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1. PRINCIPLES

Ozford Institute of Higher Education (herein referred to as “the Institute”) is mindful of the need for students
to consult with academic staff and ensure that all students have access to appropriate student consultation services,
outside of the lecture/tutorial time, with academic staff as and when required. This is regarded as an essential
aspect of both the commitment by the Institute to supporting the learning by its students and to facilitate student

retention and progression through their course.
2. SCOPE

This policy applies to all academic staff, including full-time, part-time, fixed term and sessional lecturers, and all
students at the Institute.

3. DEFINITIONS

Consultation

Consultation means a time when students either individually or in small groups seek face-to-face contact with
academic staff in order to raise issues including assessment, content learning challenges or non-academic issues
that they may be facing in the subject they are studying.

4. POLICY

4.1  All Institute students are responsible for their own academic success and where support is required should

request a consultation session with academic staff. Students are also responsible for acting on feedback.

4.2 The Institute provides student support services for all students as outlined in the Student Support and
Services Policy and Procedure.
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4.3 All Institute academic staff are required to be available for student consultation on all unit-related matters each

week during the trimester, including the assessment and post-assessment period.
4.4  Consultation sessions shall be held either online or at places suitable for the purpose on campus.

4.5  If the student raises non-unit related issues during the consultation session, academic staff will refer students
to specific Institute support services and/or refer the student to the Academic Dean.

4.6 The Academic Dean is available by appointment for student consultation about any academic matter. Students
may be referred to the Academic Dean for assistance where a need for escalation or broader support is
identified.

Online Consultation

4.7  Students should use their Institute email account to contact academic staff during or outside of scheduled
consultation times. Academic staff will respond to emails from students within a reasonable timeframe (usually
two business days).

4.8 Where a significant issue arises from email communication, Academic staff will make every effort to arrange to
meet the student face-to-face, by telephone or by video software (ie Teams or Zoom) as soon as possible to
discuss the matter.

Student Assessment

4.9  The Assessment Policy and Procedure sets out how the Institute conducts and grades assessment of
students and the feedback that should be provided.

Students at Risk

4.10 The Academic Progress Policy and Procedure scts out how the Institute identifies and manages Students

‘at risk’ of unsatisfactory course progress.
Student feedback

4.11 The Institute will survey students to collect feedback about student consultation as set out in the Student
Feedback Policy and Procedure.

Student consultation records
412 Student consultation records will be maintained as set out in the Records Management Policy and Procedure.
Reporting and monitoring

413 The Education Committee and the Academic Board will receive reports that include analysis of student
feedback about consultation as set out in the Student Feedback Policy and Procedure.
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5. QUALITY ASSURANCE

To ensure that this policy is fit for purpose and meet the requirements of the HES Threshold Standards the policy
will be;

5.1 internally endorsed by the Executive Management Team on development or review, prior to approval by
Governing Board, or the Academic Board or other delegated authority;

52  externally reviewed as part of any independent review of the HES Threshold Standards approved by the
Governing Board,;

5.3  internally reviewed by the Responsible Officer every three years from the date of approval (if not earlier).
5.4  referenced to the applicable HES threshold Standard and/or other legislation/regulation.

6. FEEDBACK

Feedback or comments on this policy is welcomed by the listed Responsible officer of the Institute.
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Note: AB = Academic Board

Ozford Institute of Higher Education Pty Ltd ACN 165 694 351 trading as Ozford Institute of Higher Education. CRICOS Provider No: 034298
Student Consultation Policy Version 4.0

Version Date: September 2023 Page 4 of 4



