CONFERRAL AND GRADUATION
Procedure

DEFINITIONS

Terms in this document, for which definitions are not provided in the text or may not be self-evident or
for which usage at ACC may differ to that in other higher education institutions are as follows:

Academic Transcript: An official record issued by the College detailing a student’s academic record,
including completed units, grades awarded, academic credit or Recognition of Prior Learning granted,

and other information relating to the completed award.

Conferral: The formal approval and granting of an award by the Board of Directors following
endorsement by the Academic Board.

Graduation in absentia: Conferral of an award on an eligible graduand who does not attend the
graduation ceremony.

Program: An ACC higher education course of study accredited by the Tertiary Education Quality and
Standards Agency (TEQSA).

Recognition of Prior Learning: As defined in the Australian Qualifications Framework (AQF), an
assessment process involving assessment of an individual’s relevant prior learning, including formal,
informal and non-formal learning, to determine the outcomes of an application for academic credit.
Testamur: The official certification document issued by the College as evidence that a student has
successfully completed the requirements of an award.

PURPOSE

This Procedure sets out the processes for determining eligibility for graduation, the conferral of ACC
awards, the administration of graduation activities, and the issuance and replacement of official
certification documentation.

This Procedure supports the implementation of the Conferral and Graduation Policy and ensures the
integrity, accuracy and security of ACC qualification and certification processes.

SCOPE

This Procedure applies to all ACC staff involved in the assessment of graduation eligibility, award
conferral, graduation administration, certification documentation and student records management.

It applies to all students and graduates of ACC higher education programs accredited by the Tertiary
Education Quality and Standards Agency (TEQSA).

PROCEDURE

1. Identification of Potential Graduands
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At the conclusion of each study period, relevant administrative staff will prepare a list of students who
may be eligible for graduation.

The list of potential graduands will be reviewed to confirm that students have:
e successfully completed all program and unit requirements;
e met all practical, Work Integrated Learning (WIL), Service Learning Environment (SLE) and other
program-specific requirements, where applicable;
e no outstanding financial, library or other obligations to the College; and
e no unresolved academic integrity, disciplinary or administrative matters affecting eligibility for
conferral.

2. Academic Review and Endorsement

The Academic Dean, or delegated nominee, is responsible for reviewing and confirming the academic
eligibility of proposed graduands.

Following review, the Academic Dean will present the proposed graduand list to the Academic Board for
endorsement and recommendation to the Board of Directors for conferral of the relevant award.

3. Conferral of Awards

The Board of Directors is responsible for the formal conferral of ACC awards following recommendation
from the Academic Board.

The date approved by the Board of Directors for conferral will be recorded as the official conferral date of
the award.

4. Notification of Graduands

Following conferral approval, eligible graduands will be formally notified by the College.

Graduands are responsible for ensuring that their personal details held by the College, including legal
name, postal address and contact information, are accurate prior to the issuance of certification
documentation.

5. Graduation Ceremonies

The College may conduct graduation ceremonies for the formal recognition of graduates and
presentation of awards.

Relevant staff are responsible for coordinating graduation arrangements, including invitations, ceremony
administration and distribution of certification documentation.

Graduands participating in a graduation ceremony are expected to comply with College requirements
relating to registration, academic dress, ceremony conduct and other published graduation instructions.

The College may determine the style of academic dress and ceremonial protocols applicable to
graduation ceremonies and may require participants to wear approved academic regalia.

Eligible graduands may elect to graduate in absentia.

Students who elect to graduate in absentia are not permitted to participate in a future graduation
ceremony for the same award.
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6. Issuance of Certification Documentation

Following conferral of an award, the College will issue official certification documentation to graduates,
which may include:

e aTestamur;

e an Academic Transcript;

e aRecord of Results; and

e other approved certification documentation issued by the College from time to time.

Academic Transcripts and associated academic records issued by the College will include information
relating to the completed award, units undertaken, grades awarded, academic credit or Recognition of
Prior Learning granted, and other information required under applicable legislative, regulatory and
Higher Education Standards Framework (Threshold Standards) requirements.
Official certification documentation will:

e accurately reflect the award conferred and the student’s academic record;

e include appropriate authorisation and security measures; and

e comply with applicable legislative and regulatory requirements.

Graduates who do not attend a graduation ceremony will have certification documentation distributed in
accordance with College administrative processes.

7. Replacement Certification Documentation

Requests for replacement certification documentation must be submitted in the approved form and may
require supporting evidence, including statutory declarations or return of damaged documentation
where applicable.

The College may charge an administrative fee for replacement certification documentation.

Replacement certification documentation will be issued in accordance with College records management
and document security requirements.

8. Special Awards and Academic Recognition

Where the College elects to confer special awards or academic prizes, the relevant approving authority
will determine the eligibility criteria, selection process and recipients in accordance with applicable
governance requirements and delegated authority arrangements.

9. Records Management

The College will maintain records relating to award conferral, graduation and certification documentation
in accordance with legislative requirements and College records management processes.
IMPLEMENTATION AND MONITORING

The CEO is responsible for the implementation and oversight of this Procedure.

The Academic Dean is responsible for monitoring academic compliance with the requirements of this
Procedure, including the integrity of award eligibility and certification processes.
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Operational processes relating to graduation administration, conferral workflows, issuance of
certification documentation and records management are set out in the associated Procedure and
supporting administrative documents.

This Procedure will be monitored through routine academic governance and quality assurance processes,
including oversight by the Academic Board and Board of Directors where relevant.

POLICY REVIEW

The ACC's Conferral and Graduation Procedure is normally reviewed every three years.

ACC may review this policy earlier where required by legislative, regulatory, accreditation or operational
changes.

RELATED POLICIES/DOCUMENTS

e  Conferral and Graduation Policy
e Student Fee, FEE-HELP and Refund Policy and Procedures
e Library and Information Services Policy.
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