Admission to Coursework Programs Procedure

Purpose

This procedure specifies eligibility requirements and the processes for admission to all coursework programs and
non-award study

Scope

This procedure applies to admission to all coursework programs and non-award study at UNSW and UNSW
Canberra.
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1.19.

1.20.

Program entry requirements must include the minimum academic requirements for admission to the
broad program type (undergraduate, honours, postgraduate coursework programs and non-award
programs), as detailed below, assumed disciplinary or other knowledge, and any additional
requirements or selection criteria which applicants must meet.

Program entry requirements, including any additional requirements or selection criteria, must be
published in the UNSW Handbook.

Eligibility for selection to a dual award program is determined at the higher entry requirement of the
two programs as well as any additional selection criteria specified for either program.

Additional program entry requirements or selection criteria may include, but are not limited to:

e elements (such as portfolio, interview, entrance test, etc.);
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3.5.

must be accompanied by documentation evidencing the change of name. Details of recognised
translators will be published at unsw.edu.au/document-certification.

UNSW may verify documents via back-to-source checks with the awarding institution. Where UNSW
is unable to verify documents with the applicant's awarding institution, the applicant will be required
to present the original documents to the Admissions Office for verification.

If any fraudulent documents are discovered, action may be taken which can result in the withdrawal
of an offer or the termination of an enrolment, withholding graduation or cancelation of testamur.



3.18.  Applications to enrol in a voluntary or cross-institutional non-award course, or to audit a course, are
made directly to the Admissions Office.

3.19.  Applications for cross-institutional study must be accompanied by documented approval that the
UNSW courses will be accepted for credit to the student’s award program at their home institution.

3.20.  Normally, a non-award student will not be permitted to enrol in more than 24 units of credit in any
one academic year. International students applying to enrol in voluntary non-award study and
requiring a student visa must enrol in a normal full-time load being a minimum of 18 UOC in a term
or 24 UOC in a semester.

3.21.  To be eligible to audit a course, the applicant must obtain written approval from the Course Authority
and lodge a request with the fFaculty that owns the course.

3.22.  Rules and guidelines are published at www.futurestudents.unsw.edu.au/study/short-courses.

Student exchange and study abroad application process

3.23.  Applicants for admission under a student exchange or study abroad program must apply directly to
the respective Exchange Office or Study Abroad and meet all relevant Commonwealth Government
requirements.

Application fees

Application processing fee

3.24.  All applicants, excluding applicants from an Application Processing Fee Exemption Category, will be
required to pay an application processing fee, upon the application being submitted to the University
or UAC.

3.25. Categories of applicants that are exempt from the application processing fee are:

- direct applications to UNSW Canberra (except in the case of a late application);

e Student exchange and study abroad;

< international students applying for admission to the University on the basis of a UNSW
Foundation Studies qualification;

e sponsored students; and

e direct domestic applicants for a CSP-only postgraduate program.

3.26.  Where an applicant has paid the application processing fee for a prior application and makes a new
application, they will be charged another application processing fee if:

< they submit a direct application to the University and,;
- received a rejection letter on a prior application because they did not meet the eligibility



Application fee refunds

Offer postponed or withdrawn by the University

3.30.  Where an offer is postponed or withdrawn by the University (due to a quota being filled or a program
being terminated), no additional application fee will be charged if the applicant wishes to apply to
another program or accepts the postponement of their studies.

3.31.  Should the applicant not wish to postpone or apply for another program at the University, the
application fee will be refunded.

Lapsed offers

3.32.  Where an applicant allows an offer to lapse, no application fee refund will be given and the applicant
will be required to make a new application and pay a new application fee for any subsequent
application.

Unaccepted offers

3.33.  The application fee is non-refundable should the applicant not accept an offer.

Withdrawn applications

3.34. The application fee is non-refundable should the applicant decide not to proceed with the
application at any stage.

Unsuccessful Applications

3.35.  The application fee will not be refunded should the applicant be unsuccessful in being offered a
place at UNSW.

4. Selecting eligible applicants for admission
Only applicants who meet the eligibility requirements for admission will be considered for selection to a program.

Selection may involve consideration of an applicant’s suitability for admission, capacity constraints, and
availability of personnel or resources.

The University can limit the number of places in a program at its discretion.

Assessing prior learning

4.1. The UNSW Academic Board approves qualifications accepted for entry to programs across the
University.

4.2.
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Registrar and Director, Student Services (or nominee).

7.3. An appeal must be made only by the applicant (or officially nominated agent) and meet all the
following conditions:

» the applicant satisfies all University and program entry requirements;

» the application for admission and, where applicable, any additional application for special
admission (e.g. SCATS), was lodged on time, in the correct manner, and all relevant
documentation was made available to the selection personnel at the time of selection; and

» the applicant was not selected due to the improper application of this and/or other University
policies or procedures.

7.4. Once an appeal has been considered by the delegated officer the University does not provide any
further internal avenues of complaint or appeal.

8. Administration of admission processes

Responsibility for admission will be in accordance with the UNSW Register of Delegations.

Coursework programs

8.1. The processes involved in the admission of applicants to coursework programs are managed
centrally by the Admissions Office.

8.2. Management of the admission of an applicant to a coursework program of study is the
responsibility of the Registrar and Director, Student Services, or the Head of Student Life &
Experience, UNSW Canberra.

Student exchange and study abroad

8.3. The admission of e
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Appendix

Legislative compliance

This procedure supports the University’s compliance with the following legislation: x

1.

2.
3.
4

Disability Discrimination Act 1992 (Cth) x

Disability Standards for Education 2005 x

Education Services for Overseas Students (ESOS) Act 2000 (Cth) x
Higher Education Support Act 2003 (Cth) x

Supporting documents

e Academic Progression and Enrolment Policy

e Academic Progression Procedure

e English language proficiency requirement

e Enrolment and Withdrawal PolicyEnrolment and Withdrawal Procedure

e Student Fee Policy

e Student Fee Procedure

e International Student Transfer Between Registered Providers and PRISMS Reporting Procedure

e International Students Under the Age of 18 years — Welfare, Support & Accommodation Arrangements
Procedure

e Recognition of Prior Learning (Coursework Programs) Procedure

'"HILQLWLRQV DQG $FURQ\PVx

IAdmission x

Entry into a program or course granted to an applicant following assessment of their
DSSOLFDWLRQ x

IAdmissions Office x The Nucleus Student Hub UNSW Canberra Student Administrative Services x

Admission rank x
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in 2011-13. It is approved by all Australian governments. The AQF provides the standards
IRU $XVWUDOLDQ TXDOLILFDWLRQV x

lAustralian Tertiary
IAdmission Rank (ATAR) x

A measure of academic achievement in an Australian Senior Secondary Qualification that
assists institutions with ranking applicants for selection to tertiary education programs. The
$7$5 LV D UDQN QRW D PDUN x

IAward program x

IAn Academic Board approved set of requirements, courses and/or supervised research
which, when satisfactorily completed by a student, qualifies that student for a formal degree
RU DZDUG RI WKH 8QLYHUVLW\ x

Co-requisite x

A course that must be enrolled in concurrently with another course (unless it has already
been completed), usually due to a relationship between the courses in the program
FXUULPXOXP x

Commonwealth Supported
SODFH &63 xx

A place at an approved provider that is subsidised by the Australian Government so that
students only have to pay ‘student contribution’ amounts for courses within a program of
VWXG\ x

Conditional offer x

IAn offer made to an applicant where conditions are imposed that must be met before they
can accept the offer. Once these conditions have been met, a conditional offer is converted
WR D IXOO RIIHU xx

Course x

A component of an academic program, normally of one term or semester in duration, with a
VSHFLILF FUHGLW YDOXH x

Coursework program x

$Q DZzDUG SURJUDP WKDW GRHV QRW LQFOXGH D PDMR

&UHGLW WAUDQVIHU
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Faculty x

A group of schools or units of related disciplines constituted as a faculty by the University
Council in accordance with UNSW By-laws, or a body having similar status and equivalent
UHVSRQVLELOLWLHV x

JRXQGDWLRQ 6WXG

A pre-university pathway program, administered by UNSW Global, predominantly for
international students, that is aimed at providing the academic skills required for
undertaking university-OHYHO VWXGLHV x

Full offer x $Q RIITHU PDGH WR DQ DSSOLFDQW ZKR PHHWY DOO UH]
Full-time x Full-time enrolment for one year is defined as 48 UOC which equates to 1.0 Equivalent
Ful-WLPH 6WXGHQW /RDG ()76/ xxx
'The highest level of learning in an undergraduate program. It typically includes a research
Honours x component. Honours is available in two modes: separate year honours; and embedded
KRQRXUV x
A given starting term or semester for commencing a program. Intakes may occur annually,
Intake x bi-annually or each term or semester. Intakes are determined by the University and

Faculties based on level and type of study and specific program and/or admission crit H U L{D

,QWHUQDO SURJUWD

'The process by which a current UNSW student transfers from one award program to
DQRWKHU YLD DQ LQWHUQDO WUDQVIHU SURFHVV x

International student x

A student who does not have Australian or New Zealand citizenship or full permanent
resident status in Australia. It includes those who have student visas, provisional residency,
WHPSRUDU\ UHVLGHQF\ EULGJLQJ YLVDV HWF x
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Student x

A person who has accepted an offer to a program of UNSW (award or non-award), has
enrolled in at least one course in that program and retains an active status in that
SURJUDP x

Study aAbroad student x

IAn international student studying on campus at UNSW for one or more terms or semesters
as a non-award full-time student who is paying tuition fees or is sponsored by their home
government to study at UNSW and receives credit at their home university from which they
ZLOO JUDGXDWH x

Suspension x

Cancellation of the enrolment of a student and the withdrawal for a specified time of all
rights and privileges as a student of UNSW, including the right to re-enrol and the right to
enter or to be on UNSW grounds. Unless otherwise advised, the student has the right to
UHFRPPHQFH WKHLU VWXGLHVY DW WKH HQG RI WKH VX}

Term / Semester x

'The administrative time period in which tFeaching Pperiods are defined, students enrol and
for which students are charged fees or student contributions. These time periods differ
EDVHG RQ FDPSXV DQG OHYHO RI VWXG\ x

Tertiary study (to be
considered for admission
requirements) x

Completion of at least one full-time year (or equivalent period part-time) of a recognised
GHJUHH RU D FRPSOHWHG DVVRFLDWH GLSORPD GLSC

UMAT x

8QGHUJUDGXDWH OHGLFLQH DQG +HDOWK 6FLHQFHV $G

Undergraduate x

A program of study that leads to the award of a diploma, advanced diploma, associate
GHJUHH RU D EDFKHORU GHJUHH SDVV RU KRQRXUV x
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