enrolment

A student must notify the Institute if they wish to cancel their enrolment in an award course. A student
who cancels their enrolment is deemed to have withdrawn from enrolment in all units in their program of
study at the time of cancelling their enrolment.
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Internal Articulation Policy

Students who have completed nested qualifications at McGrath Institute of Business Australia may apply
after 12 months to enrol in the relevant degree program and have their qualification taken as advanced
standing.

In order to remain current, McGrath Institute of Business Australia will not grant credit for a unit or units
completed in the McGrath Institute of Business Australia program more than five (5) years prior to the
application. Further, any student who applies for enrolment under the terms of this policy will be required
to take an extra unit of study (as stipulated below).

Students may only apply through this procedure once: that is a student can only apply for advanced
standing once in each award program. Thissiackiong®oilat he
devalues the reputation of McGrath Institute of Business Australia degrees.

For example, if a student who has been awarded a Diploma of Business at McGrath Institute of Business
Australia wishes to enrol in the Bachelor of Business program, they would receive advanced standing for
the first 8 core units of the program. However the student cannot enrol in the Associate Degree of
Business with the intention of later applying for the Bachelor of Business

Students who wish to have qualifications issued by other institutions taken into account must apply
through the McGrath Institute of Business Australia Recognized Prior Learning Policy

Internal Articulation Pathways
Qualification Nested Award Advanced standing Still required

Bachelor of Business Diploma of Business 7x 100 level core units 1x 100 level core
unit
4x 200 level core
units
4x 200 level elective
units
4x 300 level core
units
4x 300 level elective
units
Associate Degree of 8x 100 level core units 1x 200 level elective
Business 4x 200 level core units 4x 300 level core
3x 200 level elective units
units 4x 300 level elective
units
Bachelor of Diploma of Information  7x 100 level core units 1x 100 level core
Information Technology unit
Technology 8x 200 level core
units
8x 300 level core
units
Associate Degree of 8x 100 level core units 1x 200 level core
Information Technology  7x 200 level core units 8x 300 level core
units
Master of Business Graduate Certificate of 3x Level 1 units 1 x Level 1 Unit
Administration Business 4 x Level 2 Units

10 ®
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2 x Level 3 Units
2 x elective Level 3

Units
Graduate Diploma of 4x Level 1 units 1 x Level 2 Unit
Business 3 x Level 2 Units 2 x Level 3 Units
2 x elective Level 3
Units
Master of Information  Graduate Certificate of 3 x Level 1 units 1x Level 1 Unit
Systems Information Systems 2 x Level 2 Units

2 x Elective Units
2 x Level 3 Units
2 x Elective Units

Graduate Diploma of 4x Level 1 units 1x Level 2 Unit
Information Systems 3 x Level 2 Units 2 x Level 3 Units

Articulations from old courses into new courses

Old Unit
ACG100 Introduction to Financial
Accounting

BUS100 Business Communication and
Research Skills

COM100 Introduction to Computing

MGM100 Business Organisation
Principles

ECO100Business Economics

STT100 Business Statistics

No equivalent unit

MKG100 Fundamentals of Marketing

MGM200 Human Resource
Management

MKG303 Services Marketing

MKG200 Consumer Insights

New Corresponding Unit
ACG110 Principles of Financial Accounting

BSP110 Academic & Business Writing and Communication

BSP111 Academic & Business Technology

MGM110 Principles of Management

ECO110 Principles of Economics
STT110 Business Statistics

BUS110 Business Law
MKG110 Principles of Marketing

MGM210Human Resource Management

MKG211 Services marketing

MKG210 Consumer Behaviour

11 ®
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FIN100 Elementary Finance FIN210 Business Finance

ACG200 Management Accounting ACG210 Management Accounting

No equivalent unit MKG212 Marketing Communications

BUS200 International Business Law BUS210 International Business Law

MKG302 Marketing Science STT310 Quantitative Methods

MGM300 Strategic Management MGM310 Strategic Management

No equivalent unit MGM313 Corporate social responsibility, ethics, and good governance

H

FIN200 Financial Management FIN311 Financial Management

MGM305 Managing organisational change
MGM500 Managerial Accounting MGM510 Managerial Accounting
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MGM502 Managerial Economics MGM512 Managerial Economics

MGM503 Managerial Finance MGM513 Managerial Finance

MGM507 Managing People and
Change

MGM517 Managing Organisational Change

MIB506 International Institutionsand | MIB516 International Institutions and Political Environments
Political Environments

MIB500 International Management MIB510 International Management

MGM510 Customers and Customer
Relations

MGM520 Customer Relationship Management

BUS510 Project Management BUS510 Project Management

13 ¢
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Student Progress and Academic Intervention Policy

McGrath Institute of Business Australia will monitor student academic performance in each unit of
enrolment. Progress will be assessed at the end point of every study period.

Students are expected to achieve the following requirements in order to meet the satisfactory course
progress requirements and be allowed to re-enrol without restriction:

A Pass at least half of the units studied in any study period;
A Not failing a unit more than once.

Progress within a unit
A student who fails any particular unit may re-enrol in that unit in a future trimester.

If a student subsequently fails the unit again, the student will not be allowed to re-enrol in that unit until
they demonstrate to the satisfaction of the Academic Programs Director that their performance in the unit
will improve.

Progress within an award program

Students are expected to make satisfactory progress towards the completion of the award program in
which they are enrolled.

The consequences of failure to meet one or more of the requirements for satisfactory progress are as
follows:

A Failure to pass at least half of the units studied in any study period.

A student who fails 50% or more of their enrolled units in any given trimester will be given a
written warning about their performance, and their enrolment in units in the subsequent
trimester may be conditional.

A Astudent who again (in any future trimester) fails more than 50% of their enrolled units
will be given a written warning and will only be allowed to enrol in a maximum of two units
in the subsequent trimester.

A A student who, for the third time, fails more than 50% of their enrolled units will be deemed
to not have achieved satisfactory progress towards their award program. In such cases, the
student will be excluded from further study at the Institute for a period of time.

A student who has been excluded from study may apply for re-admission to the Institute at the end of
their exclusion period. This application for re-admission will only be granted where the student can
demonstrate that they can make satisfactorily progress towards the award program in which they seek
re-admission. The re-admission of an excluded student is at the discretion of the Institute.

Students are expected to complete their entire award program within8 years of their initial enrolment in
an undergraduate degree course, 5 years in a Masters program and 3 years in a Graduate Certificate or
Graduate Diploma program. Students who fail to complete their award program in this time may be
excluded from further enrolment.

Academic Intervention

14 ®
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If a student is at risk of not making satisfactory course progress, the Academic Programs Director will
establish a support program which may include one or more of the following:

undertaking academic skills programmes;

receiving individual case management;

undertaking counselling in their location;

receiving mentoring;

being placed in a suitable alternative subject within a course or a suitable alternative course;
or

A acombination of the above and a reduction in course load.

Do Do Do Do P

Arecord of the interventionme asur es i mpl emented will be kept in t

Notification and appeal

The Academic Programs Director will notify students in writing of exclusion from McGrath Institute of
Business Australia.

Students have the right to appeal all consequences imposed for failing to meet the requirements for re-
enrolment. Any compassionate or compelling circumstances will be considered. Appeals must be lodged
in writing and addressed to the Academic Programs Director within 20 days of the date of the student
being notified of the exclusion. The process will commence within 10 working days from the date of
receipt of the studentds appeal

15 ¢
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Academic Integrity Policy

Shared Values for all staff and students

Learning at McGrath Institute of Business Australia is based on the principles of scholarship and
academic integrity. Scholarship is about using existing knowledge, ideas and understandings to create, or
build, new knowledge, ideas and understandings. This approach applies equally to professional life, where
practice is based on evidence, and an explicit acknowledgement of the work of others.

The principles of academic integrity are central to the pursuit of knowledge undertaken at all levels in
both formal studies and in professional life.

Five values form the basis of Academic Integrity:

Honesty

Fairness

Trust
Responsibility/accountability
Respect

= =4 =4 —a A

These values are fundamental to the activities of McGrath Institute of Business Australia. All
stakeholders, including students, staff, contractors, partners or agents, are required to uphold the Values
in all of their activities.

The Academic Board is responsible for providing advice on leadership and support for academic integrity
for students and staff across the Institute.

The Institute and Its Students: Responsibilities and Expectations

Academic honesty, integrity and a respect for knowledge and truth are fundamental to the Institute. This
document is intended to clarify and reinforce the | nst
one of the statements of good practice observed by the Institute in addressing teaching and learning and

the academic behaviour of its staff and students.

Institute Responsibilities

Within the context of the I nstitut eknewledgesthe followingMi ssi on
responsibilities towards its students:

1 To provide a work and study environment free from discrimination or harassment on the basis of
race, nationality, gender, age, political conviction, sexual preference, marital status, religious

belief, disability, family responsibilities or <car
account of the different characteristics of students and their varying cultural and educational
backgrounds.

1 To maintain a safe, positive, harmonious and cooperative teaching and learning environment by
ensuring that students have:
0 access to academic staff to discuss program matters;
o timely, fair and constructive assessment of work; and

16
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o the prompt addressing of concerns and complaints, especially where they relate to
academic standing and progress.

1 To deal with all students and their academic work with honesty and integrity, to maintain ethical
academic standards and to provide helpful and appropriate feedback in a timely manner.

1 To encourage a respect for knowledge, excellence and to stimulate students to reach a high level
of academic attainment.

1 To provide, before enrolment, information on courses in a variety of formats, accessible to all
students especially students with disabilities, sufficient to allow an informed decision on the
programs and courses to be undertaken.

1 To ensure that, if changes are made to courses or programs, adequate arrangements are made so
that students who are undertaking them are not disadvantaged.

1 To inform students of the common conventions and requirements in relation to proper
referencing and acknowledgement of sources as well as providing information on the specific
requirements of the Institute.

1 To ensure the availability and appropriate timing of compulsory courses and sufficient optional
courses to enable program completion within the specified minimum time provided that the
standard rate of progress in the program is maintained.

1 To make information freely available on all policies and procedures which affect students.

1 To address concerns and complaints of students and to provide access to suitable appeal and
grievance mechanisms.

1 To provide access to special consideration, rescheduled examination, alternative assessment,
replacement assessment or extension of time for assessment where academic performance has

been adversely affected by illness or other serious cause beyond the student's control.

1 To ensure that students have the opportunity to provide input into academic staff teaching
performance appraisal.

T To acknowledge studentsdé Intellectual Property Rigl

1 To uphold information privacy principles relevant to personal student information in accordance
with applicable legislation.

Student Responsibilities
Within the context of the Instituteds Mission and goal
responsibilities:

17 @
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To contribute to a work and study environment free from discrimination or harassment.

To act at all times in a way that respects the rights and privileges of others and shows
commitment to freedom of expression; and in particular to be sensitive to cultural diversities

To respect knowledge, scholarship and truth and act with honesty and integrity at all levels of
academic life.

To be aware that all forms of academic dishonesty or misconduct, including plagiarism are
unacceptable and that the Institute may put in place measures to test student compliance with its
standards.

To participate actively and positively in the teaching and learning environment, it is expected that
students will:

0 participate in course activities;

0 maintain steady progress within the unit or course framework;

o comply with workload expectations; and

0 submit required work on time.

To provide constructive feedback on the teaching and learning environment.

To monitor their own progress in the teaching and learning environment and the academic
program, in the context of reasonable access to academic staff for assistance.

To cooperate in suggested remedial options to improve their academic performance and maintain
adequate progress in a course or program.

To be aware of all Institute rules and regulations pertaining to their rights and responsibilities as
students.

To be aware of their individual rights and responsibilities regarding the proper use of copyright
material.

To be aware of all unit or course information made available to them and to raise any questions or
concerns with the appropriate academic staff member in a timely manner.
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Academic Misconduct & Plagiarism Policy

All students are expected to maintain high standards of academic honesty and integrity. Academic
misconduct is defined as attempts by students to cheat, plagiarise or otherwise act dishonestly in
undertaking an assessment task, or assisting other students to do so. Students are considered guilty of
cheating if they seek to gain advantage by unfair means such as copying another student& work, or in any
way mislead a lecturer or tutor about their knowledge, ability, or the amount of original work they have
done. McGrath Institute of Business Australia has an Academic Integrity Policy in place to familiarise staff
and students in standards of academic integrity, including plagiarism

Plagiarism

Plagiarism is the use of another person's words or ideas as if they were one's own. It may occur as a result
of lack of understanding and/or inexperience about the correct way to acknowledge and reference
sources. It may result from poor academic practice, which may include poor note taking, careless
downloading of material or failure to take sufficient care in meeting the required standards. It may also
occur as a deliberate misuse of the work of others with the intent to deceive. It may include, but is not
restricted to:

1 presenting extracts, without quotation marks and/or without appropriate referencing, from
books, articles, theses, other published or unpublished works, films, music, choreography,
working papers, seminar or conference papers, internal reports, computer software codes, lecture
notes or tapes, numerical calculations, data or work from another student. In such cases, it is not
adequate merely to acknowledge the source. This applies to material accessed in hard copy,
electronically or in any other medium;

1 close paraphrasing of sentences or whole paragraphs with or without acknowledgement by
referencing of the original work;

1 adopting ideas or structures from a source without acknowledgment;
1 using source codes and data from other's work without acknowledgement;

1 arranging for someone else to undertake all or part of a piece of work and presenting that work as
one's own,;

1 submitting another student's work whether or not it has been previously submitted by that
student.

Collusion

Collusion occurs when a student submits work as if it has been done individually when it has been done
jointly with one or more other person unless the tutor has indicated that this is acceptable for the specific
piece of work in question.

Examinations
Breaches of the requirements of academic honesty and integrity may occur in the examination process
and may include, but is not restricted to:
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1 directly or indirectly giving assistance to any other student;
1 directly or indirectly accepting assistance from any other student;
1 permitting a student to copy from or otherwise use another student's papers;

1 obtaining or endeavouring to obtain, directly or indirectly, assistance during the examination or
giving or endeavouring to give, directly or indirectly, assistance to any other student.

Penalties
All proven cases of academic misconduct will be recorded in the Academic Misconduct Database.

1 Penalties imposed will take into account the nature and the extent of the misconduct.

1 Penalties imposed will take into accountthest udent sé st age in the program
1 Penalties imposed will take into account the conventions of the field of study.
T A studentdés second offence is penalised more sever

will result in exclusion from McGrath Institute of Business Australia.

1 The following penalties may be imposed: a warning, a reduction in grades, receiving zero for an
assessment event, failing the unit, exclusion from McGrath Institute of Business Australia.

1 Cases of repeated academic misconduct will result in more severe disciplinary action such as
expulsion of the student from the Institute.

Notification and appeal

1. Students must be notified in writing of penalties as a consequence of academic misconduct
2. The grounds for appeal are:
a. procedural irregularities, and/or
b. factual errors on which the decision was based and which were of such magnitude as to
invalidate the decision.

Appeals must be lodged in writing with the Academic Programs Directorwithin 20 days of the date of the
student being notified of the consequence.
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General Misconduct Policy

Students are expected to respect other students, staff and property so that learning and teaching can take
place freely, safely and without impediment due to the misconduct of others.

General misconduct is where a student:

acts dishonestly;

harasses other students or staff;

interferes with students or staff;

prevents or disrupts learning;

disobeys/fails to comply with contractual or legal requirements;

alters/defaces McGrath Institute of Business Australia documents or records;

prejudices the good name of McGrath Institute of Business Australia, or otherwise acts in an
improper manner.

Do Do Do Do Do Do D

The following examples indicate the kinds of behaviour which constitute student misconduct. They are
for illustrative purposes and are not intended to be exhaustive. Student misconduct occurs when a
student;

a)
b)
c)

d)
e)
f)
g)

h)
)
J)

k)
D

contravenes any rules or acts;

prejudices the good name or reputation of McGrath Institute of Business Australia;

prejudices the good order and governance of McGrath Institute of Business Australia or interferes
with the freedom of other people to pursue their studies, or carry out their functions at McGrath
Institute of Business Australia;

fails to comply with conditions agreed in the contract;

wilfully disobeys or disregards any lawful order or direction;

fails to comply with any penalty imposed for breach of discipline;

misbehaves in a class, meeting or other activity under the control or supervision of McGrath
Institute of Business Australia;

obstructs any member of staff in the performance of their duties;

acts dishonestly in relation to admission to McGrath Institute of Business Australia;

knowingly makes any false or misleading representation about things that concern the student as
a student of McGrath Institute of Business Australia or breaches any of McGrath Institute of
Business Australiafs rul es;

alters any documents or records;

harasses or intimidates another student, a member of staff, or any other person while the student
is engaged in study or other activity as an McGrath Institute of Business Australia student,
because of race, ethnic or national origin, sex, marital status, sexual preference, disability, age,
political conviction, religious belief or for any other reason;

Proceedings for Misconduct

An allegation of misconduct on the part of a student may be referred to the Academic Programs Director.
The Academic Programs Directormay:

a)

hear and determine any case of alleged misconduct; or
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b) refer the case to the Academic Board; and
c) direct that a student not be eligible to graduate until the matter is resolved.

After hearing a case, the Academic Programs Director will determine how to proceed with the matter and
may:

a) dismiss the case; or

b) exclude a student from MIBA for a period not exceeding four weeks; and/or
¢) impose such other penalty as is deemed appropriate;

d) recommend a hearing by the Academic Board.

The Academic Board shall normally conduct its hearing within four weeks of referral of the case by the
Academic Programs Director. When the Academic Board deals with an allegation of misconduct referred
to it the student concerned:

a) shall be entitled to make representations, either orally or in writing or both;

b) shall be entitled to give and call evidence; and

¢) may be assisted by a support person, but the support person should take no part in the
proceedings of the Academic Board, except at the express invitation of the Chair.

Every penalty imposed by the Academic Board shall be reported to the MIBA Board of Governors

Penalties for general misconduct
A Penalties imposed will take into account the nature and the extent of the misconduct
A A studentodés second offence is penalised more sever
will result in exclusion from McGrath Institute of Business Australia.

If the student admits to the alleged misconduct, the Academic Programs Directormay impose one or both
of the following;:

a) acharge for the cost of damage to facilities and equipment;
b) temporary exclusion from McGrath Institute of Business Australia.

The CEO, McGrath Institute of Business Australia may impose the penalty of permanent exclusion from
McGrath Institute of Business Australia in the case of verbal abuse of students or staff of McGrath
Institute of Business Australia, repeated or severe misconduct, or in the case of criminal acts.

Notification and appeal

1. Students must be notified in writing of penalties as a consequence of general misconduct
2. The grounds for appeal are:
a. procedural irregularities, and/or
b. factual errors on which the decision was based and which were of such magnitude as to
invalidate the decision.

Appeals must be lodged in writing with the Academic Programs Director within 20 days of the date of the
student being notified of the consequence.
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Graduation Policy

Completion of an award program

When a student successfully completes their last trimester of study and has satisfied the stipulated
requirements for their award, the Academic Board will recommend they qualify for their award, except
where:

A The student is indebted to the Institute; or
A The student is under student disciplinary investigation.

Such students are not eligible to graduate until their debts are cleared or the disciplinary action is
resolved.

The names of all approved graduates will be forwarded to the Governing Board and upon approval,
recorded inthes t u d e n,wldich will be the official public record of graduates of the Institute.

Issuing of testamurs and academic transcripts
All AQF qualifications must include:

7 the name of the legal entity that is McGrath Institute of Business Australia
M the Australian business number (ABN) of McGrath Institute of Business Australia

7 the full name of the person receiving the certification (eg as shown on their birth certificate,
passport or driver's licence)

1 the full title of the qualification awarded
1 aunique identification number (ie unique to each p e r s certification)

7 thesignature of the officer appointed by the Board of Governors to issue testamurs, with their
name and position within the Institute printed below the signature

M the date the testamur is issued

All transcripts of AQF qualifications issued to students must include relevant information (as printed on
the testamur itself) that is sufficient to identify the student, the qualification achieved, McGrath Institute
of Business Australia, its contact details and signatory, and the date issued - irrespective of whether the
transcript is printed on the back of the testamur or issued as a separate document.

Testamurs will be mailed to the graduate or to a representative nominated by the graduate.

Alost or destroyed testamur can be replaced upon payment of a prescribed fee and the presentation of
a statutory declaration and any other supporting evidence indicating the circumstances of the loss or
destruction of the testamur.

Revocation of degrees
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The Institute reserves the right to revoke any degree awarded if it is proven that there has been an
administrative error or, through student disciplinary or other action, that the student is guilty of cheating,
plagiarism, or other fraudulent activity and obtained the degree under false pretences.
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Assessment Policy

Progressive assessment

Every unit at McGrath Institute of Business Australia requires students to perform a range of tasks to

facilitate their learning. These tasks may include written examinations, participation in forum

discussions, assignments, essays, reports, self-paced learning activities, and practical or other work.

Students may be assessed on any specifically designated task they perform and this assessment will

contribute to the determination of a studentédés final g

Details of the assessment tasks required in each unit are specified in theunitout | i ne . 't is a st
responsibility to familiarise themselves with the method of assessment prescribed for each unit in which
they enrol and to make themselves available to undertake each task at the required time.

The submission of all assessment items is compulsory unless stated otherwise in the unit outline. Failure
to submit an assessment item may result in a failing grade for the unit.

Focus tasks are regular formative assessment tasks and are an integral and mandatory component of
study at McGrath Institute of Business Australia. Students are required to submit reasonable attempts
for at least 75% of their focus tasks. Failure to submit the required number of focus tasks to the tutor may
result in a failing grade for the unit.

Submission of Assessment ltems

Students are expected to submit assessment items on or before the due date specified, and in the manner
and format required for that task unless an approved extension has been granted.

Assessment tasks submitted after the due date will attract a marking penalty of 5% of the total mark
allocated for that assignment for each day the task is late (including Saturday and Sunday) without a
formally approved extension. Assessment tasks submitted more than seven days after the due date will
not be accepted without a formally approved extension.

Students must retain a copy of all submitted assessment items. This copy must be produced if requested
by the Institute.

An extension of time for the submission of an assessment task may be granted by the Head of
Department in charge of that unit in circumstances where:

A A written request for an extension is received before the original submission due date.

A An acceptable reason for requiring an extension is given by the student and supporting
documentation is provided (some standard acceptable reasons are illness, family tragedy, and
circumstances beyond the control of the student).

If the request for an extension is granted, the length of the extension will be determined by the Head of
Department in charge of that unit. Submission after the extended submission date will not be accepted.
Further requests for extensions of time for the submission of that assessment task will, typically, not be
awarded.
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Appeals against the awarding of marks or the granting of extensions of time can be made through the
Institutebds Appeals and Grievances procedures.

Final Examinations

Most units at McGrath Institute of Business Australia require students to undertake a final examination
for the unit. Where a unit has a final examination, students are required to make themselves available to
be examined at the time and place specified by the Institute. The format and procedure for the final
examination will be determined by the Institute.

Special Consideration

During the courseofauni t, a studentds performance in an assessme
examination) may be affected by medical, compassionate or compelling circumstances. In such cases a
student may apply for special consideration for the assessment tasks affected.

An application for special consideration should be made before, or no later than 24 hours after, the due
date for the assessment task for which special consideration is being sought. Late applications may be
considered in exceptional circumstances.

Special consideration applications must include original or certified copies of, supporting documentation

(in English or with a certified translation). Where special consideration is sought on medical grounds, a

certificate or letter signed by a registered medical practitioner stating the nature and duration of the

il Il ness and the |likely effect of the illness on the st

The Academic Programs Director will assess each case for special consideration on its merits. If an
application for special consideration is successful, a student may be granted:

A an extension of time in which to submit their assessment;

A an increase in the assessment weighting of another required assessment task to compensate
for the task adversely affected;

A amodification of the marks achieved in an assessment task;

A adeferral of the assessment task to a later time;

A asupplementary assessment task.

I n cases where a studentds performance in the entire u
the unit without academic penalty.

Appeal s against speci al consideration decisions can be
Grievances procedures.

Grades to be awarded

At the completion of a unit of study, a grade will be awarded based on the assessment of the tasks
performed by the student. The grades to be awarded are as follows:

HD High Distinction | 85 - 100 Passing

D Distinction 75 - < 85 Passing

CR Credit 65- < 75 Passing

P Pass 50 - < 65 Passing

UP Ungraded Pass | Greater than 50 | Forunits assessed ona Passing
pass/fail basis only
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Fail

Less than 50

Student has

not satisfied the
assessment
requirements of the unit

Failing

FN

Fail Incomplete

N/A

Studenthas

failed due to not
attemptingone or more
assessment items in the
unit

Failing

FW

Fail Withdrawn

N/A

Studenthas withdrawn
from the course after
the closing date for
withdrawal

Failing

Supplementary Examinations

In exceptional circumstances, the Academic Programs Director may (at their discretion) permit students
awarded a grade of F or FN in a unit to undertake a supplementary examination in the unit. The
supplementary examination is to be held within a limited period of time from the original examination
period and will cover all aspects of the unit.
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Appeals and Grievances Policy

McGrath Institute of Business Australia seeks to maintain the highest levels of student confidence in the
quality and integrity of its awards and academic and administrative practices. Students who believe they
have been unfairly dealt with are entitled to make use of this appeal and grievance procedure. There are
two separate grievance procedures: one for specifically academic-related issues such as admissions and
student assessment; and a second for more general issues of institutional procedure and practice, such as
finance or resources.

In order to make an appeal or lodge a grievance, students can request access to any or all of the following
to assist them:

A copy of any relevant unit outlines;

Copies of assessment tasks and the criteria used for marking the assessment task;
A break down of marks received by the student;

Marks for the individual components of an examination (if appropriate).

= =4 -4

Appeals against an assessment result

McGrath Institute of Business Australia seeks to prevent appeals by ensuring that students are satisfied
with their course and its outcomes. Personnel are expected to be fair, courteous and helpful in all dealings
with students.

Any complaint about any assessment will be treated seriously, investigated thoroughly, and dealt with
according to the merit of the complaint. Appeals must be made within 21 days of receipt of assessment.

All records of any appeals will be kept on file.

Upon receiving a mark for an assessment task, a student may appeal against that mark if they believe in
good faith that:

1 The mark they received does not reflect the quality of the work submitted; or,
1 The mark they received does not take into account all parts of the submission; or
1 The type, weighting or content of the assessment item differs from information in the unit outline.

Students wishing to appeal should follow the procedure described below.

Appeals against a final result

Upon receiving the final result for a unit, a student may appeal against that mark if they believe in good
faith that:

1  The mark for one or more major assessment item(s) (including the final examination) does not
reflect the quality of the work submitted; or,

1  All required assessment item were not included in the final determination of the result; or

1  All marks contributing to the final result have not been correctly weighted and their total
accurately obtained; or

1  The type, weighting or content of an assessment item differs from information in the Unit
Outline
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Appeals must be made within 21 days of receipt of assessment. Students wishing to appeal should follow
the procedure described below.

General Academic Grievance and Appeals Procedure

1  Where a student has a grievance or appeal regarding a particular unit, the student should contact
the tutor and the Head of Department responsible for the unit and, through discussion, try to
resolve the issue within twenty-one (21) days of the grades being made available to students.

1 If the issue cannot be satisfactorily resolved by the tutor and Head of Department, the student
should contact the Academic Programs Director in writing by letter or email within a further
fourteen (14) days to try to resolve the matter. The student must supply all material relevant to
their appeal and must explain why the outcome of their initial appeal is unsatisfactory. A written
response from the Academic Programs Director or their delegate will be provided within 10
days

1 Where a student has a grievance or appeal regarding any other matter, the student should contact
the Academic Programs Director and, through discussion, try to resolve the issue.

1 If the issue cannot be satisfactorily resolved by the Academic Programs Director, the student

should contact the CEO in writing by letter or email within a further fourteen (14) days to
try to resolve the matter. The student must explain why the outcome of their previous appeals was
unsatisfactory.

1 The CEO will seek reassessment or arbitration by a third party, such as the Australian Council for
Private Education & Training (ACPET), or a panel acceptable to all parties to the appeal at the
earliest possible convenience.

The outcome of all appeals will be communicated to the student in writing and kept as a report in the
Institute Grievance Register.
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Academic Grievance Procedure Flowchart

30°

Step 1.
Student discusses issue with tutor or Head of
Department

Step 2:

Student contacts Academic Programs Director
in writing within 14 days

wAcademic Programs Director replies within 10 days

Step 3:

Student contacts CEO in writing within 14days
The student must explain why the outcome of
their previous appeals was unsatisfactory

Step 4.

If all prior steps fail to resolve the issue, the
MIBA CEO will seek third party re-assessment
or arbitration
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Administrative Grievances
General Administrative Grievance Procedure

1

Where a student has a grievance against an administrative decision or practice, the student
should contact the Student Administration Officer and, through discussion, try to resolve the
issue.

If the issue cannot be satisfactorily resolved by the Student Administration Officer, the student
should contact the CEO in writing by letter or email within twenty-one (21) days to try to
resolve the matter. The student must supply all material relevant to their grievance and must
explain why the outcome of their initial grievance is unsatisfactory. A written response from the
CEOor their delegate will be provided within 10 days.

As a final solution, if the issue cannot be satisfactorily resolved by all other levels of appeal, the
Institute will refer the matter to ACPET which will constitute an external appeals panel. There
may be a cost associated with an appeal to this panel. The decision of this external panel will be
final.

The outcome of all appeals will be communicated to the student in writing and kept as a report in the
Institute Grievance Register. All records of any complaints will be kept on file. If the decision of the
complaint or appeal supports the student, McGrath Institute of Business Australia will immediately
implement the decision and advise the student of the outcome

Step 1:

Student discusses issue with Student Administration
Officer

Step 2:

Student contacts CEO in writing within 14 days
GELEO replies within 10 days

Step 3:

If all prior steps fail to resolve the issue, the MIBA
CEO will seek third party re-assessment or arbitration
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Student Consultation Policy

There are times when students may require additional academic assistance. This could include assistance
with course material, assignments or practical skills.

At the beginning of a unit, all academic staff are to provide to students a contact email address. Academic
staff will ensure that all student contacts are responded to within 48 hours through the learning
management system (Moodle).

At the beginning of a unit, the tutor will ensure students are familiar the evaluation procedures and
provide outlines for the assessment tasks. Guidelines for assessment tasks will be provided that include
issues relating to how to complete the task, a marking guide, instructions for presentation, and the
procedures for late submissions.

Students can request further information or advice on the process of completing an assessment task.
Students can seek one-off consultations to discuss any matters that might be influencing their completion
of assessment tasks. The staff member might recommend a variety of actions, such as: further readings,
completing other assessment items, or suggest ways to complete assessment items.

Responsibilities:
Staff

Staff are responsible for:

1 ensuring students have access to up-to-date information concerning all the assessment tasks
required for completion of a unit, including instructions for completing the task, due dates and
marking criteria;

1 ensuring students have contact information for the relevant staff members;

1 replying to contacts and requests for assistance within 48 hours.

Students are responsible for:

1 ensuring they have read all information concerning assessment requirements for each unit of
study they undertake;

1 ensuring they make a concerted effort to understand the unit and assessment requirements
before contacting the relevant staff member for assistance;

1 ensuring they enable staff members adequate time to reply to requests for assistance prior to the
submission of an assessment.
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Refund Policy

This policy deals with student fee refunds for all students of McGrath Institute of Business Australia.
Students who study with McGrath Institute of Business Australia are entitled to receive full or partial

refund of the student fees they have paid in accordance with this policy.

This Refund Policy only covers fees paid to McGrath Institute of Business Australia and does not cover
fees paid to Learning Support Centres.

Student fees will be refunded in accordance with the principles set out in each of the following scenarios -

Scenario

Principles

Student withdraws from
enrolment

100% of the fee will be refunded before commencement of the first
day of the teaching period.

100% of the fee, less an administrative charge of 20% of the fee
paid will be refunded after the first day of the teaching period and
before the census date.

No fee will be refunded if after the census date.

McGrath Institute of
Business Australia withdraws
the

enrolment of a student

who does not meet the
information technology
requirements

100% of the fee, less an administrative charge of $100, will be
refunded if the student, having enrolled in the on-line distance
mode, does not satisfy the information technology requirements
by the end of week 3.

McGrath Institute of
Business Australia excludes
the

student due to poor
academic performance

100% of the fee will be refunded for any future teaching periods
paid for in advance and not yet commenced, but no refund for the
teaching period in which the student was excluded.

McGrath Institute of
Business Australia suspends
or

expels the student due

to academic

misconduct

100% of the fee will be refunded for any future teaching periods
paid for in advance and not yet commenced, but no refund for the
teaching period in which the student was suspended or expelled.

McGrath Institute of
Business Australia cannot
provide the academic study
offered

100% of the student fee will be refunded.

fiCensus

dat eo

refers to the closing date

Institute of Business Augralia in accordance with the Admission and Enrolment policy

Pl ease note

that Government Legislation

enrolment fees, to be refunded in full if:

A the course does not start on the agreed starting date which is notified in the Offer Letter;

A the course stops being provided after it starts and before it is completed;

f MoGrath d d i

requires
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A the course is not provided fully to the student because the Institute has a sanction imposed by
a government regulator;
A if the provider defaults.

This means that a full refund under the above conditions will be paid to the student within 14 days of the
default.

Procedure for refunds

Where appropriate and in line with this policy, McGrath Institute of Business Australia will refund
student fees paid to it (less any applicable administration charges) upon receipt of a written request from
the student to the Administration Officer.

Separate requirements apply for fees paid to Learning Support Centres.
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Continuous Improvement Policy

This policy deals with McGrath Institute of Business
continuous improvement. The Institute seeks to assure quality of teaching, learning and service delivery
through regular review and improvement.

Principles
Quality teaching, learning and administrative services and continuous improvement as a core value
Quality teaching and | earning are fundamental to the

I nstituteds quality assureaeawkdeaallstafbseppostmigos underta&king nher ent
teaching and learning activities.

Benchmarking and evidence-based approach

The Institute evaluates its achievements against appropriate benchmarks. Its quality assurance methods
are evidence-based, where outcomes and feedback from stakeholders (including students, staff, employers
and the community) will provide the basis for analyses and conclusions on which improvements are
planned.

Collegiality

The Instituteds procedur es eradvitwpas we aimhoddenify areacforpl es of
improvement, promote collaboration and exchange of best practice, and support a culture of critical self-

evaluation.

Practice
A commitment to widespread involvement of all stakeholders in the quality assurance process.

1 critical self-evaluation and rigorous peer review of academic and administrative areas;

1 systematic collection of evidence about service satisfaction and student experience, including
external comparisons, where possible;

1 external assessment of professional courses through accreditation and international review;

1 multiple avenues for student and staff input to QA and improvement; and

1 methodical use of client experience to improve staff development and training.

A focus on efficient management, planning and resource processes to achieve excellence and ensure
continuous improvement.

1 Institute-wide strategic goals linked to plans, priorities and the review system;

effective academic governance structure to develop, implement and oversee academic policies and
procedures;

a regular cycle of reviews of all courses and administrative services;

|

alignment between academic and administrative review processes;
allocation of funding to address areas for improvement; and
a performance management and development system for all staff, including managers.

= =4 =4

A commitment to judging outcomes and processes against external standards.
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f
f

Benchmarking of course outcomes with comparable institutions;
Benchmarking of student performance with comparable institutions.

Quality Management System (QMS)

The quality management system is the basis for a quality review processes, aimed at safeguarding not only
quality teaching and learning in academic standards but also to attain the utmost value of programs,
services and initiatives i n meteategicplgn goal s specified

The quality management system is integral to the work of all staff who are active in teaching and
administration and have the responsibility for implementing QA and continuous improvement by
ensuring adherence to quality principles. The QMS requires continuous monitoring of quality processes
and the documenting of results. These results are then used as the basis for strategic planning and
improvement by the Academic Governance and Institute governance bodies.

Internal Review

The central purpose of the reviews is to assist the Institute in safeguarding and enhancing the quality of
its core activities. The reviews are intended to: -

1 help ensure the effectiveness and sustainability of their quality assurance arrangements, through
peer review of processes, outcomes and the evidence that demonstrates their effectiveness;

1 assist in identifying and evaluating strengths and weaknesses;

1 help maintain a systematic and continuous cycle of planning, monitoring and improvement;

1 promote good practice throughout the Institute;

f assist in evaluating achievements in relation t

1 promote ownership of quality assurance activities throughout the Institute.
The Institute introduced reviews of administrative services to focus on how they contribute to the
achievement of the Institutebs strategic goals, and

and learning outcomes as well as the student and staff experience. The aims of the administrative review
process are to:
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identify and appraise the quality (of deliverables) of services, programs and activities relative to

purpose;

examine how well services, programs and activitiesmeet obj ecti ves speci fi ed
strategic plan;

evaluate all processes currently undertaken which assure total quality of administrative services

and associated improvements; and

implement all improvements in a planned, timely and effective manner
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Institutional Performance Review Policy

The Institute has implemented a comprehensive Quality Management System (QMS) in order to better
inform the strategic direction and improve the performance of the Institute.

This QMS comprises quality management systems that are designed to review and improve the quality of
operation in all areas of the Institute, including:

1 Curriculum design & delivery

1 Teaching & learning

1 Educational experience

1 Ancillary & administrative support

In addition, the QMS is designed to inform the strategic planning and direction of the Institute and to this
end makes provision for a regular strategic review at least once every quality cycle. This strategic review
consists of a review of the following:

71 Policies and policy framework

1 Administrative procedures

1 Administrative & governance structures (lines of responsibility etc)
1 Goals and mission of the Institute

The strategic review reviews all the policies and procedures, and governance and administrative
structures, used by the Institute as well as researching strategic directions in the wider education sector,
and is accomplished by a combination of internal staff and external consultation. All these areas are
reviewed for their efficacy and efficiency, as well as regulatory compliance. External consultation may also
be sought for this process, to expedite the process and add valuable expert advice.

The results of the strategic review are reported to the Board of Governors and any changes or
modifications that are recommended require the approval of the Board of Governors before
implementation.

The Strategic Plan is itself reviewed and approved by the Board of Governors also, and may contain plans
for changes to the structural relationships, as well as policies and procedures of the Institute, or the
overall goals and aims of the Institute.
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Course Approval & Review Policy

Preamble

McGrath Institute of Business Australia maintains a high quality of service through systematic and
thorough evaluation and review of the accredited courses that it offers.

Principles

Approval

McGrath Institute of Business Australia develops its courses through a consultative process with both
industry groups and the wider academic community that is directed by the relevant Curriculum Advisory
Committee . The result of these consultations is put before the Academic Board for review; upon
satisfactory review of the curriculum and course documentation, the Academic Board approves the course
and recommends it for Accreditation by the Minister for Education and Training.

Evaluation & Review

McGrath Institute of Business Australia is committed to implementing systematic, comprehensive and
consultative evaluation and review processes to ensure high quality service and courses that meet
studentsdé needs.

The Institute monitors, reviews and adjusts its programs to ensure that the interests and welfare of
students are safeguarded and that programs meet
industry input is sought in the monitoring and evaluation of these programs.

Ongoing monitoring of studentsé performance i s
delivery and assessment methods.

McGrath Institute of Business Australia is committed to the continuous improvement of all its courses
and regularly reviews courses and assures their quality through a number of processes and mechanisms as
detailed in the QMS. In particular, the Institute carries out regular reviews of programs through using:

M Unit evaluation forms

M1 Course evaluation forms

1 Tutor recommendations for improvement

1 Meetings of the relevant Curriculum Advisory Committee

1 Benchmarking and moderation exercises with other institutions
Identified improvements are incorporated into future programs, upon approval by the Academic Board.
Courses are routinely reviewed through the following mechanisms:

1. Programreviews :these are carried out every five years at the instigation of the Academic
Board and relevant Curriculum Advisory Committee , and consist of a review of the overall
program by an independent Panel convened for the task.
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2. Course Reviews :these are undertaken every three years under the aegis of Heads of
Department on the behalf of the Academic Board and consist of a mixture of internal and
external/independent assessment of courses offered by the Institute.

3. Unit Reviews: These are reports to be completed by teaching staff for each unit at least once
during the course review cycle.

Review Reports

1. Prog ram Reviews : The review team will include members external to the Institute with at least
one employer, one external academic, one senior academic and one graduate as well as a
represent at i vadminisfrative sesvices. {The reeiéwgeam will also have the right to
invite persons with particular expertise not represented on the team to assist the team in its
deliberations.

The review panel terms of reference include a requirement to review core courses and specialities
as part of the five yearly program review cycle, and ask the following questions of the course
under review:

Does the course objective meet program requirements?

Does course content satisfy course learning outcomes?

Does assessment test learning outcomes?

Do learning support materials or resources need to be upgraded?

Has there been conformity to the principles of the AQF framework?

©pp TR

2. Course Reviews : It is the responsibility of the Heads of Department to compile the Course
Review Report from unit reviews, benchmarking and moderation exercises, and other
improvement mechanisms. Suggestions for course and unit improvements may come from a
number of sources:

Improvement action recommendations lodged by staff

Unit review reports

Student & staff feedback surveys

Revisions of professional standards

Suggestions from the academic board

Professional & faculty development activities

o o T

These should be collated by Heads of Department for consideration by the relevant Course
Advisory Committee (CAC) annually.

Atleastonce in the courseb6s 3 year gquatnittewiewsycl e a f ul
benchmarking and moderation exercises, and other improvement suggestions should be

completed and forwarded to the CAC.

The CAC should report any developments and other significant data at least annually to the
Academic Board.

3. Unitreviews :These are reports to be completed by teaching staff for each unit at least once
during the course review cycle. Unit reviews allow educators to reflect upon the delivery and
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design of the units they teach and make recommendations for any improvements as well as
recording successful strategies and improvements made during their delivery.

Unit Reviews are designed to provide the following information:
Outcomes of unit

Teaching Strategies utilised

Successful innovations

Difficult topics

Content outline (weekly topics)

General student feedback

Assessment tasks & grade distribution
Recommendations

Resource recommendations

TR e e T

To facilitate both the compilation and review of these unit reviews, a standardised reporting
format will be used.

These unit reviews are collected and collated by Heads of Department for the relevant CAC. This
allows the CAC to report annually to the Academic Board concerning the content and delivery of
courses. The Heads of Department use the unit reviews and other data to compile an annual
report that can be synthesised into a whole course report over the duration of the course review
cycle.

Results

Should the relevant CAC decide to adopt any changes based on improvement suggestions, these should be
subject to stakeholder consultation before recommendation to the Academic Board for endorsement.
Recommended changes should be canvassed with relevant teaching staff who should provide a written
response; students should also be surveyed concerning any changes and their responses recorded. The
CAC may also decide to subject proposed changes to external scrutiny from industry, academic and
curriculum experts.

The results of this consultation process should be submitted to the CAC who may recommend
amendments or the adoption of change. A full report should be submitted from the CAC to the Academic
Board who can endorse any changes or subject them to further consultation before endorsement and
implementation.
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Resources Review Policy

Facilities Management
The Institute is committed to the following;:

1 Providing high quality flexible and sufficient accommodation for the administration and delivery
of its courses, and undertaking timely maintenance.

1 Ensuring that all workplaces meet occupational health and safety requirements.
1 Planning to meet changing technological requirements and anticipating future needs.

1 Providing a teaching platform of the consistent quality, including the provision of high quality
learning resources, to facilitate different approaches to teaching and learning.

Learning resources

As part of the course review cycle all learning materials, including on-line library resources, IT equipment,
database access, etc. are audited for continued relevance and functionality. The review of learning
materials is the responsibility of Heads of Department and with the assistance of their teaching staff.

Students are often asked in their focus tasks to suggest and review resource material which is then vetted
and potentially incorporated into the course as resource material. Tutors also contribute up to date
resources from their own professional practice. Tutors are charged with incorporating this new material,
as well as harvesting student generated material, into the course. Heads of Department for a particular
unit are responsible for coordinating the updating of course material and resources.

Informati on technology

IT systems and software are regularly reviewed by the Systems Administrator to ensure optimum
performance and to ensure that systems retain their fitness for purpose. The System Administrator

reports on the state e fnnuallywtheCEO tind Boartl &f Governors. r esour ¢
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Records Management Policy

Preamble

McGrath Institute of Business Australia is bound by the legal requirements of the National Privacy
Principles from the Privacy Amendment (Private Sector) Act 2001. We are committed to ensuring the
confidentiality and security of the information provided to us by students and staff. Should an issue arise,
a formal complaint can be lodged about the use of, or access to personal information with the Office of the
Federal Privacy Commissioner on 1300 363 992, or GPO Box 5218, Sydney, NSW 1042.

Records play a critical role within McGrath Institute of Business Australia: documenting McGrath
Institute of BusinessAu st r al i a 0 s prévidiagreddanee of its actions and decisions, and
preserving its corporate memory i its principal source of continuity. Effective records management and
information systems support those functions and satisfy the necessary legal, administrative and audit
requirements.

Scope

This policy applies to any record in any format, created, received or maintained by McGrath Institute of
Business Australia staff or anyone performing work on behalf of McGrath Institute of Business Australia
(including contractors and consultants), in the unit of carrying out a McGrath Institute of Business
Australiaés function or activity.

Principles

This policy identifies the principles which govern McG
of records. Those principles will ensure that records are created, protected and disposed of appropriately.

The Institute ensures that all original documents are kept in a safe and secure place. Records are collated,
stored and maintained on computer and disc backup on and off-site for a minimum of seven years.
However records on issuance of qualifications are kept for thirty years.

All records are considered as confidential to the Institute and can only be accessed on a need-to-know
basis. Student information is not disclosed to a third party without the written consent of the student.
Students and staff have access to their personal records and files upon request.

The Institute employs a clear and appropriate procedure for keeping and archiving records including;:

1 Students: names, addresses, contact numbers, email address and details of units undertaken,
record of fees paid.

1 Student records: individual student files including personal details, applications, assessment
outcomes, learning outcomes achieved, and qualification issuance details.

1 Accredited program records: program plans identifying a range of delivery and assessment
methods, advertising and promotional material, resource and equipment checklist, enrolments,
course attendance, module handouts, assessment materials including plans and tools, assessment
outcomes, RPL assessment, course evaluations, assessment validation documentation.

1 Qualifications register: qualifications and testamurs awarded.

1 Staff records: register of current staff, resumes, letters of application, references, verified
qualifications, letters of appointment, employment contracts, duty statements, induction
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checklists, performance appraisals, professional development details, wages, taxation and
superannuation, annual leave records.

1 Quality Management records: registration of business name, business plans, organisational
chart, policies and procedures, internal compliance audits, risk management and continuous
improvement documents, minutes of meetings, grievance and appeals, accidents and injuries and
use of first aid box.

1 Financial records: budgets and projections, receipts and invoices, petty cash book, cash books,
monthly financial reports, fees paid and refunds and credits, assets register, insurance policies,
wages, taxation and superannuation records.

Records Management Program

Records Management operations are to be carried out in accordance with centrally approved standards
and procedures. The Records Management Program provides the formal standards and procedures which
staff are required to adopt.

Responsibility for the Records Management Program rests with the CEO. The CEO has the authority to
set and issue standards and procedures in relation to records management and to monitor and audit
compliance with those standards and procedures.

Implementation of the program is the responsibility of the Student Administrative Officer assisted by
records management staff. Each member of staff is required to manage records in accordance with
authorised procedures.

Records management and information systems must:

support business operations;

cater for future expansion and needs;

enable statutory and other accountability requirements to be met, and
facilitate access to records-based information.

f
f
f
f

Creation of Records
1  All staff are obliged to create and maintain records which adequately document the activities in
which they take part, including records for:
0 quality assurance purposes;
o assessment and other teaching & learning activities;
o administrative and ancillary activities.
1  McGrath Institute of Business Australia will ensure that the information processing systems
which support business activities will create appropriate records as part of supporting those
activities.

Version and Document Control
Version Control has been implemented across all systems operating within the Institute.

The Institute has developed and implements version control procedures for managing materials including
Policies & Procedures, accredited course documents and learning and assessment material so that:
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Materials are reviewed for currency by authorised and competent staff prior to issue or re-
issue;

A list of materials with the respective issues and/or amendment status identified is
maintained; and

All personnel required to perform any function under the Instituteb s s cope of
have ready access to all necessary current materials.

Protection of Records

1

= =4 4 A
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Under the State Records Act 1998, Staff must not alienate, relinquish control over, damage,
alter or destroy records of McGrath Institute of Business Australia without authorisation.

Records must be appropriately maintained, stored and preserved for the period of retention.

Regardless of format, records must be accessible over the appropriate periods of time.
All records are held in a secure location which is accessible only to authorised employees
All information collected will remain confidential and secure except under the following
circumstance:

o Itis subpoenaed by a court, or

regi stré

o Studentds prior approval has been obtained to

circumstances, to employers or institutions.
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Privacy & Personal Information Policy

McGrath Institute of Business Australia is bound by legislation introduced on 215t December 2001 to
handle personal information in accordance with the National Privacy Principles. We are committed to
ensuring the confidentiality and security of the information provided to us by students and staff.

For proper academic record keeping, keeping in touch with students, graduates and alumni, and to run
the Institute effectively, it is necessary to collect and retain certain personal information about past and
present students and potential students of the Institute. This information includes such things as names,
addresses, contact details, occupations, academic and personal history and may include information
collected to comply with legal requirements. This information will only be used to provide students with
information about study opportunities, course administration, and academic information and to maintain
proper academic records. If students choose not to supply information we may be unable to enrol them in
a course or supply appropriate information.

No information in any assessment tasks or essay will be divulged to administrative staff or other staff at
the Institute apart from those directly involved in the assessment of the piece.

Principles

The Institute collects certain personal information from staff and students to facilitate effective and
efficient service provision. The Institute ensures the privacy of individuals in the following ways:

1 only collects information with the knowledge and consent of individuals;
1 only uses personal information for the purposes for which it was collected;

1 does not re-sell, distribute, or share personal information to a third party without prior consent
of the individual;

1 ensures that personal information will not be disclosed to other state institutions or authorities
except if required by law or other regulation;

1 ensures that demographic and other statistical information is not linked to any personal
information that can disclose the identity of an individual .

The Institute has implemented technology and security systems, policies and measures to protect the
personal information regarding staff and students from: unauthorised access, improper uses, alteration,
unlawful or accidental destruction and accidental loss.

Use of Information

The student information gathered is for the purposes of documenting academic pathways and to maintain
administrative processes.

McGrath Institute of Business Australia collects certain information for statistical and professional
purposes. This information is not considered to be personal or sensitive information. Information may be
used in order to compile statistics for the refinement of the Student Profile or other administrative/
management reasons.
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Request for access to student information
A student may request to see their student file at any stage. The Student Administrative Officer may
discuss the contents with the student and/or provide a copy.

Requests for access will receive a response within 14 days and an appointment will be made if necessary
for clarification purposes.

A student has the right to request amendments if there are inaccuracies in the information.
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Academic Staff Recruitment & Selection Policy

Recruitment

McGrath Institute of Business Australia recruits educators who are qualified and experienced educators to
facilitate learning. Educators are contracted to train in a specific curriculum over a specific period of time.

The recruitment and selection process is rigorous, complies with Equal Employment Opportunity and
Anti-Discrimination legislation, and includes:

0 Advertising

0 Interviewing

0 Reference checking
o Contracting

o Induction

Advertising

Educators are recruited in a variety of ways including advertising in newspapers, relevant journals, and
through contacts with other institutions.

Interviewing

Within a week of receipt of a potenti al educatorés res
qualified and experienced for the teaching requirements of the Institute, an interview is arranged between

the candidate and members of the academic staff. Generally, the Academic Programs Director conducts

the interview with the candidate. Within seven days of the interview the Academic Programs Director

contacts the candidate as to the outcome of the interyv
qualifications match the needs of the Institute, he or she is advised that a teaching contract will be offered

prior to the relevant trimester.

Reference checking

Educators who have submitted their resumes for consideration provide the names and contact details of
referees. Referees are then consulted by the Academic Programs Director once the interviewing process
has been completed and a decision has been made in regard to the suitability of the candidate for teaching
at the Institute.

Tutor Contracts

In preparation for any given trimester, the Academic Programs Director prepares teaching contracts for
tutors. The contract is a formal document detailing the terms and conditions under which the tutor has
been contracted and the obligations of both parties within the contract. The contract letter details
agreements reached regarding hourly rates, the number and type of units to be taught and assessment
marking policies. The contract is for the period of the trimester including the marking of all assessments
and the follow through on extension requests for assessments. This may imply that the t u tséoHodv-up of
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assessments continues until all extension requests have been met and that all assessments have been
marked and returned to administration.

Educators who are interviewed and invited to teach will receive a letter of appointment detailing the terms
and conditions of the contract.

Induction
The Institute welcomes new staff into the organisation with planned and comprehensive induction
programs relevant to their job role. For teaching staff this includes information on:

M accredited courses;
1 teaching strategies and assessment;

1 orientation to McGrath Institute of Business Australia procedures and policies.

Qualifications
Potential staff are required to show original or certified copies of qualifications at their interview.

Tutors contracted to teach undergraduate courses are required to have completed postgraduate
qualifications of at least Graduate Certificate level in the relevant disciplines, while those engaged to teach
on postgraduate courses are required to have either completed or demonstrate substantial progress
towards completing a Doctoral level qualification in the relevant disciplines.

All staff are required to have at least two (2) years experience in teaching at a Higher Education
institution. Staff with experience of e-learning are preferred; staff without previous experience of e-
learning are required to successfully complete the on-line training before commencement.
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Staff Performance Appraisal & Management Policy

Performance is reviewed regularly at McGrath Institute of Business Australia, with a focus on action
points and outcomes of action points. Academic staff are given the opportunity to self-evaluate their own
performance in accordance with their job description and meet with a senior member of staff to discuss.
All details are documented and filed.

Principles
Performance is managed on an Annual basis utilising the Performance Management Plan.

1.

2.

Performance Management is conducted by the following parties:

a. Tutors are reviewed by Department Heads.

b. Heads of Department are reviewed by the Academic Programs Director.
Reviewer to utilise all or part of the following in assessing performance:
Feedback Forms;

Student outcomes data;
Feedback from staff and other members of Academic Faculty;
Teaching Portfolio

ao Te

The objectives of the Performance Management review are to:

> > D> D> >

Reviewthepasty ear 6 s per for mance;

Recognise the achievements of reviewees;

Clarify any changes to the revieweebds rol e;
Plan for the coming year and identify goals;

Equip individuals to meet the immediate and future challenges of their position;

Assist individuals to achieve their goals and those of the Institute; and

Provide guidance on career development.

It is the role of the reviewer to:

Prepare for and conduct the Performance Management Review;

Help the staff member to complete a Development Plan;

Take any follow up action on matters agreed at the meeting including ensuring the arrangement
of training and development and the provision of resources; and

Hold regular informal discussions to offer ongoing support and feedback.

It is the responsibility of the staff member to:

A

Prepare for the Performance Management Review by providing a copy of the Self Evaluation and
any other supporting information concerning their performance and development in advance of
the scheduled meeting. In the case of academic staff this may be a Teaching Portfolio;

Participate positively in the Performance Management Review;

Work with the reviewer to complete a Development Plan;
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A Regularly review agreed priorities/goals and discuss with the supervisor/reviewer any barriers to
meeting them; and
A Encourage regular feedback from the supervisor.

Development Plan

Twelve (12) months after their previous review, tutors are invited to complete a Self Evaluation form and
arrange a place, date and time to meet and discuss the results with their Department Head.

The Self Evaluation requires staff to report on their professional development activities for the year with
focus on Action Points and outcomes of Action Points, and critically reflect upon their teaching and
learning activities, with the aim of suggesting further areas of development for the coming year.

This is discussed with the Department Head who will assist in the formulation of a development plan,
including specific Action Points for the tutor over the coming year. The Department Head will make use of
student feedback and student outcomes to help formulate the development plan.

Within fourteen days of the Performance Management meeting, the tutor will forward a copy of their
development plan to the Department Head for approval, and a copy will be placedinthet u t dile, fos
further reference.
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Professional Development Policy

Preamble

Participation in professional development (PD) is a two-way process, with benefits for both the staff
members involved and for McGrath Institute of Business Australia. By encouraging and supporting its
staff to attend PD activities, McGrath Institute of Business Australia aims to assist its staff to:

obtain and maintain currency in professional knowledge and skills;
enhance their career skills;

enhance their teaching and learning skills; and

improve their leadership and management capabilities.

McGrath Institute of Business Australia expects that benefits gained are fed back to the Institute. Staff
will:

develop and maintain the latest knowledge and skills in teaching and learning
technologies;

facilitate and promote in the Institute the use of the most effective learning
environments;

provide examples of good practice amongst staff who are directly involved in presenting
PD to other staff.

To facilitate the development of teaching staff, McGrath Institute of Business Australia will endeavour to
encourage participation in development activities at other institutions, including study towards higher
degrees, and also make available development opportunities focussed towards both content/discipline
areas and teaching and learning in general.

In short, the aim of the Professional Development Policy is to develop a faculty body of professional
teachers.

Principles

Definition of PD
Professional development occurs through a range of formal and informal work related activities. These
include:

M Attendance at:
o conferences;
0 seminars; and
0 short courses (internal or external) or workshops.
1 Participation in:
0 action-learning groups;
0 communities of practice;
0 mentoring schemes (being mentored and acting as a mentor);
0 subject or course meetings; and
o undertaking specific project/ consultancy work, courses or programs.
M Formal Studies:
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o Studies for formal TAFE or higher education programs at undergraduate or postgraduate
level including research activities.
1 Research/Writing:
0 Obtaining a research grant;
o performing action research; or
0 preparing and publishing papers or books.
1 External Engagement: Service on external committees or working parties to an industry or
professional association.

McGrath Institute of Business Australia will endeavour to make as many of these activities available to
their staff as possible, and encourage participation both through the appraisals and development process

Participation

All Institute staff are encouraged to participate in professional development activities. Some activities
may be mandatory by agreement, external legislation and/or Institute policy. Additionally, staff may be
required to attend certain activities related to technological or organisational change and development.
However, participation in staff learning and development activities normally will be voluntary and should
be discussed by the staff member with their supervisor.

Responsibility
The development of staff is a responsibility shared by individual staff members, supervisors, and McGrath
Institute of Business Australia. Specifically these responsibilities are:

Individual

Professional development is a shared responsibility between the supervisor and individual staff
member. Ultimately, each individual is responsible for their own learning and development and is
expected to manage their own personal and professional development, as well as contribute to the
development of their colleagues by sharing their expertise.

Supervisors

Supervisors are responsible for encouraging, counselling and helping the staff they supervise to
identify their learning and career development needs and to help them find and pursue activities to
meet those needs. Supervisors are expected to facilitate access to relevant staff learning and
development activities for individuals and groups of staff.

McGrath Institute of Business Australia

The Institute is responsible for developing and maintaining the policy framework relating to
professional development, monitoring the implementation of those policies, providing resources for
learning and development activities, coordinating learning and development throughout the
Institute and seeking resources from external bodies which provide opportunity for staff learning
and development.

Access to PD support

Financial support for PD will be available to all academic staff in an equitable manner. A staff member
who is part-time, or on a contract of less than one year, is eligible for support on a pro rata basis.

Criteria for approving Professional Development requests
Consideration of requests for Professional Development will take into account the following.
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i Relevance to:
the Institute strategic plan;
the staff memberds work responsibilities
ii. If attending a conference, whether a paper is being presented. Presentation of a paper may
enhance the prospects of an application being approved.
1ii. Previous attendance at PD activities in the recent past. It is important that all staff are

engaged in continuous learning and development and staff who have not attended PD
activities within the previous 12 months are particularly encouraged to do so.

iv. The quality of the PD activity proposed.

Location of the activity.

vi. Whether a staff member is also contributing time or money. A commitment from the
applicant may enhance the prospects of an application being approved.

<

Development Plans

All Institute academic staff will be required to keep a portfolio of their development and achievement at
McGrath Institute of Business Australia. This allows staff to reflect upon the development of their skills
and knowledge and formulate action plans for the continuous improvement of these skills and knowledge.

To assist staff with the formulation of personal development plans, the Institute has instituted a
Professional Development points scheme (see Table ), that requires staff members to take part in
activities that amount to no less than 10 points per annum. Points are allocated for various activities and
staff are expected to formulate a plan that takes into account:

their professional needs;

their potential career path;

the needs and strategic goals of the Institute ;

1 abalance between teaching and learning and professional content development.

= =4 =4

All academic staff will be required to participate in ongoing professional development while employed at
McGrath Institute of Business Australia, and to maintain a record of their development in their portfolio.
These activities will be discussed at an annual development review with an appropriate supervisor, during
which review action plans for the following year will be devised.

The objectives of the development review are to:

A Review the past yearodés performance;

Recognise the achievements of reviewees;

Clarify any changes to the revieweebds rol e;
Plan for the coming year and identify goals;

Equip individuals to meet the immediate and future challenges of their position;

Assist individuals to achieve their goals and those of the Institute; and

>y > >y >y > >

Provide guidance on career development.
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Tablel: Professional Development Points Scheme

PD Activity Allocated
points

Masters degree 6

PhD, or 8
Professional Doctorate

Tertiary
Study

Serve on a Professional Association committee or as an Office bearer 4

Serve on a Professional association working party 3

Deliver a paper at Professional Association Conference 2

Professional
Engagement
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