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1. Copyright Disclaimer 

Not applicable. 

2. Document Control 
 

Owner Registrar 
Stakeholders All students and staff  

Approving Body Academic Board 
 

Version History 
Version Date Description 

Draft Version 0.1 1st October 2020 Provided by Higher Education Leadership Institute (HELI). 

Draft Version 0.2 7th April 2022 Contextualised to Nova Anglia College requirements by Dr. Hamidreza Mozayeni. 

Version 1.0 24th May 2022 Approved without amendments by the Academic Board. 

Version 1.1 27th May 2022 New template applied by Ms. Carmen Ralph. 

Version 1.2 14th July 2022 

Updated by Ms. Carmen Ralph to replace reference to ‘Record of Results’ 
with reference to ‘Academic Transcript’; include in Section 8.2 information 
on credit and recognition of prior learning; include in Section 8.4 
information on details to be included in the Course Completion 
Confirmation; include Section 8.5 to provide information on prevention of 
fraudulent issuance; include Section 8.6 to provide information on digital 
academic transcripts; include in Section 12 information on the CEO 
reviewing and recommending posthumous awards; and include Appendices 
with Testamur, Academic Transcript and Australian Higher Education 
Graduation Statement (AHEGS) templates. 

Version 1.3 30th August 
2022 

Amended by Ms. Carmen Ralph as per the minutes of the Executive 
Management Committee meeting as follows: removed reference to the 
Australian Higher Education Graduation Statement (AHEGS); removed 
Appendix 3; included in Section 14 references to My eQuals and the 
Qualifications Register; included a new section (Section 16) on Reissuance of 
Awards; included the Higher Education Provider (HEP) number on the list of 
information on the Testamur and the Academic Transcript in sections 8.1 and 
8.2, respectively; and updated section numbers and the Table of Contents. 

Version 1.4 29th September 
2022 Approved without amendments by the Academic Board. 

Version 1.5 29th November 
2022 

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

Version 1.6 21st December 
2022 

Amended by Ms. Carmen Ralph as follows: added Item 7.9 in Section 7 
(Graduation Eligibility Criteria and Award Issuance Approval) to include 
information about students having access to an interim academic transcript 
at the end of each study period. 
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Version 1.7 22nd March 2023 
Ms. Carmen Ralph added information about the posthumous Honorary 
Award to Section 12 (Posthumous Awards); and added the posthumous 
Honorary Award Template to the Appendix. 

Version 1.8 12th December 
2023 

• Approved by Academic Board as per TEQSA Audit rectification. Ms 
Kaur,  Added the updated section 8.1 and 8.2 

Version 1.9 20th March 2024 Added Provider ID and updated header. 

Version 1.10 20th August 2024 CRICOS code added  

3. Approval, Publication and Review  

3.1  Approval  

This Graduation and Awards Policy and Procedure was unanimously approved without amendments by the Academic 
Board members in the meeting held on 24th May 2022. Next, this document was reviewed and approved by the 
Executive Management Committee in the meeting held on 30th August 2022. Further, this document was 
unanimously approved without amendments by the Academic Board in the meeting held on 29th September 2022. 

3.2  Publication 

This Graduation and Awards Policy and Procedure will be made available to the public domain including the students 
and staff on the website at www.nac.edu.au. Alternatively, a copy of this document can be requested by contacting 
the Registrar Office at registrar@nac.edu.au. 

3.3  Review 

This Graduation and Awards Policy and Procedure is 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 

The purpose of this policy and procedure is to define the rules for issuing the Australian Qualifications Framework (AQF) 
awards once a student has completed a course of study with Nova Anglia College (hereinafter referred to as “NAC”).  

This policy has been developed to align with AQF1 and is designed to meet Standard 1.5 of the Higher Education 
Threshold Standards 2021. 

5. Scope  

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

6. Policy 

This policy has been created to ensure the consistency, accuracy and authentication of all the testamurs and records 
of results released by NAC. 

 
1 For more information on TEQSA’s recommendations in relation to AQF, please refer to https://www.teqsa.gov.au/australian-qualifications-
framework.  

http://www.nac.edu.au/
mailto:registrar@nac.edu.au
https://www.teqsa.gov.au/australian-qualifications-framework
https://www.teqsa.gov.au/australian-qualifications-framework
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7. Graduation Eligibility Criteria and Award Issuance Approval 

7.1 The Course Coordinator will monitor student progress and verify that a student has satisfactorily completed all 
the requirements of the course in which they are enrolled before compiling a list with a recommendation to the 
Teaching and Learning Committee that the listed students be awarded a qualification.  

7.2 The Teaching and Learning Committee will approve the list of students who are eligible to graduate and table 
the approved list at an Academic Board meeting.  

7.3 Upon advice from the Academic Board, the Board of Directors will approve the issuing of the awards for graduands. 

7.4 Following approval by the Board of Directors, the Registrar will create the necessary documentation as detailed 
in Section 7. 

7.5 Students will be advised in writing of their eligibility to graduate. Students will be given an opportunity to 
nominate whether they will attend a graduation ceremony or graduate in absentia (refer to Section 9). 

7.6 Students who have an outstanding debt to pay to NAC shall not be permitted to receive their award until such 
debts have been paid. 

7.7 A student who has successfully completed all the requirements for one of the NAC’s AQF qualifications is 
entitled to receive the following certification documentation upon award of the qualification: 

a) Testamur;  
b) Academic Transcript or Australian Higher Education Graduation Statement; and 
c) Course Completion Confirmation. 

7.8 A student who has successfully completed one or more units that form part of an AQF qualification in which 
they were enrolled but have subsequently withdrawn is entitled to receive an Academic Transcript for the units 
of study undertaken and completed. 

7.9 At the end of each study period students will have access to an interim academic transcript that will include 
grades for each enrolled unit of study provided all tuition and non-tuition fees are paid. 

8. Award Specifications 

8.1  Testamurs 

A Testamur will contain the following information: 

• NAC’s legal name; 

• NAC’s trading name; 

• NAC’s ABN; 

• NAC’s CRICOS provider code; 

• NAC’s Higher Education Provider (HEP) number; 

• NAC’s address and contact details; 

• NAC’s logo / seal / watermark to ensure authenticity;  

• the graduate’s full name; 

• the graduate’s student ID number; 

• the full title of the qualification awarded, including the field or discipline of study 
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• any subsidiary component of the qualification (such as integrated honours, an area of specialisation or a 
major study), and  

• if any parts of the course of study or assessment leading to the qualification were conducted in a language 
other than English, except for the use of another language to develop proficiency in that language. 

• date of conferral (date approved by the Board of Directors); 

• the name and office of the person authorised by NAC to issue the document; 

• the statement ‘This qualification is recognised within the Australian Qualifications Framework’ or the AQF logo; 
and 

• a unique award number. 

A template of NAC Testamur is attached in Appendix 1 in this document.  

8.2  Academic Transcripts 

An Academic Transcript will contain the following information: 

• NAC’s legal name; 
• NAC’s trading name; 
• NAC’s ABN; 
• NAC’s CRICOS provider code; 
• NAC’s Higher Education Provider (HEP) number; 
• NAC’s address and contact details, including its website; 
• NAC’s logo / seal / watermark to ensure authenticity;  
• the graduate’s full name; 
• the graduate’s student ID number; 
• the full title of the qualification awarded, including the field or discipline of study 
• any subsidiary component of the qualification (such as integrated honours, an area of specialisation or a 

major study), and  
• if any parts of the course of study or assessment leading to the qualification were conducted in a language 

other than English, except for the use of another language to develop proficiency in that language. 
• for each unit attempted: 

o study period in which the unit was undertaken and completed; 
o the unit code; 
o the full name of the unit; 
o the credit points allocated to the unit; 
o the result for the unit; 
o credit granted through recognition of prior learning (if applicable); and 
o an explanation of the grading system used in the assessment. 

• date of conferral (date approved by the Board of Directors); 
• the name, title and signature of the person(s) authorised to sign the document; 
• the statement “Unless accompanied by a Testamur, this Academic Transcript does not verify that the student 

has completed the qualification in which they are enrolled”. 

The AQF logo must not be used on an Academic Transcript. 

Please refer to the Grade Point Average Calculation Guidance Algorithm for more information about how the Grade 
Point Average (GPA) is calculated. 

A template of NAC Academic Transcript is attached in Appendix 2 in this document. 
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8.3  Australian Higher Education Graduation Statements 

Australian Higher Education Graduation Statements (AHEGS) will be issued in accordance with the Guidelines for 
the Presentation of the Australian Higher Education Graduation Statement of February 20222. 

8.4  Course Completion Confirmation 

Students are entitled to receive a Course Completion Confirmation once all unit results have been released and 
course completion is confirmed. The Course Completion Confirmation will include: 
• the student’s full name; 
• full address (if sent by post); 
• full name and code of the course completed; 
• study commencement and completion dates; 
• attendance mode and type; and 
• the language of instruction. 

A template of NAC Course Completion Confirmation is attached in Appendix 3 in this document. 

8.5  Prevention of Fraudulent Issuance 

The Testamur, the Academic Transcript, the Australian Higher Education Graduation Statement and the Course 
Confirmation will be printed on secure print paper customised with the NAC seal to prevent fraudulent issuance. 

All certification documentation issued by NAC will be readily distinguishable from other documents issued by NAC, 
traceable and authenticable and protected against fraud attempts. 

All certification documentation will be printed through the student management system (SMS). 

8.6  Digital Academic Transcripts 

Graduating students will receive a complementary digital academic transcript via My eQuals once all unit results 
have been released and course completion is confirmed. 

9. Qualifications Register 

In keeping with the principles of best practice and the requirements of the AQF Qualifications Register Policy, the 
NAC maintains: 
• a register of all AQF qualifications NAC is authorised to issue; and 
• a register of all AQF qualifications issued to graduates. 

The Qualifications Register will include the following for each qualification: 
• the qualification title; 
• the student’s full name; 
• the date of conferral; and 
• the certificate number. 

The Qualifications Register will be updated and maintained by the Registrar. 

 
2 For more information on how the overall AHEGS and its sections are set out and should be presented, please refer to 
https://www.dese.gov.au/quality-and-legislative-frameworks/resources/guidelines-presentation-ahegs.  

https://www.dese.gov.au/quality-and-legislative-frameworks/resources/guidelines-presentation-ahegs


 

Graduation and Awards Policy and Procedure  This document is uncontrolled when printed. 
Version: V1.10     |     Date: August 2024 Page 8 of 14 
 

10. Award Presentation 

Awards may be presented: 
• at a graduation ceremony (if one is held); 
• to the student in person outside of a formal graduation ceremony;  
• by personal proxy with written permission from the student and personal identification displayed upon 

collection; or 
• in absentia (by mail) at the written request of the student.  
Awards will not be issued to students until after the graduation ceremony at which the award would otherwise have 
been presented. 

11.   Award Revocation and Return 

NAC may revoke an award where it becomes evident that the award was inappropriately obtained through fraud or 
dishonesty. 

NAC will require an award to be returned in the following circumstances: 

• a request has been received to re-issue an award because the original award has been damaged or there has 
been a change in legal name of the graduate; 

• the award has been issued with errors; or  

• an award has been presented for a nested qualification prior to the granting of the higher award. 

12.   Posthumous Awards 

If a current student dies prior to graduation, NAC may award the accredited qualification, an honorary qualification, 
or a certificate of attainment in the following circumstances:  

• If the student dies before the graduation ceremony but has fulfilled the requirements of qualification, the 
qualification will be awarded posthumously;  

• If the student had completed a minimum of 50% of the unit credit points required for the enrolled qualification 
before dying, an honorary qualification will be awarded posthumously; or 

• If the student had not met any of the criteria discussed above, a certificate of attainment will be awarded 
posthumously.  

The CEO will review each case before presenting a recommendation for a posthumous award to the Dean.  

A template of posthumous NAC Honorary Award is attached in Appendix 4 in this document. 

13.   Award and/or Academic Transcript Reissuance  

NAC will re-issue a graduand’s certification in the following circumstances: 
• when a request is made in writing to the Registrar; 
• when a replacement fee is paid; and 
• when the original certification is returned (if possible). 

The graduand will provide in writing the reasons why replacement of the certification is required. This request must 
include all relevant details of the graduand (full name, student identification number, full name of the qualification 
and date, or approximate date, when the certification was issued).  
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Where the original certification cannot be returned, the written request for the reissuing of the award must be made 
as a Statutory Declaration. 

In the case of a former student who successfully completed part of the requirements of an AQF qualification, a new 
Academic Transcript will be issued following the same procedure as outlined above. 

The Registrar will validate the reissuance of a graduand’s qualification by verifying the original issuance of the award 
in the Qualifications Register. The re-issued award will also be recorded in the Qualifications Register. 

14.   Award Record Keeping and Maintenance 

NAC will retain sufficient student records of attainment in the Qualifications Register to re-issue an AQF qualification 
and/or an Academic Transcript indefinitely.  

Records of attainment will also be accessible via My eQuals. 

For more information, please refer to the Record Management and Security Policy and Procedure. 

15.   Award Conferral  

The Registrar is responsible for the implementation of this policy and procedure and ensuring that staff, graduands 
and former students are aware of its application and procedures. 

All the results are reviewed by the Registrar to make sure the qualification award has been issued according to this 
policy and procedure.  

16. Related Documents 

• Qualifications Register 
• Testamur Template 
• Academic Transcript Template 
• Honorary Award Template 
• Course Completion Confirmation Template 
• Grade Point Average Calculation Guidance Algorithm 
• Record Management and Security Policy and Procedure 

17.   Related Legislation 

• Higher Education Threshold Standards 2021 – Standard 1.5 
• Australian Qualifications Framework (AQF) 
• Guidelines for the presentation of Australian Higher Education Graduation Statements  
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Appendices  

Appendix 1:  Testamur Template 
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Appendix 2:  Academic Transcript Template 
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Appendix 3: Course Completion Confirmation Template 
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Appendix 4: Posthumous Honorary Award Template 
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