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1. Objective 
The objectives of this policy are to: 
(a) outline the principles that guide the University in offering executive education and short courses; and 
(b) clarify the status of participants in executive education and short courses in the University. 
2. Scope 
2.1. This policy applies to all executive education and short courses offered by the University. 
2.2. This policy does not apply to award or non-award courses offered by the University. 
3. Authority 
This policy is made under the University of Melbourne Act 2009 (Vic) and the Vice-Chancellor Regulation . 
4. Policy 
4.1. The University may offer a number of executive education and short courses, including educational or training activities, seminars and hobby courses. 
4.2. Executive education and short courses do not require Academic Board approval. 
4.3. Executive education and short courses do not attract credit towards University awards and participants do not receive an award of the University as recognition of completion. Academic divisions issue a statement of attendance/completion to participants on completion of the executive education or short course. 
4.4. Participants in executive education and short courses are not enrolled students of the University but are required to comply with all behavioural expectations of students. 
4.5. The University records and maintains records of participant details in line with University and government policy . 
4.6. The names of executive education and short courses must not be the same as any formally approved titles of University awards. 
5. Procedural principles 
5.1. The dean of the academic division offering an executive education or short course is responsible for the development, approval and conduct of the program, including maintaining academic standards and quality assurance. 
5.2. Academic divisions maintain records of participants in accordance with the University Records Management Policy and Privacy Policy , including personal details, financial records, and attendance and assessment where relevant and required. 
5.3. Executive education and short courses are fee-paying. The level of fee is approved by the dean of the relevant academic division and published in promotional material, along with conditions on bookings, refunds or exchanges. 
5.4. Academic divisions are responsible for publicising their executive education and short courses. Promotional material and other documentation (eg registration form, information sheets, correspondence, statements of completion) must clearly indicate that: 
(a) these activities are not award programs of the University; 
(b) the activities are based in an academic division; and 
(c) participants are not enrolled students of the University. 
5.5. Participants are subject to the conditions listed on the registration form and any further conditions approved by the academic division. The registration form must set out the University policies which participants are expected to comply with, and require participants to agree to such compliance, as part of the conditions. 
5.6. Participants have access only to the University services listed for the program in its published information, and included in the fee. 
5.7. Participants do not receive a student card. 
5.8. Statements of completion/attendance are issued by the academic division and should indicate key features of the course such as duration, assessment and summary of content. Where there is an assessment component, such results may also be included. 
5.9. The academic division is responsible for organising all assessment, where relevant. 
5.10. The University crest may be used for executive education and short courses only in accordance with the Branding Policy . The University crest may appear only at the bottom of the statement of attendance/completion and in conjunction with the name of the academic division offering the program. 
5.11. Participants who successfully complete executive education and short courses are not graduates of the University and are not eligible for membership of the University Alumni. 
5.12. The academic division should advise participants of the need to retain copies of the statement of attendance/completion as duplicates may not be available from the academic division. 
6. Roles and responsibilities 
	
Role/Decision/Action 
	
Responsibility 
	
Conditions and limitations 

	
Manage the development and administration of executive education and short courses including: 
fee setting; 
maintaining participant records; 
promotion and advertising; 
issuing certificates of completion; 
quality assurance; and 
ensuring registration forms contain required information on participation conditions. 
	
Deans or their nominees 
	




7. Definitions 
Award course means a program of study which leads to an award of the University. 
Executive education and short courses mean a hobby/interest, seminar, training or professional development activity offered by the University which does not lead to an award of the University and for which a statement of results (academic transcript) and a testamur are not issued. 
Non-award course means a program of study that does not lead to an award of the University and comprises one or more subjects which: 
(a) are from an award course at the University and are potentially able to be counted as credit towards an award course at the University by students who successfully complete them; or 
(b) may be used to meet the entry requirements for an award course. 
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