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Appendix A – Procedures for University Policy on Courses – Award Certification
This set of procedures comprises three parts:

· Part 1 – Procedures applicable to all schools/teaching units

· Part 2– Procedures applicable to University Graduations Office and relevant offices issuing awards

· Part 3 – Procedures for graduates applying for awards of the University

PART 1 – Procedures applicable to all schools/teaching units

1 Allocation of names for degrees, diplomas and certificates (applies to all schools)
1.1. When a school wishes to introduce a new course that will result in a new degree, diploma or certificate, it includes in the course proposal the suggested name of the award and the proposed abbreviation.
1.2. When completing the course proposal, the school is required to contact Systems Support to reserve a code for the proposed course and the Academic Secretariat for endorsement of the proposed name and abbreviation for the degree, diploma or certificate.
1.3. When considering proposed award names and abbreviations, Academic Secretariat checks the approved list of award abbreviations for possible duplications and looks to precedent to suggest an appropriate abbreviation. (For example, the abbreviation for science is Sc, not Sci, Arch is used for Architecture qualifications and Ed is used for Education). The approved list of awards and abbreviations is published on the web and updated annually.
1.4. By their nature, abbreviations are intended to be short and award abbreviations must be as short as possible.
1.5. In general, schools must aim for consistency in use of abbreviations, clarity and non-duplication.
1.6. Unless schools are advised otherwise, the award abbreviation included in the relevant course proposal approved by Academic Council is the official approved version.
1.7. Enquiries concerning the correct award abbreviation to be used are to be directed to the Academic Secretariat.
1.8. Enquiries concerning the use of award abbreviations / post-nominals in publications are to be directed to Government and Corporate Communications. Staff at the Graduations Office can also provide advice.
PART 2 – Procedures applicable to University Graduations Office and relevant offices issuing awards

2 Production of Award Certificates (applies to Graduations Office)
1.1. Award certificates are printed on A4 size paper as approved by the University and contain the following: 
(a) the University coat of arms; 
(b) the name of the body conferring the award (i.e. the Senate of the University of Western Australia); 
(c) a statement confirming that the recipient has fulfilled all the requirements for the award; 
(d) the full name of the recipient; 
(e) the name of the award conferred; 
(f) where applicable the undergraduate major fields of study and minor fields of study;
(g) where applicable, the classification of honours awarded and the major field of study for honours; 
(h) where applicable, whether the award was made with distinction; 
(i) the signature of the Vice-Chancellor and of the Chancellor; 
(j) the University seal; and the University hologram; and 

(k) date of conferral. 
(Note: Examples of the UWA award certificates are on central file Ref 01/03/004/011)
The degree-specific major and second major undertaken for the following awards are reported on the testamur from July 2018:

· Bachelor of Arts (BA) (degree-specific major and second major undertaken);

· Bachelor of Biomedical Sciences (BBioMedSc) (degree-specific major and second major undertaken);

· Bachelor of Commerce (BCom) (degree-specific major and second major undertaken);

· Bachelor of Design (BDes) (degree-specific major and second major undertaken);

· Bachelor of Science (BSc) (degree-specific major and second major undertaken);

· Bachelor of Philosophy (Honours) [BPhil (Hons)] (the classification of honours awarded, the major field of study for honours, and second major, where relevant); and

· Undergraduate Diplomas (Diploma in XXX), where XXX represents the degree area namely: Arts, Biomedical Sciences, Commerce, Design and Science
1.2. Where programs have been approved by Senate in the past to be offered within a single course code, the name of the program completed by the student appears in brackets as part of the name of the degree, diploma or certificate. [Examples are the Bachelor of Science (course code 50110), and the Master of Science (course code 70530 or 70630)]. Senate has previously approved a limited number of degrees with separate course codes with a further descriptor in brackets in the degree name. [Examples are the Bachelor of Arts (Asian Studies) (course code 10200) and the Bachelor of Arts (European Studies) (course code 10210)].
3 Production of Awards Certificates for graduands who have not applied to have an award conferred within two years of first being eligible to graduate

1.1. On 1 March and 1 September each year graduands who have not applied to graduate, within the two-year window from completing course requirements, will be automatically graduated in absentia. 

1.2. Once an award is conferred in absentia, the graduate will not have the opportunity to attend a future graduation ceremony for their award.
1.3. The Graduations Office will attempt to contact the graduands using the most current contact information on the UWA database prior to sending out the testamurs. People who are uncontactable will be graduated and their testamurs withheld until they make contact with the Graduations Office.

4 Production of Award Certificates for courses undertaken as part of collaborative arrangements involving joint teaching and delivery of course (does not apply to courses delivered via articulation agreements) (applies to Graduations Office)
1.4. The design of award certificates for award courses undertaken either in association with another institution or group of institutions or as joint award of the University and another institution or group of institutions must be set out as follows:

(a) The collaboration of the other institution(s) is acknowledged at the foot of the University award certificate in the following manner:

(i) For collaboration in association with institution(s): "The programme of study for this degree was undertaken in association with the (name of institution(s))."
(ii) For collaboration as a joint award: "This degree was undertaken jointly with the (name of institution(s))."

(b) The approved logo of the collaborating institution(s) may be included at the foot of the award certificate, or in a corner where there is more than one collaborating institution.

(c) No form of endorsement or acknowledgement is approved other than those set out in 1.1(a)(i) and 1.1(a)(ii).

(d) The award certificate bears the seal of the University and the signatures of relevant office-bearers of the University. It does not include the seal or the signature of any office-bearer of any other institution.

(e) The signatures on the award certificate are set out as on a standard University award certificate.

(f) If the award certificate for a joint degree or diploma is issued by another institution, it is expected that the University's contribution be similarly acknowledged on the award certificate issued by the other institution.
5 Production of Non-Award Certificates (applies to organisational entity issuing non-awards)
1.5. Where the course is offered as a non-award course by the University or by the University in conjunction with another body, the information to be included on the certification of a non-award course is:

(g) the University coat of arms and in the case of offering the course in conjunction with another body, the coat of arms of that body (optional);

(h) the name of the school(s) or other academic units or administrative divisions presenting the certification;

(i) the name of the non-award course;

(j) the name of the person who is the subject of the certification;

(k) the type of certification, for example: Certificate of Participation; Certificate of Achievement; Certificate of Attendance. This is to recognise that Name attended Name of course and successfully completed all requirements of the Continuing Professional Development Programme.

(l) the signature of the head of school / course co-ordinator or delegate / University Officer; and

(m) the date of certification.

1.6. Where the course is offered by the University on behalf of another body, the other body is responsible for providing the standard form of certification to be used. This is acceptable so long as it is in accordance with the principle that no certification can imply the granting of any award or the conferring of any qualification of this University.

PART 3 – Procedures for graduates applying for awards of the University

6 Application to graduate
1.7. All graduating student must apply to attend a graduation ceremony by the published date. On 1 March and 1 September each year graduands who have not applied to graduate, within the two-year window from completing course requirements, will be automatically graduated in absentia. Once an award is conferred in absentia, the graduate will not have the opportunity to attend a future graduation ceremony for their award.

1.8. Students completing more than one course will be asked to select which course they would like to attend a ceremony for during their application to graduate. If they would like to attend ceremonies for both awards, they can defer their attendance for one award to the following round as it is only possible to attend one ceremony per round. Once students complete their application to graduate, they should contact the Graduations Office so this is set up for them.

1.9. The date printed on an award certificate is the date the award was conferred, not the date students finished their course and met course completion requirements. If students completing more than one course choose to defer their attendance for one award to the following round, the dates on their certificate will be different.

7 Application for a true copy of an award certificate 
1.10. Graduates applying for a true copy of an award certificate must complete the True Copy of a Degree Certificate Form, follow the instructions on the form.
1.11. Requests for a true copy of a certificate must be submitted: 
(a) as an original document to M356 Student Administration, The University of Western Australia, 35 Stirling Highway, Crawley, WA 6009; OR 
(b) sent as an attachment through askUWA: www.web.uwa.edu.au/askuwa
1.12. If the first copy or subsequent replacement true copy of a certificate has been lost, stolen, destroyed or not received, the applicant must complete the application form, including the required Statutory Declaration.

1.13. If the first true copy of a degree certificate has been damaged, the graduate is not required to complete the statutory declaration but must return the damaged true copy certificate with the application form.
1.14. Graduates residing overseas must have a Statutory Declaration made outside Australia witnessed by an Australian consular official, a justice or notary public under the law of that country, or by anyone authorised to administer an oath or witness a Statutory Declaration in that country.
1.15. Photographic identification must be provided when collecting a true copy of an award certificate.

1.16. Where a true copy of an award certificate is to be collected by a third party, written authorisation must be submitted with the application form, and the third party must provide photographic identification.

8 Application for a replacement award certificate (applies to graduates of the University)
1.1. Graduates applying for a replacement award certificate must complete the Replacement of a Degree Certificate Form and follow the instructions on the form.
1.2. If the original award certificate was lost, stolen, destroyed, or not received, the graduate must complete the application form, including the Statutory Declaration.
1.3. If an award certificate has been damaged, the graduate is not required to complete the statutory declaration but must return the damaged original certificate with the application form.
1.4. Replacement requests must be submitted:

(a) as an original document to M302 Student Services and Engagement, The University of Western Australia, 35 Stirling Highway, Crawley, WA 6009; OR 

(b) sent as an attachment through askUWA: www.web.uwa.edu.au/askuwa
1.5. Graduates residing overseas must have a Statutory Declaration made outside Australia witnessed by an Australian consular official, a justice or notary public under the law of that country, or by anyone authorised to administer an oath or witness a Statutory Declaration in that country.
1.6. Photographic identification must be provided when collecting a replacement award certificate.
1.7. Where a replacement award certificate is to be collected by a third party, written authorisation must be submitted with the application form, and the third party must provide photographic identification.

9 Reissuing award certificate following a legal name change 
1.1. Subject to this policy, the University reissues award certificates with the person's adopted name to a graduate who has legally changed their name, that is, the person's identity must be verified through the following:
(a) Completed UWA form for replacement certificate due to name change

(b) Two forms of Proof of graduate’s name change (eg. Marriage Certificate, Notification of Name Change, Drivers Licence or Passport); and

(c) Proof that the graduate’s new name has been updated on their USI account. This proof can consist of a screenshot of the graduate’s personal details on the USI Student Portal.

1.2. Reissued award certificates are subject to the following conditions:

(a) The applicant surrenders and returns the award certificate currently in their possession, together with documentary evidence of legal name change (see 9.1) and a completed UWA form for replacement certificate due to name change and proof that the applicant’s new name has been updated on their USI account;

(b) If the applicant's award certificate has been lost, stolen or destroyed, the applicant must:

(i) complete the Form for Replacement of a Degree Certificate Form including the Statutory Declaration. Graduates residing overseas must have a Statutory Declaration made outside Australia witnessed by an Australian consular official, a justice or notary public under the law of that country, or by anyone authorised to administer an oath or witness a Statutory Declaration in that country; and

(ii) provide documentary evidence of legal name change (see  9.1).

1.3. Photographic identification must be provided when collecting reissued award certificates.
1.4. Where reissued award certificates are to be collected by a third party, written authorisation must be submitted with the application, and the third party must provide photographic identification.

10 Application for Posthumous Award

Application and submission:
1.5. Applications are made by an applicant area (normally a head of school or chair of a board (e.g. Board of Graduate Research School)) which owns the relationship with the student. The application is based on a:

· request made by the family of a student, or by a friend, via the relevant school; or

· decision made by a school or a board on behalf of the concerned family.

1.6. All applications must be made by the head of school or chair of a board in writing and include the full name of the student, the date of birth, the student's student identification number (if known), the name of the qualification for which the student was a candidate and the name/s and address/es of the next-of-kin (if known) and a supporting case addressing the criteria in the Award Certification policy. 

1.7. Applications must be addressed to: The Academic Secretary, University Secretariat, M456, The University of Western Australia, 35 Stirling Highway, Crawley, Western Australia 6009.

Approval Process:
1.8. Academic Secretary prepares documentation for consideration by Chair of Academic Board.

1.9. The Chair of the Academic Board assesses application in light of the criteria set out in the Award Certification policy, in consultation, if required, with the relevant applicant area.

1.10. If the application fails to meet the criteria in the Award Certification policy, then the Chair of Academic Board advises the Academic Secretary who then notifies the applicant in writing with a copy sent to the relevant applicant area.

1.11. If satisfied that the application meets the criteria in the Award Certification policy, then the Chair of Academic Board advises the Academic Secretary who in turn forwards the recommendation to the Senate, via the University Secretary, for consideration.

Communicating approval outcome:
1.12. If an application is approved by Senate and the degree is to be conferred, the Academic Secretary, on receipt of the Senate minute extract, notifies the applicant area which is in turn responsible for communicating the outcome to the next of kin after consulting with the Chief of Staff in the Vice-Chancellery and the Graduations Office on the framing of the communication. The communication must include an invitation for the next of kin to consider:

(a) whether the name of the award recipient should be published in the appropriate graduation ceremony programme (designated "awarded posthumously");

(b) the nature of ceremony in an event where the next of kin agrees that the award recipient should be published in the appropriate graduation ceremony programme. The next of kin should be asked to choose either:

a. to have the award certificate presented at a small private ceremony in the Vice-Chancellery for close family and friends, to be held at a time convenient to the family as soon as possible after the Senate meeting; or 

b. to be invited with up to five other close family members or friends to attend a relevant public graduation ceremony.

Copies of the communication to the next of kin should be sent to the Chief of Staff in the Vice-Chancellery and the Graduations Office by the applicant area. On receiving the response from the next of kin, the applicant area must notify the Chief of Staff in the Vice-Chancellery and the Graduations Office.
Award Ceremony:
1.13. The next of kin may choose:

(a) to have the award certificate presented at a small private ceremony in the Vice-Chancellery. The Office of the Vice-Chancellery (OVC) and Graduations Office may vary the precise details of the arrangements depending on individual circumstances. Any variations will be communicated to the next of kin by the Chief of Staff in the Vice-Chancellery. The Graduations Office will be responsible for coordinating the family attendance at the small private ceremony. The OVC will be responsible for conducting the ceremony including extending invitations to the Head of the relevant applicant area.

(b) to have the award certificate presented at a relevant public graduation ceremony. Any variations will be communicated to the next of kin by the Graduations Office. The Graduations Office will be responsible for coordinating the family attendance at the public graduation ceremony.

(c) to not respond. If no response is received, the awardee's name is not included in the graduation ceremony programme and the award certificate is handed to, or sent by courier to, the next of kin by the Graduations Office
***************
