
This document may be varied, withdrawn or replaced at any time. Printed copies, or part thereof, are regarded as uncontrolled and should not be relied
upon as the current version. It is the responsibility of the individual reading this document to refer to The University of Queensland's Policy and
Procedure Library for the latest version.

Page 1 of 10

Shorter Form Credentials Admission, Enrolment,
Fees and Assessment Procedure

Section 1 - Purpose and Scope
(1) This Procedure sets out the requirements for the management of shorter form credentials, including:

admissions and enrolments;a.
fees and refunds;b.
the design and conduct of assessment; andc.
transcripts, digital badges and verification of completion.d.

Section 2 - Process and Key Controls
(2) Shorter form credentials are administered in accordance with this Procedure to meet operational and legislative
requirements.

(3) Where there is an inconsistency between this Procedure and another University policy, the University policy will
take precedence.

(4) Any student grievances or appeals arising from an action taken under this Procedure will be managed in
accordance with the Student Grievance Resolution Policy.

Section 3 - Key Requirements
Publication Requirements

(5) Prior to accepting applications for admission to a suite or module, the coordinating unit must publish the following
information where relevant:

admission requirements including pre-requisites and English language proficiency requirements,a.
minimum inherent requirements for undertaking the shorter form credential,b.
mode of delivery,c.
unit value and duration,d.
tuition fees and any incidental fees, ande.
for suites:f.

maximum time for completion of all modules within the suite, andi.
credit that can be awarded (on application) towards undergraduate or postgraduate courses or programsii.
on completion of the shorter form credential.

(6) On each occasion a shorter form credential module is offered, prior to accepting enrolments, the coordinating unit
must also publish the following information for the module:

https://policies.uq.edu.au/document/view-current.php?id=147
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minimum enrolment quota where relevant,a.
assessment type and timing, andb.
maximum time for completion of the module.c.

Admission

(7) Admission requirements may include:

English proficiency requirements: while there is no minimum university-wide English language proficiencya.
requirement for shorter form credentials, a specific module or suite of modules may specify a minimum
requirement for admission;
Prior studies: such as completion of a pre-requisite course or other shorter form credential or a qualificationb.
such as a bachelor’s degree;
Professional registration or membership; and/orc.
Work experience.d.

(8) Where the shorter form credential has limited places available, admission may be based on:

the merit of an individual student and the availability of resources required for the student to undertake anda.
complete the shorter form credential, or
the order in which applications are received.b.

(9) An applicant must meet all admission requirements prior to admission and no conditional offers can be made.

(10) Students must complete both Academic Integrity Modules prior to enrolling in their third shorter form credential
module.

(11) An offer for a shorter form credential may not be deferred.

(12) Applications for admission to a shorter form credential module are due on the date set by the Academic Registrar
and advertised on the website; late applications will not be accepted.

(13) Applications for admission to a suite of modules can be submitted at any time after applications open.

Enrolment

(14) An offering of a module may be cancelled before the scheduled start date (for instructor-paced offerings) or the
proposed start date (for self-paced offerings) if the published enrolment quota is not met. However if a student
requires the module to complete a suite, an alternative must be offered.

(15) Enrolment is not confirmed until all fees and charges are paid.

(16) A student enrolled in a module may withdraw from the module any time before the end date.

If the student withdraws by the start date, the enrolment will be cancelled (i.e. removed from the studenta.
record) and prepaid fees may be recredited in accordance with the ‘Fees’ provisions below.
If the student withdraws after the start date, the student will remain enrolled in the module, and a grade ofb.
Dropped-Withdrawn (DW) will be recorded. However, in exceptional circumstances, a student may apply to the
Executive Dean for their enrolment in the module to be cancelled after the start date:

if they can demonstrate with documentary evidence that circumstances have arisen after the start datei.
which make it impracticable for the student to complete the module; and
the application is submitted prior to release of the student’s final grade for the module.ii.
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(17) Once commenced, a module must be completed within the published maximum time for completion.

(18) A person who has been expelled or refused enrolment at UQ or another tertiary educational institution, for either
academic or non-academic reasons, may be refused enrolment in a shorter form credential at this University.

Fees

(19) Fees will be set (in Australian dollars) and include a Goods and Services Tax (GST) component where required.

(20) Fees must be paid by the due date; no extensions or payment plans will be approved.

(21) If fees are not received in full by the due date, enrolment will be cancelled.

(22) Where an offering of a module is cancelled due to insufficient enrolments, any fees paid for enrolment in that
offering will be credited towards the student account.

(23) When enrolling in a module, any other outstanding fees must be paid before a fee payment can be applied
towards the module.

(24) Where a student withdraws from a module by the start date or receives approval to cancel enrolment after the
start date (under clause 16), any fees paid for that offering will be credited towards the student account.

Refund of Fees

(25) Where a student has a credit in their student account the student may apply for a refund.

(26) To apply for a refund, a student must submit an online student fee refund request via my.UQ. If a student cannot
access my.UQ, a completed Student Fees Refund Request form may be submitted to fees@uq.edu.au with verifiable
proof of identity.

(27) Refunds will be made in Australian dollars.

(28) Refunds will be made to the original payment source, with the following exceptions.

If the money being refunded was paid to the University with an Australian credit card more than twelve monthsa.
prior to the refund, in which case the refund may be paid to a bank account specified by the student.
Where a student can provide documentary evidence from the payer’s bank/card provider proving theb.
originating account is closed, refunds can be made to a bank account specified by the student.

Uncollected Funds

(29) An amount in credit on a student’s account which has been inactive for a period of 15 months is considered
uncollected funds.

Students with uncollected funds will be emailed by the University to encourage them to apply for a refund,a.
unless the amount of uncollected funds is less than $56.
If the student does not apply for a refund or does not contact Student Fees within 30 days of the date theb.
University notifies the student of uncollected funds, the uncollected funds will be transferred to a University
fund to support students in hardship.
Uncollected funds which have been transferred to a University fund to support students in hardship will not bec.
refunded except in exceptional circumstances as determined by the Deputy Director, Academic
Services Division or the Senior Manager, Student Enrolments and Fees.

https://policies.uq.edu.au/download.php?id=492&version=3&associated
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Assessment

Design and Delivery

(30) Assessment is designed to:

maintain high academic standards, and generate valid evidence of learning; anda.
provide comprehensive, accurate, consistent and dependable certification of students’ achievement of learningb.
outcomes.

(31) Assessment should be consistent with the principles and requirements outlined in the Assessment Policy and
supporting procedures.

(32) Shorter form credential modules with a unit value higher than 1 unit must have more than one assessment item,
timed to ensure that students receive progressive feedback.

(33) Where a suite of modules is approved for credit towards a UQ award, assessment must be designed with regard
to the program learning outcomes of the program towards which credit is to be granted.

Assessment Integrity

(34) In designing and conducting assessment, teaching staff must give due regard to assessment integrity and
security and minimise the possibility of impersonation and cheating through the use of Identity Verified Assessment
where practicable.

(35) Students have a responsibility to maintain the highest standards of academic integrity in their work and ensure
they appropriately acknowledge the ideas, interpretations, words or creative works of others.

Publication Requirements

(36) Students must be provided details on all assessment items, including the assessment type, assessment criteria,
the method of weighting and aggregating individual pieces of assessment, the use of any hurdle requirements, and
the method used to determine a final grade.

(37) Where a module is offered in self-paced mode, assessment details must be published prior to accepting
enrolments.

(38) Where a module is offered in instructor-paced mode, assessment details must be published before the scheduled
start date.

Reasonable Adjustments to Assessment

(39) A reasonable adjustment or change to assessment may be made in specified circumstances to ensure all students
are able to participate equitably in the academic life of the University.

(40) Adjustments are only made when the student has formal approval under Reasonable Adjustments for Students
Policy and the adjustment retains the essential learning objectives for the shorter form credential.

(41) Students must negotiate support needs with a Diversity and Inclusion Advisor at least three weeks before the
scheduled start date (for instructor-paced offerings) or the proposed commencement date (for self-paced offerings) for
the relevant module.

(42) If a disability, medical condition, or exceptional circumstances arise after commencement of a shorter form
credential, and it is not practicable for adjustments to be made in time to retain the essential learning objectives for
the shorter form credential, an application for cancellation of enrolment may be made under clause 16 of this

https://policies.uq.edu.au/document/view-current.php?id=134
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Procedure.

Assessment Dates

(43) Assessment must be completed by the published due date, which could be relative to the date of module
commencement, or published examination date where relevant.

(44) A student may apply to the School or Faculty for an extension to the due date for an assessment time if they are
unable to meet an assessment deadline due to unavoidable circumstances.

(45) Applications for an extension must be submitted as soon as it becomes evident that an extension is needed and
must be received before the due date/time.

(46) Where a module has an examination, a student who cannot take the examination at the scheduled time will not
be eligible for a deferred examination.

(47) A student who does not pass the assessment for a shorter form credential module will not be eligible for
supplementary assessment.

Group Work

(48) Where a shorter form credential module includes group assessment, the assessment must be transparent, fair
and equitable, and:

the need for group work must be necessary to achieve the learning objectives;a.
students must be given an opportunity to learn how to work effectively in teams/groups by way of specificb.
training in the module unless this knowledge can be assumed on the basis of the admission requirements; and
students must be provided with resources and support within the module to enable management of cases inc.
which groups are not functioning effectively.

Feedback on Assessment

(49) Students must be provided timely and meaningful feedback appropriate to the assessment task weighting, timing
and context, and with reference to criteria and standards.

Assessment Re-mark

(50) Where a student has completed an individual assessment item and been provided feedback, if the student
believes the judgement of their work and the resulting mark or grade they were awarded for an assessment item does
not reflect their performance, as measured against the published assessment criteria, then the student can apply for a
re-mark.

(51) A re-mark request must be submitted online through my.UQ to the School or Faculty no later than 21 calendar
days after release of marks for the assessment item.

(52) For an application for re-mark of group assessment where only one mark is awarded irrespective of individual
contributions:

at least 50% of the members of the group must agree to the request for a re-mark, anda.
if all group members are not party to the application, the decision maker will send a notification to all groupb.
members. The notification is for information purposes only and should refer the students to this Procedure such
that all group members are aware of the process.

https://policies.uq.edu.au/download.php?id=489&version=2&associated
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Final Grades

(53) Grading Scheme: a shorter form credential module may use one of the following grading schemes:

1-7 (where 1-3 are Fail, and 4-7 are Pass-Credit-Distinction-High Distinction); ora.
Pass/Fail (i.e. P and N).b.

(54) Grade finalisation: a final grade must be determined and published:

in the case of an instructor-paced module, within two weeks of the scheduled end date; anda.
in the case of a self-paced module, within one month of the student submitting all assessment required forb.
completion of the module.

(55) The Executive Dean is responsible for ensuring that appropriate processes are implemented by the Faculty and
Schools to conduct moderation, accurate calculation and determination of grades, in a format and timeframe set by
the Academic Registrar.

Administrative Grades

(56) Where a student withdraws from a module after the start date, an administrative grade of Dropped-Withdrawn
(DW) will be assigned.

(57) Where a student fails to participate in a shorter form credential module in which they are enrolled as at the start
date, and no assessable work is submitted, an administrative grade of Not Completed (NC) will be assigned.

Record of Completion

(58) The Official Academic Transcript will provide details for all shorter form credential modules that have been
satisfactorily completed (i.e. passing grades only), including the grade for each module, as well as details of all shorter
form credential suites that have been satisfactorily completed.

(59) The unofficial academic transcript/Studies Report will include details of all shorter form credentials.

(60) A Digital Badge will be issued for each shorter form credential module completed satisfactorily by the student.

(61) A Certificate of Achievement will be issued for each shorter form credential suite satisfactorily completed (i.e. all
constituent modules passed) by the student.

(62) Shorter form credentials will not be included in the AHEGS.

(63) Students do not graduate from, nor receive a testamur for, completion of a shorter form credential.

Section 4 - Roles, Responsibilities and
Accountabilities
Vice-Chancellor 

(64) The Vice-Chancellor:

Approves the basis on which fees will be set for shorter form credentials.a.
Will certify completion of a suite of shorter form credentials.b.



This document may be varied, withdrawn or replaced at any time. Printed copies, or part thereof, are regarded as uncontrolled and should not be relied
upon as the current version. It is the responsibility of the individual reading this document to refer to The University of Queensland's Policy and
Procedure Library for the latest version.

Page 7 of 10

Executive Dean 

(65) The Executive Dean has overall accountability for the shorter form credentials offered by the coordinating units
that report to or operate under the umbrella of their Faculty, and oversees quality assurance processes in consultation
with the Associate Dean (Academic) and the heads of coordinating units.

(66) The Executive Dean:

will set fees, including any variations for specific cohorts and annual review and indexation of fees;a.
will approve new shorter form credential modules;b.
will nominate the School Teaching and Learning Committee responsible for the duties in clause 69 for shorterc.
form credentials offered by Institutes;
may set an earlier due date for students to apply for admission (than the standard due date set by thed.
Academic Registrar);
will approve the basis of admission where limited places are available, in accordance with the provisions ofe.
clause 8;
may vary admission requirements in respect of a particular applicant if satisfied that no other student will bef.
disadvantaged;
will certify grades for shorter form credential modules; andg.
will ensure a regular qualitative and quantitative review is undertaken that has, as its goal, an evidence-basedh.
evaluation of the viability, quality, structure, focus and outcomes of shorter form credentials.

Head of the Coordinating Unit 

(67) The Head of the Coordinating Unit:

will determine the mode of delivery and duration; anda.
may set minimum enrolment quotas.b.

Academic Registrar

(68) The Academic Registrar:

may grant approval to amend the mode of delivery, duration and assessment details after the published starta.
date in exceptional circumstances;
will set the due date for students to apply for admission to a shorter form credential;b.
approves the format and content of digital badges and completion certificates;c.
approves the configuration of approved fees in SI-net, with any rounding as required;d.
may vary the fees charged to a specific student on administrative grounds;e.
sets administrative dates such as the fees due date;f.
will certify completion of a suite of shorter form credentials; andg.
is responsible for ensuring the Procedure is effective and meets legislative requirements.h.

School Teaching and Learning Committee 

(69) The School Teaching and Learning Committee is:

responsible for monitoring all aspects of assessment including assessment design and integrity, moderation ofa.
results, and finalisation of grades for shorter form credential modules; and
responsible for monitoring all aspects of assessment including assessment design and integrity, moderation ofb.
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results, and finalisation of grades for shorter form credential modules offered by any Institute it is most closely
associated with.

Section 5 - Monitoring, Review and Assurance
(70) Compliance monitoring is conducted in accordance with the Shorter Form Credentials Policy.

Section 6 - Recording and Reporting
(71) Student details, including applications, outcome of applications, enrolment details and grades will be recorded
in SI-net.

(72) Curriculum artefacts for shorter form credentials will be recorded in the Curriculum Management System.

(73) Details relating to fees, including fees payable and student payments and refunds will be recorded in SI-net.

(74) Coordinating units must keep appropriate records of all assessment results, and the evaluation of assessment, in
accordance with the Information Management Policy. Protecting Grade Integrity Guideline are available to academic
and professional staff.

(75) Unless authorised by the Academic Registrar, material containing assessment, completed examination scripts
and uncollected student assignments must be retained for a minimum of 12 months from the date of release of
grades.

(76) Records and reports are managed in conjunction with the Programs, Plans and Courses Quality Assurance Policy.

(77) Faculty Executive Deans will maintain a record of all decisions related to indexation of fees and variations of fees
for specific cohorts of students.

Section 7 - Appendix
Appendix 1 - Definition, Terms and Acronyms

Term Definition

Academic Integrity

The moral code or ethical policy of academia, including:

1. a commitment to the values of honesty, responsibility, transparency, respect, trust and
courage; and
2. the ethical principles that underpin academia and student life, such as maintenance of
academic standards, and honesty and rigour in assessment responses, research and academic
publishing.

Academic Integrity
Modules

Two online modules on the edX (Edge) platform that are designed to help students understand
their obligations and responsibilities. Students enrolled in degree programs at UQ must
complete these modules in their first semester of enrolment.

AHEGS Australian Higher Education Graduation Statement

Coordinating Unit The organisational unit that administers the shorter form credential, typically a School or
Institute.

Instructor-paced A shorter form credential module offering scheduled to start on a specific date nominated by
the instructor

Module A discrete unit of study in which a student enrols, with a unit value between 0.5 and 2 units.

https://policies.uq.edu.au/document/view-current.php?id=115
https://policies.uq.edu.au/document/view-current.php?id=61
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Term Definition

Offering Each occasion on which a shorter form credential module is offered; different offerings of the
same module may vary slightly.

Self-paced
A shorter form credential module offering that is wholly online and therefore can be
commenced on any date of the applicant’s choosing in the enrolment year, can be undertaken
at a pace determined by the student, but must be completed within the maximum specified
time for completion.

Shorter Form
Credential(s)

a module or suite of modules with academically assessed learning outcomes, generally offered
outside an award program that is usually completed in a short time frame.

Suite of Modules/Suite A defined group of modules, with a combined/aggregate credit value greater than or equal to 2
units; completion of all modules results in a larger shorter form credential.

Appendix 2

Principles for Setting Shorter Form Credential Fees

(78) If articulating into a UQ program, the shorter form credential fees must be calibrated to the fees payable by a
domestic fee-paying student for the courses within the program.

(79) If equivalent to one or more courses or part of a course within a UQ program, the shorter form credential fee must
not be less than the fee paid by a domestic fee-paying student for the equivalent course, courses or part of course
respectively.

(80) The fees for a suite should be no higher than the sum of the fees for individual modules within the suite.

(81) The fees for a module should be consistent across delivery modes.

(82) The fees for a module should be established with reference to the standard set of pricing tiers approved by the
Vice-Chancellor.

(83) Fees for shorter form credentials cannot be discounted or waived; however, scholarships may be awarded in
specific circumstances.

(84) Any variation or departure from these principles must be approved by the approving authority for shorter form
credentials as specified in Shorter Form Credentials Policy.

GST on Fees for Shorter Form Credentials

(85) Shorter form credentials are exempt from GST if:

they assist a student with meeting entry requirements for a UQ program; ora.
the student can apply for credit towards a UQ program on completion of the shorter form credential (suitesb.
only).

(86) Shorter form credentials that do not meet the requirements specified in clause 85 attract GST unless the student
is an international student as determined by the Student Fees Policy and is undertaking the shorter form credential
from outside Australia.

https://policies.uq.edu.au/document/view-current.php?id=115
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