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1.  Copyright Notice and Disclaimer 

Copyright © 2022 Nova Anglia College Pty Ltd. All rights reserved.  

Copyright of this document is the property of Nova Anglia College under Australian and international copyright laws 
unless otherwise stated. Any unauthorized use of this document or its contents may violate copyright under the fair 
dealings provisions of the Copyright Act 1968. No part of this document may be photocopied, reproduced, altered 
or translated in any form or by any means, or stored in a retrieval system or transmitted electronically, or otherwise 
used without the prior written consent of Nova Anglia College.  

2.  Document Control 
 

Owner Dean 

Stakeholders All students and staff  

Approving Body Academic Board 
 

Version History 

Version Date Description 

Draft Version 0.1 1st August 2022 Developed by Dr. Hamidreza Mozayeni.  

Draft Version 0.2 30th August 2022  

Feedback received from Ms. Harpreet Kaur and implemented by Dr. 
Hamidreza Mozayeni as outlined below: 
- Section 7.7 (Formatting an Assignment Title) was added; 
- Section 7.10 (Turnitin) was added; 
- Section 11 (Academic Support) was modified; 
- Section 13 (Results and Complaints) was modified; 
- Section 14 (IT Support) was added.  

Draft Version 0.3 31st August 2022 

New template applied and changes implemented by Dr. Hamidreza 
Mozayeni as follows: 
- Section 8.2 (Students with Disabilities or Medical Conditions) was 

updated; 
- Section 15 (Relevant Documents) was added.  

Version 1.0 29th September 2022 Approved without amendments by the Academic Board.  

Version 1.1 30th September 2022 

Section names edited; Section 3.2 (Publication) amended to state this 
document is available on the intranet; Section 15 (Related Documents) 
updated; Section 16 (Relevant Legislation) added; document 
proofread; and Table of Contents updated by Ms. Carmen Ralph. 

Version 1.2 29th November 2022 

Amended by Ms. Carmen Ralph as per the minutes of the Board of 
Directors meeting as follows: changed the address from Suite 28, 
Level 3, 240 Queen Street, Brisbane City QLD 4000 to 29 Amelia Street, 
Fortitude Valley QLD 4006. 

Version 1.3 20th March 2024 Added Provider Code and updated header. 

Version 1.4 20th August 2024 CRICOS code added 
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3.  Approval, Publication and Review  

3.1  Approval  

These General Instructions and Rules for Assessment Tasks were approved without amendments by the Academic 
Board members in the meeting held on 29th September 2022. 

3.2  Publication 

These General Instructions and Rules for Assessment Tasks will be made available to the students and staff via the 
intranet. Alternatively, a copy of document can be requested by contacting the Course Coordinator at 
name.name@nac.edu.au. 

3.3  Review 

These General Instructions and Rules for Assessment Tasks are subject to change and will be reviewed at least once 
per year with no gap of three years or more between two consecutive reviews.  

Next review date: March 2026 

4.  Purpose 

These General Instructions and Rules for Assessment Tasks are intended to outline general instructions and rules for 
different types of assessment tasks which are developed and conducted by Nova Anglia College (hereinafter referred to 
as “NAC”). All students are required to carefully read, understand and follow these instructions and rules before they 
undertake their assessment tasks.   

This document should be read in conjunction with the Student Assessment Policy and Procedure.  

5.  Scope  

The scope of this document includes all students and staff members at NAC. 

6.  Introduction 

In each course of study offered by NAC, a variety of assessment items is used over the semester period to assess 
your learning progress. These assessment tasks can be either: 

- Assignments; 

- Laboratory reports; 

- In-semester exams; 

- Final exams; 

- Online exams; or 

- Oral presentations.  

This document intends to outline general rules and expectations for each of these assessments. Please read carefully 
and follow the instructions and rules provided in this document.  

In addition to this document, you may find useful information and instructions about how to prepare and submit 
assessment tasks in the following resources:  

- The Student Handbook; 

- The unit outlines of the enrolled units which include details about types of assessment tasks and the allocated 
marks for each; 

- Resources available on the Library website;  

mailto:name.name@nac.edu.au
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- Relevant policies and procedures available on NAC website;   

- Booklets and resources which contain information about how to work with EndNote, Turnitin and other 
programs which might be helpful over your study period. 

7.  Assignment and Laboratory Reports   

7.1  General Instructions  

Please follow the instructions and guidelines below when preparing your assignments: 

- Type your assignments on a readable font (e.g., Calibri, Arial, Times New Roman).  

- The font size should be 11pt or 12pt. 

- Include page numbers in the page footer and your name in the page header. 

- Keep a digital copy of your assignment or print it out so that you can reproduce your assignment if required.   

- Ensure your assignment is free from spelling, layout, or punctuation errors. You should proofread your 
assignment before submission. Remember ‘spell check’ is not reliable to find incorrect words in many cases. 

- Upload your text-based assignment in PDF (preferred) or Word (.docx) format. Check with your lecturer about 
the preferred format if your assignment is in PowerPoint, visual, or audio formats.  

7.2  Parts of an Assignment or Laboratory Report 

The structure of an assignment or laboratory report depends on the requirements of the unit of study and 
preferences of the unit lecturers. An assignment can generally include the following section.  

- Title page; 

- Summary; 

- Table of Contents; 

- Introduction; 

- Procedure; 

- Data Reduction and Analysis; 

- Discussion; 

- Conclusions and Recommendations; 

- References/Bibliography; and  

- Appendices.  

Any of these sections might be merged or modified to better convey the information to the readers. More details 
about structure and required sections of the assignment will be provided by your lecturers. For more information, 
you are also invited to review the NAC Library website at www.nac.edu.au. 

7.3  Cover Page  

When using cover pages, Turnitin software may artificially identify a high level of similarity between your work and 
other published work. If you are instructed by your Unit Coordinator to use Coversheet for your online submission, 
it is recommended to remove this page from your assignment before you submit your assignment to Turnitin. For 
more information about Turnitin, please see Section 7.10 in this document.  

7.4  Referencing and Citation  

You must comply with the academic integrity by using in-text citation and referencing any idea or material that is 
not your own, including (but not limited to) any direct quotes or copied material. You are recommended to comply 
with the IEEE (The Institute of Electrical and Electronics Engineers) or Harvard styles in referencing your sources. 

http://www.nac.edu.au/
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Referencing and citation will not be marked for first-year students. However, they must comply with in-text citation 
and referencing any idea or material that is not their own to avoid plagiarism.  

7.5  Word count  

You must follow the word count instructions set by your lecturer for the assignment.   

You are required to indicate the word count on the cover page.  

If your word count is more than 10% above the word limit set in the assignment instructions, the examiner will 
penalise you by deducting 10% of the total possible marks. For example, an assignment with a word limit of 2000 
words can include up to 2200 words or. Otherwise, you will be penalised by having 10% deducted of the total 
possible marks.  

The word count does not include the cover page, abstract, references/bibliography, appendices, or footnotes. It is 
recommended not to quote lengthy texts from legislation, textbooks, or any other references for word count 
purposes as it might reduce the quality of your work and result in losing marks.  

7.6  Submission  

- You must submit your assignment by the due date unless an extension has been granted. 

- You are required to submit your assignments via your online learning portal unless otherwise requested by 
your lecturers.  

- The assessment submission point is available under your relevant course under the assessment submission link. 
You may be required to check your assignment with Turnitin to identify the level of similarity that exists 
between your work and other published work either online or printed. For more information about Turnitin, 
please see Section 7.10 in this document. 

- Once the submission is lodged, you will receive a notification that your lodgement has been successful. If you 
do not receive the email, contact the IT support at IT@novaangliacollege.com.au or your Unit Coordinator. 

- Read the instructions very carefully and acknowledge the academic integrity has been maintained before 
lodging your assignment. 

- Ensure you submit the right version of your assignment. Otherwise, you may be subjected to the penalty of late 
submission if the wrong version of assessment is uploaded on or later than the due time of submission. 

- All assessments must be submitted via the online link under the Student Portal. Assessments will not be 
accepted in the form of emails to the Unit Coordinator unless there are IT issues and you have an approval for 
the email submission.  

- If you are experiencing IT issues, please contact the IT helpdesk at it@nac.edu.au. For more information, please 
see Section 14 in this document. 

- Students must not leave their submission/lodgement to last minute as the system might slow down because of 
high number of students trying to submit at the same time.  

7.7  Formatting an Assessment Title  

Your submitted files should be named consistently according to the following format: 

<”first name”_ ”last name ”_”Unit Name ”_Final> 

Ensure you avoid using special characters when you name your file. For example, a student whose name is “John 
Smith” should name the final version of his assignment submitted to unit “Thermodynamics” as:  

<John_Smith_Thermodynamics_Final>. 

mailto:it@nac.edu.au
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Ensure you have submitted the final version of your assignment. Otherwise, you may be subjected to the penalty of 
late submission if the wrong version of assessment is uploaded on or later than the due time of submission. 

7.8  Extension 

Extension is only granted to students whose ability to submit or undertake an assessment item is affected by 
sickness, disadvantage, or other circumstances beyond control.  

You must apply in writing to your Unit Coordinator for special considerations for extension within three (3) days of 
the due date of the assignment. 

Unless an extension request has been sent and granted, usual late penalties will be applied if you fail to submit your 
assignment by its due date.  

7.9  Penalties for Late Submission  

If an assessment item is submitted after its due date without an approved extension request, the late submission 
will be penalised.  

The standard penalty is the reduction of the mark allocated to the assessment item by 10% of the total mark 
applicable for the assessment item for each day or part day that the item is late. 

The total mark which is penalised for late submission is restricted at 50% of the assessment item mark. It means 
that assessment items submitted more than five (5) days after the assessment due date are penalised by having 
50% deducted of the total mark of the assessment item.  

For more information, you are invited to review the Student Assessment Policy and Procedure.  

7.10  Turnitin 

Turnitin is a program which identifies the similarity of your work with other published work which is available within 
its database. The percentage of this similarity is represented by the Similarity Score. Turnitin also provides a list of 
sources which match your work. A level of similarity is always expected to be reported by Turnitin. However, if the 
reported match is higher than the acceptable threshold, you are required to rewrite those sections which have been 
identified similar to avoid the breach of academic integrity.  

To submit your assignment into Turnitin, you are required to login to your Student Portal, click on the “Turnitin” tab 
on your portal and upload your assignment. The Turnitin program will provide you with a report which includes the 
Similarity Score and the sources your assignment has been found similar to.    

Note: Submitting your assignment into Turnitin only helps you ensure you have maintained Academic Integrity 
properly. You will still need to submit your assignment into the relevant assignment box in your Student Portal.   

Some sections, such as the cover page and the bibliography, may artificially raise the similarity of your work with 
other sources. It is recommended you use filters option available in Settings to exclude those sections from the 
Turnitin report. Alternatively, you can remove those sections from your assignment before submitting to Turnitin.   

The information reported by Turnitin will help you determine whether the similarity is beyond the acceptable 
threshold based on the assignment expectation. It also helps you avoid the academic integrity breach and ensure 
the academic integrity has been appropriately maintained. If the Similarity Score is higher than expected, consider 
the following recommendations: 

- Try to use only those quotes which are essential in your writing; 

- Try to explain, paraphrase, or summarise the ideas in your own words. Avoid directly copying the ideas from 
other sources when you aim to describe a topic; 

- Properly acknowledge and cite any sources that you use in your work; and 
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- You are always advised to seek assistance from our academic and professional staff via email or in face-to-

face meetings.   
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7.11  Student Declaration for Assignments or Laboratory Submissions 

You are required to fill in a student declaration form and submit it along with your assignment or report. This form 

will be provided to you by your Unit Coordinator. A sample of student declaration form is as below: 

Please complete the sections below: 

 Student Name:  

 Student ID Number:  

 Unit Code and Name:  

Unit Coordinator:   

Course Code and Name:  

Due Date (dd/mm/yyyy):  ___/___/_____ 

Assessment Item:  

 Declaration 

I acknowledge and agree that the examiner of this assessment may for the purpose of marking this assessment: 

✓ Share my responses with another lecturer;  

✓ Share my responses with external Lecturer for purpose of moderation and validation; and 

✓ Submit my responses to text-matching services. This text-matching service will retain the copy of 

assignment for checking the work of other students but will not reproduce it.  

I hereby certify that: 

✓ Except where I have indicated through references/citation, the responses to this assessment will be my 

own work, based on my personal understanding of the matter I studied; 

✓ I have not colluded with another student or group in completing this assessment; 

✓ I have not made these results available to any other student;  

✓ I have not copied (plagiarised) from internet or other students;  

✓ I have not made this work available to another student; and 

✓ I accept that if any of the above breaches are identified, I will be liable for penalties under the Student 

Academic Integrity Policy and Procedure. Such penalties may include the cancelation of my enrolment. 

  

Full Name: _______________________________________  

Signature: _______________________________      

Date (dd/mm/yyyy): ___/___/_____ 
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8.  Invigilated Exams 

Invigilated exams include any of the in-semester, in-class, and final exams. For online exams, please refer to Section 
9 of this document.  

8.1  Examination rules  

It is your responsibility to understand the examination rules before you attend your examination. You also should 
review and understand the following documents prior to your examination: 

- the Student Academic Integrity Policy and Procedure; 

- the Student Assessment Policy and Procedure; and 

- the Student Code of Conduct.  

During the examination, you must: 

- follow all instructions given by examination supervisors and invigilators; 

- be in your allocated place at least 15 minutes before the examination commences; 

- have your Student Identification Card with you during the examination period and leave it on your desk to 
display to examination invigilators when required. If the Student Identification Card is not with you, you are 
required to have another photo identification document, such as your passport or Driver’s Licence. Digital 
copies of photo identification documents are not acceptable; 

- have all your digital devices, such as mobile phones, laptops, and smart watches, switched off during the exam 
and leave them underneath your desks unless otherwise advised; and 

- answer all questions in English unless otherwise advised. 

During the examination, you are not permitted to: 

- answer the questions during the reading time or after the exam has finished; 

- be admitted to the exam venue after 30 minutes from the time the exam commences; 

- leave the exam venue unless it is for urgent matters. After leaving the exam room, you must be under approved 
supervision. Otherwise, you are not permitted to be re-admitted;  

- leave the exam venue more than 10 minutes before the exam finishes; 

- retain an examination booklet after the exam finishes unless otherwise specified;  

- communicate with one another by any means, such as verbally or in writing; 

- search by any means for questions or any materials related to the examination on the Internet;  

- bring into the exam venue any type of hardcopy or electronic books, papers and manuscripts unless otherwise 
specified by the academic staff;  

- be seated in a seat which is not allocated to you;   

- wear hats or other types of head coverings, such as helmets and caps. Religious head coverings are exceptional; 
and  

- seek unfair assistance or advantage from examination invigilators.      

8.2  Students with Disabilities or Medical Conditions 

Students with disabilities or medical conditions may request reasonable adjustments be made to an assessment 
task by completing the Request for Reasonable Adjustments Form and submitting it to the lecturer for the unit of 
study affected. For more information, please refer to: 

- Section 6.10 (Reasonable Adjustments) of the Student Assessment Policy and Procedure; and  

- Section 8.10 (Reasonable Adjustments) of the Inclusion, Diversity and Equity Policy and Procedure.  
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8.3  Examination Timetables 

Examinations can be held from Monday to Friday in the morning, afternoon, or evening.  

You will have access to your final examination timetable approximately six (6) weeks before the scheduled 
examination period commences via your Student Portal. The venues will be announced approximately two (2) weeks 
before commencement of the scheduled exam period.  

The timetable and venues for in-semester examinations and quizzes will be announced by your unit coordinators at 
the commencement of each semester.   

You must attend examinations at the time, date and venue announced for each exam. Otherwise, you will be 
deemed to be absent and get a failed mark for that exam.  

8.4  Items That Can Be Taken to the Examination Session 

You are permitted to take the following items into your exam session: 

- Your Student Identification Card or another photo identification document, such as your passport or Driver’s 
Licence; 

- Writing materials such as pens, pencils and erasers; 

- A transparent water bottle. No adhesive labels are permitted on the bottle.  

- If authorised and approved by your unit coordinators, examination aids such as books, tables, or notes; 

- If authorised and approved by your unit coordinators, a hand-held battery calculator. The calculator memory 
must be cleared before entering the examination session; 

- If authorised and approved by your unit coordinators, a bilingual English dictionary. The dictionary must: 

o contain the translation of words from English into other languages; or 

o contain the translation of words from other languages into English; or 

o dual translation as described above. 

Your dictionaries might be inspected by the examination invigilators during the examination. Dictionaries must not 
contain any attachments, writing (except your name), annotations and entries. If such items are found by the 
examination invigilators, you have committed the act of plagiarism and penalties will be imposed accordingly. For 
more information, you are invited to review the following documents: 

o the Student Academic Integrity Policy and Procedure; and 

o the Student Code of Conduct. 

8.5  Feeling Unwell Before an Invigilated Examination 

If you experience serious medical conditions before your invigilated examination, you must send a request for the 
examination deferral. Your request must be submitted to your Unit Coordinator via email at least three (3) days 
before the scheduled examination date. You must support your request by providing a valid medical certificate.  

The Unit Coordinator will review your request and inform you of the outcome within three to five (3-5) business 
days after submitting your request. For more information, please refer to Section 6.8 (Special Consideration) of the 
Student Assessment Policy and Procedure. 

8.6  Feeling unwell during an invigilated exam 

If you feel ill during an invigilated examination up to the point that you are unable to continue, you should follow 
the steps below: 

- Stop taking the exam and record the time; 

- Immediately advise your examination invigilator;  
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- Submit a request in writing for Special Consideration by declaring your reasons to the Unit Coordinator; and 

- Attach a valid medical certificate as the evidence of your medical condition.  

The Unit Coordinator will review your Special Consideration request and let you know the outcome within three to 
five (3-5) business days. If your request is approved, you may need to sit for a deferred examination. You will be 
advised of its time, date and venue by your Unit Coordinator accordingly.   

Please note that you are unable to submit a Special Consideration request once you have completed and submitted 
your exam solutions.  

8.7  Students with recognised learning difficulties or learning disorders 

The students who have been recognised  to have learning difficulties or learning disorders are allowed to sit for an 
examination for a longer time. This supplementary time is equivalent up to 25% of the examination duration.  

To be eligible, you need to provide evidence, such as a valid medical certificate, which certifies that you are a student 
with learning difficulties or learning disorders. For more information, please refer to Section 6.10 (Reasonable 
Adjustments) of the Student Assessment Policy and Procedure.  

9.  Online Exams  

Depending on the circumstances, any of the in-semester and final exams might be taken online. Additionally, there 
might be some other online assessments in each unit of study; such as online quizzes which must be taken online.       

9.1  Prior to Taking an Online Exam 

Consider the following recommendations prior to your online exam: 

- Ensure you have access to a stable Internet connection with appropriate speed to be able to log in to the 
required website on the date and at the time of your exam. Consider any time zone difference if you are 
overseas. If possible, you might have to use a spare Internet connection, such as a personal hotspot, if your 
primary internet connection goes down;   

- Ensure you have access to a quiet place with minimal interruptions and distractions during the exam period;  

- Ensure all required updates on your device are installed so that you are not interrupted during the examination; 

- If you face an IT issue or difficulty and need IT help, please see Section 14 (IT Support) in this document. 

9.2  On the Day of Your Online Examination  

Consider the following recommendations on the online exam day: 

- Ensure your computer is logged on and you are prepared to start around 20 minutes before the exam 
commences; 

- Ensure your device has access to power throughout the examination; 

- You must keep track of time. Once the examination time is complete, you will be logged out from the 
examination session straightaway; 

- Keep your pen and paper handy. If other items such as calculators, books and notes are permitted, make sure 
they are ready to use on your desk; 

- Aim to set aside sufficient time for each question; and 

- Please note, once you have completed one question and moved to the next question, you will not be able to 
move backwards. This is deemed necessary to maintain academic integrity.   
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9.3  Online Examination Rules 

It is your responsibility to understand the online examination rules before you attend your examination. You also 
should review and understand the following documents prior to your examination: 

- the Academic Integrity Policy and Procedure; 

- the Student Assessment Policy and Procedure; and 

- the Student Code of Conduct.  

During the examination, you must: 

- keep tour video webcam always on. Otherwise, you might be suspected of plagiarism and the examination 
invigilators will act accordingly;   

- follow all instruction given by examination supervisors and invigilators; 

- be logged online and prepared around 20 minutes before the examination commences; 

- have your Student Identification Card with you during the examination period and leave it on your desk to 
display to online invigilators when required. If the ID card is not with you, you are required to have another 
photo identification document, such as your passport or Driver’s Licence. Digital copies of photo identification 
documents are not acceptable; 

- have all your digital devices, such as mobile phones, laptops and smart watches, switched off during the 
examination and leave them underneath their desks unless otherwise advised; and 

- answer all questions in English unless otherwise advised. 

During the examination, you are not permitted to: 

- answer the questions during the reading time or after the examination has finished; 

- start your examination after 30 minutes from the time the examination commences; 

- leave the online examination unless it is for technical issues or urgent matters. For instructions about 
unexpected technical issues during an online exam, please see Section 9.5 (Technical Issues) in this document. 
If an urgent matter has occurred, you must seek advice from your online invigilators before leaving the 
examination. Otherwise, you may not be permitted to continue your examination;  

- upload your examination solutions and leave the examination session more than 10 minutes before the exam 
finishes; 

- create a copy by any form from the examination booklet unless otherwise specified;  

- communicate with one another by any means, such as verbally or in writing; 

- search by any means for questions or any materials related to the examination on the Internet;  

- use any type of hardcopy or electronic books, papers and manuscripts unless otherwise specified by the 
academic staff;  

- wear hats or other types of head coverings, such as helmets and caps. Religious head coverings are exceptional; 
and  

- seek unfair assistance or advantage from examination invigilators.      

9.4  How to Upload the Solutions to Examination Questions 

There might be different types of questions in an online examination, such as calculated problems, brief derivation, 
explanatory, true or false, fill-in-the-blanks, short answer and multiple choice. Before you start your examination, 
you must carefully read the instructions provided in your examination booklet to understand which questions 
require your handwritten work to be uploaded and which questions do not. You must upload your handwritten 
solutions for those questions which have the instruction “You must submit your written work for this question”. 
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Depending on the exam type, you will have approximately 10 to 15 minutes to take photos of your solutions to the 
examination questions and upload them in a PDF format in the relevant Dropbox via your Student Portal.  

Please remember it is your responsibility to strictly follow the instructions provided to you by your Unit Coordinator 
and upload your solutions once you have completed your exam. No marks will be given to you if you fail to upload 
your solutions properly to your Student Portal. Late submissions will not be accepted.   

9.5  Technical Issues  

If you experience unexpected technical problems or difficulties during the examination, you are required to 
immediately contact your Unit Coordinator and submit a Special Consideration request via email. You must take as 
many screenshots as possible of the following, but not limited to, evidence and upload them with your request for 
technical assistance: 

- error messages appeared on the screen; 

- loading-error messages; 

- speed Internet tests; 

- power outage maps; and/or 

- error messages from your Internet provider.   

Please ensure all your screenshots include the date and time the technical issue has occurred. Otherwise, your 
evidence may not be acceptable leading to refusal of your Special Consideration request. The Unit Coordinator will 
review your request and let you know the outcome within three to five (3-5) business days. If your request is 
approved, you may need to sit for a deferred exam. You will be advised of its time, date and venue by your Unit 
Coordinator accordingly.  

Please note that you are unable to submit Special Consideration request once you have completed and submitted 
your online examination solutions.  

9.6  Feeling Unwell Before an Online Examination 

If you experience serious medical conditions before your online examination, you must send a request in writing via 
email for the examination deferral. Your request must be submitted to your Unit Coordinator at least three (3) days 
before the scheduled examination date. You must support your request by providing a valid medical certificate.  

The Unit Coordinator will review your request and inform you of the outcome within three to five (3-5) business 
days after submitting your request. For more information, please refer to Section 6.8 (Special Consideration) of the 
Student Assessment Policy and Procedure. 

9.7  Feeling Unwell During an Online Examination 

If you feel ill during an online examination up to the point that you are unable to continue, you should follow the 
steps below: 

- Stop taking the examination and record the time; 

- Immediately contact your Unit Coordinator and submit a Special Consideration request via email; and  

- Provide a valid medical certificate as evidence of your medical condition within 24 hours from your online 
examination time.  

The Unit Coordinator will review your Special Consideration request and let you know the outcome within three to 
five (3-5) business days. If your request is approved, you may need to sit for a deferred examination. You will be 
advised of its time, date and venue by your Unit Coordinator accordingly.   

Please note, you are unable to submit a Special Consideration request once you  have completed and submitted 
your online examination solutions.  
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9.8  Students with Recognised Learning Difficulties or Learning Disorders 

The students who have been recognised to have learning difficulties or learning disorders are allowed to sit for an 
examination for a longer time. This supplementary time is equivalent up to 25% of the examination duration.  

To be eligible, you need to provide evidence, such as a valid medical certificate, which certifies that you are a student 
with learning difficulties or learning disorders. For more information, please refer to Section 6.10 (Reasonable 
Adjustments) of the Student Assessment Policy and Procedure. 

9.9  Student Declaration for Online Examinations 

You are required to fill in a student declaration form and submit it once you have completed your online exam. This 

form will be provided to you by your Unit Coordinator. A sample of student declaration form is included below.  

Please complete the sections below: 

 Student Name:  

 Student ID Number:  

 Unit Code and Name:  

Unit Coordinator:   

Course Code and Name:  

Due Date (dd/mm/yyyy):  ___/___/_____ 

Assessment Item:  

 Declaration 

I acknowledge and agree that the examiner of this assessment item may, for the purpose of marking this online 
assessment: 

✓ Share my responses with another lecturer;  

✓ Share my responses with external Lecturer for purpose of moderation and validation; and 

✓ Submit my responses to text-matching services. This text-matching service will retain the copy of assignment 

for checking the work of other students but will not reproduce it.  

I hereby certify that: 

✓ Except where I have indicated through references /citation, the responses to this assessment are my own 

work, based on my personal understanding of the matter I studied;  

✓ I have not colluded with another student or group in completing this assessment; 

✓ I have not copied (plagiarised) from internet or other students;  

✓ I have not made this work available to another student; and 

✓ I accept that if any of the above breaches are identified, I will be liable for penalties under the Student 

Academic Integrity Policy and Procedure. Such penalties may include the cancellation of my enrolment.  

Full Name: ___________________________________  

Signature: {type your name as your signature} 

Date (dd/mm/yyy): ___/___/_____ 
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10.  Oral Presentations 

In an oral presentation, you are required to give an oral summary of your assignment or academic work to the 
audience. The audience can include, but is not limited to, students, teaching and professional staff and industry 
partners. The oral presentations can be performed either individually or in pre-arranged groups.  

Your lecturers will assess the quality and accuracy of your work, your abilities and skills in articulation, how you 
interact with the audience and how you answer their questions at the end of your presentation. It is therefore 
important to practice and rehearse a lot before the presentation.   

10.1  Structure  

The structure of an oral presentation may depend on the requirements of the unit of study and the preferences of 
the unit lecturers. However, the presentations generally follow a similar structure to the assignments. In a 
PowerPoint presentation, after the title page slide and the outline slide, there should be some slides which introduce 
the topic to the audience and provide them with some background information. Next, you should describe your 
topic, key terms, and topic importance and relevance. Afterwards, you should focus on the body of your 
presentation. This can be the procedure you have undertaken to complete this assignment and the main results and 
findings you have obtained. Finally, you should conclude your presentation and then mention the references or 
bibliography at the end.     

10.2  Timing 

Your Unit Coordinator will inform you of the exact time that you have to prepare for delivering the presentation. 
Your Unit Coordinator also allocates the duration for delivering the presentation.  

You will be assessed on your skills to start, develop and conclude your presentation within this limited time. You 
may lose marks if you are unable to complete your presentation within the allocated time.   

10.3  Guidelines and instructions 

Please follow the suggested instructions and guidelines below when preparing yourself for the oral presentation: 

- Consider the overall knowledge of your audience about your topic. Remember that your presentation should 
be understandable enough for all audience not a small group of them. Do not forget to define the technical 
terms and expressions which your audience might be unfamiliar with; 

- Make sure your slides are simple and easy to follow. Avoid creating slides with too much information and words 
as they distract the audience from what you try to explain; 

- Use appropriate and readable font (e.g., Calibri, Arial, Times New Roman); 

- Ensure the font size is large enough so that the audience can read the slides without difficulty; 

- Try to discuss one main point on each slide; 

- Make sure all parts included in your diagrams, charts, or tables are clearly visible; 

- Avoid using full sentences as much as you possibly can. Instead, try to use bullet points; 

- Ensure your presentation is free from spelling, layout, or punctuation errors. You may ask your friend or a 
mentor for assistance; 

- Try to engage your audience with your presentation by asking simple questions, maintaining good eye contact, 
dressing appropriately and demonstrating suitable body language;  

- Try to minimise distracting verbal tics in your speech; such as ah, ya, like and um;  

- Try to speak clearly and loudly enough so that everyone in the room can hear you;  
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- Make sure you pronounce the words correctly by paying attention to technical expressions which are not 
common in your daily conversations; 

- Avoid reading from your pre-written notes or slides on the screen word for word; 

- Practice and rehearse your presentation as often as required. You may video record your rehearsal or ask your 
friend or housemate to be your trial audience;  

- When rehearsing, highly consider the time that you need for your presentation. Remember if you are unable 
to conclude your presentation in the allocated time, you may lose marks; 

- You may be asked some questions by the audience once you have completed your presentation. We 
recommend you prepare yourself for any questions you might be asked. Answer the questions politely and 
friendly. Also, try to answer them precisely and ask for clarification where required.   

11.  Academic Support 

NAC always encourages you to seek academic support from our academic and professional staff while you study.  

This support will be available to you both online and face-to-face in activities and resources such as, but not limited to: 

- the Information Literacy Skills and Databases Seminar;  

- the Referencing and Citation Seminar; 

- the Orientation Seminar on library resources and services; and  

- the Academic Skills Seminar. 

Academic support will help you improve your writing skills and enable to develop independence in writing over time. 
However, it is understandable for us that this development may take longer for students with non-English 
backgrounds or those with recognised learning difficulties or learning disorders.  

When you seek academic support, please make sure that: 

- you regularly attend lecturing and tutoring classes; 

- you carefully undergo recommended readings;  

- all sections of the assignments specifically sections related to analysis and discussion are your own work; 

- you make digital or hard copies from your assignments before editing and compare them with the edited 
versions so that you can trace the modifications implemented in your writing; 

- you allow sufficient time for your work to be supported and edited and ensure you can submit the final edit of 
your assignment before its due date.  

When you seek academic support, please make sure that you have not committed any form of academic misconduct.  

12.  Academic Integrity and Breach of Academic Integrity  

12.1  Academic Integrity  

NAC is committed to upholding academic integrity.  

To uphold academic integrity, you are required to: 

a) understand and comply with the policies and procedures outlined in the Student Academic Integrity Policy 
and Procedure; 

b) understand and comply with the instructions provided in examinations and assessment tasks; 

c) use your own ideas in your academic studies and work; 
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d) always behave honestly and truthfully when making use of the ideas and work of others in your academic 
work by appropriately acknowledging them using the approved citation conventions and referencing styles; 
and 

e) submit the electronic format of your assignments through online software such as Turnitin so that they can 
be subject to electronic scanning to detect plagiarism objectively. For more information about Turnitin, 
please see Section 7.10 (Turnitin) in this document. 

12.2  Breach of Academic Integrity 

Academic integrity is breached by acting in any kind of dishonest manner in academic work to intentionally deceive 
or obtain unfair advantage. Academic integrity is also breached by unintentional failure to meet the academic 
standards and values due to the lack of knowledge and skills in academic writing and referencing.  

Some examples of academic integrity breaches in examinations and assessment tasks include:  

a) Plagiarism occurs when you fail to acknowledge in your academic work that the ideas of others are used. 
Specifically, it occurs when: 

• other people’s work and/or ideas are paraphrased and presented without a reference;  

• other students’ work is copied or partly copied;  

• other people’s designs, codes or images are presented as your own work;  

• phrases and passages are used without quotation marks and/or without a reference to the author or 
source; and/or  

• lecture notes are reproduced without due acknowledgement. 

b) Cheating occurs when you seek to obtain an unfair advantage in an examination or in other written or practical 
work required to be submitted or completed for assessment. 

c) Collusion involves working with others without permission to produce academic work which is then presented 
as work completed independently by you. Collusion is a form of plagiarism and you should not knowingly allow 
your work to be copied. 

d) Contract cheating is the act of allowing, engaging, or attempting to engage a third party to prepare a part or 
the entire of any type of an academic work whereas you pretend it to be of your own’s. Contract cheating can 
be paid or unpaid and involves: 

• seeking paid or unpaid assistance by you from third parties; such as companies, individuals, artificial 
intelligence, or internet services to prepare an academic work on your behalf; and/or  

• submitting that academic work to be assessed by the teaching staff whereas it is pretended to be of your 
own work.  

e)  Tampering involves attempts to alter an examination paper, assignment, or administrative record or 
occurrences associated with such acts. 

All students who are enrolled at NAC are required to understand academic integrity and how it is breached. If the 
academic integrity breach is detected by examination invigilators or academic staff, a range of penalties will be 
implemented as outlined in the NAC’s policies and procedures. You are strongly encouraged to familiarise yourself 
with the Student Academic Integrity Policy and Procedure and the Student Code of Conduct. These policies are 
available on the NAC website at www.nac.edu.au.     

http://www.nac.edu.au/
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13.  Results and complaints  

Your teaching staff will release your examination or assignment marks within a reasonable time after your 
assessment item is delivered to them. You can access your results by logging into your Student Portal.  

We encourage you to seek feedback informally from your lecturers about the marks you have been given for an 
assessment task. This feedback might help you understand better your shortcomings and weaknesses in that unit 
of study and help you improve your marks in the upcoming assessment items.      

Occasionally, you may wish to request a review of an assessment decision that has been made on your assignment. 
This request can be discussed informally, or if you remain unsatisfied, it can be submitted formally by submitting an 
Assessment Review Form. If you still remain unsatisfied with the assessment review outcome, you can further follow 
the student grievance handling process.   

For more information, we strongly recommend you carefully read and understand the following documents in 
advance: 

- the Student Assessment Policy and Procedure; and  

- the Students Grievance Handling Policy and Procedure. 

14.  IT Support 

You might face an IT issue or need IT help while you prepare an assignment for online submission or you make 
yourself ready for an online examination. IT issues might include, but are not limited to, computer labs, the software 
package installed on computers, your Student Portal, or the Wi-Fi and networks connection. If this happens to you, 
you can contact the IT Service Desk 24/7 by either of the following ways:  

- Contact the IT Service Desk via email at it@nac.edu.au; or 

- Log an online job at the IT Service Portal via the online form.  

An IT staff member will respond to your request as quickly as possible during business hours. 

You can also make an enquiry by directly calling the IT Service Desk on 07 XXXX XXXX during regular Brisbane-time 
business hours. 

When you contact the IT Service Desk, 

- ensure you provide detailed description of the IT issue and difficulty you have faced or the type of help you 
need. This will enable the IT staff members to diagnose your problem more quickly.  

- if your issue can not be resolved by email or over the phone, you are placed in a queue where an IT staff 
member will be assigned to diagnose your issue. Please note this level of service might take some time as IT 
staff might be assisting other students.    

- if the IT issue is not diagnosed in a timely manner and you are prevented from submitting your assignment or 
laboratory report by the due date, contact your Unit Coordinator immediately. Ensure you have attached all 
the evidence, including your communication with IT staff members, to support your claim. The Unit Coordinator 
will review your request and grant you an extension if required. For more information, please see Section 7.8 
(Extension) in this document.  

- if the IT issue is not diagnosed in a timely manner and leads to you unable to take the online examination, 
immediately contact your Unit Coordinator and submit a Special Consideration request via email. Ensure you 
have attached all the evidence, including your communication with IT staff members, to support your claim. 
The Unit Coordinator will review your request and, if required, arrange a deferred examination for you 
according to the College’s policies and procedures. 

mailto:it@nac.edu.au
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Note 1: If you experience unexpected technical problems or difficulties during the online examination, follow the 
instructions provided at in Section 9.5 (Technical Issues) in this document.  

Note 2: To make sure our IT systems and services are highly reliable and updated, regular IT maintenance is 
scheduled throughout the year. The scheduled maintenance time and details of planned outage will be emailed to 
you in advance. Although the IT maintenance is performed in time periods with minimal impact on the academic 
operations of the College, you are required to ensure your academic work and duties are not affected by this 
maintenance.    

15.  Related Documents  

• Student Assessment Policy and Procedure 

• Student Handbook 

• Student Code of Conduct 

• Student Grievance Handling Policy and Procedure 

• Student Academic Integrity Policy and Procedure,  

• Unit Outlines  

• Inclusion, Diversity and Equity Policy and Procedure 

• Student Declaration for Assignments or Laboratory Submissions 

• Student Declaration for Online Examinations 

• IT Service Request Form  

16.  Related Legislation 

• Higher Education Standards Framework (Threshold Standards) 2021 – Standard 1.4 

 


