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(d) The maximum time allowed for the completion of the ‘Qualifying Period’ shall be
three years.

(e) Upon the successful completion of 1/3 of the units that make up the award, the
provisional status of enrolment will be lifted.

3 Overseas Students (Students who are entering Australia to study on a student visa. This does not
include students who are residing outside of Australia during their course of study)

(a) The SCD welcomes overseas students but admission to the SCD is governed by the
requirements of the Australian Government, the SCD requirements (as set out above) and a
Member Institution’s own regulations.

(b) Once the overseas student makes application, the student’s academic qualifications
are matched against the entry criteria to confirm their potential admission. This is done by
the Academic Committee within the Member Institution and then approved by the Student
Administration Committee of the SCD. Student’s previous academic qualifications are
evaluated with the help of AEI Country Education Profiles (CEP) online data. The students
English language proficiency is determined by an IELTS test (or equivalent).

(c) Overseas students may only enrol in full time courses and cannot complete such
courses by more that 25% distance or online learning. All courses available to overseas students
have units available by distance and / or on-line learning.

(d) All relevant documents must be submitted with the application, as applications which
are inadequately documented cannot be considered.

(e) Courses in the SCD are conducted in English (except the BTh (Korean Medium)) so:
(i) students are expected to be proficient in English;
(ii) assessment tasks shall be set and examined in that language unless special

permission to do otherwise is granted by the Academic Board;
(iii) students who gained their qualifications for admission to any of the SCD’s awards

up to the level of Master (coursework) in a language other than English, must
accompany their application for admission with an IELTS (or equivalent) result
normally of 6.0 or better for Diploma, 6.5 or better for Bachelor and 7.0 or better
for coursework postgraduate courses – see the table presented in the English
Proficiency1 section for a more detailed explanation of the IELTS requirements
including provisional admission;

(iv) students who gained their qualifications for admission to any of the SCD’s
postgraduate awards from the level of research Master in a language other than
English, must accompany their application for admission with an IELTS (or
equivalent) result of normally not less than 7.0 in all bands of the test;

(v) applicants already in Australia who are required to take an English test shall be
advised accordingly;

(f) All Member Institutions are required to observe the English language requirements as
spelt out in sub-Rule (e) (iii) and (iv).
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normally be given where there is no similar unit available within the College and the unit is
seen to be a desirable extension of the student’s program of studies.

STUDENT IDENTITY CARD

All new students are to be issued with a photo-identity card, which is to be carried by the
student and shown on request. The card should be presented when applying for transport
concessions and borrowing books from a Member Institute library of the College which is
not the Member Institute in which the candidate is enrolled.
A student who loses his or her identity card is required to contact the Member Institute
where he or she is enrolled, complete an application for a new card, and pay the replacement
charge where applicable. The number on the card is the student’s SCD student number and
should be quoted on all correspondence with the Member Institute and the College.

EXCLUSION FROM ENROLMENT
A Student may only attempt any unit twice.

ATTENDANCE
To complete a unit, a student must have been present for at least 80% of all prescribed
activities, regardless of the mode of delivery. A student may only attempt any unit twice.

Overseas students must satisfy Australian government attendance requirements.

WITHDRAWAL & REFUND POLICY
Withdrawal from a program is sought when the circumstances are such that the candidate
cannot study and can anticipate no change in circumstances in the foreseeable future. This
provision allows the candidate to withdraw from the program and to re-enrol when
circumstances are more favourable. A student may withdraw without penalty from a unit
only if notice of withdrawal is submitted in writing to the Registrar of the Member
Institution by 4.00 pm on the Census Date applicable to the subject in question. Any
unauthorised withdrawal after the Census Date attracts the academic penalty of an “N”
grade. Withdrawal without grade penalty is permitted at any time with the approval of the
Academic Board or equivalent of the Member Institution where the unit is being taught. In
such cases a “W” grade will appear on the transcript.” The Census Date varies according the
Member Institution in which the unit is taught.

If withdrawal occurs up to 4.00 pm on the Census Date the tuition fee will be refunded but a
withdrawal penalty will be charged to the student and payable immediately. Beyond this time
tuition fees will not be refunded.

WITHDRAWALS FROM INTENSIVE UNITS

With regard to Census Dates, the following shall apply for Intensives:
(i) 1 week intensive – at the end of Day 1;
(ii) 2 week intensive – at the end of Day 2.
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NON COMPLIANCE WITH UNIT REQUIREMENTS
If a student has not fulfilled attendance requirements or completed assessment tasks the
Academic Board of the Member Institution may exclude the student from further
participation in the unit and from attendance at any examination for the unit. Where the
student is not excluded the Academic Board of the Sydney College of Divinity may take up a
recommendation from the Academic Board of the Member Institution to permit the student
to meet the requirements for satisfactory completion of the unit by a specified date.

DISCONTINUANCE OF STUDIES
Situations arise when students find themselves in a position where they discontinue some or
all the units they have begun.

A student is deemed not to have been effectively enrolled in a flexible delivery or field-work
unit if she or he discontinues before the date specified by the Member Institute in which the
unit is offered, or in a semester or full-year unit if she or he discontinues not later than 5
weeks after the start of the unit.

A student is deemed to have withdrawn from a flexible delivery or field-work unit if the she
or he discontinues after the date specified by the Member Institute in which the unit is
offered, or in a semester or full year unit if the candidate discontinues after 5 weeks. In such
case, the student’s record is endorsed with the letter “W”, denoting “Withdrawn”.

If neither case applies the student is deemed to have failed in the unit, and the student’s
record is endorsed with the letter “N” denoting “Failed”. If a student can show that the
discontinuance is due to unavoidable disruption she or he can report the circumstances in
writing (supported by a medical certificate or other proper evidence) to the Registrar of the
Member Institute, and the Academic Board of the Member Institute in which the unit is
offered may determine that the student be recorded as having withdrawn from the unit, with
a “W” denoting “Withdrawn” recorded on the record.

A student who has discontinued all the units in a program of study is not permitted to re-
enrol except with the permission of the Academic Board of the Member Institute, and
subject to such conditions as the Academic Board of the College may determine.

A student whose record in a unit has been endorsed with the letter “W” or the letter “N”
may re-enrol in that unit in a later semester, however the student shall not receive credit for
any work previously submitted in that unit.

Where a student discontinues a unit which was being undertaken at another tertiary
institution as part of the program of study the student’s record is endorsed as follows:

(a) letter “N” denoting “Failed” if the candidate is deemed to have failed the unit by
that institution; or,
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Independent Study mode
When a unit, from the SCD Schedule of Units of Study, is not offered in the semester in
which the candidate wishes to take it, the candidate, by arrangement with the lecturer, may
study the unit in independent reading mode. It is essentially a reading course with some
individual, face-to-face contact with the lecturer arranged for mutually convenient times.
Fewer students now pursue units by independent study mode because of the large number
of units available by distance and online.

Independent Guided Study mode
This course unit enables students with initiative and creativity to pursue ideas and areas of
interest in the subject area. It affords the student an opportunity to continue to develop
independent research and study skills. The student, in consultation with the Member
Institution Registrar / Academic Dean, arranges with a suitably qualified supervisor/ lecturer
a course unit outline including content, outcomes, assessment and reading list and completes
the unit in the normal timeframe. The IGS should not be confused with units studied as
Independent Study mode (see above). Up to 18 credit points may be taken in this mode.

Distance Education mode
Two Member Institutions offer programs completely by distance mode, while others include
some distance education units within their face-to-face programs. However, as required
under the ESOS Act, the SCD will only permit overseas students to be taught by distance
mode up to 25% of their total program with at lease one face to face unit in each of the
teaching periods.

Research Project
The Research Project builds on the theological background, capacity and interests of a
student and enables her or him to pursue broad research, often of a survey nature, into an
area or topic within a discipline or across disciplines. This research cannot usually be done
within the structures of individual coursework units or the focused study of a particular
topic.

Research Essay
The Research Essay is worth 18 credit points and is 10,000 - 12,000 words in length. The
student is assisted in the preparation of the essay by a supervisor appointed by the Member
Institution in which the student is enrolled. Approval for the research long essay topic is
obtained from the Postgraduate Studies Coursework Committee and, where applicable, may
require clearance by the Ethics Committee. The Research Essay is examined by two
examiners one of whom is normally from outside the Member Institution where the student
is enrolled. The supervisor is not eligible to be an examiner.

DEMAND HOURS
Demand Hours are the time to which each student is notionally committed. In the case of
full-time students this is 42-45 hours per week. Over a semester a 9 credit point unit is
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allocated 162 demand hours. A typical breakdown could include 45 hours face to face in the
classroom, 50 hours devoted to assessment tasks, and 67 hours set aside for non-assessable
tasks.
Demand hours for assessment tasks in the undergraduate program are notionally allocated
on the basis of

12 demand hours per 1000 words
12 demand hours per 15 mins of oral exam/class presentation

Demand hours in 400 and 500 level graduate programs are notionally allocated on the basis
of

10 demand hours per 1000 words
10 demand hours per 15 mins oral exam/class presentation

Demand hours in 600 and 700 level graduate programs are notionally allocated on the basis
of

8 demand hours per 1000 words
8 demand hours per 15 mins oral exam/class presentation

Assessment tasks are generally allocated around 25% of the demand hours of a particular
unit.

PROGRAM OF STUDY
Students choose their units from the SCD Schedule of Units of Study for the program in
which they are enrolled, taking into account the required pre-requisites, the timetable and
other circumstances. Students who do not meet the pre-requisites may apply to the
Academic Board of the Member Institute to have these waived.

To satisfactorily complete a unit and gain the credit points offered a student shall:
(a) attend at least 80% of classes;
(b) complete the required essays, exercises and practical work, and sit for any tests

and examinations; and
(c) reach a satisfactory level of achievement in the required essays, exercises,

practical work, tests and examinations as may be determined by the Academic
Board of the Member Institute in which the unit is provided.

In circumstance where a student is prevented by unavoidable disruption from satisfying the
requirements of the unit, he or she can approach the Registrar of the Member Institute and
request that the Academic Board of the Member Institute in which the unit is provided take
into account such disruption when assessing the candidate’s performance.

ASSESSMENT
Assessment of student performance in any unit is continuous or progressive and is
determined at the end of the semester in which the unit is completed. The grade for that
unit is based on the total marks gained. A grade is final when it has been approved by the
Academic Board of the Sydney College of Divinity.
Within the Sydney College of Divinity, the development of assessment packages is based on
an understanding of demand hours derived from the following principles:
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10% Summary 700
words

10 minutes quiz Tutorial Participation:
Written tutorial participation
paper 700 words

600 & 700 level 9 credit point units
8 demand hours per 1000 words
8 demand hours per 15 minutes of oral examination/ class presentation

% ASSIGNMENT EXAMINATION ORAL
EXAM

EVIDENCE OF
STUDENT SEMINAR
PARTICIPATION

60% 4200 words
50% 3500 words 3 hours 40 minutes
40% 2800 words 2.5 hours 30 minutes Seminar Presentation: 20-30

minute seminar presentation
and 2000 word written paper

30% Critical review
2000 words

1.5 hours 20minutes

20% Critical review or
summary 1500
words

10 minutes Seminar Participation:
Written seminar participation
paper 1500 words

GRADING SYSTEM
PASS (P) 50-64%
The grade will be awarded where there is evidence that a student has undertaken the
required core work for the topic and has demonstrated sound knowledge /understanding
/competencies /skills required for meeting topic outcomes and satisfactorily completing
essential assessment exercises.
The student would normally have attained a sound knowledge of matter contained in set
texts or reading materials, and demonstrated a good general level of familiarity with major
academic debates, approaches, methodologies and conceptual tools.

CREDIT (C) 65-74%
The grade will be awarded where there is evidence that a student has undertaken all of the
required core work for the topic and additional work in wider areas relevant to the topic, and
has demonstrated a sound level of knowledge /understanding /competencies /skills
required for meeting topic outcomes and completing assessment exercises at a proficient
standard.
The student would normally have attained a sound knowledge of matter contained in set
texts or reading materials and have done wider reading, and demonstrated familiarity with
and the ability to apply a range of major academic debates, approaches, methodologies and
conceptual tools.
Students should have a reasonable opportunity of reaching this grade provided they have
completed all course requirements, demonstrated proficiency in the full range of course
objectives and shown considerable evidence of a sound capacity to work with the range of
relevant subject matter.
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EXTRA WORK (X)
This grade is awarded where, in the judgement of the teacher, additional work and/or
assessment must be undertaken and completed successfully by the student before
confirming the final mark. It can also be used, at the discretion of the teacher, when a
student receives an overall mark which is between 47-49%.
It will lead to no grade higher than a pass upon the completion of the extra work by the
student. The date of completion will be determined by the relevant lecturer, in light of the
relevant SCD policy, normally within a month of the commencement of the following
semester. The revised final grade will be submitted to the Academic Standards Committee
with the results for the following semester.
It needs an 'Explanation of Grades' Pro Forma to be submitted with the Results sheets for
the purposes of monitoring.
EXTENSION (E)
This grade may be given under extenuating circumstances, such as illness, accident,
misadventure or any other serious problem which make it impossible for the student to
complete assignment(s) by the end of the semester. An overall extension for a unit may be
given when the student has completed at least one of the prescribed assessment tasks. The
fact that several pieces of written work for different units are due within a short period is not
a valid excuse for the granting of an extension. Students are expected to plan their study,
employment and extracurricular activities so that they are able to submit work by the due
date. Upon completion of the work any grade can be given. The date of completion is
determined by the relevant lecturer, in light of the relevant SCD policy, normally within a
month of the commencement of the following semester. The revised final grade will be
submitted to the Academic Standards Committee with the results for the following semester.
For the purposes of monitoring, an 'Explanation of Grades' ProForma should be submitted.
A student's request for an extension, in writing, should be available to the monitor.
INCOMPLETE (I)
This grade is used when normally one of the assessment tasks for a unit is incomplete. The
student will have previously provided an explanation to the MI Academic Board in writing
clearly stating the reasons that extra time is being sought. It will lead to no grade higher than
a pass upon the completion of the work by the student. The date of completion will be
determined by the relevant lecturer, in light of the relevant SCD policy, normally within a
month of the commencement of the following semester. The revised final grade will be
submitted to the Academic Standards Committee with the results for the following semester.
For the purposes of monitoring, an 'Explanation of Grades' ProForma together with
student's request in writing needs to be attached.

UNAVAILABLE RESULTS (U)
This grade is given where grades are unavailable at the time of monitoring of results through
no fault of the student. A covering letter by the MI explaining the reasons for U results must
be submitted during the Semester Monitoring of Results.

WITHDRAWAL (W)
The Withdrawal grade is awarded where the student withdraws from a unit in accordance
with the rules governing withdrawal.
IN PROGRESS (IP)
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The In Progress grade is used where a unit of study continues into the following semester.
This will automatically flag that no final result is due until the end of the next semester. This
grade is also used when a research essay or thesis has been submitted for examination and
the final result is still to be resolved.

GRADE POINT AVERAGE
The grade point average is calculated as follows

GPA = (4H + 3D + 2C + 1P + 0N) ÷ E

where H is the number of credit points gained at H grade
D is the number of credit points gained at D grade
C is the number of credit points gained at C grade
P is the number of credit points gained at P grade and S grade
N is the number of credit points attempted but which earned an N grade
E is the total number of credit points attempted, excluding units with W and S.

GUIDELINES FOR THE IMPLEMENTATION OF GRADING CRITERIA
As a guide for implementing the above schedule and in order to assure equity of examination
results the grading spectrum reflecting Sydney College of Divinity experience over recent
years, will be applied to each Member Institution of the Sydney College of Divinity and to the
Sydney College of Divinity as a whole. Because of small numbers of students in individual
courses and some Member Institutions the guidelines may need to be applied over three, five
and ten year periods.

% H % D % C % P, S &
N

Foundational
Courses

3 14 42 41

Advanced Courses 4 18 50 28

EXAMINATIONS
The conduct of examinations is determined by the Academic Board of the Member
Institution in which the unit is offered, which shall ensure that the time of the examination is
notified in the calendar and adhered to.

Where a candidate
(a) is prevented by unavoidable disruption from attending an examination in a unit;

or
(b) was affected immediately prior to such examination by unavoidable disruption

which the candidate believes seriously prejudiced the performance of such
examination; or
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(c) is to a substantial degree affected by unavoidable disruption during the course of
any such examination, and either during or immediately after such examination
reports the facts to the supervisor in charge —

the candidate may as soon as practicable after such examination, and in any case not later
than the day following the final day of the examination period, as notified in the examination
timetable (or within such time as the Registrar of the Member Institute may in special cases
permit), report the circumstances in writing (supported by a medical certificate or other
proper evidence) to the Registrar of the Member Institute and request that they be taken into
account when assessing the result of such examination. If a candidate is personally unable to
take the action required in such case by this rule, some other person may take such action on
the candidate’s behalf.

The Member Institute in which the unit was taught may apply to the Academic Board of the
Sydney College of Divinity for permission for the student to sit a special examination
conducted by that Member Institute.

UNAVOIDABLE DISRUPTION
The Academic Board has adopted the following definition of unavoidable disruption, to be
applied to the requirements to complete a unit, the provision of special examinations, the
discontinuance of a unit and exclusion from a unit.

Unavoidable disruption to studies is defined as resulting from an event or set of circumstances
which:

(a) could not have reasonably been anticipated, avoided or guarded against by the
student and

(b) were beyond the student’s control and
(c) caused substantial disruption to the student’s capacity for effective study and/or

the completion of required work and
(d) interfered with the otherwise satisfactory fulfilment of unit or program

requirements.

Circumstances routinely encountered by students would not normally be acceptable grounds
for claiming unavoidable disruption to studies. Such matters include:

(a) routine demands of employment;
(b) routine family problems such as domestic tension with or between parents,

spouses, and other people closely involved with the student;
(c) difficulties adjusting to College life, to the self-discipline needed to study

effectively, and the demands of academic work;
(d) stress or anxiety associated with examinations, required assignments or any

aspect of academic work;
(e) routine need for financial support;
(f) demands of sport, clubs and social or extra-curricular activities.

Any claim based on these categories would need to show clearly, with appropriate
documentation, that the student’s particular circumstances were so extreme, individually or
in combination, as to warrant consideration.
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It must also be shown that the alleged disruption seriously interfered with the student’s
studies or exam performance to the extent that had it not occurred, he or she would in all
likelihood have given a satisfactory performance.

The Academic Board will treat as unavoidable disruption cases where the student has been
presented from attending an examination for the following reasons:

(a) as a member of the armed forces involved in compulsory exercises;
(b) as a person in full-time employment required to be overseas by his or her

employment;
(c) as a member of the emergency services including the medical profession;
(d) as a person representing Australia at an international sporting or cultural event.

APPEALS – COURSEWORK STUDENTS
A student may appeal against the result given in any item of assessment when that student
believes that some error in grading has been made or when there are concerns about the
grade awarded.

In the first instance the student shall raise this matter with the lecturer concerned. After this
informal dialogue, if the student still believes there are grounds to appeal, the student may
formally appeal to the Academic Board of their Member Institution.

Where a student believes that the review procedures in the Member Institute have not been
followed with regard to an appeal against a failed final grade, the student may appeal to the
Academic Board of the College;

(a) this is the only ground on which an appeal can be made to the Academic Board;
(b) the appeal must be submitted in writing to the Dean within ten working days of

receipt of the determinative outcome of the appeal from the Member Institution;
(c) the student must provide the Dean with documented evidence that the regulations

on Review and Appeals have not been complied with by the Member Institution;
(d) the Academic Board will deal with the appeal at its discretion;
(e) the decision of the Academic Board will be final.

APPEALS – RESEARCH DEGREE CANDIDATES
Research degree candidates may appeal against a decision of the Academic Board:

(a) to terminate candidature;
(b) not to award the degree;
(c) not to allow re-submission.

A candidate may appeal on the grounds of:
(a) procedural irregularities;
(b) evidence of prejudice or bias.

The research degree program appeals process shall operate according to the following rules:

(a) a candidate shall notify an appeal in writing to the Dean of the College within 30
days of notification of the decision which is the subject of the appeal;

(b) on receipt of an appeal the Dean shall refer the matter to the Standing Committee
of Council;



Updated 20/01/10

© Copyright in this handbook belongs to the Sydney College of Divinity Ltd.
The Handbook may not be used in whole or part without the written permission of the College

87

(c) on receipt of a formal notification of an appeal, the Standing Committee of
Council shall establish an ad hoc Research Postgraduate Appeals Committee which
shall:

(1) be composed of:
(i) an independent chairperson, being a member of the College Council;
(ii) the chairperson of the Academic Board;
(iii) the Dean of the College;
(iv) a postgraduate candidate.

(2) determine and report to the College Council on appeals by research degree
candidates against a decision of the Academic Board:
(i) to terminate candidature;
(ii) not to award the degree;
(iii) not to allow re-submission.

(d) the Appeals Committee shall meet within 21 days of having been appointed;
(e) the appellant shall have the right to present to the Appeals Committee any material

deemed relevant to the appeal;
(f) the appellant may also exercise an option to appear before the committee in which

case
(i) the appellant may be accompanied by an advisor whose function shall be to

support the appellant;
(ii) the advisor shall not be permitted to act as advocate or spokesman;

(g) the decision of the Appeals Committee shall be final and shall be reported to the
next meeting of the College Council.

CREDIT FOR PREVIOUS STUDY OR CONCURRENT STUDY
Credit may be granted in units for comparable work completed or concurrently being
undertaken at an approved level at any recognised tertiary institution to a maximum of two
thirds of the award for which the student has enrolled. For specific details see the
appropriate section in the description of each award.

A student who was not a candidate for an award and who successfully completed one or
more units from the Schedule of Units of Study may, with the approval of the Academic
Board, be permitted to count that unit or units should the student subsequently be accepted
into an award which includes those units.

Applications for credit are received by the Registrar of the Member Institute in which a
student is enrolled and processed by the Sydney College of Divinity Student Administration
Committee. Any documentation must include an authorised transcript of the studies
undertaken and the official description of units completed at the other institutions.

A candidate may not count for credit towards any award a successfully completed unit which
in the opinion of the Academic Board of the Member Institute concerned, is a similar unit to
one the student has already successfully completed for credit, whether at the College or any
other tertiary provider

Students may also apply for credit under the principle of Recognition of Prior Learning.

RECOGNISED PRIOR LEARNING (RPL)
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Recognition of prior learning is a form of assessment, which matches students’ skills and
knowledge with the outcomes of courses or units of courses in an accredited program.
Applicants are responsible for demonstrating that the skills and knowledge they have
obtained through work or life experience, match the outcomes of the units in the accredited
program. An RPL application is made by following the SCD Application for Recognised
Prior Learning process including completing the SCD RPL application form.

The Sydney College of Divinity Student Administration Committee makes a judgment about
the extent to which the applicant has demonstrated such a correlation.

QUALIFICATION FOR GRADUATION
Students expecting to qualify for graduation by the end of a year should ensure that their
complete program of study will satisfy the rules for the award they are undertaking.

POLICY STATEMENT ON LENDING FROM LIBRARIES
1. Circulating Library materials may be borrowed by faculty and students of Sydney College of

Divinity Member Institutions from any member library in accordance with the borrowing
regulations of the lending library.

2. Member Libraries will maintain a current written statement of their policies in the public
service areas along with the current statement of Sydney College of Divinity consortial
policy. These policies apply equally to students and staff. The borrowing of material by a
patron will be construed as accepting the policies of the libraries they use.

3. Borrowers will be notified of overdue material by the library from which material was
borrowed. If a patron does not respond to the first overdue notice, the patron’s library will
be notified. Upon notification, the patron’s library will take steps to assist the recovery of
borrowed materials or collection of monies owed. However, the borrower owing money or
holding overdue materials is expected to settle the matter with the library which is owed
materials or money.
The lending library will notify the borrower’s home library when the matter has been settled.
Copies of further communications between borrower and lending library will be sent to the
patron's home library.

The failure to pay fines or return recalled material will result in the loss of the individual’s
borrowing privileges at all Sydney College of Divinity libraries. Examination results will not be
credited to a student unless all books are returned, the cost of replacement and/or all fines paid.
Specific action to be taken against offenders will be discussed at meetings of the Committee of
Advice on Libraries. If books cannot be recovered in spite of punitive measures the Member
Institution where the patron was enrolled shall pay for the replacement cost of alienated books.

ETHICS IN RESEARCH
All research involving human subjects must be carried out according to the Ethical Research
Policy and requires the approval of either the Ethics Committee or the equivalent body
within each of the Member Institutes. This policy includes research by academic staff,
research candidates and students. The policy and application for approval forms are posted
on the Sydney College of Divinity website.
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HARASSMENT
All students and staff of the Sydney College of Divinity are expected to respect the rights of
all other people for freedom from any form of harassment. The Sydney College of Divinity is
committed under the principles and requirements of the NSW Anti-Discrimination Act
1977, and the Commonwealth Sex Discrimination Act 1984, to ensuring that any and all
matters relating to harassment are dealt with speedily, sensitively, equitably, confidentially
and according to proper processes.

ACADEMIC MISCONDUCT: REGULATIONS FOR STUDENTS
The integrity of the academic processes of the Sydney College of Divinity requires that
academic misconduct be identified, discouraged and disciplined when it occurs. Academic
misconduct threatens the reputation of the College and its Member Institutes. It interferes
with the appropriate recognition of legitimate effort. The College has responsibility for the
management of postgraduate research awards and for complaints laid against persons who
have already graduated. For these reasons the College has adopted the following policy.

(1) Every Member Institute of the Sydney College of Divinity shall have a policy on the
academic misconduct of current and former undergraduate and postgraduate research
students that conforms generally to the Sydney College of Divinity Academic Misconduct
Procedure set out below with the exception of appeals procedures.

(2) Member Institutes are authorised to invite faculty from other Member Institutes to
assist in the investigation, determination and appeal processes of complaints about academic
Misconduct.

(3) The Academic Board of the Sydney College of Divinity shall be the appeal body for
decisions about complaints of academic misconduct in the Member Institutes.

(4) The Chairperson of the Academic Board shall, as required, appoint a committee of
three persons to hear appeals on matters of academic misconduct that have been determined
by Member Institutes. The Committee will act as set out below in the Sydney College of
Divinity Academic Misconduct Procedures. A member of the faculty of the Member
Institute in which the misconduct occurred shall not be appointed to that particular appeals
committee.

(5) A person who is suspended or excluded from a Member Institute or an Affiliated
Institution may not, during such suspension or exclusion, enrol in any course in another
Member Institute without the permission of the Academic Board.

(6) Academic misconduct includes, but is not limited to, the following:
(a) PLAGIARISM: Plagiarism is the representation of another’s works or ideas as

one’s own; it includes the unacknowledged word for word use or paraphrasing of
another person’s work, and the inappropriate unacknowledged use of another
person’s ideas.

(b) CHEATING: Cheating is the providing or receiving of information during tests
and examinations; or providing or using unauthorized assistance at the computer
terminal, or on field work. Cheating would not usually include consultation with
others or discussion amongst students about the preparation of assignments unless
that was specifically forbidden. It includes unauthorised collusion.
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(c) FRAUD: Academic fraud is the falsification and fabrication of, or dishonesty in
reporting research results.

(d) IMPROPER BEHAVIOUR: Improper behaviour is behaviour that interferes with
students or staff in the pursuit of their academic endeavours. It includes disruptive
behaviour in class or institutional facilities such as libraries.

(e) MISREPRESENTATION: Misrepresentation is the giving of false or misleading
information in academic matters. It includes falsely claiming credit for past study;
falsely stating that thesis material has not been used in another thesis; submitting an
assessment item that has previously been submitted in another course unit.

(f) UNETHICAL BEHAVIOUR: Unethical behaviour is behaviour that breaches
accepted ethical standards. It includes failing to observe the terms of an ethical
approval to conduct research; misuse of confidential information obtained in field
education.

(7) Any person who has direct knowledge of academic Misconduct may make a
complaint.

(8) A complaint of academic misconduct may be made under these procedures against:
(a) any person enrolled as a postgraduate research student of the Sydney College of

Divinity whether proceeding to an award or not;
(b) any person formerly enrolled as a postgraduate research student of the Sydney

College of Divinity whether proceeding to an award or not;
(c) any person holding a degree or other award conferred by the Sydney College of

Divinity.

(9) Complaints against persons enrolled as undergraduate or postgraduate research
students of the Sydney College of Divinity will be made under the provisions of the Member
Institute in which the person is enrolled.

(10) A person who wishes to make a complaint of academic misconduct shall make it in
writing to the Dean. A person making a complaint should normally inform the person
against whom the complaint is being made but the giving of such information is not a
necessary part of these procedures.

(11) A complaint must

(a) identify the person against whom it is made;
(b) identify the nature of the misconduct complained of;
(c) provide appropriate evidence of the alleged misconduct, including the names of

witnesses where appropriate.

(12) On receiving a complaint, the Dean shall:
(a) acknowledge its receipt within seven days;
(b) examine the complaint to establish whether a prima facie case is established;

(i) in making such a determination the Dean shall consider whether the behaviour
complained about would, if established, constitute academic misconduct under
this policy;

(ii) the Dean shall consider whether the evidence provided is sufficient to support
the allegation.

(c) inform the complainant that no further action is proposed if it is considered that a
prima facie case has not been established;
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(d) refer the complaint to an Academic Misconduct Committee if it is considered that a
prima facie case has been established;

(e) notify the person complained against, giving details of the alleged misconduct and
that the matter has been referred to an Academic Misconduct Committee.

(13) The Academic Misconduct Committee shall be appointed as follows:
(a) In the case of a current or former postgraduate research student the Research

Committee shall appoint an Academic Misconduct Committee of three persons
who will determine a complaint referred to it by the Dean. A person who teaches
or supervises the person complained of shall not be a member of that Academic
Misconduct Committee.

(b) In the case of a graduate or holder of another award the Dean shall appoint an
Academic Misconduct Committee of three persons who will determine the
complaint. A person who taught or supervised the person complained of shall not
be a member of that Academic Misconduct Committee.

(14) An Academic Misconduct Committee
(a) may inform itself about the alleged misconduct in any way it thinks fit;
(b) must give the person against whom the misconduct is alleged sufficient notice of its

deliberations and allow the person to present a defence in writing and in person;
(c) must permit the person to be accompanied to any hearing by a friend.

(15) Having considered the evidence before it, an Academic Misconduct Committee shall
make its findings on the balance of probabilities. Where the complaint is a grave one, or
likely to be attended by serious consequences if established, the committee should be more
clearly convinced of the misconduct than would be required in less serious kinds of case.

(16) An Academic Misconduct Committee may:
(a) dismiss a complaint;
(b) find a complaint established and impose no penalty;
(c) find a complaint established and admonish the person;
(d) find a complaint established and order that the person forfeit marks in an

assignment, fail a course unit or all the units in which the person is enrolled in a
semester;

(e) find the complaint established and suspend the person from enrolling for a course
unit or units, an award or from enrolling for any award in the Sydney College of
Divinity for a period not exceeding four semesters;

(f) find the complaint established and exclude the person from enrolment in the
Sydney College of Divinity for a period not less than two years.;

(g) find the complaint established and recommend to Council that a degree or other
award conferred on the person be revoked and annulled; or

(h) find the complaint established and impose a combination of the above penalties.

(17) A person who is suspended may not enrol in the Sydney College of Divinity for
anything from which the person is suspended while the suspension is in force. At the
expiration of the suspension the person may reenrol without further permission.

(18) A person who is excluded may not enrol in the Sydney College of Divinity while the
exclusion is in force. At the expiration of the period of exclusion the person may not
reenrol without the express permission of the Academic Board.
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(19) An Academic Misconduct Committee shall report its findings to the person
complained of and to the Dean who will:

(a) be responsible for implementing the decision of the Committee;
(b) report the outcome of any academic misconduct complaint to the Academic Board

and to Council.

(20) A person against whom a complaint of misconduct has been established under these
procedures or the procedures of a Member Institute may appeal to the Academic Board
within 30 days of receiving the decision of an Academic Misconduct Committee. If a person
lodges an appeal, the implementation of any penalty will be stopped until the appeal is
resolved.

(21) The Chairperson of the Academic Board shall, as required, appoint a committee of
three persons to hear appeals on matters of academic misconduct. A person who teaches or
supervises the person complained of or who was a member of the original Academic
Misconduct Committee shall not be a member of that Misconduct Appeals Committee.

(22) A Misconduct Appeals Committee
(a) may establish its own procedures;
(b) must allow the appellant to present an appeal in writing and in person;
(c) must permit the person to be accompanied to any hearing by a friend.

(23) Having considered the evidence before it, a Misconduct Appeals Committee shall
make its findings on the balance of probabilities. Where the complaint is a grave one, or
likely to be attended by serious consequences if the appeal is affirmed, the committee should
be more clearly convinced of the misconduct than would be required in less serious kinds of
case.

(24) A Misconduct Appeals Committee
(a) may affirm, vary or set aside the decision under appeal;
(b) will report its decision to

(i) the appellant;
(ii) the Chairperson of the Academic Board who will report the outcome of any

misconduct appeal to the Academic Board and to Council; and
(iii) the Dean who will be responsible for implementing the decision of the

Committee.

(25) Records of the making and resolution of a complaint about academic misconduct
will be kept in a separate file for each complaint. When a complaint is established, a note
recording the nature of the complaint and any penalty imposed will be placed on the
person’s file. A person’s academic transcript will not contain any reference to academic
misconduct as the reason for a course result or other record.

(26) In general, information about established complaints will be kept confidential. The
Dean is authorised to inform another educational institution of an established complaint of
academic misconduct, if the Dean considers it appropriate to do so. In the case of the
revocation and annulment of a degree or other award, the Dean is authorised to make such
public announcement as the Dean, on the advice of Council, may think appropriate in the
circumstances of the case. Nothing in this paragraph prevents the transmission of
information within the Sydney College of Divinity for the purpose of giving effect to these
procedures.
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A candidate wishing to lodge an appeal against a decision of the Research Committee should
lodge such an appeal through the Dean, within one month of the date of the letter notifying
the decision.

The student remains enrolled whilst the grievance process is ongoing.

The appeal will be brought before the Research Committee which may appoint an Appeals
Sub-Committee. Appeals regarding the results of theses examinations will be considered in
the first instance by the Research Committee.

The Academic Board of the College may be asked to review the appeal if an applicant is
dissatisfied with the outcome of the appeal in area of thesis examination.

CONTACTS

Grievance Officer at any of the Member Institutions

For contact details of the Grievance Officer at any of the Member Institutions contact:

Dr Les Gainer
The SCD Director (Administration)
Office of the Dean
Sydney College of Divinity
Email: lesg@scd.edu.au

Location
Suite G5, Focus Building
64 Talavera Rd
Macquarie Park NSW 2113

Postal address
PO Box 1882
Macquarie Centre NSW
2113

Phone 02 9889 1969
Fax 02 9889 2281

Grievance Officers in the Office of the Dean of the Sydney College of
Divinity

The contact details for the Office of the Dean are:

Dean Professor Diane Speed
dean@scd.edu.au

Director (Administration) Dr Les Gainer BSc PhD
lesg@scd.edu.au

Director (Finance & Mr David Cheetham BA CPA


