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CONFERRAL AND GRADUATION PROCESS
This process supports the conferral and graduation policy by setting out detailed process
requirements in relation to enrolment at RMIT University.
The sections of the process below state university requirements and responsibilities and ensure
compliance with external regulatory requirements regarding:
 conferral of awards,
 graduation ceremonies, and

 documentation of students’ achievement and results.
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Completion
1.

The University has an administrative process to identify and approve completion of program
requirements for current students.

2.

As far as possible, the Academic Registrar will identify students nearing completion of their
programs, but it remains the responsibility of the student to apply to graduate.

3.

The Academic Registrar will invite schools to confirm the students’ completion of award
requirements.

4.

In the case of double degrees, where the two component single degrees are offered by
different schools, it is the responsibility of each school to confirm the student’s completion of
the program plan for its single degree.

5.

Students who are confirmed as having completed their program will be informed by the
Academic Registrar and invited to apply to graduate. Refer to sections 23-27 of this process.

6.

Other current students who believe they are about to complete all requirements, and students
who completed requirements of their program in the past, may apply to graduate.

7.

Where a student identifies their completion of a program, the University will respond with
advice of that student’s completion status
 within 20 working days of the release of the final results contributing to the program, or
 (where the student is applying in relation to a past completion) within 20 days of the
student’s application to graduate.

8.

Where a higher education student fulfils the program learning outcomes by completing an
approved non-standard enrolment involving courses other than those specified in the program
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guide, the Dean/Head of School may recommend a non-standard completion to the Deputy
Pro Vice-Chancellor, Learning and Teaching (DPVC, L&T), who may approve it.
8.1. A non-standard completion may be approved where the student has completed courses
other than those specified in the program guide if they have been incorrectly advised on
their enrolment.
8.2. A non-standard program may not be approved where a student has enrolled incorrectly
of their own accord.
9.

The University will enable conferral of awards as soon as feasible after students are identified
as having fulfilled the requirements of the relevant program.
9.1. The Academic Registrar submits, to each Academic Board meeting, for noting, lists of
students whose awards have been conferred in absentia since the previous meeting of
the Board; these lists are provided for noting to the next Council meeting,

10. Where a program has intermediate awards, students who have completed the requirements of
these awards may apply to the School to have them conferred before they have completed the
parent program. If the School agrees to such a conferral, it effects it by the following process.
10.1. The School submits a request to ARG Enrolments and Student Records (ESR) to quickadmit the student into the intermediate award program.
10.2. ESR perform the quick-admit and inform the School.
10.3. The School confirms the student’s completion in the Completions system.
10.4. ARG Exams, Awards and Graduations invite the student to apply to graduate or to have
the award conferred in absentia.
Return to table of contents
Historical completions
11. The Academic Registrar will consider evidence or material submitted in support of an
application for an historical completion on a case-by-case basis. See also sections 29-32.
12. For the Academic Registrar to confirm an historical completion, there must be:
 a record of the student’s results,
 a record of the program structure and requirements for the award at the time,
 evidence/documentation to demonstrate that the results fulfil the program requirements,
and
 confirmation of completion of requirements, including any work integrated learning (WIL) or
clinical requirements, from the Dean/Head of School.
Return to table of contents
Restrictions on changes to a student’s record after completion
13. Once a student’s completion has been confirmed, changes to the student’s results in courses
required for the completion can only be made by the Academic Registrar, on the authorisation
of the Dean/Head of School and the DPVC, L&T of the relevant college, or on the basis of a
decision made under the Student Conduct Regulations.
14. If the changes result in a different award level, this information must be included with the
amendment to result documentation and authorised along with the result change.
15. If the award has been conferred, the School must submit the Withdrawal of Award Request
form to ARG Exams, Awards and Graduations (EAG) to withdraw the student’s existing award.
15.1. The School arranges for the student to return the testamur. The testamur is provided to
EAG for destruction.
15.2. EAG then generate the new testamur and consult the School about whether to send it to
the School or directly to the student.
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Return to table of contents
Conferral of awards
16. The University only provides testamurs and other award documentation in formats that enable
security and authenticity of documents
Return to table of contents
Completion and conferral dates
17. The completion date is the date on which the student fulfils all requirements of the program.
18. The date of conferral of an award is the date that Council approves that an award be
conferred. This date is recorded on the graduate’s testamur, Australian Higher Education
Graduation Statement and academic transcript.
19. Awards may be conferred:
19.1. on the date of the next available graduation ceremony, as determined by the University,
after the date on which the graduand completed all program requirements, or
19.2. in absentia, at a date determined by the University.
20. Where a School intends to send vocational education awards to students at a School
ceremony, or to send them to an industry partner to be provided to the students, this is
effected by the following process:
20.1. At the time of the students’ enrolment, the School specifies an available conferral date in
the Completions database, and enters an instruction as to whether the testamur is to be
sent to the School or to the mailing address in SAMS.
20.2. For students for whom these dates/instruction have been entered, ARG Exams, Awards
and Graduations do not include the awards in the next graduation ceremony or batch of
in absentia conferrals (as relevant), but instead send the batch of testamurs to the School
or to the students’ mailing address in SAMS , as per the instruction.
Return to table of contents
Graduation
21. Graduands of all RMIT and nationally-accredited award programs may be eligible to attend a
graduation ceremony or may choose to graduate in absentia.
22. Schools may celebrate graduate certificates and/or vocational education programs of less than
540 nominal hours or below diploma level at a school or college-based ceremony or a
ceremony run in conjunction with a partner institution or organisation.
23. The following restrictions apply to graduands’ attendance at graduation ceremonies:
23.1. Students whose results are released too late (as determined by the Academic Registrar)
for their completion to be assessed in time for a graduation ceremony, may apply to
graduate at a later ceremony.
23.2. Graduands who owe a debt to the University in relation to their program of study for an
award, or who owe other administrative fees such as library fines, cannot have the award
conferred or graduate until the debt is paid.
24. A student may not graduate more than once with the same award. The only exception to this
rule is where changes to a training package require graduates of a vocational education award
to complete the award again to maintain the currency of the qualification.
Return to table of contents
Issuance of documentation
25. The University will provide students and graduates with documentation of their award, either
on paper or digitally. This may include:
Document type
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Testamur

One copy issued free at
graduation/conferral*

One copy issued free at
graduation/conferral*

Transcript of results

One copy issued free at
graduation/conferral*

One copy issued free at
graduation/conferral*

Australian Higher Education
Graduation Statement

One copy issued free on
conferral of program – for a
charge at other times*

One copy issued free on
conferral of program – for a
charge at other times*.

Vocational Education
Qualification Statement

Issued on request after
completion for a charge

Issued on request after
completion for a charge

Statement of attainment

No

One copy issued free on
completion – further copies
issued free upon request

* Other than the copy issued free on completion/conferral/graduation, there is a charge for
issue/reissue of these documents: see the current schedule of fees and charges.
26. Vocational education qualifications are issued within 30 days of the confirmation of the
student’s completion.
Return to table of contents
Restrictions on conferral and issuance of documentation
27. In accordance with the ASQA General Direction on Transition and teach-out, the University will
not issue or confer an award on a student for a nationally recognised training package
qualification that was deleted (or was superseded), or an accredited course that expired (or
was superseded) more than 12 months earlier.
28. A student or former student may apply to graduate only if completion of the relevant program
was confirmed in the student management system within the previous 10 years.
29. The University will not normally confer an award where a student completed program
requirements more than 10 years earlier. Such a student may be issued with a transcript
stating that they had completed the requirements of the program but they are not eligible to
have the award conferred. Any requests for an exception must be made in writing to and be
approved by the Academic Registrar.
30. A student who is not recorded as having completed a given award on the student
management system will not be eligible to have that award conferred. A student or former
student who believes they have completed all requirements of a program but this is not
recorded on the student management system may apply to the Academic Registrar for an
amendment. In such a case the student must provide evidence to support their argument that
their record needs to be corrected.
Return to table of contents
Replacement testamur or certificate
31. On payment of an administrative charge, a testamur can be replaced where the original has
been lost, stolen, damaged or destroyed, or in exceptional circumstances.
32. Where a graduate requires a replacement testamur, the University provides it showing the
same name as the original, to preserve the historical accuracy and integrity of the University’s
records.
32.1. The Academic Registrar may approve a change of name on a replacement testamur
where the graduate provides evidence that:
 they are in a witness protection scheme or
 they have officially changed their gender, or
 the reasons for the change of name are of similar weight to the above.
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33. The process for applying for and supplying a replacement testamur is as follows:
33.1. If the graduate’s student record is on the RMIT University student management system,
the graduate submits a replacement testamur request online.
33.2. If the graduate’s student record predates the University’s electronic student management
system, the graduate contacts RMIT Connect, who will provide them with a paper form.
33.3. The original testamur must be returned before a replacement can be issued.
33.4. The replacement testamur will be printed in the format and with the signatures currently
used when issuing new testamurs.
34. Where a replacement testamur is requested for an award that was originally granted by
another institution or entity which subsequently amalgamated with or has otherwise been
incorporated into the University, the following advice will be included on the replacement
testamur or certificate:
The original of this Award was issued by the (name of the previous institution) on the
(date), of which RMIT University, pursuant to the Royal Melbourne Institute of Technology
Act 2010, is the legal successor.
Return to table of contents
Posthumous awards
35. The process for a posthumous award is as follows.
35.1. The Dean/Head of School sends a memo to the Academic Registrar which:
 identifies the deceased student,
 requests the posthumous award, and
 states the rationale for making a posthumous award: either confirming that the student
meets the relevant criterion in section 21 of the policy or explaining the exceptional
circumstances.
35.2. The Academic Registrar informs the School whether a posthumous award can be
conferred.
35.3. If a posthumous award is to be conferred, the School
 enters PX (ungraded pass) results for all courses required for completion that the
student had not yet passed, and
 places the memo to the Academic Registrar, and the Academic Registrar’s response,
on the student file as evidence of the reason for the result amendments.
35.4. The School consults the student’s family as to whether the award will be conferred in
absentia or (if the award is of a type that can be conferred at a graduation ceremony)
whether a member of the student’s family will attend the next graduation ceremony to
accept the award on the student’s behalf.
35.5. ARG Exams, Awards and Graduations then perform the in absentia conferral or arrange
for the family member to accept the award at a graduation ceremony.
Return to table of contents
Honorary awards
36. The University may issue honorary awards to recognise outstanding achievements of
members of the community. These are administered by the University Secretariat under the
conditions set out in RMIT Statute No. 1; Part 8 and the Honorary degrees regulations. See
also the Honorary and visiting academic appointments policy.
37. Recipients of honorary awards may use these award abbreviations after their name with the
abbreviation ‘hon’ following the award abbreviation.
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38. Recipients of honorary doctorates may use the honorific ‘Dr’ at RMIT ceremonies only: it
should not be used at other times.
Return to table of contents
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