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Mission Statement
ACD is committed to equipping men and women in an environment which fosters mutual
learning and dialogue in theological education.

Vision Statement
ACD VET is committed to developing practical and theological knowledge which has implications
in the real world.

Theological Framework
ACD has always been a place of ecumenical learning, formed in 1979 to offer an institution of
high quality theological and ministry orientated teaching.
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OVERVIEW
The Certificate III in Christian Ministry and Theology (10741NAT – Adelaide College of Divinity 4836)
offers students a foundation in Christian ministry as well as the outworking of Theology in practice.
It will assist lay people to deepen their understanding of Christian theology, Christian beliefs and
practices.
This course is designed to help you to grow:






Knowledge of the Christian Bible and other theological sources
Understanding of the Christian God and beliefs
Understanding of Christian practice
Skills to identify personal insights about God and belief
Ability to communicate about the Christian God effectively

The course consists of 8 units.
The Certificate III course is currently offered in print form only. The course can be completed in
1 year full time or 2 years part time. Students can enrol in one per term and have a maximum of
2 years to complete the course. Units will be available over 4 terms of 10 weeks per year. Students
will be expected to study up to 6 hours per week per unit.
Students will be required to complete each unit within 10 weeks. Extensions will be granted to allow
for extenuating circumstances.
Students will all be in distance mode. Delivery Methods will include: written content,
questionnaires, and reflection activities.
This course is also available for audit. This means you have access to the unit content but do not
need to submit assessments.

5

APPLICATION PROCEDURE
Entry requirements


Nil

Admission and Enrolment
Students are required to complete a paper admission and enrolment form or online admission and
enrolment form. A component of the enrolment form incorporates your application to the RH White
Scholarship. Students will be required to complete a pre-entry test to ensure their language and
literacy skills are sufficient to fulfil the requirements of this course.
Upon acceptance students will receive an acceptance letter, workbook and assessment book.

Learning support
Students are asked to disclose any disabilities on the admission form. They will also be asked if they
require any support with their learning. The VET Coordinator may then develop an individual
support plan to address any support needs.





Language, Literacy and Numeracy (LLN) support
Disability support (where a physical disability hinders learning)
Cultural support for those of non-Australian background
Aboriginal and Torres Strait Islander heritage

Other support will be considered on an individual basis.

Credit Transfer
If a student has completed the same subject or its equivalent as indicated on the National Register
they can obtain a credit transfer with provision of a statement of attainment. Intention to apply for
credit transfer can be indicated on the admission form.

RPL
RPL can be applied for the Electives only of this course. The student should indicate their desire to
apply for RPL on the admission form and indicate why they think they are eligible. Once enrolment
is confirmed the student will be provided with RPL forms to complete, which indicates all the areas
that evidence is required. Submissions of the completed RPL forms will be assessed by the Course
Coordinator. Often further information will be requested. Once the application is approved the
student will be advised in writing and the relevant subject will be added to the student’s record.
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FEES AND FINANCE
Student Fees:
$100 non-refundable application fee.
$230 per subject, total cost of course $1840
Scholarships for unit fees are available through Uniting Church Trust Funds. Applications for
scholarships can be applied for at the time of enrolment.

Withdrawals and Census dates
Students may withdraw from units up to the end of week 3 with no financial penalty.

Course Scheduling
Order of Units
1
2
3
4
5
6
7
8

Unit Name
Who is Jesus Christ?
Communicating with God
Deal with Conflict
Valuing Diversity
Researching Christian Scripture
Ethical Living and Serving
How to read the Bible
Communicate what Christians believe

Unit Code
CMTTHE303
CMTTHE304
PSPGEN032
PSPGEN029
CMTTHE301
CMTMIN301
CMTTHE302
CMTMIN302

UNIT INFORMATION
CORE SUBJECTS
CMTTHE303 - Who is Jesus Christ?
In this subject you will explore what the Christian Bible says about Jesus, including what he said and
did and why he died. You will delve into how we know Jesus rose form the dead and how we can
know Jesus today.
CMTTHE302 - How to read the Bible
In this subject you will explore the origins, authors and cultural context of the Christian bible. You
will examine the reliability of the original bible documents and how we can trust in their
authenticity. You will gain an understanding of the different literary genres of the bible and the
correct methods needed to understand and interpret bible in your own life. You will compare and
contrast a variety of different English language translations of the bible and understand the ways the
bible is translated from the original languages.
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CMTTHE304 - Communicating with God
In this subject, you will explore the ways that God has communicated with people in the past and
how he does now. We will also look at how we can communicate with him, with a focus on prayer,
including how we can understand prayer that seems unanswered.
.
CMTTHE301 – Researching Christian Scripture
In this subject you will explore the core beliefs of the Christian faith including who God is – Father,
Son and Holy Spirit; redemption and grace; communion; baptism; the church; eternal life. You will
explore the biblical foundation for Christian beliefs and the influence of tradition and culture on how
these beliefs are understood, expressed and experienced.
CMTMIN301 - Communicate what Christian believe
In this subject you will explore different ways of communicating key Christian beliefs to other
Christians and to those from a different or no-faith background. You will reflect on your natural
communication style and personality and gain a deeper understanding of how to share your own
story with those around you in appropriate and relevant ways.
CMTMIN302 - Ethical Living and Serving
In this subject you will explore what the bible teaches in regards to the way we live. You will seek to
understand and engage with the ethical standards of Christian life and the biblical foundation for
these beliefs. You will engage with biblical, historical and contemporary examples of people who
have lived according to biblical teaching regarding ethical living and serving and consider the impact
their beliefs had on their own live and the world around them. You will engage with ethical living and
serving teachings from Jesus and consider how his words may apply to your own life.

ELECTIVE UNITS
PSPGEN032 - Deal with Conflict
This subject describes the skills required to handle difficult interpersonal situations and address the
conflicts that may arise in day to day work activities. It includes identifying the cause of conflict,
establishing and implementing strategies for dealing with conflict and evaluating the response and
outcomes.
PSPGEN029 - Valuing Diversity
This subject describes the skills required to value diversity in the workplace. It includes promoting
the benefits of diversity and contributing to diversity outcomes. It involves exploration of the
benefits of diversity, including cultural diversity, principles and practices of cultural awareness and
strategies for promotion and inclusion of diversity.
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GENERAL INFORMATION FOR STUDENTS
Assessments
Each unit contains a number of assessments that must be deemed ‘Satisfactory’ in order for
students to be successful in gaining competence of the subject. Should a student be deemed ‘Not
yet satisfactory’ they will be provided with feedback and the opportunity to re-submit. Once a
subject is completed and deemed satisfactory, then the student can continue to the next subject on
offer as indicated in the course scheduling list.

Extensions:
All completed assessments should be submitted to ACD 10 weeks following the date you received
your unit book. Students requiring extensions must use the Extension Request Form at the back of
the unit book.
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.
When you use a source in an assessment it is vital that you acknowledge that source. We call this
referencing. Please see ‘Referencing’ below on how to reference.
For further information please read the ACD policy on Academic Integrity (Plagiarism).
Referencing
Students must reference the sources in all assessments. This includes completing footnotes and
providing a bibliography.
Footnotes are used to show where you have either sourced someone’s idea or a direct quote. You
would write a number at the end of the sentence then at the base of the page list the reference
details of the idea or quote including the page number of the source.
For example:
Alister E McGrath, Christian Theology: An Introduction, (West Sussex: John Wiley and Sons Ltd,
2017).
A Bibliography should list all the sources you used in your assessment. You need to list the author,
title of the book or article, publisher, place of printing and date of publication.
For example:
McGrath, Alister E., Christian Theology: An Introduction, West Sussex: John Wiley and Sons Ltd, 2017.
If it is a journal article you will also need the name, volume and page numbers of the journal
publication.
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Change of Enrolment
Should a student wish to withdraw from a subject or revert to audit status they are required to
complete the “Change of Enrolment Form” available at the back of the unit booklet.

Course Completion
When a student has gained competency in all 8 units of the course they are eligible to graduate from
the Cert III in Christian Ministry and Theology. Students will need to complete an ‘Application to
Graduate’ form available at the back of the unit booklet. Certificates will be issued within 30 days.

Resources
All students will have access to the Adelaide Theological Library, books can be arranged to be posted
out or given to the chaplain if applicable.
All unit materials and resources (readings) will be provided in print format.

Enquiries
If you have any other queries please contact:
Adelaide College of Divinity
312 Sir Donald Bradman Drive,
BROOKLYN PARK SA 5032
(08) 8416 8400
info@acd.edu.au
https://www.acd.edu.au/

10

ACD Student Policies
ACADEMIC REVIEW OF STUDENT PROGRESS IN HIGHER EDUCATION COURSES____________________________________
Preamble
The ACD through its Examination Committee will regularly review the academic progress of students enrolled in its higher
education courses in order to identify those students whose progress is unsatisfactory. When unsatisfactory progress is
identified, the first course of action will be to provide academic counselling by an academic adviser in order to identify any
difficulties the student may be experiencing and try to remedy these difficulties. This document defines unsatisfactory
progress and identifies the formal procedures in relation to it.
Legislation/Standards
Higher Education Support Act 2003 and Higher Education Provider Guidelines
South Australian Training and Skills Development Act (2008) and Guidelines for Higher Education Accreditation and
Registration
Delegations
The ACD Board has delegated to its Examination Committee responsibility for the review of academic progress in its higher
education courses of study.
Approvals
This document was approved by the ACD Board/ACD President on 15 November 2004, amendments approved on 23 October
2007 and updated on 24 January 2011.
Associated Documents
Student Appeals Against Academic Review Decisions
Provisions
1. The Examination Committee shall conduct a review of academic progress at least once a year for all Higher Education
courses, and may conduct reviews more frequently where appropriate.
2. 2 A student is deemed to be making unsatisfactory progress if that student:

Fails to complete satisfactorily units, the credit points of which total one half of the total number of credit
points for all units in which the student has enrolled during a semester; or

Fails a unit the second time; or

Is deemed to perform unsatisfactorily in a unit requiring a field or clinical placement and further
enrolment in the unit is considered inappropriate; or

Has been admitted on a provisional basis and fails to meet the conditions of that admission.
1. The following actions may be taken when a student is deemed not to be making satisfactory progress:
No formal action: the student will normally be advised to seek counseling;
Provisional enrolment: the student will be required to complete prescribed units in a stated period or to take leave from
the course for a specified period as a precondition for continuing in the course for which the student is enrolled;
Preclusion from a unit: where a student has failed a unit at least twice, the student will be advised that re-enrolment in
that unit will not be approved for at least one semester from the date of preclusion;
Preclusion from a course: the student will be advised that enrolment in the course will be cancelled and that readmission to the course will not be considered for two years. (Re-admission to the course after preclusion will be
through the normal admissions procedures.)
2. When the Examination Committee decides to take no formal action a college academic adviser may ask the student to
meet for academic counselling if appropriate. The adviser will determine whether further support is needed and arrange
access to that support. Support may include additional tutoring, study skills, counselling, mentoring or other appropriate
assistance. The adviser may also determine whether a reduction in study load in the following semester may be
appropriate to the student’s needs.
3. Students deemed by the Examination Committee to be making unsatisfactory progress will be notified in writing of the
action decided upon, and will be informed that they may submit an objection in writing to the Examination Committee
regarding its decision within twenty working days. Students may also elect to attend a meeting of the Examination
Committee to present their case. Students may also nominate a student representative of the ACD General Board or
any staff member or student to act on their behalf.
4. Should the committee reaffirm its decision subsequent to the student’s objection, the student will be advised of this in
writing, together with the circumstances under which an appeal against the decision may be lodged in accordance with
the policy Student Appeals Against Academic Review Decisions.
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APPEALS AGAINST FINAL GRADES________________________________________________________________________
Preamble
Students enrolled in accredited ACD units are entitled to appeal against final grades awarded in accordance with the ACD
policy Assessment Exercises and their Presentation, regardless of the student’s mode of study, place of residence or the
location at which units are taught. There is no charge for this process.
Legislation/Standards
Higher Education Support Act 2003 and Higher Education Provider Guidelines
South Australian Training and Skills Development Act (2008)
AQTF Standards for Registered Training Organisations
Delegations
The ACD Board has delegated to the ACD Executive Officer the responsibility for administration of the procedures for student
appeals against final grades in ACD unit.
Approvals
This document was approved by the ACD Board/ACD President on 9 July 2004 and amendments approved on 14 September
2005, 2 April 2007 and 28 August 2007 and updated January 2011.
Associated Documents
Academic Review of Student Progress
Appeals Against Academic Review Decisions
Assessment Exercises and their Presentation
Policy
1. Provided that they have fulfilled the attendance and assessment requirements of the unit, students have the right of
appeal against final grades on one or more of the following grounds:
1.1
The assessment requirements specified in accordance with the ACD assessment policy and procedures
were not adhered to;
1.2
having been formally notified of the student’s requirements in terms of the ACD’s policy on disability,
the unit coordinator has not given due consideration to these circumstances in the assessment process leading to
the final grade.
2. It is expected that most disputes over final grades will be resolved through a process of informal consultation without
recourse to formal appeal.
3. Disputes shall be resolved through the following sequential process:
3.1
in discussion with the unit coordinator, examiner or relevant area studies convener or Chair of the
Certificates in Ministry Board; or
3.2
by referral to the Principal of the student’s college; or
3.3
by a re-mark of an examination paper; or
3.4
by formal appeal to the ACD General Board.
4. The student and the unit coordinator will not be victimised or discriminated against as a result of a dispute being raised.
5. Reasons and full explanation in writing for decisions and actions taken as part of the procedures will be provided at any
stage if requested by the student or the unit coordinator.
Procedures
6. A student who does not accept the final grade shall consult the unit coordinator of the unit within ten working days of
formal notification of the final grade.
7. Where the dispute fails to be resolved under clause 6 above, the student may request, in writing, that the Principal of
the student’s college in consultation with the relevant area studies convener or Chair of the Certificates in Ministry
Board undertake a review of the final grade. Such requests must be lodged within 20 working days of the dispatch of
formal notification of the final grade.
8. The Principal of college will ensure that this review is concluded within ten working days from the date on which the
request was lodged and is responsible for notifying the Executive Officer of the outcome of the review. If the review
results in a new grade, the Executive Officer will forward this grade to the relevant Examinations Committee as the final
grade and notify the student.
9. Should this review fail to resolve the dispute, the student may proceed to lodge a formal appeal with the ACD Board.
10. A formal appeal against a final grade with supporting documentation must be lodged with the ACD Executive Officer
within ten working days of the date of the notification from the ACD Executive Officer.
11. The Executive Officer will acknowledge receipt of the appeal to the student in writing.
12. The Executive Officer will determine whether or not the case should be referred to the ACD General Board.
13. The Executive Officer may determine that the appeal be disallowed for one or more of the following reasons:
13.1
that the student did not fulfil all assessment or attendance requirements of the unit;
13.2
the appeal is not in accordance with the provisions of this policy;
13.3
the grounds on which the appeal is based are not supported by documentation submitted by the student;
13.4
the appeal is in relation to a grade awarded following re-marking;
13.5
the appeal is in relation to an application for permission to re-submit an assignment which was denied;

12

14
15

16
17

18

19

OR
13.6
the provisions for resolution in clauses 3.1, 3.2 and 3.3 above have not been exhausted.
If the Executive Officer determines that the appeal be disallowed, then the grounds for not allowing the appeal will be
notified to the student in writing and reported to the ACD General Board.
Appeals will be heard by a committee of the ACD Board, and the decision of this committee will be final. This committee:
15.1
will determine its own procedures for the conduct of hearings;
15.2
will consider written submissions from the appellant and the relevant Principal of college or nominee;
Extract from Adelaide College of Divinity Handbook 2011 Volume 1
15.3
may, at its discretion, invite the appellant and relevant Principal of college to attend the hearing.
Each
may
be accompanied by a member of the ACD community, the senior student of the relevant college or
any
staff
member or student nominee may act on behalf of the student. None of the parties shall be
permitted
to
have legal representation at the appeals hearing.
The Executive Officer will notify the appellant in writing of the decision within ten working days and amend the grade
in the ACD’s student record system if appropriate.
Should the student be dissatisfied at any stage of the process or with the outcome of these procedures, mediation
services may be sought from the Community Mediation Services of South Australia, telephone 8350 0376. or 8384 5222.
If the student remains dissatisfied, a complaint can be made to the Training Advocate www.trainingadvocate.sa.gov.au,
telephone 1800 006 488.
External complaints will be handled within a reasonable timeframe, and parties to the appeal will be provided with an
indication of the likely timeframe for response by the Training Advocate. The ACD Executive Officer will ensure that any
recommendations from the Training Advocate arising from a complaint will be implemented.
The ACD Executive Officer will keep secure the confidential records of appeals lodged under these procedures for at
least five years and will give appropriate access to the records to the parties to the appeal.

Communication
20 This policy is given to all new students enrolling in ACD courses. It is published in the Handbook and on the ACD website
at www.acd.edu.au and will be discussed at student orientation sessions.
21 This policy is communicated to staff by publication in the annual Handbook and on the ACD website at www.acd.edu.au.
Training is provided to staff through staff meetings and induction sessions for new staff.
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APPEALS AGAINST ACADEMIC REVIEW DECISIONS___________________________________________________________
Legislation/Standards
Higher Education Support Act 2003 and Higher Education Provider Guidelines
South Australian Training and Skills Development Act (2008) and Guidelines for Higher Education Accreditation and
Registration
Delegations
The ACD Board has delegated to the ACD Executive Officer the responsibility for administration of the procedures for appeals
against academic review decision.
Approvals
This document was approved by the ACD Board/ACD President on 9 July 2004 and amendments approved on 12 September
2005, 2 April 2007, 28 August 2007 and 23 October 2007 and updated January 2011.
Associated Documents
Academic Review of Student Progress
Policy
1. It is expected that most disputes over academic review decisions will be resolved through a process of informal
consultation without recourse to formal appeal.
2. Decisions which are subject to appeal in accordance with the provisions of this policy are those in relation to:

contract enrolment

preclusion from a topic

preclusion from a course
as detailed in the ACD document Academic Review of Student Progress.
3. Students shall have the right to appeal against decisions concerning contract enrolment or preclusion on one or both of
the following grounds:
3.1. that relevant evidence not previously available has become available since the decision was made;
3.2. that the ACD policy and procedures for the academic review of student progress were not correctly observed.
4. Students may continue their program of study pending the outcome of appeals, but will be required to amend or
withdraw their enrolment if appeals are denied. In the case of field placements, these may be permitted to proceed
only where the related topic is not affected by the appeal.
5. The parties to the appeal will not be victimised or discriminated against as a result of an appeal being raised.
6. Reasons and full explanation in writing for decisions and actions taken as part of the procedures will be provided at any
stage if requested by either party to the appeal.
Procedures
7. An appeal must be lodged with the ACD Executive Officer within ten working days of the date of the dispatch of the
notification of the decision on the objection. (Special provisions may be made for students resident in the country,
interstate and overseas.)
8. The Executive Officer will acknowledge receipt of the student’s appeal in writing.
9. The Executive Officer will initiate appeal proceedings within ten working days, provided that:
9.1. the appeal is in accordance with the provisions of this policy; and
9.2. the grounds on which the appeal is based are substantiated in the supporting documentation submitted by the
student.
10. If the Executive Officer does not initiate an appeal, then the grounds for initiation of proceedings will be notified to the
student by certified mail and reported to the ACD General Board.
11. Appeals will be heard by a sub-committee of the ACD General Board.
12. This committee:
12.1. will determine its own procedures for the conduct of hearings;
12.2. will consider written submissions from the appellant and the relevant head of college; and
12.3. may, at its discretion, invite the appellant and relevant Principal of college to attend the hearing; each may be
accompanied by a member of the ACD community. Any staff member or student nominee may act on behalf of
the student. None of the parties will be permitted to have legal representation at the appeals hearing.
13. The Executive Officer will notify the appellant in writing of the decision within ten working days.
14. Should the student be dissatisfied at any stage of the process or with the outcome of these procedures, mediation
services may be sought from the Community Mediation Services of South Australia, telephone 8350 0376 or 8384 5222.
If the student remains dissatisfied, a complaint can be made to the Training Advocate www.trainingadvocate.sa.gov.au,
telephone 1800 006 488.
15. External complaints will be handled within a reasonable timeframe, and parties to the appeal will be provided with an
indication of the likely timeframe for response by the Training Advocate. The ACD Executive Officer will ensure that any
recommendations from Training Advocate arising from a complaint will be implemented.
16. The ACD Executive Officer will keep secure the confidential records of appeals lodged under these procedures for at
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least five years and will give appropriate access to the records to the parties to the appeal.
Communication
17. This policy is given to all new students enrolling in ACD courses. It is published in the Handbook and on the ACD website
at www.acd.edu.au and will be discussed at student orientation sessions.
18. This policy is communicated to staff by publication in the annual Handbook and on the ACD website at www.acd.edu.au.
Training is provided to staff through staff meetings and induction sessions for new staff.
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ASSESSMENT POLICY___________________________________________________________________________________
Preamble
Assessment is a core part of quality education, linking content, teaching and learning activities with unit and course learning
outcomes and graduate attributes.
This policy sets out requirements and expectations in assessment and the formal criteria for grading student work. The policy
applies to assessment in individual units within all courses.
Legislations and Standards
Higher Education Support Act 2003 and Higher Education Provider Guidelines
Tertiary Education Quality and Standards Agency Act 2011
Higher Education Standards Framework (Threshold Standards) 2011
Higher Education Standards Framework (Threshold Standards) 2015 (from 1 January 2017)
Associated Documents
Appeals Against Final Grades
Guidelines for Inclusive Language and for the Use of Language for God
Plagiarism
Delegations
The ACD Academic Board has delegated responsibility for implementing this policy to ACD teaching staff, including faculty
lecturers, adjunct lecturers and assessors through the principal of their college, and to the ACD Executive Officer.
Approvals
This policy was approved by the ACD Board/ACD President on 28 January 2011, updated January 2012 and January 2013, 29
August 2014. Approved by Academic Board on 27 July 2016. Updated 14 May 2019 approved Academic Board 15 May 2019.
Provisions
1. General Principles
Lecturers are responsible for exercising professional academic judgement in designing assessment methods and tasks, and
in determining unit results consistent with this policy.
Assessment certifies achievement of standards and learning outcomes by students, and assists students in their learning
through lecturer feedback. Feedback should indicate both strengths and weaknesses of student work, through written
comments or discussion as appropriate.
Consideration should be given to optional forms of assessment where reasonably practical and consistent with unit learning
outcomes, including forms of assessment that take into account relevant student experience.
2. Assessment
To achieve a grade of Pass or better in a unit students must:
a) Provide evidence that they have undertaken the core work set for a unit;
b) Demonstrate that they have acquired at least a basic level of understanding that adequately covers the unit’s
objectives; and
c) Satisfactorily complete essential assessment exercises.
Unit lecturers will base their final grades for units on the above criteria.
All students should be aware of the assessment requirements for each unit in which they are enrolled. This information will
be provided by the lecturer with the unit outline in the first week of lectures. Details will also be included about the length
of time that should be expected for the return of work.
Assessment exercises may vary from unit to unit, particularly across the four areas of study. For example an exegetical essay
would be an unlikely form of assessment for a unit in the Leadership,
Missiology or Christian Education & Discipleship streams. Some of the forms of assessment that may be used include: Essays
on set topics; Book reviews; Case studies; Group project; Exegetical exercises; Personal journals; Reflection papers with
personal responses to readings/lectures;
Tutorial presentations and papers; Project or creative exercises; Examination.
Most units will contain a range of assessment options. Each will be weighted to make up the total assessment.
A general guide to the number of words a student is expected to write is approximately 1000 words per credit point. In other
words, in a 4.5 credit point unit students will be expected to write a maximum of 4,500 words. Different units will require
different assessment exercises. Lecturers will provide a statement of assessment methods to students that explains exactly
what is expected for each form of assessment for a unit.
Students should follow the Assessment Guidelines.
3. Final Grades and Notations
Final grades and notations that may be used in ACD courses and units are listed in Schedule II of
Adelaide College of Divinity Regulations.
Grades
A Final Grade is the final assessment grade awarded for a unit to a student on the basis of work completed.
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Pass (P) - The grade will be awarded where there is evidence that the student has undertaken the required core work for the
unit and has demonstrated at least an adequate level of knowledge/ understanding/competencies/skills required for
meeting unit objectives and satisfactorily completing essential assessment exercises.
The student would normally have attained an adequate knowledge of matter contained in set texts or reading materials, and
demonstrated familiarity with major academic debates, approaches, methodologies and conceptual tools. A score in the
range of 50-64 will be awarded.
Credit (CR) - The grade will be awarded where there is evidence that the student has undertaken all of the required core
work for the unit and additional work in wider areas relevant to the unit, and has demonstrated a sound level of
knowledge/understanding/ competencies/skills required for meeting unit objectives 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 unit requirements,
demonstrated proficiency in the full range of unit objectives and shown considerable evidence of a sound capacity to work
with the range of relevant subject matter.
A score in the range of 65-74 will be awarded.
Distinction (DN) - The grade will be awarded where there is evidence that the student has undertaken all of the required
core work for the unit at a high level and considerable additional work in wider areas relevant to the unit, has demonstrated
advanced knowledge/understanding/ competencies/skills required for meeting unit objectives and completing assessment
exercises at a proficient standard.
The student would normally have attained an advanced knowledge of matter beyond that contained in set texts or reading
materials and have done considerable wider reading, and have demonstrated a broad familiarity with and facility at applying
a range of major academic debates, approaches, methodologies and conceptual tools.
The grade should reflect very high quality work which shows the student generally works at a level which is beyond the
requirements of the assessment exercises and is developing a capacity for original and creative thinking. A score in the range
of 75-84 will be awarded.
High Distinction (HD) - The grade will be awarded where there is evidence that the student has undertaken the required
core work for the unit at a high level and considerable additional work in wider areas relevant to the unit, has demonstrated
the acquisition of an advanced level of knowledge/ understanding/competencies/skills required for meeting unit objectives
and passing the range of unit elements at the highest level.
The student would normally have attained an in-depth knowledge of matter contained in set texts or reading materials and
undertaken extensive wider reading beyond that which is required or expected. The student would have consistently
demonstrated a high level of proficiency at applying a range of major academic debates, approaches, methodologies and
conceptual tools and combining a knowledge of the subject matter of the topic with original and creative thinking.
The grade will be awarded in recognition of the highest level of academic achievement expected of a student at a given topic
level. A score in the range of 85-100 will be awarded.
Non-Graded Pass (NGP) - The grade will be awarded where there is evidence that the student has achieved a satisfactory
level of performance and participation assessed only on a pass or fail basis, where a satisfactory level of performance and
participation has been achieved. The grade may be awarded to reflect:

that the student has achieved mastery of the unit content; and

that the student has satisfactorily completed unit requirements.
The Non-Graded Pass is awarded on a pass/fail basis and a score will not be assigned. The grade may encompass any level
of achievement from satisfactory performance through to outstanding performance.
Satisfactory (SATIS) - The grade will be awarded only in Master of Ministry dissertation units and
Doctor of Ministry thesis units where there is evidence in the research progress report that the student has made satisfactory
progress.
Fail (F) - The grade will be awarded where there is evidence that the student has not demonstrated satisfactory academic
performance in the unit or has failed to complete essential unit elements or required assessment tasks at an acceptable level
in accordance with the unit objectives. A score in the range of 0-49 will be awarded.
Notations
Notations will be determined and recorded on official records where appropriate.
Withdraw, Not Fail (WN): indicates that the student withdrew from the unit without penalty prior to the withdraw-not fail
date. This date will be the Friday of the ninth week of a single semester unit.
In special circumstances a student may be awarded a WN after the withdrawn-not-fail date by the
Examinations Committee.
Withdraw, Fail (WF): indicates that the student withdrew from the unit after the withdraw-not fail date. This date will be
the Friday of the ninth teaching week for a single semester unit.
Status or credit transfer (STATUS): indicates that credit has been granted for that unit on the basis of previously completed
studies or work experience.
Incomplete (I): indicates no final grade has been decided by the due date and that an extension of time has been allowed
for completion of the assessment by the Examination Committee.
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Final grades, notations and their symbols awarded by the ACD are summarised as follows:
Grades
High Distinction
Distinction
Credit
Pass
Fail
Non-Graded Pass
Satisfactory
Notations
Withdraw, not Fail
Withdraw, Fail
Incomplete
Status

Symbol
HD
DN
CR
P
F
NGP
SATIS

Score
85 – 100%
75 – 84%
65—74%
50 – 64%
0 – 49%

WN
WF
I
STATUS

4. Resubmission or Review of Assessment Exercises
4.1
Resubmission of an Assessment Exercise
Failed assessment exercises, other than examinations, may be resubmitted within provisions indicated by the lecturer.
Where this provision applies it must do so equally to all students who have failed the exercise. The original mark assigned
will stand unless superseded by a higher mark achieved as a result of resubmission.
Process: An application for an assessment exercise to be resubmitted must be made in writing to the Lecturer concerned
within ten working days of the return of that exercise. The application must state the grounds for the request. In granting
approval to resubmit, the Lecturer must indicate how much of the assessment exercise needs to be resubmitted and the
deadline for such resubmission.
4.2
Review and Re-Marking of an Assessment Exercise
Where a student believes the mark received for an assessment exercise is wrong or unfair, the student may seek a review of
the mark. A student may only initiate such a process of review once for a particular assessment exercise; and work submitted
for a review of a mark must not be altered or added to by the student.
Process: The student must first contact the Lecturer responsible for the mark to discuss this within ten working days of the
return of the assessment exercise. The Lecturer may take whatever action is reasonable to review the mark and will discuss
the outcome with the student. If the student is dissatisfied with the outcome of discussion, the student may make a written
application that the work be remarked, accompanied by evidence supporting the student’s belief that the grade is unfair.
The application must be submitted to the Course Coordinator within 10 working days of the discussion with the lecturer. The
Course Coordinator will decide if a re-mark is justified or not, will notify this decision to the student and make arrangements
for a re-mark if this is decided. The mark achieved as the result of a re-mark will be the final mark regardless of whether it is
higher or lower than the original mark. This process does not apply to the final grade – see the Appeal Against Final Grades
Policy.
5. Supplementary Assessment for a Unit
Supplementary assessment for a unit in which a student is currently enrolled may be approved on the following grounds:
Medical/Compassionate: A student who is unable to sit or remain for the duration of the original examination due to medical
or compassionate reasons may apply for supplementary assessment. If illness or special circumstance prevents the student
from sitting or remaining for the duration of the scheduled supplementary examination, or from submitting by the agreed
deadline a supplementary assessment exercise, the student will be either:

awarded a result in the unit of Withdraw, Not Fail (WN); or

offered the opportunity to demonstrate competence through an alternative mechanism. If illness or special
circumstance is demonstrated to persist up to the commencement of the next academic year, then the student
will be awarded a result in the unit of WN.
Academic: a student will be granted supplementary assessment if he/she: achieves an overall result in the unit of between
45 and 49% (or between 40 and 49% where a student obtains a fail grade in the last 12 credit points required for completion
of a course) or the equivalent where percentage marks are not awarded; has completed all required work for the unit; has
met all attendance requirements; and obtains at least a pass level grade in any specific component of assessment (other
than an examination) for the unit where this is explicitly stated to be a formal requirement for the successful completion of
the course or unit. If illness or special circumstance prevents the student from sitting or remaining for the duration of the
scheduled supplementary assessment, the student will be either:

awarded a result in the unit of Withdraw, Not Fail (WN); or

offered the opportunity to demonstrate competence through an alternative mechanism. If illness or special
circumstance is demonstrated to persist up to the commencement of the next academic year, then the student
will be awarded a result in the topic of WN.
For supplementary assessment awarded on academic grounds only the grades of P (Pass) and F (Fail) will be awarded.
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6. Deadlines for Final Assessment
Deadlines for final assessment and approval of results will be determined by the Executive Officer so that students are
notified of results no later than 10 working days after the final day of the assessment/examination period.
All final results for an academic year must be resolved before the beginning of the next academic year unless specific approval
for an extension is given by Examinations Committee.
7. Recording and Release of Results
The student's result for each individual unit enrolment, including repeat attempts, will be recorded on academic transcripts.
Percentages and final grades will be given on unit assessment mark sheets and recorded, but percentages will not appear on
academic transcripts.
Final grades and notations for units will not be official until after the formal review of assessments by the Examinations
Committee. After this review final grades and final notations will be released to students and can only be altered by approval
of the Examinations Committee.
Appendices
A
Submission of Assignments and Penalties for Late Submission of Assignments (see next page)
B
Grade Point Average Definition (see next page)
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APPENDIX A__________________________________________________________________________________________
Submission of Assignments and Penalties for Late Submission of Assignments
1. Submission
All assignments must be submitted via your chaplains or by post unless approved otherwise by the ACD Academic
Dean.
2. Extensions
An extension of no more than 2 weeks may be given at the discretion of the lecturer for medical or compassionate reasons
but not because of poor organisation. Extension requests for greater than 2 weeks must be approved by the ACD Academic
Dean. All extensions must be requested using the
Assignment Extension Request form, before the due date and time. Lodgement of a request for an extension is not sufficient
of itself to remove penalties for late submission.
In the case of illness before or on the due date, the doctor’s certificate must be submitted as soon as possible, and the
penalties for late submission will apply from the day after the doctor’s certificate expires.
After 14 calendar days no extensions will be granted and assignments will not be accepted. The student will receive a Fail
grade for that assignment.
3. Penalties for Late Submission of Assignments
Penalties for an assignment received after the due date (or approved extension date) will be applied.
The penalty for submission of assignments after the due date and time is 2% per calendar day to a maximum of 14 calendar
days.
5. Return of Assignments
All assignments will be returned via your chaplain or by post unless an exemption has been approved by the ACD
Academic Dean. Lecturers will endeavour to assess student work as soon as possible, for return usually no later than two
weeks after the date of submission.

APPENDIX B__________________________________________________________________________________________
Grade Point Average Definition
Grade Point Average (GPA) is the average of the grades achieved by a student taking into account unit of study credit point
values. Values ranging from 0 to 7 are assigned to each grade and GPA is calculated to two decimal places. The value for the
grade achieved for each unit is multiplied by the number of credit points for that unit. This product is totalled for all topics
undertaken, and averaged by dividing the total number of credit points:
sum of (value for each grade x unit credit point value)
total credit points
The following values are assigned to grades:
HD
High Distinction
=7
DN
Distinction
=6
CR
Credit
=5
P
Pass
=4
F
Fail
=0
WF
Withdraw Fail
=0
The following values are assigned to pre-1999 grading:
P1
Pass Level 1
= 4.5
P2
Pass Level 2
=4
The following grades are not counted in the calculation:
NGP
Non Graded Pass
WN
Withdraw Not Fail

Status
Reviewed by Ministry Studies | Amended May 2019
Approved by Academic Board | This latest version 17 May 2019
Approved by ACD Council
Delegation to | Academic Board, Executive Officer Adelaide College of Divinity | Review Date: February 20121
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Version 3.0

CONFIDENTIALITY GUIDELINES___________________________________________________________________________
Preamble
The Adelaide College of Divinity and the Adelaide Theological Centre recognise that, in a consortium of theological colleges,
each constituent member college retains its autonomy and traditions. The ACD and ATC accept that, in view of this principle,
it is not in a position to establish a single standard. Therefore each member college is responsible for developing its own
ethical standards in relation to its staff and students. Nevertheless, colleges acknowledge that the ACD as the provider of
ACD courses of study must ensure that ethical standards are maintained and that the requirements of relevant legislation
and standards are met.
Legislation/Standards
AQTF Standards for Registered Training Organisations
Training and Skills Development Act 2008
Higher Education Support Act 2003 and Higher Education Provider Guidelines
Commonwealth Privacy Act 1988 – National Privacy Principles
Delegations
The ACD Board has delegated to the ACD Executive Officer the responsibility for ensuring that these Guidelines are followed
by ACD and ATCC staff and students and has delegated to college principals the responsibility for ensuring that their faculty
and staff follow these guidelines.
Approvals
This document was approved by the ACD Board/ACD President on 10 January 2005 and updated January 2011.
Associated Documents
ACD Privacy of Information Guidelines and ACD Board Delegations to ACD Colleges
Guidelines
The following guidelines have been developed to assist the ACD and ATC in carrying out these tasks.
1. It is desirable that there be free and frank interchanges of ideas in the delivery of educational programs. This being
so, staff and students must exercise sensitivity and tact in relation to each other’s disclosure of personal
information in the context of teaching situations.
2. Teaching and teaching material are covered by copyright not by confidentiality; however, personal information
disclosed in teaching situations should be treated as confidential by lecturers, tutors and other class members.
3. If a lecture and/or tutorial is being recorded for the purposes of flexible delivery, and/or as an aid to students with
disabilities, or who are absent, all should be made aware, at the outset, that such recording will be done. Students
who receive such recordings shall adhere to these guidelines with respect to personal information divulged in the
same manner as those who are physically present in the lecture and/or tutorial.
4. In compliance with Information Privacy Principles 4, 9 and 10 of the Commonwealth Privacy Act 1988 recordings
made of lectures and/or tutorials and which may contain personal information should not be made available to
anyone other than a student enrolled in the topic.
5. Written work submitted by students should not be shown to other staff members or students without the
permission of the author, the only exception being the case of necessary cross marking. Grades should not be
written on the front pages of written work.
6. It is inappropriate for lecturers or tutors to be asked by colleges, other than their own, to provide personal
judgments about students except in relation to academic matters.
7. It is inappropriate for non-teaching staff to be asked by colleges or churches to offer any personal comment on
students.
8. The ACD is responsible for maintaining academic records for students enrolled in ACD courses. In accordance with
the Information Privacy Principles 10 and 11 of the Commonwealth Privacy Act 1988 any information held on the
ACD Student Database will be kept confidential except for approved administrative purposes or disclosure that is
required or authorised by law.
9. The procedures for consideration of complaints are set out in the ACD Grievance Procedures.
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COURSE AND TUITION ASSURANCE_______________________________________________________________________
Preamble
Commonwealth and South Australian legislation requires that providers have in place arrangements for tuition and course
assurance. This is to ensure that students receive the education or training for which they have paid should Adelaide College
of Divinity be unable to continue offering that education or training.
Legislation/Standards
Higher Education Support Act 2003 and Higher Education Provider Guidelines
South Australian Training and Skills Development Act 2008
National Protocols and Guidelines for Higher Education Accreditation and Registration
AQTF Standards for Registered Training Organisations
Delegations
The ACD Board has delegated to the ACD Executive Officer responsibility for ensuring that the ACD meets course and tuition
assurance required by Commonwealth and South Australian legislation.
Approvals
This document was approved by the ACD Board/ACD President on 3 November 2004 and updated on 2 April 2007, 14 August
2007, 15 January 2008 and 17 January 2011.
ACD Course and Tuition Assurance
1. This statement is given to all new students enrolling in ACD courses. It is published in the annual ACD Campus
Orientation Manual and on the ACD website at www.acd.edu.au
2. The ACD is a member of two a tuition assurance schemes administered by the Australian Council for Private Education
and Training (ACPET), the Australian Student Tuition Assurance Scheme (ASTAS).1
3. Under the provisions of the Higher Education Support Act 2003 (HESA) and the associated Higher Education Provider
(HEP) Guidelines Adelaide College of Divinity (the First Provider) is required to provide a tuition assurance
arrangement for Australian citizens or holders of an Australian permanent humanitarian visa who are enrolled in
higher education courses it offers. This requirement is to protect students in the event that Adelaide College of
Divinity ceases to provide a course of study in which a student is enrolled. The meaning of ‘ceasing to provide a course
of study’ is set out in the HEP Guidelines
(www.deewr.gov.au/HigherEducation/Resources/HESupportAct2003Guidelines/Pages/HEProviderGuidelines.aspx).
4. In the event that Adelaide College of Divinity ceases to provide a course of study in which a student is enrolled the
student is entitled to a choice of:
1) an offer of a place in a similar course of study with a Second Provider without any requirement to pay the Second
Provider any student contribution or tuition fee for any replacement units (this is known as the Course Assurance
Option);
OR
b) a refund of his or her up-front payments for any unit of study that the student commences but does not complete
because Adelaide College of Divinity ceases to provide the course of study of which the unit forms part (this is
known as the Student Contribution/Tuition Fee Repayment Option)
5. Adelaide College of Divinity has met the tuition assurance requirements of the HESA through its current membership of
the Australian Council for Private Education and Training (ACPET) Australian Student Tuition Assurance Scheme
(ASTAS). ACPET can be contacted by telephone on 1800 774 176 or through the South Australian Office 08 8221 5190,
located at Level 1, 44 Currie Street, Adelaide.
6. If Adelaide College of Divinity ceases to provide a course of study, ACPET will send a student enrolled in the course of
study a Written Tuition Assurance Offer (the Offer) advising the student of the options available under the tuition
assurance requirements. The Offer will include directions that the student must follow in order to notify ACPET of the
choice they have made for each affected unit. ACPET will provide this Offer within twenty Business Days after it knows,
or should now by reasonable enquiries that the Adelaide College of Divinity has ceased to provider the course or study.
7. The courses of study for which Adelaide College of Divinity has ACPET ASTAS membership are: VET courses

1

A full statement of ACPET course assurance arrangements may be found in the Australian Council for Private Education and Training By

Laws. A copy of these By Laws is available from the ACD Executive Officer.
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Certificate I in Ministry

Vet Courses

Certificate II in Ministry
Certificate III in Christian Life and Ministry
Certificate III in Ministry
Certificate IV in Christian Life and Ministry
Certificate IV in Ministry

Higher Education
Courses

Diploma of Christian Life and Ministry
Diploma of Pastoral Ministry
Diploma of Ministry
Associate Degree of Ministry
Bachelor of Ministry
Graduate Diploma in Ministry
Graduate Diploma in Resource Ministry
Master of Ministry
Doctor of Ministry
8.

A student may choose either:

The Course Assurance Option
If a student accepts a place in a course offered by ACPET as named above, ACPET will offer the student the option
of ACPET making all necessary arrangements to ensure a student is able to enrol in a similar course of study with a
Second Provider. This offered course will lead to the same or a comparable qualification without any requirement
on the part of the student to pay that Second Provider any student contribution or tuition fee for any replacement
units. A student will receive full credit from the Second Provider for any units of study successfully completed at
Adelaide College of Divinity.
The Second Provider nominated by ACPET may have different contribution amounts or tuition fees to the amounts
or fees the student would have paid for units of study which were part of the course of study the Adelaide College
of Divinity ceased to provide.
A student is not obliged to enrol in a course of study with a Second Provider offered by ACPET under the Course
Assurance Option. However, if he/she enrols with any other provider there is no obligation on that provider to
offer full credit transfer for the units of study completed with the Adelaide College of Divinity or to offer a
replacement/s unit free of charge.

OR

The Student Contribution/Tuition Fee Repayment Option
If a student chooses the Student Contribution/Tuition Fee Repayment Option ACPET undertakes to pay the student
the total of any up-front payments already paid by the student for any units of study the student has commenced
but not completed. Students selecting this option will also get FEE-HELP balance/s recredited for uncompleted
units.
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EQUAL OPPORTUNITY POLICY___________________________________________________________________________
Preamble
The ACD, ATC and ATCC follow the equal opportunity policies of Flinders University and are committed to achieving
equality of opportunity in education and employment and to ensuring that staff and students are not subject to
discrimination on the grounds of sex, sexuality, marital status, pregnancy, race, disability, age, cultural, political or religious
beliefs. The Flinders University Equal Opportunity Policy is found at the following web site:
www.flinders.edu.au/ppmanual/EqualOpportunity/equalop.html. This policy should be read in conjunction with the
Flinders policy.
Legislation/Standards
AQTF Standards for Registered Training Organisations
Age Discrimination Act 2004
Disability Discrimination Act 1992
Disability Standards for Education 2005
Education Services for Overseas Students (ESOS) Act, 2000 and ESOS Regulations
Equal Opportunity Act 1984
Equal Opportunity for Women in the Workplace Act 1999
Higher Education Support Act 2003 and Higher Education Provider Guidelines
Human Rights and Equal Opportunity Commission Act 1986
Occupational Health, Safety and Welfare Act 1986
Racial Discrimination Act 1975
Racial Vilification Act 1996
Sex Discrimination Act 1984
WorkCover Corporation Act 1994
Delegations
The ACD Board has delegated to the ACD Executive Officer the responsibility for the implementation of this policy in the ACD,
ATC and ATCC. The Board has delegated to the principals of ACD and ATC member colleges the responsibility for the
implementation of this policy within their colleges.
Approvals
This policy was approved by the ACD Board/ACD President on 21 December 2004 and updated January 2011.
Associated Documents
Guidelines for Inclusive Language and Use of Language for God
Students with Disabilities
Grievance Procedures
Provisions
1. Racism The ACD, ATC and the ATCC will attempt to prevent any form of illegal discrimination and will not condone
racism.
2. Gender Balance on ACD, ATC and ATCC committees. Every attempt will be made to achieve gender balance on
ACD, ATC and ATCC committees.
3. Inclusive Language Staff and students will be encouraged in the use of language which does not distinguish
between the sexes where such a distinction is irrelevant to the matter at hand. Refer ACD Guidelines for Inclusive
Language and Use of Language for God
4. People with disabilities The ACD, ATC and the ATCC are committed to providing access and equity for staff and
students with disabilities. Every attempt will be made to ensure that students with disabilities are able to
participate fully and independently in the life of the ACD.
5. Harassment The ACD, ATC and the ATCC is committed to creating a work and study environment which is free of
any form of harassment for all members of the ACD Campus community.
5.1 Sexual Harassment The ACD, ATC and ATCC will take all reasonable steps to ensure that no staff member or
student subjects another person to or is subject to sexual harassment in the course of activities on the
Campus.
5.2 Bullying Bullying is considered to be unacceptable behaviour. The ACD, ATC and ATCC expects that all staff
and students will respect the rights, dignity and welfare of other members of the Theology Campus
community
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FEE POLICY___________________________________________________________________________________________
Established:
ACD Board/ACD President 15/05/2005
Reviewed
July 2011
Latest Review:
October 2018
Delegations
The ACD Council has delegated overall responsibility for the maintenance of its fee policy to the ACD
Executive Officer.
Preamble
This document sets out the arrangements for the setting, payment and refund of ACD topic fees.
Legislation/Standards
Higher Education Support ACD 2003 and Higher Education Provider Guidelines
Training and Skills Development Act 2008
AQTF Standards for Registered Training Organisations
Provisions
1. Setting of Fees
1.1 The ACD Councilshall determine unit tuition fees and any other fees in the year prior to which the fees are to
be applied.
1.2 Fees will be published on the ACD web site and in the ACD Handbooks.
2. Payment of Fees
2.1 Unit tuition fees and for all courses are payable to the ACD.
2.2 Unit fees will be payable at the time of enrolment. By either of the following:
a) The student will apply for a FEE-HELP loan, or
b) The student will pay tuition fees in full for the unit/s in which the student has enrolled, or
c) The student will pay part of the tuition fees and apply for a FEE-HELP loan for the remainder, or
d) The student’s affiliated college will be invoiced for the student’s tuition fees. (This
includes student’ who have been offered a scholarship through their affiliated college).
3. Refund of Tuition Fees (all courses of study)
3.1 Refund of a tuition fee in full will apply in the following circumstances:
a) the offer of admission to a course or unit is withdrawn;
b) the ACD is unable to offer the unit;
c) a student withdraws on or before the census date of the unit.
3.2 Unit fees will be refunded within two weeks of the circumstances detailed in (3.1) above.
3.3 There will be no refund if a student withdraws after the census date for the unit.
3.4 Under special circumstances refunding of fees may be reviewed by the ACD Executive Officer
after the unit census date.
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FEE-HELP REVIEW PROCEDURES__________________________________________________________________________
Preamble
This document sets out review procedures in place for students who apply after the census date to have their FEE-HELP
balance recredited if they have been unable to complete the requirements of a unit of study and they believe that this was
due to special circumstances.
Legislation/Standards
Higher Education Support Act 2003 and Higher Education Provider Guidelines
Delegations
The ACD Board has delegated to the ACD Executive Officer responsibility for original decisions in response to applications
from students for re-crediting of their FEE-HELP balance. The Board has delegated to ACD College Principals the responsibility
for review of decisions not to re-credit the FEE-HELP balance of students affiliated with their college. Approvals
This document was approved by the ACD President/ACD Board on 3 November 2004.
Procedures
1) Students who have not withdrawn from a unit of study before the census date but have been unable to complete
the requirements of that unit of study may apply to the ACD Executive Officer to have their FEE-HELP balance recredited if they believe that this was due to special circumstances. Where a request to re-credit a student’s FEEHELP balance is granted, that student’s FEE-HELP debt will be removed.
2) Applications must be made within 12 months of the withdrawal date, or if a student has not withdrawn, within 12
months of the end of the period of study in which the unit was, or was to be, undertaken.
3) Applications must be made in writing to:
The Executive Officer
Adelaide College of Divinity, Inc
34 Lipsett Terrace
Brooklyn Park SA 5032
4. The ACD will re-credit a student’s FEE-HELP balance if the Executive Officer is satisfied that special circumstances
apply to the student that are:

beyond the student’s control;

do not make their full impact on the person until on, or after, the census date; and

make it impracticable for the person to complete the requirements for the unit during the period in
which the person undertook, or was to undertake, the unit.
5. The ACD Executive Officer will consider the student’s claims, together with independent supporting documentary
evidence which substantiates these claims and notify the student of the decision and the reasons for making the
decision within three months of receipt of the application.
6. The ACD Executive Officer will inform unsuccessful applicants of their right to apply for a review of a decision to
not recredit a FEE-HELP balance. The time limit for applying for a review of a decision is 28 days from the student
receiving notice of the decision, or such longer period as the reviewer allows.
7. Students seeking review must apply in writing to the ACD Executive Officer stating the reasons why they are
applying for a review.
8. The ACD Executive Officer will respond in writing within three weeks of receipt of the request for review:
1) acknowledging receipt of the request for review and advising that the reviewer will be the Principal of
the college which with the student is affiliated;
2) informing the applicant that if the reviewer has not advised the outcome within 45 days of receiving the
application, the reviewer is taken to have confirmed the original decision; and
3) advising the applicant of their right to apply to the Administrative Appeals Tribunal (AAT) for a review of
the decision and providing the contact details of the closest AAT Registry, and the approximate cost of
lodging an appeal with the AAT.2
9. The reviewer’s options are to:

confirm the decision;

vary the decision; or

set the decision aside and substitute a new decision.
10. The reviewer will:
1) notify the applicant in writing of the decision and the reasons for making the decision within 45 days of
receipt of the request for the review;
2) advise the applicant of their right to appeal to the AAT for a review of the decision if the applicant is
unsatisfied with the outcome; and
3) provide the applicant with the contact details and address of the nearest AAT registry, and the
approximate costs of lodging an appeal with the AAT.

2

1 Instructions on how to lodge an appeal and the costs of lodging an appeal may be found on the Administrative Appeals Tribunal web
site is at www.aat.gov.au . The local office of the AAT is at 91 Grenfell Street, Adelaide. Telephone: 8201 0600.
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GRIEVANCE PROCEDURES_______________________________________________________________________________
Established:
ACD Board/ACD President 12/11/2004
Reviewed:
14/09/2005 & 02/04/2007
Last Review:
January 2011
Updated:
October 2018
Delegations
The ACD Council has delegated to ACD College principals the responsibility for ensuring that member college grievance
procedures comply with AQTF Standards, with Higher Education Provider Guidelines and with the relevant legislation. The
ACD Executive Officer is the officer delegated by ACD to ensure that the ACD complies with the below standards and
legislation.
Legislation/Standards
Disability Discrimination Act 1992
Educational Services for Overseas Students (ESOS) Act 2000
EEO Act 1984
Occupational Health, Safety and Welfare Act 1986
Racial Discrimination Act 1975
Racial Vilification Act 1996
Sex Discrimination Act 1984
AQTF Standards for Registered Training Organisations
Higher Education Support Act 2003 and Higher Education Provider Guidelines
National Protocols for Higher Education Approval Processes
Training and Skills Development Act 2008
Preamble
These procedures cover complaints related to non-academic matters and apply to students formally enrolled in ACD courses
and to persons seeking to enrol in ACD courses. Students of the College or those seeking to enrol in a course of study with
the College are entitled to access the grievance procedures set out in this document regardless of the location of the campus
of the College at which the grievance has arisen, the student’s place of residence or the mode in which they study.
Other complaint mechanisms available to students enrolled with the ACD are found in the documents Appeals Against Final
Grades and Appeals Against Academic Review Decisions.
Associated Documents
Appeals Against Academic Review Decisions
Appeals Against Final Grades
Policy
1. Should an enrolled student or a person seeking to enrol have a grievance, there will be provision for a process of informal
consultation before a formal complaint is made. If resolution of the matter is not achieved in this way there will be
provision for formal complaint to the ACD Council and an appeal process should it be required.
2. Complaints should be made responsibly and the ACD will treat them seriously, but there should be provision to protect
the ACD from malicious complaints.
3. The rights of all parties involved in a complaint will be protected and neither the complainant nor respondent will be
victimised or discriminated against in any stage of the process.
4. The ACD shall not impose a financial cost on the complainant or respondent at any stage of this process.
5. At any stage of these procedures a complainant and/or respondent may be accompanied by a third person (such as a
family member, friend, counsellor or other professional support person) if they so desire; however, formal legal
representation is not permitted for either party.
6. The ACD shall keep all parties involved in a complaint informed of progress or outcomes.
7. At all stages of the process, reasons and a full explanation in writing for decisions and actions taken as part of the
procedures will be given if so requested by the complainant and/or respondent.
Procedures
8. A complaint may be lodged with the relevant ACD college principal and/or the ACD Executive Officer who will hold
informal discussions with the complainant in an attempt to resolve the complaint. Should this initial step be deemed
inadequate by either party, the matter may be taken to the Chairperson of the ACD for further discussion.
9. Failing the informal resolution of the matter in (8) above, a formal written complaint may be lodged with the ACD
Executive Officer who shall acknowledge receipt of the complaint in writing within ten working days and shall advise
that the complaint will be considered at the next regularly scheduled meeting of the ACD Council and will notify the
date of that meeting. Should the date of the next scheduled Council meeting be more than three months from the date
of the formal written complaint, the complainant may request that the Council appoint a sub-committee to consider
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the complaint.
10. When the complaint has been heard, the Executive Officer will notify the complainant in writing of the decision of the
ACD Council, or the sub-committee of the Council, within ten working days of the meeting.
11. Should any party to the complaint be dissatisfied with the decision of the ACD Council or its sub-committee, they may
lodge a written appeal stating the grounds for the appeal and providing supporting documentation with the ACD
Executive Officer within ten working days of receipt of the notification.
12. The Executive Officer will initiate appeal proceedings within one month provided that:
12.1
The appeal is in accordance with the provisions of this policy; and
12.2
The grounds on which the appeal is based are substantiated in the supporting documentation submitted by
the appellant.
13. If the Executive Officer does not initiate an appeal, then the grounds for rejecting the initiation of proceedings shall be
notified to the appellant in writing within ten working days and reported to the ACD Council at its next regular meeting.
14. Appeals will be heard by a sub-committee of the ACD Council.
15. This committee:
15.1
will determine its own procedures for the conduct of hearings;
15.2
will consider written submissions from the appellant and respondent; and
15.3
may, at its discretion, invite the appellant to attend the hearing.
16. The Executive Officer will notify the appellant in writing of the decision within ten working days and will give reasons
and full explanation of the decisions and action taken if requested by the appellant.
17. Should the student be dissatisfied at any stage of the process or with the outcome of these procedures, mediation
services may be sought www.trainingadvocate.sa.gov.au,
18. External complaints will be handled within a reasonable timeframe, and parties to the appeal will be provided with an
indication of the likely timeframe for response by the Training Advocate. The ACD Executive Officer will ensure that any
recommendations from the Training Advocate arising from a complaint will be implemented.
19. The ACD Executive Officer will keep secure the confidential records of grievances lodged under these procedures for at
least five years and will give appropriate access to the records to the parties to the complaint.
Communication
20. This policy is published on the ACD website at www.acd.edu.au and will be discussed at student orientation sessions.
21. This policy is communicated to staff on the ACD website at www.acd.edu.au.
Training is provided to staff through staff meetings and induction sessions for new staff.
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GUIDELINES FOR INCLUSIVE LANGUAGE AND FOR THE USE OF LANGUAGE FOR GOD_______________________________
Preamble
The ACD is aware that language shapes and informs our understanding of reality and our understanding of ourselves.
Therefore general use of language and the use of language for God are matters of importance for ACD faculty, staff and
students.
Legislation/Standards
Disability Discrimination Act 1992
Educational Services for Overseas Students (ESOS) Act 2000
EEO Act 1984
Higher Education Support Act 2003 and Higher Education Provider Guidelines
National Protocols for Higher Education Approval Processes
Occupational Health, Safety and Welfare Act 1986
Racial Discrimination Act 1975
Racial Vilification Act 1996
Sex Discrimination Act 1984
AQTF Standards for Registered Training Organisations
Delegations
The ACD Board has delegated to the ACD Executive Officer responsibility for implementation of these Guidelines within the
ACD and ATCC. The ACD Board has delegated to principals of ACD constituent member colleges responsibility for
implementation of these
Guidelines within their colleges.
Approvals
These guidelines were approved by the ACD Board/ACD President on 10 December 2004.
Related Documents
ACD Grievance Procedures
ACD Equal Opportunity Policies
Guidelines
1. General Guidelines
1.1. In using language we must take care and remember that:

Australia embraces many cultures, backgrounds and nationalities and people's experiences are diverse across
the country;

Some traditional use of language is now widely regarded as offensive by today's society;

It is easy to inadvertently convey or reinforce stereotypical attitudes and inaccurate information about specific
cultures by using inappropriate language;

Inappropriate language can be deemed as racist and therefore discriminatory.
1.2. The ACD follows the Flinders University general guidelines for inclusive language which can be accessed at the
following website:
http://flinders.edu.au/equal-opportunity/tools_resources/publications/inclusive_language.cfm
2.

Guidelines for the Use of Language for God
2.1. The ACD recognizes that most Western European languages are androcentric and products of the widespread
patriarchal culture out of which they emerged.
2.2. Our language for God, used in theology and worship, is the human means whereby the believing community
expresses its understanding of God. Theological language can never adequately express the mystery and wonder
of the living God.
2.3. God-language is always shaped and formed by a particular cultural context. For both Jewish and Christian faiths
these contexts have been patriarchal. Hence the language used for God has been cast in predominantly male
terms.
2.4. The result of this particular dimension of our Judeo-Christian cultural heritage has been to limit our imaging and
understandings of God and our understandings of ourselves as human beings. Within our Churches language with
regard to God that is gender-exclusive continues both to limit who God can be for us and to limit who we can
become as human partners in God's mission.
2.5. If we are to be faithful to the mystery and the transcendence of God, to the sheer abundance of God, then we
need to draw more fully on the wealth of biblical images, including female and male images, as well as drawing
on fresh images and names from our own age.
2.6. As teachers and students who are ministers of the good news and aware that different images of God will speak
to people at different stages of their lives, we are in a position to model a rich use of language for God.
2.7. Teachers and students
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are encouraged to draw from the richness of biblical images in their use of God language;
acknowledge and address the androcentric emphasis within the Judeo-Christian heritage that limits our
understandings of God and humanity.

3.

Students are encouraged to use a variety of names and images for God that include female, male and non-gender
specific images in their papers and tutorials and teachers are encouraged to model in their classes how this might be
done.

4.

The scriptures themselves witness to attempts to transcend the limitations of gender-exclusive concepts and imagery
for God. For example, Genesis 1:26-28 makes it clear that female as well as male is made in God's image. Other
examples of female images for God include: Is. 42:14-16, Is. 46:3, Is. 66:13, Luke 13:34, Luke 15:8-10. Other biblical
examples are - Father/Mother, Creator, Maker, Sustainer, Nurturer, Loving Parent, Source of Life, Sovereign, Ruler,
Saviour, Redeemer, Liberator, Companion, Friend, Advocate, Everloving God, Gracious God.

5.

The practice of constantly using only male pronouns can be overcome in various ways:
a) Repeat the word God, eg God created the world and on the seventh day God rested.
b) Address God in the second person, as "you", rather than "he" or "she".
c) Use "he" and "she" interchangeably.
d) Leave out the pronoun, eg "God created the world and then rested", not "then he rested".

6.

Resources
Some resources that may be of assistance are:
Books
What Language Shall I Borrow? Brian Wren - London: SCM Press 1989
The United Methodist Hymnal - United Methodist Publishing House, Nashville Tennessee 1989
Songs for a Gospel People - Wood Lake Books 1988
Prayers of Our Hearts in Word and Action - Vienna Cobb Anderson - Publisher Crossroad NY 1993
Celebrating Women - Hannah Ward, Jennifer Wild, Janet Morley - SPCK London 1995
Bread of Tomorrow: Praying with the World's Poor - Janet Morley - SPCK London 1992
All desires known - Janet Morley - SPCK London 1992
Women Included: a book of Services and Prayers - St Hilda Community SPCK 1991
Tapes
God Beyond All Names - Bernadette Farrell
Bread for the Journey - Ruth Duck
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ACADEMIC INTEGRITY POLICY___________________________________________________________________________
Established:
ACD Academic Board 25/01/2005
Reviewed:
17/10/2018
Delegations
The ACD Council has delegated overall responsibility for the maintenance of its Academic Integrity
Policy to the ACD Academic Dean and the ACD Executive Officer.
Preamble
Academic integrity and responsibility are fundamental to learning and scholarship at the ACD. All members of the academic
community, both staff and students, have a responsibility to conduct themselves in accordance with these expectations.
ACD staff and students are therefore required to:
•
undertake studies and research responsibly and with honesty and integrity;
•
ensure that academic work is in no way falsified;
•
seek permission to use the work of others, where required;
•
acknowledge appropriately the work of others; and
•
take reasonable steps to ensure that students are unable to copy or misuse their work.
Staff involved in learning, teaching and research are expected to display leadership in academic integrity and use a range of
approaches to educate students to practise honesty in their academic work. Researchers must comply with the requirements
of the Australian Code for the Responsible
Conduct of Research: https://nhmrc.gov.au/about-us/publications/australian-code-responsibleconduct-research-2018.
Students must comply with the requirements for academic integrity set out below.
2.

Academic Integrity
2.1. 2.1. Academic integrity means that all work which is presented by a student as the work of that student is
produced by the student alone, with all sources and collaboration fully acknowledged.
2.2. 2.2 Any failure to meet the requirements of academic integrity in any form of academic work will be regarded as
a breach of the requirements of academic integrity and, depending on the circumstances and the nature of the
breach, consequences including penalties may be expected to follow. Breaches of academic integrity may include
plagiarism, collusion, fabrication, falsification, double submission of work, misconduct in examinations and
making or providing a false declaration or statement.

2.2.1. 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:

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;
quotation marks must be used around all quotations from another person’s work. This applies to material
accessed in hard copy, electronically or in any other medium;

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

adopting ideas or structures from a source without acknowledgment;

acquiring or commissioning a piece of work from someone else or a commercial service, including internet
sites, whether pre-written or specifically prepared, and presenting that work as one's own.

submitting another student's work whether or not it has been previously submitted by that student.
2.2.2. Collusion
Collusion is where students present work as independent work when it has in fact been produced in whole or in part with
others, unless prior permission for joint or collaborative work has been given by the Course Coordinator, as specified in the
Course Outline. Collusion can include:

a student inappropriately assisting with or accepting assistance with the production of an assessment task;

submitting work which is the same or substantially similar as another student's work for the same assessment
task
2.2.3. Other breaches of the requirements of academic integrity
Other breaches of the requirements of academic integrity may include:
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fabrication or falsification of data or results of field work, or other work;
submission of the same piece of work for more than one unit unless the unit coordinator(s) have indicated
that this procedure is acceptable for the specific piece of work in question;
providing another student with the means of copying an essay or assignment, including posting on a website
or through other electronic means;
making or providing a false declaration or statement (e.g. providing a forged medical certificate or making a
false declaration in relation to the word count for an assignment).

2.2.4. Breaches of the requirements of academic integrity in examinations
Breaches of the requirements of academic integrity may occur in the examination process and may include, but is not
restricted to:

being in possession of any material or device which contains or conveys, or is capable of conveying,
information concerning the subject matter under examination, other than where this is explicitly permitted
by an examiner;

directly or indirectly giving assistance to any other student;

directly or indirectly accepting assistance from any other student;

permitting a student to copy from or otherwise use another student's papers;

obtaining or endeavoring to obtain, directly or indirectly, assistance during the examination or giving or
endeavouring to give, directly or indirectly, assistance to any other student.
Provisions
There shall be an educative process with regard to Academic Integrity. Steps in the educative process should include:
1. A statement on Academic Integrity and guidelines to be included in all Statement of Assessment Methods
(SAMs).
2. Appropriate reference to Academic Integrity Policy in lectures and on ACD Online
Procedures
1. Where an assessor believes that the breach has resulted from a misunderstanding of academic conventions or
poor academic practice, the assessor, taking into account any information in the confidential register, must:

counsel the student about appropriate academic practice; and, either:

mark the piece of work concerned, taking full account of deficiencies in achieving intended learning
outcomes; or

require that the student resubmit the work, in whole or in part, with or without imposing a
maximum mark achievable.
2. A record of the nature of the breach, the action taken and the fact that the student has been advised of
appropriate academic practice will be filed in the student E-File on the ACD Student management system.
3. Where it is suspected that the case involves a deliberate breach of the requirements for academic integrity,
the lecturer concerned will consult with the ACD Academic Dean and the ACD Executive Officer.
4. If it is believed that a deliberate breach of the requirements for academic integrity has occurred, the Executive
Officer will establish a formal investigating committee consisting of teaching faculty from the student’s
teaching college, the ACD Academic Dean and the Executive Officer.
5. The ACD Executive Officer will write to the student providing details of the incident and inviting the student to
attend an inquiry to show cause as to why a penalty should not be imposed. The letter to the student will include
the ACD’s policy on academic integrity. The student may be assisted or represented at the inquiry by a student,
staff or faculty member of the ACD. The formal inquiry may proceed whether or not the student attends.
6. The ACD Executive Officer will advise the student in writing the result of the investigation and of any penalty
imposed.
7. The student shall have the right of appeal against any penalty and may appeal in writing to the Executive
Officer who shall forward the appeal to the ACD Academic Board for final resolution.
8. Appeals will be heard by a convened sub-committee of the ACD Academic Board
9. This committee:

will determine its own procedures for the conduct of hearings;

will consider written submissions from the appellant; and

may, at its discretion, invite the appellant.
10. The Executive Officer will notify the appellant in writing of the decision within ten working days and will give
reasons and full explanation of the decisions and action taken if requested by the appellant.
11. Should the appellant be dissatisfied with the outcome of the above process, the appellant may refer the
matter to the South Australian Training Advocate. www.trainingadvocate.sa.gov.au,
12. Appeals at this stage of the process will be handled within a reasonable timeframe, and arties to the appeal
will be provided with an indication of the likely timeframe for response by the Training Advocate at the time
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of making the appeal. 13. The ACD Executive Officer will keep secure the confidential records of grievances
lodged under these procedures for at least five years and will give appropriate access to the records to the
parties to the complaint.
Penalties
A student found guilty a deliberate breach of the requirements academic integrity may be subject to any of the following
penalties:
1. Failure in the component of the unit, a note in the student’s file and a reprimand from the Executive Officer
of the ACD;
2. Failure in the unit, a note in the student’s file and a reprimand from the Executive Officer of the ACD;
3. Suspension from the ACD for a period not exceeding three years;
4. Expulsion from the ACD.
5. The student’s transcript for external use will record expulsion or suspension only during the period of
suspension or expulsion.
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PRIVACY OF INFORMATION GUIDELINES___________________________________________________________________
Preamble
The ACD, ATC and ATCC are committed to maintaining privacy of information collected and used for teaching, administration
and research purposes.
Legislation/Standards
Commonwealth Privacy Act 1988 – National Privacy Principles
AQTF Standards for Registered Training Organizations
Higher Education Support Act 2003 and Higher Education Provider Guidelines
National Protocols for Higher Education Approval Processes
Delegations
The ACD Board has delegated to the ACD Executive Officer the responsibility for ensuring that the ACD, ATC and ATCC comply
with the required Privacy standards.
Approvals
This document was approved by the ACD Board/ACD President on 10 January 2005 and updated January 2011.
Associated Documents
ACD Guidelines on Confidentiality
Postgraduate Research Policy
Provisions
1. Collection of information
1.1 The ACD, ATC and the ATCC collect personal information from staff and students in their respective functions,
including:
a) A registered provider of educational courses for Australian and overseas students (courses may include
research that involves human subjects);
b) The Department of Theology of Flinders University;
c)
An employer of staff; and
d) A theological library that is available to students and the general public.
1.2 Information will be collected by lawful and fair means and not in an unreasonably intrusive way.
1.3 Students, employees, library users or subjects of research:
a) Will be told at the time that information is collected the purpose for which personal information is collected
and the consequences of not providing the requested information; and
b) Are entitled to gain access to their own personal information that has been collected by the ACD, ATC or
the ATCC.
2. Use and disclosure of information
The ACD, ATC and the ATCC will not use or disclose personal information about an individual for a purpose other than the
primary purpose of collection without the consent of that individual, unless the secondary purpose is related to the
primary purpose and a person would reasonably expect such disclosure.
3. Data Quality
The ACD, ATC and the ATCC will take reasonable steps to ensure that the personal information they collect, use or disclose
is accurate, complete and up-to-date.
4. Data Security
The ACD, ATC and the ATCC will take reasonable steps to:
a) Protect the personal information they hold from misuse or loss and unauthorized access, modification or
disclosure; and
b) Destroy or permanently de-identify personal information if it is no longer needed for any purpose.
5. Openness
The ACD, ATC and the ATCC will, on request by an individual, take reasonable steps to let that individual know, generally,
what sort of personal information they hold, for what purposes and how they collect, hold, use and disclose that information.
6. Access and correction
The ACD, ATC and the ATCC will:
a) Provide access to the personal information they hold about an individual when requested by that individual;
however, access may be denied in cases where the National Privacy Principles provide exceptions.
b) Take reasonable steps to correct the information held if the individual is able to establish that the
information is not accurate, complete and up-to-date;
c) Provide reasons for denial of access or refusal to correct personal information.
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7.

Identifiers
7.1. An identifier includes a number assigned by an organization to an individual to identify uniquely the individual
for the purposes of the operations of the organization. However, the name or ABN of an individual is not an
identifier.
7.2 The ACD, ATC and the ATCC will not adopt as their own identifier of an individual an identifier that has
been assigned by:
a) An agency; or an agent of that agency; or
b) A contracted service provider for a Commonwealth contract acting in its capacity as contracted service
provider for that contract.
7.3. The ACD, ATC and the ATCC will not use or disclose an identifier assigned to an individual by an agency, or by an
agent or contracted service provider mentioned in sub-clause 7.2 unless:
a) The use or disclosure is necessary for them to fulfill their obligations to the agency; or
b) The individual has consented to the use or disclosure; or
c) A person would reasonably expect such disclosure.

8. Anonymity
Whenever it is lawful and practicable, individuals must have the option of not identifying themselves when entering into
transactions with the ACD, ATC or the ATCC.
9. Transborder data flows
The ACD, ATC and the ATCC may transfer personal information about an individual to someone in a foreign country only if
that individual consents to the transfer or other relevant conditions to protect the information contained in the National
Privacy Principles*are applicable.
10. Sensitive information
The ACD, ATC and the ATCC will not collect sensitive information about an individual unless:
a) The individual has consented;
b) Collection is required by law;
c) The collection is necessary to prevent or lessen a serious and imminent threat to the life or health of any individual;
or
d) Other relevant conditions in the National Privacy Principles* are applicable.
* National Privacy Principles are contained in the Commonwealth Privacy Act 1988
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RECOGNITION OF PRIOR LEARNING_______________________________________________________________________
Preamble
The Adelaide College of Divinity recognises the experiences, knowledge and abilities which students bring with them when
they enrol in ACD courses. Such competencies (skills, knowledge and abilities) may have been gained as the result of formal
training, work experience and/or life experience.
Legislation/Standards
AQTF Standards for Registered Training Organizations
Higher Education Support Act 2003
National Protocols for Higher Education Approval Processes
Training and Skills Development Act 2008
Delegations
The ACD Board has delegated to the ACD Executive Officer and ACD college principals responsibility for the administration
of Recognition of Prior Learning in the ACD.
Approvals
This document was approved by the ACD Board on 15 November 2003.
Associated Documents
ACD Status/Credit Transfer
Provisions
1. Information
Students applying for admission to ACD courses are informed through the enrolment procedure of opportunities
to apply for RPL relevant to the particular course or unit for which they are applying.
2. Initial Advice and Counselling
During the enrolment process, students are advised on a one-to-one basis by the appropriate college academic
advisor of how existing knowledge and skills match the relevant competencies required for particular modules
or requirements within the relevant course or program.
3. Application
Students who wish to apply for RPL complete the relevant application form and provide the necessary
documentary evidence of knowledge, skills, and/or competency in support of their application.
4. Assessment
The application for RPL is assessed by the appropriate Academic Adviser who will provide a recommendation to
the ACD Executive Officer. The final decision on the application rests with the Certificates in Ministry Board or
the ACD General Board depending on the course of the application for enrolment.
5. Post Assessment
Documentation is provided detailing the result of the assessment process and the reasons for granting or not
granting RPL status. The result of the assessment is communicated personally to the applicant by the person’s
Academic Adviser. This enables discussion of the assessment result and the explanation of the rationale for the
assessment. This process also enables the applicant to discuss any grounds for any appeal which the applicant
might wish to present.
6. Record Keeping
Records of the application for RPL and the assessment of that application are retained in the student’s file.
7. Review
This policy on RPL is subject to review by the ACD Board on the basis of student feedback and experience of its
implementation.
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STATEMENT OF TUITION ASSURANCE EXEMPTION___________________________________________________________
Introduction
1. Tuition assurance protects students in the event a course of study provided by an approved HELP provider ceases
to be provided after it starts but before it is completed.
2. As an approved higher education provider under the Higher Education Support Act 2003, Adelaide College of Divinity
Inc. ABN: 86 680 954 246 must meet the tuition assurance requirements or be exempt from those requirements.
3. It is intended that, from 1 January 2018, Adelaide college of Divinity Inc. will be exempted from the requirement to
meet the tuition assurance requirements. Instead, Adelaide College of Divinity is required to comply with interim
arrangements which ensure similar tuition assurance protection is provided to students.
4. This statement sets out the interim arrangements for tuition assurance that will apply from 1 January 2018 and
Adelaide College of Divinity obligations from that date.
5. If any changes occur to the proposed arrangements outlined below, a revised statement will be provided on the
Adelaide College of Divinity website and advised to all students that have enrolled in the intervening period.
What happens if Adelaide College of Divinity ceases to provide a course of study?
Information for affected students
6. Adelaide College of Divinity will notify affected students in writing that a course of study is no longer provided within
2 business days after Adelaide College of Divinity ceases to provide the course.
7. As soon as practicable, Adelaide College of Divinity will also update its website to reflect that the course is no longer
being delivered and to give students information about the tuition assurance arrangements.
8. Affected students may choose either course assurance arrangements or apply to Adelaide College of Divinity for a
re-credit of their HELP balance.
Course Assurance
9. The Commonwealth Department of Education and Training (the Department) (or a consultant engaged by the
Department) will work with affected students to identify a replacement course and arrange for students to be placed
with a second provider.
10. Replacement courses must meet the following requirements:

the course must lead to the same or comparable qualification as the original course;

the mode of delivery of the replacement course must be the same as or, with the student’s consent, similar
to the mode of delivery for the original course;

the location where the replacement course is primarily delivered must be reasonable, having regard to the
costs of, and the time required for, a student’s travel; and

the student will not incur additional fees that are unreasonable and will be able to attend the replacement
course without unreasonable impacts on the student’s prior commitments.
11. Affected students will be offered a replacement course and may seek a review about whether the course offered to
them meets the requirements for replacement courses.
12. A student who accepts the replacement course offered will not be required to pay the second provider for the
replacement components of the replacement course. However, the fees payable for the remainder of the replacement
course may be different from the fees payable for the original course.
13. The student will also receive course credits for parts of the original course successfully completed by the student, as
evidenced by a copy of a statement of attainment or other Australian Qualifications Framework certification document
issued by the course provider or an authorised issuing organisation in accordance with the Australian Qualifications
Framework.
14. Each affected student will have a period of six (6) months in which to accept the replacement course offer. The
Department may extend that period in circumstances that justify an extension.
15. If an affected student enrols in a course that is not a replacement course, the student may be required to pay
additional tuition fees, and might not receive the course credits the student would have received if the student had
enrolled in a replacement course.
Re-credit of HELP balance
16. Where the student prefers to apply for a re-credit of their HELP balance for the affected parts of the original course, the
student may nominate the Department (or a consultant engaged by the Department) to make the application on the
student’s behalf.
17. Adelaide College of Divinity will consider students’ applications as soon as practicable and notify them of the decision
about the application, together with a statement of reasons for the decision. If an application for a re-credit is accepted,
the amount re-credited will be equal to the amount of HELP assistance received by the student for the affected units of
study.
Record keeping
18. It is suggested best practice for students to retain assessments, records of competencies or statements of attainment
that they receive from their education provider.
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STUDENTS WITH DISABILITIES___________________________________________________________________________
Preamble
The ACD aims to provide students with disabilities with the opportunity to realise their individual capabilities through access
to and participation in ACD courses. In doing so the ACD aims to ensure that interactions with students with disabilities are
characterised by respect of their rights to dignity, privacy, confidentiality and equality.
Legislation/Standards
Commonwealth Human Rights & Equal Opportunity Commission Act 1986
Commonwealth Disability Discrimination Act (DDA) 1992
Disability Standards for Education 2005
South Australian Equal Opportunity Act 1990
Delegations
The ACD Board has delegated to the ACD Executive Officer the responsibility for the implementation of this policy in the ACD
and ATCC. The Board has delegated to the principals of ACD member colleges the responsibility for the implementation of
this policy within their colleges.
Approvals
This policy was approved by the ACD Board/ACD President on 5 November 2007 and updated January 2011.
Associated Documents
Equal Opportunity Policy
Grievance Procedures
Admission, Enrolment and Graduation
Assessment Exercises and their Presentation
Academic Review of Student Progress
Privacy of Information Guidelines
Provisions
1. The ACD is committed:

to ensure that people with disabilities are not discriminated against in admission to a course or enrolment in
a unit;

to provide assistance in preventing, minimising or overcoming barriers to fuller participation in academic
activities;

to make reasonable adjustments in modifying, substituting or supplementing curricula, course or unit work
requirements, timetables, teaching methods and materials, and assessment procedures to meet the needs of
students with disabilities, without compromising academic standards;

to respect the rights of students with disabilities to privacy and confidentiality and to promote their human
dignity, rights and opportunities.
2. The ACD and ATCC will not discriminate against a person on the ground of the person’s disability in any educational
process or activity including admission, teaching, assessment, except where the provision of services or facilities
would impose unjustifiable hardship on the ACD or ACD member colleges or the ATCC.
3. The ACD and ATCC consider that harassment and victimisation of students with disabilities on the basis of the
disability, or of associates of students with disabilities on the basis of the disability, is unacceptable behaviour.
4. The ACD and the ATCC are committed to providing a physical environment that can reasonably accommodate
people with disabilities enabling staff and student participation in the academic life of the Campus.
Procedures
Special Consideration in Admission
5. The ACD will give special consideration to applications to vary the standard entry requirements for people with
disabilities where they can demonstrate educational disadvantage as a result of disability with appropriate
documentation.
Disclosure
6. The ACD will encourage students with disabilities to declare such disabilities at enrolment on the ACD enrolment
form and to appropriate staff such as college academic advisers and unit coordinators. Any such disclosures will
be treated as confidential and private by staff. Students may be asked to supply documentation about the
functional implications of their disability relevant to academic access so that appropriate support provisions can
be negotiated. Documentation provided by a student about the student’s disability will be kept confidentially by
the Executive Officer in the student’s file.
Teaching and Assessment
7. Assessment of a student's progress through a course or unit will be based on academic performance, however
reasonable adjustment to courses/units in aspects of the delivery and method of assessment will be made for
students with disabilities. Such adjustments will not compromise the essential content of a course/unit or the
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8.

requirements to demonstrate essential skills and knowledge.
The ACD has adopted Flinders University principles for reasonable adjustment to assessment and teaching
methods for students with disabilities (refer Appendix A of Flinders Assessment Policy at
www.flinders.edu.au/students/current/policies.html). The principles are as follows:
8.1 Reasonable adjustment to assessment refers to special conditions/considerations in examinations and other
assessment exercises, including placements, for students with disabilities. Reasonable adjustment to
teaching methods refers to variations in the way that courses/units are taught in order that they are
accessible to students with disabilities. Examples of reasonable adjustments to teaching methods include:
reading aloud overheads for students who are blind, ensuring audio-visual materials are accompanied by
transcripts or subtitles for deaf students, using accessible teaching venues for students with a physical
disability, negotiating suitable placements for students with a variety of health issues.
8.2 Reasonable adjustments to assessment and teaching methods are made using the following principles:
8.2.1
Students with disabilities are subject to the standard rules and policy on assessment and
teaching methods, and assessment is only varied where a student can demonstrate with
appropriate documentation that he/she is disadvantaged as a result of disability.
8.2.2
The nature of reasonable adjustments is such that they are designed to minimise the
disadvantage experienced by students with disabilities, rather than provide students with a
competitive advantage.
8.2.3
Moreover any adjustments to assessment for a student with a disability are to be made in
such a way as to ensure that the fundamental nature of the assessment remains the same i.e.
students with disabilities are still required to demonstrate a pre-determined level of ability in
relation to essential course/unit requirements.

Academic Review of Student Progress
9. Unit coordinators who consider a student with disabilities to be ‘at risk’ of not meeting the academic requirements
of their unit will discuss with the student appropriate support that may assist. Students with disabilities who are
considered to be making unsatisfactory progress by the ACD Examinations Committee or CMin Assessment
Committee will be asked to talk to their college academic adviser to discuss whether appropriate assistance can be
provided.
Support to Students
10. The ACD seeks to provide a reasonable level of support services to students with disabilities in the interests of
equality and educational opportunity, in particular alternative ways of accessing information and expressing
knowledge. The ACD may, in particular circumstances, be unable to provide the level of support services, access
and/or facilities required by a student with a disability on the grounds that to do so would impose unjustifiable
hardship on the ACD or ACD/ATC colleges or the ATCC.
Library
11. The Adelaide Theological Library will provide support to users with disabilities that enable them to access library
and information resources and facilities for their study, teaching and research. Library staff can assist with:
retrieving items from shelves; searching for information; photocopying (including print enlargement); and
retrieval of material from other Libraries. Special loan conditions may also be negotiated.
Communication
12. Staff and student awareness of the issues relating to students with disabilities will be promoted through:

disseminating information, for example at Faculty days

including information in staff induction and student orientation

publishing this policy in the ACD handbook or Orientation Manual and on the ACD website

encouraging staff to use inclusive teaching and assessment methods

including inclusiveness of students with disabilities in evaluation of courses and units

encouraging students to discuss their individual requirements with the Executive Officer and/or college
academic adviser and/or course/unit coordinator.
Physical Environment
13. The Campus has

minimal internal barriers

lift access to classrooms, Library, staff offices, meeting rooms and staff common room

appropriate toilet facilities in accessible locations.
14. The ACD and ATCC will ensure that disability access considerations are taken into account in the ongoing
maintenance of buildings and grounds, and that evacuation procedures are in place for students and staff with
disabilities.
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Appendix
Support Resources
Australian Disability Clearinghouse on Education and Training (ADCET): up to date and comprehensive information about
inclusive teaching, learning and assessment strategies, accommodations and support services for people with disabilities in
post-secondary education and training at www.adcet.edu.au/default.aspx and www.adcet.edu.au/cats/
Human Rights and Equal Opportunity Commission: information on education issues and the Disability Discrimination Act at
www.hreoc.gov.au/disability_rights/education/education.htm

40

ACD CODE OF PRACTICE
Code of Practice
The Adelaide College of Divinity is committed to an environment that fosters mutual learning, partnership and
dialogue in tertiary theological education. The ACD strives for excellence in educational practice in teaching and
learning.
Adelaide College of Divinity (ACD) is a Higher Education Provider and a Registered Training Organisation under the Training
and Skills Development Act 2008 and the Higher Education Support Act 2003. We aim to comply with the legislation and
standards under the Tertiary Education Quality and Standards Agency Act 2011 and the Australian Quality Training
Framework.
All that we do is based on our shared commitment to provide quality theological and ministry education through our courses.
That includes our concern for you as students and your learning needs from initial enquiry through admission, enrolment,
study, assessment and progress to graduation.
Enquiry
Our marketing and advertising to prospective students is ethical and accurate. We aim to give you the information you need
about study with us and how to complete your course.
Admission and Enrolment
Before you enrol you will be informed of all the costs and charges you will incur throughout your course.
We have a fair refund policy which we provide to you, along with all other student policies, prior to enrolment. In the event
that we not able to fulfil our obligations to you we have measures in place to ensure that you may be able to complete your
course at another tertiary ministry education provider or a refund. We ensure that your records maintained by us are
complete and accurate. We maintain confidentiality of your information which will not be divulged to third parties unless
authorised by you or under law. You may request access to see your own records to confirm their accuracy and completeness.
Teaching and Assessment
Our courses, teaching and assessment are relevant to current and emerging ministry needs having been developed in
consultation with church leaders and ministers. You will have opportunity for ministry practice in the field as part of your
course assessment. Our teachers and assessors have current knowledge and skills in ministry practice informed by
scholarship and experience. Many of our lecturers are ordained and currently active in ministry. We will recognise your prior
study, learning and experience where relevant to our courses. Our teachers and assessors will provide constructive and
timely feedback on your work.
Study Experience
We aim to provide you with the opportunity to realise your capabilities through equal access to and participation in our
courses. We ensure as far as possible that learning experiences are positive and free of discrimination or harassment. We
are concerned to ensure our mutual obligations for health, safety and welfare of students and staff are met.
We will deal fairly and constructively with any concerns or complaints you may have.
We are committed to continuously improving all that we do and will seek feedback from you about your experience in
studying with us.
Graduation
We aim to ensure that you have every opportunity to acquire the knowledge and skills to take your place confidently in
Church and society and to contribute to both when you graduate.
We regularly engage with ministers, church leaders and visiting scholars to review and update our courses and participate in
teaching and assessment.
Your Responsibilities as Student
Our aim of mutual learning, partnership and dialogue places obligations on both students and staff. We expect that all
members of our learning community will respect the rights, dignity and welfare of people who study and work at the ACD.
In particular, we expect that you will:
•
Respect the differing views and beliefs of other students and staff and be open to listen to them
•
Be honest in your academic work and acknowledge the ideas and work of others
•
Become familiar with the requirements of your course and track your progress
•
Submit work on time, and contact the lecturer or distance education administrator in advance if the due date
cannot be met
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•
•
•
•

Talk to a staff member if you are having difficulty with study
Understand and comply with ACD Regulations, policies and procedures
Ensure that you meet enrolment due dates and provide the information and documentation we need for our
records
Inform us of any changes to your personal details as soon as possible.
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