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1 PRELIMINARIES

Commencement

This policy and procedure commenced on 1 April 2025.

Purpose
This policy and procedure aim to provide a framework for designing, developing, and evaluating
courses within the Polytechnic Institute Australia (‘PIA’) in the context of maintaining academic

standards and continuous quality improvement.

Application
This policy and procedure apply to all PIA courses and to all staff involved in designing,

developing, and evaluating courses.
2 DEFINITIONS

Specialisation — four or more related units which are part of a qualification in a specific
discipline/ field of study that collectively contribute to the academic/

vocational/occupational/professional knowledge and skills in that area of study.

Terms not defined in this document may be in the PIA glossary.
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3.1

POLICY

Course and specialisation development is grounded in an educational philosophy that
emphasises the centrality of the learner within the learning process and supports each student's
personal and professional development to foster innovation, critical thinking, and ethical and
professional practice. PIA’s courses and specialisations are structured to enable students to
expand their professional interests across various related disciplines and enhance their future

employment prospects.

3.2 Courses and specialisations are designed to:

e provide students with accredited qualifications in their chosen field of study,

e provide a critically reflective theoretical and experiential learning context,

e extend students’ abilities to apply for and engage in a range of career options,
e integrate theory and practice in a dynamic learning environment and

e provide support to promote and foster personal and professional development.

3.3 To ensure quality in design and content, courses and specialisations are developed in

4.1

consultation with a Course Advisory Committee, which may be comprised of members from the
following constituencies as appropriate:

e professional bodies and peak industry associations,

e employer groups,

e academic staff from other higher education providers,

e academic staff of PIA, and

e graduates and enrolled students of PIA.

RESPONSIBILITIES

The Dean
The Dean is responsible for:
o facilitating the design and development process;
¢ Implementing changes approved by the Academic Board;
e managing the delivery of courses; and
e managing the processes for review, evaluation and monitoring of courses and

specialisation.

4.2 Course Advisory Committee

A Course Advisory Committee is responsible for
e contributing advice and expertise to the initial development of a course and supporting its
ongoing review and monitoring.
e assisting in identifying the need and demand for a course and
e assisting academic staff with industry—and content-specific advice and guidance in

developing PIA’s courses.
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4.3  Academic Board
The Academic Board is responsible to:
e Approve a new course or new specialisation as fit for delivery

e Re-approve an ongoing course for delivery after a suitable review

4.4 Board of Directors
The Board of Directors is responsible to:
e Approve the financial implications of a new course or specialisation design and
development
e Approve the financial implication of the CEO when a course or specialisation is

submitted for accreditation or re-accreditation by the regulator or professional body

4.5 Chief Executive Officer
The Chief Executive Officer is responsible to:

e Submit material change requests to the regulator upon approval of the Academic Board
for changes to courses or specialisations

4.6 Head of Discipline/Head of School
The Head of Discipline/Head of School is responsible to:

e For completion of the course reviews and annual reviews

5 PROCEDURES

Course Development

5.1 Courses will be developed by PIA using the process outlined below. A flow chart of the process is
shown in Appendix 1.

5.1.1 Phase 1: Development of a Business and Academic Case

Where an opportunity is identified for the development of new course, the Chief

Executive Officer may authorise the development of a business case for a new course.

The proposal must address:

e how the development of the proposed course help achieve the strategic
objectives of PIA,

o the demand and need for the course in industry and the broader community;

e the academic basis for the proposed course;

o how the proposed course complements the present range of courses offered by
PIA;

e forecast enrolments in the proposed course;

e the capacity of PIA to deliver the proposed course;

o the cost to develop the course and, where necessary, the cost to develop the

capability of PIA to deliver the course; and
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¢ the financial case for the proposed development.
On completion of this phase, the Board of Directors will consider the business case for

the proposal and if approved, grant permission to proceed to Phase 2.

5.1.2 Phase 2: Academic Structure

In order to develop the academic structures, a Course Advisory Committee will be
established to aid the course development. An existing Course Advisory Committee

(where one exists) may be utilised or a new Course Advisory Committee created.

The Course Advisory Committee, in consultation with the Dean, will consider and
document the following key elements of the course design:

e the course’s aims and objectives;

e the graduate attributes required to be successful;

¢ the body of knowledge that the course will draw upon;

e the appropriate course structure and delivery mode(s);

e the course regulations;

e the equivalence to, or difference with, similar courses delivered in Australia; and
On completion of this phase, the Academic Board will consider the proposed structure of

the proposal and if approved, grant permission to proceed to Phase 3.

5.1.3 Phase 3 Detailed Course Development

The Course Advisory Committee, in consultation with the Dean, will consider and
document the following detailed elements of the course design:

o the approved course structure and delivery mode(s);

e the learning outcomes, content, resources and assessment for each unit;

e mapping of unit details to demonstrate compliance with the requirements of the

HESF and any external accreditation agencies.

Academic Board will consider the proposed structure that has been produced with the
aid of the Course Advisory Committee. In considering the proposal, the Academic Board
must confirm that the proposal complies with:

o the approval of the Board of Directors for the development of the course;

o the requirements of this policy;

e the appropriate HESF standards; and

e any requirements of any external accrediting agencies.

On completion of this phase, the Academic Board will consider the detailed proposal, and,

if approved, grant permission to proceed to external expert review and Phase 4.
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5.1.4 Phase 4 — Academic Approval

Following approval from Academic Board, the proposal will be reviewed by one or more
external experts. Their report should specifically address their view on
e the compliance with the appropriate HESF standards;
o the appropriateness of consistency or otherwise of the course design and content
compared to other available courses and the broader discipline requirement and
expectations; and

e areas of risk that are unaddressed in the proposal.

A final proposal will be submitted to Academic Board for consideration. The proposal will
include:
e the revised completed proposal noting any suggested modifications from the
proposal approved for expert review;
e any external expert report(s) and the management response; and
e any other issues of substance which may impact of the risks associated with the
course, on students or the Institute.
On completion of this phase, the Academic Board will consider the proposed structure of

the proposal and if approved, grant permission to proceed to Phase 6.

5.1.5 Phase 5 — Approval to Submit for Course Accreditation

Following approval from Academic Board, the final proposal will be reviewed by the
Board of Directors.

The report should specifically address:
¢ the demand and need for the course in industry and the broader community;
e how the proposed course complements the present range of courses offered by
PIA;
e the financial case for the proposed development; and

e the recommendations of the Academic Board.

On completion of this phase, the Academic Board will consider the proposed structure of

the proposal and if approved, grant permission to proceed to Phase 6.

5.1.6 Phase 6 — Completion of Development

Following the accreditation of the course by the relevant authorities, the remaining

detailed unit development will be completed.

Development of a Specialisation within an existing course
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5.2 Courses will be developed by PIA using the process outlined below. A flow chart of the process is
shown in the attached workflows.

5.2.1 Phase 1: Development of a Business Case

Where an opportunity is identified for the development of new course, the Chief
Executive Office may authorise the development of a business case for a new
specialisation.

The proposal must address:

¢ how the development of the proposed specialisation helps achieve the strategic
objectives of PIA,

e the demand and need for the specialisation in industry and the broader
community;

e the academic basis for the proposed specialisation;

e how the proposed specialisation complements the present range of course
specialisations offered by PIA;

o forecast enrolments in the proposed specialisation;

o the capacity of PIA to deliver the proposed specialisation;

o the cost to develop the specialisation and, where necessary, the cost to develop
the capability of PIA to deliver the specialisation; and

e the financial case for the proposed development.

On completion of this phase, the Chief Executive Officer will consider the business case

for the proposal and if approved, grant permission to proceed to Phase 2.

5.2.2 Phase 2: Academic Structure

In order to develop the academic structures, a Course Advisory Committee will be
established to aid the development. An existing Course Advisory Committee (where one

exists) may be utilised or a new Course Advisory Committee created.

The Course Advisory Committee, in consultation with the Dean, will consider and
document the following key elements of the course design:

e the course’s aims and objectives;

o the body of knowledge that the specialisation will draw upon;

o the appropriate specialisation structure and delivery mode(s);

o the course regulations;

o the equivalence to, or difference with, similar courses delivered in Australia; and

o the learning outcomes, content, resources and assessment for each unit;
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e mapping of unit details to demonstrate compliance with the requirements of the
HESF and any external accreditation agencies.

Academic Board will consider the proposed structure that has been produced with the
aid of the Course Advisory Committee. In considering the proposal, the Academic Board
must confirm that the proposal complies with:

e the approval of the Board of Directors for the development of the course;

e the requirements of this policy;

e the appropriate HESF standards; and

e any requirements of any external accrediting agencies.

On completion of this phase, the Academic Board will consider the detailed proposal,

and, if approved, grant permission to proceed to external expert review and Phase 3.

5.2.3 Phase 3 — External Review

Following approval from Academic Board, the proposal will be reviewed by one or more
external experts. Their report should specifically address their view on

e the compliance with the appropriate HESF standards;

e the appropriateness of consistency or otherwise of the course design and content
compared to other available courses and the broader discipline requirement and
expectations; and

e areas of risk that are unaddressed in the proposal.

A final proposal will be submitted to Academic Board for consideration. The proposal will
include:

e the revised completed proposal noting any suggested modifications from the
proposal approved for expert review;

e any external expert report(s) and the management response; and

e any other issues of substance which may impact of the risks associated with the
course or specialisation, on students or the Institute.

The Academic Board will consider all academic aspects of the proposal and, if
appropriate, will:

e approve the creation of the specialisation; and

e determine that the proposal complies with relevant HESF Standards; and

o determine that the specialisation is fit for delivery.

On completion of this phase, the decisions of the Academic Board will be referred to the

Chief Executive Officer for final approval.

5.2.4 Phase 4 - Final Approvals
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a. Following the Academic Board decisions, the Chief Executive will, subject to the
continuing validity of the business case create in Phase 1 and market conditions,
recommend to the Board of Directors for the creation of the specialisation.

b. Subject to the approval by the Board of Directors, the Chief Executive Officer will:

e approve the detailed development of units;

e approve submission of an accreditation application to professional accreditation
agencies where available and appropriate;

e authorise the appropriate changes to the PIA website, and Student Management
Systems; and

e advise TEQSA of the material change.

Course Evaluation and Modification

5.3 All courses offered by PIA, including specialisations and units of study are subject to ongoing
monitoring and evaluation of content and course delivery mechanisms.

5.4 Annual Review of Courses

5.4.1 PIA is committed to an annual process of monitoring and reviewing courses. The relevant
senior academic staff will conduct this review under the direction of the Dean.

5.4.2 The annual review will address the following criteria:

¢ student demand for the course (based on student enrolment statistics, market
research and analysis),

e student progression, completion, and attrition,

e therange, depth, and currency of units of study available within the course,

e the quality, scope and adequacy of course-related information provided to
students and prospective students,

o the appropriateness and flexibility of the course’s methods of delivery in relation
to student needs and demands, and

e analysis of significant trends drawn from student and teacher evaluation and
feedback data.

e units of study will be evaluated according to student and teacher feedback.

5.4.3 Following consideration, Academic Board may approve any changes to a course,
specialisation and/or unit. The Dean will be responsible for implementation.

5.5 Three-Yearly Mid-Cycle Review of Courses and Constituent Units of Study

5.5.1 PIA is committed to a cyclical review of its courses to ensure that a particular course’s
aim, structure, units of study, learning objectives, assessment activities, resources,
study modes and delivery methods are monitored, evaluated, and changed when
and where necessary.
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5.5.2 A Course Advisory Committee will be created for the initial review of a course including
any specialisations.

5.5.3 Course review processes will focus on the following:

e review of course aims, structure, units of study, learning objectives, assessment
activities, resources, study modes and delivery methods with reference to the AQF
level for the course;

e adequacy, currency, and appropriateness of assessment practices and criteria;

e quality of student and teacher support services;

¢ the relation to similar courses by competitor higher education providers, and

e analysis of admission and enrolment statistics, deferral, withdrawal, progression,
completion and retention rates, student results and graduate employability, feedback

from professional bodies and peer review processes where available.

5.5.4 The Dean will present recommendations arising from the review process to the Academic
Board for decision. The Dean will be responsible for the implementation of approved
recommendations.

5.6 Comprehensive Review of Courses and Constituent Units of Study

5.6.1 A comprehensive review will be completed prior to submission for reaccreditation of a
course.

5.6.2 A Course Advisory Committee will be created for the initial review of a course including
any specialisations.

5.6.3 Course review processes will focus on the following:

e review of course aims, structure, units of study, learning objectives, assessment
activities, resources, study modes and delivery methods with reference to the AQF
level for the course;

e adequacy, currency, and appropriateness of assessment practices and criteria;

e quality of student and teacher support services;

o the relation to similar courses by competitor higher education providers, and

e analysis of admission and enrolment statistics, deferral, withdrawal, progression,
completion and retention rates, student results and graduate employability, feedback

from professional bodies and peer review processes where available.

5.6.4 The Dean will present recommendations arising from the review process to the Academic
Board for decision. The Dean will be responsible for the implementation of approved
recommendations.

5.6.5 Where external accreditation requirements apply, a comprehensive review must be
undertaken every five years.

Continuous Evaluation of Delivery and Assessment Methods
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5.7 Continuous monitoring and reviewing of course delivery and assessment enable PIA to do the
following:
e evaluate the quality of delivery methods;
o monitor and review the assessment system, instruments and academic integrity;
o identify areas of strength and areas for improvement and strategies to address these; and

e document improvements over time.

5.8 PIA is committed to ensuring that the processes for course delivery and the monitoring of
assessment systems lead to continuous improvement.

5.9 Processes for continuously monitoring and evaluating courses are set out below.
5.9.1 Student Feedback

Students provide continuous feedback throughout the duration of a course.
¢ Anonymous feedback forms are distributed during selected units of study and at
the conclusion of a course. The course coordinator reads and evaluates the
forms, in turn providing a comprehensive summary of student feedback to the
Academic Board.
e The Student Representative Council may provide feedback on academic matters

to the Dean though their regular meetings or, where urgent, directly to the Dean.

5.9.2 Teaching Staff Feedback

Teaching staff are provided with opportunities to evaluate units of study as well as the
learning and teaching environment. Teaching staff have direct and frequent access to
their peers and senior academic staff to facilitate the exchange of information and to

maximise communication.

5.9.3 Moderation of Assessment

Moderation of assessment is conducted to ensure consistency, equity and fairness in

assessment practices in accordance with the relevant policies and procedures

5.9.4 Academic Board

The Academic Board is responsible for achieving educational objectives, developing and

implementing academic policy, and monitoring the learning and teaching environment.
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6 RELATED LEGISLATION AND DOCUMENTS

Institute Documents

o Assessment Moderation Policy and Procedure

e Quality Assurance Framework

Applicable External Standards and Codes

This policy and procedure support compliance with the following:

Standards/Code Standards/Clauses
6.1

Higher Education Standards Framework (Threshold Standards) 2021 gg
6.4

7 FEEDBACK

PIA staff and students may provide feedback about this document by emailing

policy@pia.edu.au for such feedback to be incorporated into a future review.

8 POLICY MANAGEMENT

Approval and Review

Details

Approval Authority / Owner (Role) Academic Board

Administrator / Responsible for Implementing Dean

Approval Date

21 March 2025

Next Review Date

20 March 2028

Document History

Month and Version Amendments

Year

December 2017 1.0 Policy created and endorsed by the Academic Board

July 2018 2.0 The formatting was updated.

July 2024 3.3 Development process updated to reflect the workflows.
The formatting was updated, including the addition of the document
history

March 2025 3.4 Introduction of process for development of specialisations, alignment with
changes to Governance Charter
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APPENDIX 1 — Workflows

Development of

Course Development Process

Course

Phase 2

Creation of Business
Case

Board of Directors

' 2 Approval of Business
Case

TEQSA notified and
Confirmed Evidence
Table requested

Detailed Course
Structure developed

CAC review of
Structure

AB Approval of
Structure

Creation of Unit
Outlines

Phase 4

Phase 5

Phase 6

CAC review of Unit
Outlines (LO,

Structure
Assessment)

Academic Board &
TEQSA
Documentation
completed

Final Review
by CAC

AB to approve
course for External
Review

External Review of
Proposal

Internal Response to
External Review
generated

Academic
Board approval of
the final proposal

and certify
compliance with

HESF

Board of Directors
approval of the

TEQSA Approval

Professional

Accreditation
(if available)

Unit Development
ready for Delivery

updated business
case and submission
for accreditation

Development
Complete
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Course Review Process

Review process

Course
Develcpment
Completed

Unit Feedback from
Student Surveys and
Unit Coordinators

Annual Course Stream Evaluations
Monitoring 3 year

Comprehensive
Course Review
prior to re-
accreditation

Review complete
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Comprehensive
Course Review

Collect Course
Collect Annual Collect Current Feedback (Focus Collect Industry
Reports Course Information Groups and/or QILT Feedback
Data)

Recommend Course
of Action

Review and Update

Decision agreed
by AB?

End of Re
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Course Redevelopment Process

Redevelopment of
Course

Comprehensive

Course Review

CAC for review of

changes

Request CET from
TEQSA

Update of Unit
Outlines

CAC Discussion of
Unit OQutlines (LO,
Structure
Assessment)

Complete Academic
& TEQSA

Documentation
(Mapping)

CAC Final Review

AB to approve
Course for external
review

External Review of
Everything

Internal Response to
External Review

Academic Board to
Approve Complete
Documentation

Board of Directors
Updated Business

Case and Submission
Approval

Documents sent to

TEQSA

TEQSA Approval

New and Updated
Unit Development
ready for Delivery

[

>

Complete
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Development of a Specialisation
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