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1. Welcome to MAC!
Here at Mary Andrews College (MAC) we are all about equipping students to serve Jesus
in the local church and in the wider community. We are thankful for each student who
studies at MAC and we hope that you will find your place here.
Study at MAC has several parts all designed to form every student at MAC in character,
conviction, as well as in ministry competency. Formal learning occurs through unit
enrolment and attending lectures throughout the semester. There is also informal learning
that happens through formation groups, and friendships with other students. In this
handbook, you will find information about each part of study at MAC and how you can
make the most of this opportunity.
There will be points throughout your study where you will need to ask for help. This too is
part of the equipping process (as hard as it is). We are here to support every student and
so if you need help at any point, please reach out to us. There is further information in this
handbook about how to request further support.
Please be assured that we will be praying for you throughout your study. Please also pray
for staff and faculty at MAC, that we would also be rooted in God’s word and seek to
honour Christ as we serve Jesus here.

Dr. Louise Gosbell,
MAC Acting Principal,
July 2021
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2. Who’s Who of MAC
Faculty and Staff
Acting Principal and Dean of
Students

Dr Louise Gosbell
LouiseGosbell@mac.edu.au

Mental Health & Pastoral Care
Institute Co-Director
(Lecturer in Pastoral Care)

Rev. Dr Keith Condie
keithcondie@mac.edu.au

Mental Health & Pastoral Care
Institute Co-Director

Sarah Condie
sarahcondie@mac.edu.au

College Registrar

Sarah Barry
sarahbarry@mac.edu.au

Admissions and Enrolment
Officer

Jo Doughty-Roberts
jodoughty-roberts@mac.edu.au

Librarian

Rebecca Shead
rebecca@mac.edu.au

Library Assistant (Volunteer)

Janet Austin
library@mac.edu.au

MAC Lecturers

Viv Cheung
vivcheung@mac.edu.au
Jill McGilvray
jillmcgilvray@mac.edu.au
Rev. Marge Mills
margemills@mac.edu.au
Rev. Di Morgan
dimorgan@mac.edu.au
Karen Ray
karenray@mac.edu.au
Nicole Starling
nicolestarling@mac.edu.au
Rev. Jill Williams
jillwilliams@mac.edu.au
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Our campus in the Sydney CBD is a hub of activity as we share our facilities with Anglican
Deaconess Ministries (ADM), our parent organisation. ADM is led by Rev. Jo Gibbs (CEO).
If you are an on-campus student, you might bump into any one of our ADM staff, our
ADM fellows who are working on various projects being co-funded by ADM, and many
others who use our space for meetings or study purposes. When you do, please smile, say
hello, and introduce yourself. The vision of ADM is to see women, from generation to
generation, flourishing in Kingdom work. For 127 years, ADM’s mission has been to raise
up women with theological formation for practical and public engagement. To learn
more, see www.deaconessministries.org.au.

3. Key Contacts
While every team member is ready and willing to help, there are particular staff members
who are key contact points for every student:
For information related to your enrolment with the Australian College of Theology
(including FEE-HELP, billing, and fees), please contact Jo Doughty-Roberts at
macmin@mac.edu.au
To request further student support or to receive advice about student support processes
at MAC, please contact Louise Gosbell (LouiseGosbell@mac.edu.au).
To apply for an extension on your assessment, please contact Academic Dean at
academicdean@mac.edu.au
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4. MAC’s Doctrinal Beliefs
Mary Andrews College is a confessional theological college that is Reformed Evangelical.
As such, we hold to fundamental truths of the Christian faith, including:
-

-

-

The divine inspiration and infallibility of Holy Scripture as originally given, and its
supreme authority in all matters of faith and conduct;
The unity of the Father, the Son and the Holy Spirit in the Godhead;
The universal sinfulness and guilt of humanity since the fall, rendering men and
women subject to God’s wrath and condemnation;
The conception of Jesus Christ by the Holy Spirit and his birth by the virgin Mary;
Redemption from the guilt, penalty and power of sin only through the sacrificial
death – as our representative and substitute – of Jesus Christ, the incarnate Son of
God;
The bodily resurrection of Jesus Christ from the dead;
The necessity of the work of the Holy Spirit to make the death of Jesus effective in
the individual sinner, granting him or her repentance towards God, and faith in
Jesus Christ;
The indwelling and work of the Holy Spirit in the believer;
The expectation of the personal return of the Lord Jesus Christ.

Mary Andrews College warmly welcomes Christians from other denominations to study
with us who hold to the historic truths of the Christian faith.

8

5. Being Equipped at MAC
Being equipped at MAC is so much more than attending lectures and completing
assessment tasks. We encourage you to find the time to meet with other MAC students
informally. Meet before or after class for a coffee. Start a WhatsApp group with the other
students in your class so we can be chatting and praying for one another.
Another way to get to know other MAC students is to be involved with our Formation
Groups. Each semester we select a book we work through together for the duration of the
semester. In Semester 2, that book is Rosaria Butterfield's The Gospel Comes with a
House Key: Practicing Radically Ordinary Hospitality in our Post-Christian World.
Formation Groups will be running Tuesday afternoons 1:30-2:20 (online only) and
Wednesday mornings 9:00-9:50 (online and in-person). To register for second semester,
contact macmin@mac.edu.au

Student Updates
Every fortnight during semesters, we send out MAC student updates to every student
enrolled in a course with MAC. There is often key information about being part of the
MAC community in these updates and so we would encourage you to open each update,
read through it, and action any highlighted points.

6. Orientation Program
Orientation is a two-hour program held the week before the formal semester begins.
During Orientation, students will learn about the practicalities of their study at MAC and
through the Australian College of Theology. This is a great opportunity to reflect on how
to make the most of your study at MAC, to meet the staff involved in your training, and to
be introduced to the different resources that you will need throughout your course of
study. While geared towards new students, every enrolled student is welcome. To register
for MAC’s Orientation program, please email macmin@mac.edu.au.
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7. Your Study Pathway
7.1.

Australian College of Theology

Mary Andrews College is an affiliated college of the Australian College of Theology
(ACT). As an affiliated college, Mary Andrews College teaches the awards and units of the
Australian College of Theology.
The Australian College of Theology (ACT) is a Higher Education
Provider as defined by the Higher Education Support Act (2003). There
are 17 independent colleges that are affiliated with the ACT and
together form the ACT consortium. These colleges are approved by the
ACT’s Board of Directors to deliver ACT courses on its behalf.
For more information on the ACT, see their website:
www.actheology.edu.au

7.2.

Studying through MAC

Mary Andrews College offers the following Australian College of Theology (ACT)
courses. The AQF level refers to the level of study of each award as part of the Australian
Qualifications Framework:
Certificate in Theology
Diploma of Ministry
Diploma of Theology
Diploma of Theology / Diploma of Ministry
Advanced Diploma of Ministry
Advanced Diploma of Theology
Graduate Certificate of Pastoral Care for Mental Health

Non-AQF Award
AQF Level 5
AQF Level 5
AQF Level 5
AQF Level 6
AQF Level 6
AQF Level 8

We strongly encourage students to meet with the Dean of Students (Louise Gosbell) to
plan out your course pathway. Together we can help you achieve your ACT graduate
outcomes through the study planning process.
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7.3.

Certificate of Theology Study Pathway

The Certificate of Theology is made up of six units designed to give students a basic
introduction to the Bible and developing ministry skills in areas such as pastoral care.
Each year we run six different certificate units – three core units:
- Old Testament
- New Testament
- Christian Belief OR Skills in Biblical Interpretation
In addition, there are a range of different elective units that students can also select from.
These include:
- Church History
- Pastoral Care
- Practical Pastoral Care
- Pastoral Evangelism
- Disability and God’s People
- Pastoral Care for People with Mental Health Issues
Admission requirements: Open to persons who have satisfactorily completed Year 10 in
an Australian school system (or equivalent) or to such other persons as approved by the
ACT Registrar.
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7.4.

Diploma of Theology Study Pathway

The purpose of the Diploma of Theology at MAC is to provide students with a
foundational understanding of the integration of Bible and Theology. The course pathway
for the Diploma of Theology is comprised of core units, units in your primary course
discipline area (Bible and Christian Thought and Practice), plus electives comprising a
total of 96 credit points (cp). Each unit is to be undertaken at AQF level 5.
The Diploma of Theology has a 5.5 year time limit.

Admission requirements:
ATAR: Completion of Year 12 with an ATAR of 65 or above; OR
Previous Qualifications: Successful completion of a qualification at AQF Level 5 or above;
OR
Demonstrate Academic Suitability for course: Test, Brief Essay, or Interview.
Language Qualifications for NESB: IELTS 6.5 overall with minimum of 6.0 in each subtest
OR 10 years in Australia with English being the language primarily spoken both at home
and work.

Core Units
• Old Testament
Overview (12
cps)
• New
Testament
Overview (12
cps)
• Either a
Church History
or Theology
unit (at least 8
cps)

Primary Course
Discipline
• Up to 3 units
(at least 24 cps)
in Bible and
Christian
Thought and
Practice
[BB/LA/OT/NT/
CH/TH/PE
units]

Electives
• Up to 5
elective units
from any field
of study to
reach the total
to 96 cps
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7.5.

Diploma of Ministry Study Pathway

The purpose of the Diploma of Ministry at MAC is to provide students with a foundational
understanding of the integration of Bible, Theology, and Ministry Practice. The course
pathway for the Diploma of Theology is comprised of core units, units in your primary
course discipline area (for either the Diploma of Theology or Diploma of Ministry), plus
electives comprising a total of 96 credit points (cp). Each unit is to be undertaken at AQF
level 5.
The Diploma of Ministry has a 5.5 year time limit.
Admission requirements:
ATAR: Completion of Year 12 with an ATAR of 65 or above; OR
Previous Qualifications: Successful completion of a qualification at AQF Level 5 or above;
OR
Demonstrate Academic Suitability for course: Test, Brief Essay, or Interview.
Language Qualifications for NESB: IELTS 6.5 overall with minimum of 6.0 in each subtest
OR 10 years in Australia with English being the language primarily spoken both at home
and work.

Core Units
• Old Testament
Overview (12
cps)
• New
Testament
Overview (12
cps)
• Either a
Church History
or Theology
unit (at least 8
cps)

Primary Course
Discipline
• Up to 3 units
(at least 24 cps)
in Ministry and
Practice [PC/
EM/DM units]

Electives
• Up to 5
elective units
from any field
of study to
reach the total
to 96 cps
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7.6.

Combined Diploma of Theology and Ministry Study Pathway

The combined Diploma of Theology / Diploma of Ministry equips students with the full
foundational basis in Bible, Theology, and Ministry Practice. The course pathway for the
Combined Diploma of Theology/Diploma of Ministry is comprised of core units, units in
your primary course discipline area, plus electives comprising a total of 144 credit points
(cp). Each unit is to be undertaken at AQF level 5.
The Combined Diploma of Theology and Diploma of Ministry has a 8.5 year time limit.
Admission requirements:
ATAR: Completion of Year 12 with an ATAR of 65 or above; OR
Previous Qualifications: Successful completion of a qualification at AQF Level 5 or above;
OR
Demonstrate Academic Suitability for course: Test, Brief Essay, or Interview.
Language Qualifications for NESB: IELTS 6.5 overall with minimum of 6.0 in each subtest
OR 10 years in Australia with English being the language primarily spoken both at home
and work.

Core Units
• Old Testament
Overview (12
cps)
• New
Testament
Overview (12
cps)
• Either a
Church History
or Theology
unit (at least 8
cps)

Primary Course
Discipline
• At least 3 units
(at least 24 cps)
in Bible and/or
Christian
Thought and
History [BB/LA/
OT/NT/CH/TH/
PE units]
• At least 3 units
(at least 24 cps)
in Ministry and
Practice [PC/
EM/DM units]

Electives
• Select elective
units from any
field of study to
reach the total
to 144 credit
points
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7.7.

Graduate Certificate of Pastoral Care for Mental Health

The Graduate Certificate of Pastoral Care for Mental Health is designed to help students
think theologically about mental wellbeing and mental ill-health and to provide some
foundational information and skills to provide an appropriate pastoral response.
The course is designed for:
- Ministry workers
- Christians working in mental health
- Christians working in schools
This course is a specialist award that equips graduates with the specialist knowledge
necessary for gospel ministry in today’s world, as well as to prepare graduates for further
learning and research. The primary discipline units equip students with a rigorous
theological framework for pastoral care for mental health and wellbeing, while the elective
units integrate theological reflection with advanced skills in pastoral care.
The course pathway for the Graduate Certificate of Pastoral Care for Mental Health is
comprised of two core units and two elective units comprising a total of 48 credit points
(cp). Each unit is to be undertaken at AQF level 8.
The Graduate Certificate of Pastoral Care for Mental Health has a 2 year time limit.

Theological Approaches to Wellbeing
Theological Perspectives on Mental
Health

Core
Units

Pastoral Care for People with Mental
Ill-Health
Seminar Unit

Elective
Units
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7.8.

Understanding Unit Codes within Study Pathways

Every unit within the Diploma has a particular code that gives information about that
particular unit. There are four parts to each code.
The first part is the field of study to which the particular unit belongs, and each field of
study has a code:
1. Bible & Languages Department
-

Biblical Studies (BB)
Old Testament (OT)
New Testament (NT)
Biblical Languages (LA)

2. Christian Thought Department
-

3. Ministry Practice Department
-

Pastoral & Church-Focused
Ministry (PC)
Developmental Ministries (DM)
Evangelism & Missiology (EM)

Christianity in History (CH)
Theology (TH)
Philosophy & Ethics (PE)

The first part of a unit code is two letters that should match one of the field of study
codes above.
For example:
-

Old Testament Overview has the code OT003–512. The OT at the beginning of
the code communicates that this particular unit is part of the OT field of study in
the Bible & Languages department.

-

Understanding Grief has the code PC104–508. The PC at the beginning of the
code tells us that the unit is a Pastoral & Church-Focused Ministry unit and is part
of the Ministry Practice department.

-

The second part of a unit’s code is the numerical identifier that the ACT has
assigned to the unit. For example:

-

The code for Old Testament Overview is OT004–512 and the 004 is the ACT’s
numerical identifier for the unit.

The third part of a unit’s code is the unit’s AQF level. Every course represents an AQF
level (Australian Qualifications Framework) and this is true too of every unit. To know the
AQF level of a unit, we look at the number after the dash.
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For example:
-

The code OT003–512 has 5 after the dash and this tells us that the unit is at AQF
level 5.

-

The code PC104–508 also has 5 after the dash and so this unit is also at AQF level
5.

The fourth part of a unit code then tells us the number of credit points that a unit is worth.
Using the same examples as above:
-

The code OT003–512 has 12 after the AQF level 5 and so this tells us that the unit
is worth 12 credit points (cps)

-

The code PC104–508 has 08 after the AQF level 5 and so this tells us that the unit
is worth 8 credit points (cps)

If you would like more help understanding unit codes, please do not hesitate to contact
the registrar staff (macmin@mac.edu.au).

7.9.

Credit for Prior Learning

Have you completed any previous theological study within the last ten years? If so, you
may be eligible to receive credit from other study associated with the ACT. You may also
apply to receive credit for previous non-ACT study in particular units.
After consultation with the MAC College Registrar, an application for credit for prior
learning can be made to the ACT on the relevant “Application for Credit Transfer” form
via the MAC College Registrar. There is no fee involved in applying for this. However, you
should be aware that the ACT applies rigorous standards to the granting of credit for
prior learning. Comparisons are made between the length of the course, the learning
outcomes and the assessment procedures. Often unit outlines with assessment
description will be required by the ACT to demonstrate equivalence. Please forward the
unit outline of the previous study to MAC’s College Registrar (macmin@mac.edu.au).

7.10.

Attendance Only (Auditing)

Some students may choose to attend MAC lectures without having to complete the
assignments. This is called “auditing,” i.e., attendance only. If you are auditing units,
you do not enrol with the ACT.
If you decide to withdraw from studying at a diploma or certificate level but wish to
continue to audit a unit, you should contact the MAC College Registrar at
macmin@mac.edu.au
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8. Hybrid Learning
When enrolling in a unit at MAC, students have the option of enrolling to be an oncampus student or an online student.
For students who are enrolled on-campus, each student attends unit lectures physically on
campus in the CBD of Sydney (Level 1 of St Andrew’s House).
For students who are enrolled online, each student attends unit lectures through MAC’s
video-conferencing system.
Please attend lectures in your chosen mode. The exception to this is if MAC needs to take
all students online due to public health concerns, or a student is feeling unwell. If you are
feeling unwell yet able to participate in class, then please do attend online for that week.
Regardless of the mode of learning chosen, MAC remains committed to synchronous
learning, which is learning in real time. Students online will be able to video conference
into MAC’s lectures on-campus and are able to interact with the whole class and the
lecturer. Similarly, all on-campus students will be able to see all online students. Please
note that online students are welcome to use the library in Sydney’s CBD. If this is not
possible, then please do contact MAC’s librarian for scans of resources for assessment
preparation.
Every student has access to MAC’s eFormation website that gives access to unit and
lecture outlines and library resources. We also post audio and video recordings of
lectures to eFormation so that students can review the class in their own time if this is
helpful. This though is not a replacement for attending lectures whether that be oncampus or online.
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9. MAC’s Library
The MAC Library enhances MAC’s mission by providing resources that support students
in their learning. The MAC Library holds nearly 10,000 items including books, journals and
DVDs, as well as providing current students with access to online journals and eBooks.
The library collection covers a wide range of subject areas, with a focus on theology and
pastoral care.
The library is located in our main teaching centre, on level 1 of St Andrew’s House. Usual
library opening hours are 9:30am – 4:00pm Monday to Friday (excluding public holidays).
However, please be aware that the library staff work part-time and so may not be
available every day. The librarian can be contacted on library@mac.edu.au When library
staff are available, they are happy to help you with any of your library questions.
The library catalogue of print material can be accessed at
https://mac.libero.com.au/libero/WebOpac.cls Alternatively, go to mac.edu.au and click
the “Resources” tab then “Library”. There is a computer available in the library for
searching the catalogue. The loan period is one week; students may borrow up to five
items at a time. Students may renew items three times before those items need to be
returned. However, if an item is reserved by another student, it may not be renewed and
must be returned as soon as possible. If the item is reserved by another student however,
then the item will not be renewable. Reference books, journals, and some special
collections may be used in the library and are not for loan.
The MAC Library uses a self-check system for borrowing and returning. Students should
use their student ID number to log into the library computer when borrowing, and
remember to log out when finished. It is not necessary to log in when returning items. All
library materials have a MAC barcode on the back, which is scanned when borrowing or
returning. Summarised instructions for borrowing and returning are below, otherwise full
instructions are available at the self-check computer. Please see the library staff for any
questions about borrowing and returning resources.
Students can also access electronic resources through the eLibrary at
https://moodle.mac.edu.au/ Instructions for accessing EBSCO journal databases and
eBook collections may be found by clicking on the eLibrary link on the eFormation
dashboard. The eLibrary also contains scanned readings for each unit of study. If you
would like further instructions about how to navigate resources online, please see the
student version of MAC’s eLearning Guide. You will receive this guide with your
eFormation login details, with your Zoom link details, and also through our student
updates.
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Library staff are available to help students with searching the catalogue and databases,
and may provide training sessions during the semester if required.
Library users have access to free Wi-Fi.

9.1.

How to Borrow a Book from the Library

To borrow a book from the Mary Andrews College library when on-campus:
1. Click on the ‘Loans’ button on the main screen.
2. In the ‘Member / Bar Code’ box type your student number and hit enter. Your
name should appear under the box.
3. Scan the MAC barcode of the book you wish to borrow with the scanner.
4. When you have finished, log out by clicking on the ‘house’ icon in the menu on the
left-hand side of the screen. This should return the screen to the main menu.

9.2.

How to Return a Book to the Library

To return a book to the Mary Andrews College library while on-campus:
1. Click on the ‘Returns’ button on the main screen.
2. Scan the MAC barcode of the book(s) you wish to return with the scanner. (Should
a message appear regarding the book being on request, simply click ‘ok’).
3. Place the returned books into the slot in the trolley AFTER you have scanned
them.

9.3.

How to Borrow and Return a Book When Off-Campus

If there is a particular book that online students wish to access from the library and it is
not accessible using electronic resources, then please email your book request to
library@mac.edu.au We are happy to post up to two books per student at one time. The
loan period is one week from receiving the books. To borrow more than two books,
please return the borrowed books via post to the College library. Online students are
welcome to use the library on campus as well.
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9.4.

How to Use the Library Catalogue

You are able to search the MAC library catalogue through the Mary Andrews College
website. In order to access the catalogue, simply follow the instructions below:
1. Go to our website www.mac.edu.au
2. Click on ‘Resources’ under the MAC logo and then click on ‘Library.’
3. Enter either the book title, author or subject you wish to search for in the first box.
4. Enter the category (title / author / subject) using the drop-down menu in the
second box. A list of books will appear. For more information on the book, click on
its title.
5. Under the column ‘holding information’ you will find the call number (location on
the shelf) for that book in the MAC library.
6. To LOG IN, go to ‘Member login’ on the left side of the library catalogue screen.
Your username is your Student ID number and your password is your date of birth
(ddmmyy). You can change your password after you log in. Once you are logged
in, you can see your borrowing history and renew your borrowed items. When
using the computers in the library, please remember to log out when you are
finished.
7. To reserve an item which is on loan, check the box in the ‘Res.’ Column on the
Item information screen, the click ‘Reserve Title’. If you are not already logged in,
this will take you to the login screen. Once logged in, click ‘Proceed’ to reserve
the item.
8. To renew an item, you must be logged in. Navigate to ‘Member Statement’ and
check the box in the ‘Renew’ column for each item you wish to renew, then click
‘Submit’. The new due date will be displayed.

9.5.

Photocopying and Scanning

There is a multi-function machine available near the kitchen for printing, copying, and
scanning.
Printing and copying are charged at 10c per a side and work on an honour system. There
is a box at the photocopier to pay for your printing and copying.
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Scanning is free, and may be sent as an email. Your scans can also be saved onto a thumb
drive, which you can put into the photocopier. Please follow the instructions near the
machine and please ask for help if needed.
Please remember that there are strict rules regarding copyright of printed material. When
you are photocopying or scanning a book, you can only copy up to a maximum of 10%
OR one chapter of any published book or one article in a journal. We recommend
keeping a record of your photocopied and scanned materials so that you can track
adherence to copyright law.

9.6.

Copyright

Resources related to your study at MAC are subject to copyright. This includes all lecture
notes and digital material accessible in the Library and on eFormation (MAC’s Moodle
site). Students are expected to abide by the current copyright legislation when using
resources supplied by the College, including when using the Library’s equipment.
Information on the copyright provisions is available at copyright.org.au.
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10. Electronic Resources
10.1.

eFormation (also known as Moodle)

eFormation is MAC’s Learning Management System where all electronic resources
needed for your study are made available to you. Upon enrolment into a course, each
student is emailed a username and a password that is needed to log onto eFormation’s
website: https://moodle.mac.edu.au This email will also include MAC’s eLearning Guide.
A week before your unit begins, you will be able to access your units on eFormation. We
highly recommend logging onto eFormation, accessing your units, reading unit outlines,
and becoming familiar with the platform before the semester begins. We give a basic
introduction to eFormation during our Orientation program. eFormation training sessions
are also offered throughout the semester and are promoted through our fortnightly
student update.

10.2.

eLibrary

On eFormation, every student is enrolled in the eLibrary. The eLibrary contains scanned
reading material for each unit, including electronic resources for assessment preparation.
These resources are provided by MAC to ensure that study is not disrupted during
COVID-19. The eLibrary is organised according to unit disciplines (e.g. BB, CH, NT, OT,
TH, PC). You will still need to explore the resources available to find those relevant to
your particular unit and assessment.

10.3.

EBSCO Access

MAC students have access to eBooks and journal articles through EBSCO. To access
EBSCO, enter the eLibrary and you will see two EBSCO links below the heading
“Welcome to MAC’s eLibrary”. If you click on either link, you will discover that you will
need a User ID and Password. These can be found by clicking on “Updates and News” in
the eLibrary (under the EBSCO links) and then click on the message “EBSCO Access”. In
this message, you will find the User ID and the Password. We will offer training in EBSCO
throughout the semester for students who wish to refine their research skills.

10.4.

Endnote

Endnote is a reference management program that helps you with your citations and
bibliographies for essays. Although it is most effective when you are using a lot of
different books and sources, some students find it helpful to use for general use. As a
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student of the ACT, you are entitled to get Endnote for free. For more about Endnote,
you can go to www.endnote.com To get Endnote for free, follow the guidelines on the
ACT website at www.actheology.edu.au/endnote/

10.5.

Accordance and Logos Bible Software

Logos is a comprehensive Bible software program that gives you access to different Bible
translations, commentaries, and the original languages of the Bible. Logos is available in
wide-range of packages from a beginner’s version to a comprehensive package with over
7,000 resources! Whichever version you are interested in, students of ACT-affiliated
colleges are able to access Logos at 20% off the retail price. At the time of purchase,
Logos will ask you to verify your college affiliation (Australian College of Theology).
There is also a free version, Logos 8 Academic Basic, which can be accessed
at: https://www.logos.com/academic-basic
Accordance Bible Software is a similar program to Logos and is worth comparing with
Logos. A similar discount is also available through the ACT.
For more information about Bible Software access, go to
https://www.actheology.edu.au/student-resources/
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11. Student Support
We are so glad you have chosen to study with us and we would love to make your time
with us as fruitful as possible. In order to best support you during your time with us, MAC
provides a range of student services and support which you can access at any time during
your course. If you require assistance with unit selection and course planning, academic
support, study skills, pastoral care, support for students with disability or mental health
challenges, or anything else that might help you to make the most of your study
experience at MAC, please make contact with people listed below.

12.1

Enrolment Assistance, Course Planning, & Unit Selection

If you require any assistance with respect to your enrolment with MAC or the ACT, you
can contact either the College Registrar or Enrolment and Admissions Registrar:
College Registrar: Sarah Barry (full-time)
Phone: 1300 590 531
Email: sarahbarry@mac.edu.au
Enrolment and Admissions Registrar – Jo Doughty-Roberts
(Monday, Wednesday, Thursday)
Phone: 1300 591 531
Email: macmin@mac.edu.au
If you would like support in unit selection and study pathway planning, or if you would like
to vary your enrolment or withdraw from a unit then please contact the Dean of Students
(deanofstudents@mac.edu.au ) as your first point of contact.

12.2

Requesting an Extension for your Assignment

At some stage during your study at MAC, you may need to ask for an extension on a
submission date for an assignment. When in this situation, please reach out for help. You
can access the extension request form on eFormation in the “Student Resources” section.
Please complete the form and send it via email academicdean@mac.edu.au
If you have difficulty finding a form on eFormation, email macmin@mac.edu.au and we
will together go through the steps that can be taken to support you in your particular
situation. For more information, see Deferred Assessment later in the handbook.
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12.3 Seeking Student Support
In some cases, students make requests on their initial application and enrolment forms
that they require some additional supports in order to be able to study with us. When this
happens, those students are contacted by the Dean of Students in order to discuss the
appropriate supports.
In other cases, a student’s circumstances might change during the semester, for example,
they become seriously ill or take on the role of primary carer to a person with a disability.
If this occurs, it is also possible to reach out for support at any time during the semester.
As well as speaking to your individual lecturers, you can also contact the Dean of Students
directly to request an appointment or complete the Student-Initiated Student Support
Form available in “Student Resources” on eFormation. Completing this form will mean
that MAC’s Dean of Students will be in touch with you about possible means of support
for you at MAC.
At other times, MAC administrative or academic staff might recognise that a student is
struggling in some way, for example, failing to attend class, asking for extensions on all
assignments, or late submission of assignments. In this instance, a member of the MAC
staff can also request support on behalf of a student. In this case, a staff member will
complete a Staff-Initiated Student Support Form and arrange for the Dean of Students to
make contact with the particular student. If the student wishes to obtain support, the
Dean of Students can then work alongside the student to put appropriate supports in
place.
In each case, the Dean of Students will work with the student to develop an appropriate
Academic Integration Plan (AIP), a specific support plan tailored to the particular needs of
individual students. This plan will then be circulated to relevant MAC staff. The Dean of
Students will then remain in contact with students throughout the semester to ensure the
AIP is being followed by both the student and staff.
In some instances, students may wish to keep some aspects of their support needs
confidential, for example, in the case of a mental health challenge. If this is the case, and
it is appropriate to do so, this information will only be made available to the Dean of
Students and the MAC Principal. Other MAC staff will only be provided with the relevant
supports required with no additional information about the student’s particular concerns.
If you have any questions regarding the confidentiality of Academic Integration Plans at
MAC, please contact the Dean of Students or the MAC Principal.
At the beginning of each new semester, the Dean of Students will contact students who
have previously had support plans in place and discuss options for the forthcoming
semester. The processes involved with seeking and receiving student support at MAC are
outlined in the following flowchart.
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Student Support
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12.3

Academic Support

If you require any academic assistance during your time at MAC, for example, help with
writing assignments or developing study skills, there are a few options available to you.
Your best starting point is always your lecturer. Every lecturer at MAC takes their role
seriously and wishes to support you as best they can. If you want to discuss any of your
assignments with your lecturer, for example, get guidance for an upcoming assignment or
additional feedback on a previous assignment, you should contact them. You can do this
in person before or after class, or you can contact them using their email address. The
lecturer’s email addresses are all listed in the front of this handbook and will also be given
to you on the front of the Unit Outline.
In terms of essay writing and study skills, every year MAC runs essay writing and study
skills workshops to help students hone their academic skills. Keep an eye out for your
student updates and at college for further information on future sessions.
In addition to the essay writing workshops, MAC also has a comprehensive Assignment
Handbook with tips for research and writing essays, instructions on how to reference and
write a bibliography, as well as general study tips. You can download this from the MAC
website under the Resources tab.
If you would like to discuss any of these aspects with a member of MAC staff, you can
contact your lecturer or the Dean of Students deanofstudents@mac.edu.au

12.4

Library Support

If you require any assistance with using the MAC library, you can see the library section in
this handbook (Section 9) or one of our librarians would be happy to help you. If they are
unavailable, please see the College Registrar or Enrolment and Admissions Registrar.

12.5

Pastoral Support

If you would like to discuss any pastoral concerns with a member of MAC staff, your unit
lecturers are a starting point, also our Dean of Students deanofstudents@mac.edu.au
While we are here to listen and support, sometimes we may recommend further
professional help. Here are three contacts that we highly recommend:
-

The Centre for Effective Living (https://www.effectiveliving.com.au)

-

The Resilience Centre (http://www.theresiliencecentre.com.au)

28

-

Anglicare Counselling service (https://www.anglicare.org.au/what-weoffer/counselling/)

We also recognise that some students may live in situations of domestic abuse and
violence. If you are concerned about your wellbeing in your home, please talk to Louise
Gosbell (louisegosbell@mac.edu.au ).

12.6

Support for Students with Disability and Mental Health
Challenges

According to the Disability Standards for Education, Australian education providers are
required to make “reasonable adjustments” to ensure the inclusion of students with
disabilities, chronic health conditions, and/or mental health challenges. These
adjustments are to ensure that students with disabilities, chronic health conditions, and/or
mental health challenges are able to participate in study on the same basis as students
without disabilities. Education providers are also required to work on eliminating
harassment and victimisation which may occur on the basis of disability.1
MAC is committed to providing reasonable adjustments for students with disabilities,
chronic health conditions, and/or mental health challenges. In order for us to best support
you in your studies with us, it is helpful for you to disclose this information on your ACT
and MAC enrolment form at the beginning of the semester. Alternatively, if your
circumstances change during the semester and you wish to seek disability support after
the semester has already commenced, you may request support through completing the
Student-Initiated Student Support Form available in “Student Resources” on eFormation.
Completing this form will mean that MAC’s Dean of Students will be in touch with you
about possible means of support for you at MAC. Alternatively, you can contact the Dean
of Students directly at deanofstudents@mac.edu.au
There are a range of ways MAC can support students with disabilities, chronic health
issues, and mental health challenges with their studies. This might include extensions on
assignments, the provision of large print lecture notes and other documents, designated
seating in the classroom, providing copies of other students’ notes, or photocopying
library resources on your behalf. To discuss possible support options, please contact the
Dean of Students at deanofstudents@mac.edu.au

12.7

Support for Carers

If you are a student with carer responsibilities, we may also be able to provide you
additional support with your studies at MAC.

Commonwealth of Australia, Disability Standards for Education 2005 plus Guidance Notes (Canberra:
Commonwealth of Australia), 2006.
1
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Definition of a carer:
According to the NSW Carers (Recognition) Act 2010, a person is a carer if
they are an individual who is the primary carer providing ongoing personal
care, support, and assistance to any other individual who needs it because
that other individual:
a) has a diagnosed disability, or
b) has a medical condition (including a terminal or chronic illness), or
c) has a mental illness, or
d) is frail and aged.2
There are a range of ways MAC can support carers during their study with us. This
might include extensions on assignments and flexibility in attendance requirements.
To discuss possible support options, please complete the Student-Initiated Student
Support Form available in “Student Resources” on eFormation or contact MAC’s
Dean of Students directly at deanofstudents@mac.edu.au

12.8

Support for Indigenous Students

At MAC, we are committed to providing higher education pathways for Aboriginal and
Torres Strait Islander students. From the time of your enrolment through the duration of
your study with us, MAC offers additional supports to ensure that Aboriginal and Torres
Strait Islander students can flourish and succeed in their studies with us. MAC can provide
a range of supports for Aboriginal and Torres Strait Islanders students, for example,
additional study skills courses, one-on-one and group training sessions on all aspects of
study and student life, additional library assistance, and, in some instances, modified
assessments.
When you complete your application or enrolment form with us and identify as an
Aboriginal and Torres Strait Islander, MAC’s Dean of Students will contact you to help
prepare a study plan for your time with us. The Dean of Students will continue to work
alongside you for the duration of your course to help you get the most of your study
experience with us and gain the qualifications you are after. If you would like to discuss
these student support plans for Indigenous and Torres Strait Islander students, please
contact deanofstudents@mac.edu.au

The Act states that a person is not a carer if they provide support and assistance under a contract of
service or a contract for the provision of services, or in the course of doing voluntary work for a
charitable, welfare or community organisation, or as part of the requirements of a course of
education or training. The Act also clarifies that a person is not a carer merely because a person is
the spouse or de facto partner of the person, or is the parent, guardian, child or other relative of the
other person, or lives with the other person.
2
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12.9

Financial Support

If you have any concerns about your financial situation while you are studying at MAC,
please contact the deanofstudents@mac.edu.au We are keen to make MAC’s training
available to all wish to be equipped to serve in the local church.
Some full-time students may be eligible for Centrelink payments such as Austudy or
Abstudy. For more information on Centrelink payments available to students, see
https://www.humanservices.gov.au/individuals/services/centrelink
When you are studying at tertiary level in Australia, some students may qualify to apply
for a FEE-HELP loan to pay all or part of your college fees. A FEE-HELP loan does not
cover accommodation, laptops, or text books.
For further information on eligibility criteria for FEE-HELP see
https://www.studyassist.gov.au/help-loans/fee-help or contact the MAC College Registrar
or Enrolment and Admissions Registrar in person, via email (macmin@mac.edu.au), or call
1300 591 531.

12.10

On-Campus Safety

We work to ensure our campuses are safe spaces for all staff and students both physically
and emotionally. If you have any concerns about any safety issues, please contact a MAC
member of staff immediately.
The women’s and men’s toilets in the foyer of our city premises are kept locked for your
safety. You will need to get an electronic swipe pass from the Reception desk in order to
access the toilets. Please do not use the accessible (disabled) toilets unless you have a
disability.
It is also helpful to familiarise yourself with the following emergency procedures.
In an emergency, call 000 for Police, Fire or Ambulance.
In the event of a medical emergency, terrorism, fire, major storm damage, earthquake,
flood, major accident, bomb threat, intruder, or any other situation deemed to be an
emergency, your MAC lecturer will be your liaison person with the First Aid Officer or
Safety Warden for the group.
The Australian Standard 3745-2002 Section 2.1.2 states that “Once an emergency is
declared, the powers of Wardens and Deputy Wardens shall override all normal nonemergency management procedures. Floor or Area Wardens and their deputies shall
have the authority to marshal all staff and any visitor/s to their floor/area. The purpose of
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these powers is to ensure that during an emergency situation, life safety takes precedent
over asset protection and production matters.”
For students with disability or chronic health issues, if you feel you would require
assistance with exiting the building in the event of an emergency (e.g., for students who
are wheelchair users or have other mobility impairments, etc.), it would be helpful to
complete a Personal Emergency Evacuation Plan (PEEP). To complete this form, see the
College Registrar or Enrolment and Admissions Registrar, email them at
macmin@mac.edu.au or call them on 1300 591 531.

12.10.1 The Role of Teachers in an Emergency
-

All occupants will exit the lecture room immediately in an orderly and calm
manner, taking only your handbag, to the nearest or designated evacuation
site.

-

The teacher may check the toilet and kitchen areas to remove any person(s)
and will contact the appropriate emergency services (when relevant).

-

The teacher will endeavour to account for the members of their class.

-

In the event of a fire, if it is safe to do so, close all doors on exit.

12.10.2 Roles of students in an emergency
-

On the evacuation signal being sounded, all occupants will immediately
exit the building via the fire stairs in an orderly and calm manner. The lifts
are not to be used for evacuation purposes. Anyone who requires
assistance to evacuate during an emergency is to notify the teacher or the
Fire Warden as soon as possible.

-

Move quickly and safely. Follow all directions from emergency services
officers or your teacher.

-

Please follow any instructions from the building Fire Wardens (identifiable
by wearing a red safety hat).

-

Report any person not accounted for to your teacher or the Fire Warden.

-

Do not re-enter the building unless advised to do so by the Chief Warden.
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12.10.3 Marshalling area (City campus)
Primary assembly area: at the front of St Andrew’s House, in the square area
between the Cathedral and the Town Hall. Secondary assembly area: Proceed
west along Bathurst Street, past the corner of Kent Street down to Darling Park (at
Darling Harbour).

12.11

Medical Centre

The closest medical centre to Mary Andrews College (City campus) is:
-

MediCentral, located across the road in Bathurst St, on the first floor of Regent
Place Shopping Centre.

Phone: (02) 8378 6666 Website: https://www.taslyhealthpac.com/
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13. Academic Regulations
13.1

Student Commitment to Study

Being a student at MAC is a commitment to:
-

Pray for your study, for those you study with, and for the MAC community.

-

Take responsibility for your own learning.

-

Being willing to be shaped in character, conviction, and competency.

-

Attend classes prepared.

-

Complete all assessments for your enrolled units.

-

Complete your award.

There are times though where, although we are committed, a ball or two may drop. If you
are struggling, please be kind to yourself, look after yourself, and please reach out to our
Dean of Students (louisegosbell@mac.edu.au).

13.2

Attendance

The ACT’s policy on attendance is that students must be present for lectures, whether
that be through Zoom or by attendance on-campus, for a minimum of 80% of face-to-face
lectures. We recommend that students use the 20% as a grace period where you can
exercise self-care and kindness when you are sick or you might need to care for a family
member.
Every student should aim to be present for all lectures in a semester. If, however,
extenuating circumstances arise where you are unable to attend, at the very least, 80% of
lectures, then you can make a request to the Principal/Academic Dean for an excused
absence. If your request is accepted, then your absence will not be counted against your
attendance for that unit. Unfortunately, if a student misses more than 20% of the course
without receiving an excused absence, she will not be able to pass the unit. If you are
getting close to missing more than 20% of the course content, this will be flagged by your
lecturer and you will receive a notification from the Principal/Academic Dean to advise
you of the risk of failure on the grounds of absence. However, it is the responsibility of the
individual student to ensure she has followed the correct procedures in order to receive
an excused absence.

34

In order to request an excused absence, please email the Academic Dean at
academicdean@mac.edu.au with an explanation of the absence. As part of this
conversation, the Academic Dean may ask for relevant documentation depending upon
the situation.

13.3

Assignments

Assessment descriptions are provided in your unit outline. This outline is made available
to students a week from the beginning of semester on eFormation
(https://moodle.mac.edu.au). We highly recommend reading the unit outline before the
first week of semester.
Part of enrolling in a unit is the commitment to attempt and submit all assessment items
set for your unit. All pieces of assessment for a unit must be completed and submitted in
order to pass each unit. You do not necessarily need to pass every individual assignment,
as long as you pass the unit overall. In all units, 50% overall is needed to record a passing
grade.
Marks awarded by MAC may be statistically moderated by the ACT. As part of this
process, moderators employed by the ACT may read over assignments submitted to
ensure consistent academic standards across all of its affiliated colleges.
Please note that continuing to take a FEE-HELP loan is tied to continuing to maintain a
pass rate of more than 50% of commenced units.
For more information on MAC assignments, see the separate MAC Assignment
Handbook.
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14. Enrolment
14.1

Enrolment with the Australian College of Theology

When you enrol for your units with MAC, you are also enrolled into the ACT (whose
courses and units MAC delivers), unless you are auditing only. If you need to make a
change to your enrolment, for example, adding or withdrawing from a unit, you must
complete the correct paperwork so we can also notify the ACT of these changes (see
information following).

14.2

Variation of Enrolment and Withdrawals

After you have enrolled in your units at MAC, you may vary your enrolment by adding,
substituting, or withdrawing from units. To vary your enrolment, you should use the
relevant ‘Variation of Enrolment’ form provided on the MAC website at
www.mac.edu.au/resources/student-resources/ Once completed, return it to the College
Registrar in the office or email it to macmin@mac.edu.au along with any payment
required (see information below). After the Census Date, no units may be added or
substituted.
A set of critical dates relate to these actions. The dates are specific to each unit. The 2021
dates are also listed on page 41.
The approved addition or substitution of a unit after the Administration Date (which is the
same as the start date) but before the Census Date will attract a Variation of Enrolment
fee of $150 per unit for the addition or substitution of a Diploma unit, or $40 per unit for
a Certificate unit. There is no Variation of Enrolment fee for withdrawing from a unit
before the Census Date.
If you wish to withdraw from a unit, this can also be done with the ‘Variation of Enrolment’
form before the unit’s Census Date. After the Census Date from a unit will normally attract
a ‘Failure to Withdraw’ grade (FW). This would then remain on your permanent record of
study (transcript). If you are enrolled in a unit but fail to submit any of the due work but do
not formally withdraw before the Census Date, you will incur an academic penalty of
‘Failure to Withdraw’ (FW) grade. In that case, all FEE-HELP and/or up-front payment
liabilities remain.
In some circumstances, students can apply for a refund of fees or request a tuition fee
refund with the College Registrar. Should you consider that “special circumstances”
prevailed at the time of withdrawal from a unit after the Census Date, you may request
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refunding of any up-front fees or request re-crediting of your FEE-HELP balance in
relation to the unit by writing to the Australian College of Theology. For more information
about tuition fee refunds and FEE-HELP re-crediting, see Section 14.5 below “Tuition Fee
Refund Policy” or speak to the MAC College Registrar.
Please note that continuing to take a FEE-HELP loan is tied to continuing to maintain a
pass rate of more than 50% of commenced units.
Here you can find definitions for the key terms related to variations to enrolment followed
by a chart with the relevant dates for 2021.
Administration Date – the date in the period of presentation of a unit after which payment
of the Variation of Enrolment Fee is required up until the Census Date for addition or
substitution of a unit for ACT credit or for withdrawing from the unit. The Administration
Date is routinely the same as the start date of the unit.
Census Date – the date against which enrolled load in a unit is tallied. For semesterlength units, the Census Date is normally 31 March or 31 August. For all units, including
those taught in intensive mode, the Census Date must be no less than 20% of the period
from the commencement of the unit to the final date for completion of assessment tasks.
Requests to be actioned against a Census Date must be lodged by 5pm (college local
time) on that date. The Census Date of a unit is the date before which a student must
withdraw from the unit so as not to incur academic penalty. If a student withdraws after
the census date, academic penalty on the student’s transcript applies (with the same
impact on grade point average as a fail (F) grade), any and all remaining up-front fees
must be made, and FEE-HELP debt (if relevant) is incurred.
For a full list of dates related to each unit running at MAC in 2021, see the tables below
on page 38.
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Semester timeline – important dates if making changes to
your enrolment
Please use this chart in conjunction with the specific dates listed for your unit(s) on the previous
page.

Adding or Substituting

Withdrawing

Applying for
FEE-HELP

Start
Date &
Administration
Date

Census
Date

If you are applying for a FEE-HELP loan
for a new course:
• A validated electronic
Commonwealth Assistance Form
(eCAF) for your new course is due
before the Census Date
If you withdraw from a unit between the
Start Date and Census Date:
• No academic penalty (not on
transcript, no impact on course
progress nor grade point average)
• Full refund of any up-front fee
payments.
• No withdrawal fee.
• No FEE-HELP liability

If you add or substitute a unit here:
• Late enrolment fee applies ($150 per
Diploma unit OR $40 per Certificate
unit for 2020) + written agreement of
unit lecturer required.
(This late enrolment fee is a penalty
and so cannot be deferred to a FEEHELP loan.)
• Up-front fee payment applies and/or
FEE-HELP debt incurred

End
Date

No units may be changed from up front
fees to a FEE-HELP loan after the
Census Date

If you withdraw from a unit between the
Census Date and the End Date:
• Academic penalty applies (academic
penalty on transcript, with same impact on
grade point average as a fail (F) grade)
• Any and all remaining up-front fee
payments must be made (if not yet paid in
full)*
• No refund of any up-front fee payments*
• FEE-HELP debt incurred*
• No withdrawal fee

No units may be added or substituted
after the Census Date

* Special circumstances for withdrawals:
Students who withdraw from a unit of study due to
circumstances outside of their control which occur,
worsen or do not make their impact known until or
after the Census Date may be eligible for a Tuition
Fee Refund.
If a Tuition Fee Refund is granted, students will also
receive the grade Compassionate Withdrawal (CW)
for that unit, which has no academic penalty.
Any up-front tuition fees already paid will be
refunded (to the payer) and the student’s FEEHELP debt for that unit will be removed.
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14.3

Diploma dates 2021

Unit code

Start date
(& Administration
Date)

Unit name

Census date
(& Withdrawal
Date)

End Date

Semester 1 (Diploma units)
NT044-508

Revelation

23/2/2021

31/3/2021

1/6/2021

PC013-508

Foundations of Pastoral Care

23/2/2021

31/3/2021

1/6/2021

OT003-512

Old Testament Overview

24/2/2021

31/3/2021

2/6/2021

PC104-508

Understanding Grief

25/2/2021

31/3/2021

3/6/2021

CH040-512

Rise of Christianity

26/2/2021

31/3/2021

4/6/2021

Semester 2 (Diploma units)
PC014-512

Applied Pastoral Care

26/7/2021

31/8/2021

8/11/2021

PC112-508

Foundations of Christian Mentoring

27/7/2021

31/8/2021

2/11/2021

NT003-512

New Testament Overview

28/7/2021

31/8/2021

3/11/2021

OT053-508

Psalms

29/7/2021

31/8/2021

4/11/2021

TH040-512

Theology Overview

30/7/2021

31/8/2021

5/11/2021

Start date
(& Administration
Date)

Census date
(& Withdrawal
Date)

End Date

14.4

Certificate Dates 2021

Unit code

Unit name

Semester 1 (Certificate units)
SBI

Skills in Biblical Interpretation

1/2/2021

26/2/2021

12/3/2021

IPC

Pastoral Care

15/3/2021

31/3/2021

7/5/2021

OT

Old Testament

10/5/2021

26/5/2021

25/6/2021

Semester 2 (Certificate units)
NT

New Testament

12/7/2021

30/7/2021

27/8/2021

CB

Christian Belief

30/8/2021

22/9/2021

20/10/2021

Practical Pastoral Care

11/10/2021

29/10/2021

10/12/2021

IAPC

14.5

Tuition Fee Refund Policy

Part of the ACT’s Tuition Fee Refund Policy is given below. The full version is available on
their website at https://www.actheology.edu.au/documents/
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14.5.1 General

A student can apply to the ACT to have their tuition fees refunded if he or she withdraws
from a unit of study after the census date and/or the student has not completed the
requirements for the unit of study, and believes that this was due to special
circumstances. The student must apply in writing, within twelve (12) months of the
withdrawal date, or if the student has not withdrawn, within twelve (12) months of the end
of the period of study in which the unit of study was or was to be undertaken. The ACT
can exercise its discretion to waive this requirement if it is satisfied that the application
could not be made within the time limit.
ACT’s Tuition Fee Refund Officer will consider the student’s application within 28 days of
receiving the student’s written application.
The current Tuition Fee Refund Officer is:
Deputy Registrar
Australian College of Theology
Level 5 33 York Street
Sydney NSW 2000
Ph: 02 9262 7890
Email: deputyregistrar@actheology.edu.au

14.5.2 Refund / re-credit rules
ACT will refund a student’s tuition fees / re-credit a student’s FEE-HELP balance if it is
satisfied that special circumstances apply to the student. Special circumstances are
deemed to be those circumstances which meet all of the following criteria:
-

the circumstances are beyond the student’s control;
the circumstances do not make their full impact on the student until on, or after,
the census date; and
the circumstances make it impracticable for the student to complete the
requirements for the unit during the period in which the student undertook, or was
to undertake the unit.

ACT will be satisfied that the student’s circumstances are beyond the student’s control if a
situation occurs which a reasonable student would consider is not due to the student’s
action or inaction, either direct or indirect, and for which the student is not responsible.
The situation must be unusual, uncommon or abnormal.
ACT will be satisfied that a student’s circumstances did not make their full impact until on
or after the census date for the unit of study if the student’s circumstances occur:
-

before the census date, but worsen after that day; or
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-

before the census date, but the full effect or magnitude does not become
apparent until on or after that day; or
on or after the census date.

Special circumstances would make it impracticable for the student to complete the
requirements for the unit of study would include:
-

medical circumstances (ie illness, injury); or
family /personal circumstances (ie family illness, carer responsibilities); or
employment related circumstances (ie increase in hours, relocation); or
bereavement.

Each application will be examined and determined on its merits. The Tuition Fee Refund
Officer will consider a student’s claims, together with independent supporting
documentary evidence that substantiates these claims. The Tuition Fee Refund Officer will
consult the applicant’s college when determining the merits of any tuition fee refund
application.
The Tuition Fee Refund Officer will notify the student of the decision and the reasons for
making the decision. The Officer will advise the applicant of their rights for a review of the
decision if the applicant is unsatisfied with the outcome.
If the decision is made to refund the tuition fee of an Up-front paying student, the ACT
will refund all tuition fees paid to a nominated bank account. If the decision is made to
refund the tuition fee of a FEE-HELP student, refunds of any Up-front payment will be
made in the same manner. In addition, ACT will notify the Department of Education, and
will repay to the Commonwealth any FEE-HELP assistance received from it on the
student’s behalf, in order to re-credit the student’s FEE-HELP balance. The Department of
Education will inform the Australian Taxation Office that the debit has been removed.

14.5.3 Appeals
Where a student is not satisfied with the decision made by the Tuition Fee Refund Officer,
they may apply in writing for a review of the decision. The Review Officer is the Dean of
the ACT. The time limit for applying for a review of the decision is 28 days from the
student receiving notice of the decision. The student must state the reasons why he or
she is applying for a review. The Review Officer will notify the applicant of his decision
and the reasons for making the decision. The Review Officer is:
Dean and CEO
Australian College of Theology
Level 5 33 York Street
Sydney NSW 2000
P: 02 9262 7890 E: ceo@actheology.edu.au
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The Reviewer Officer’s available options are to:
-

confirm the decision;
vary the decision; or
set the decision aside and substitute a new decision.

If the student was a FEE-HELP student, the Review Officer will advise the applicant of his
or her right to appeal to the Administrative Appeals Tribunal (AAT) for a review of the
Reviewer’s decision if the applicant is unsatisfied with the outcome and will provide the
applicant with the contact details and address of the nearest AAT registry.
The Review Officer must acknowledge receipt of an application for a review of a decision
in writing and will inform the applicant that, if the Reviewer has not advised the applicant
of a decision within 45 days of receiving the application for review, the Reviewer is taken
to have confirmed the original decision.
Where a student is not satisfied with the reviewed decision made by the review officer,
they may apply to the AAT for a further review of the decision not to re-credit a student’s
FEE-HELP balance. The student may supply additional information to the AAT that he or
she did not previously supply to the ACT (including the Review Officer).
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15. Receiving Your Results
Results are released during the month following the end of the semester (i.e. during midJuly for Semester 1 units and during mid-December for Semester 2 or full year units).
The ACT no longer mails out printed copies of academic results sheets each
semester. Students can check their results online, using the instructions below. If you
need a printed copy of your academic record, please contact the ACT office and they will
provide you with an uncertified copy at no cost.
When you have completed your award, the ACT will still mail you a final certified
transcript.

15.1

How do I access my results online?

The ACT has provided the following instructions for how students can access their results
online using the ACT’s online academic management system (Paradigm). All Australian
College of Theology students can access their results and personal details by logging in
to Paradigm.
To log in to Paradigm, go to the following website http://act.edu.net.au/ and enter your
username and password. Your username is your ACT student number (in full).
Your password is your date of birth and ID in the following format: dd/mm + last three
digits of ID. For example, student 200912345 born on July 1 has a password of 01/07345.
Once you have logged in, it is highly recommended that you immediately go to “Edit
Login Details” and change your password. The password must be at least five characters
in length.
You can then access your contact details and final grades for all of your units. You can
also email yourself a results summary which includes the results for all units. There may be
some features which do not work for you as not all colleges use all features.
If you have any problems gaining access or using the website, please do not hesitate to
contact the ACT office for help on (02) 9262-7890.

15.2

Explanation of grades and symbols

The ACT has provided the following explanation of grades and symbols which may
appear on student results transcripts.
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Grade / symbol
HD
D
C
P+
P
F

Meaning
High Distinction
Distinction
Credit
Pass Plus
Pass
Fail (2008 onwards only)

Percentile
85%+
75%+
65%+
58%+
50%+
0-49%

GPA score
4
3
2
1.5
1
0

Symbols used at the end of unit codes:
i
D
sc
CH
K

Intensive unit
Distance unit
Directed study contact
Chinese language
Korean language

Other symbols:
S
I
CW
FW

Satisfactory, ungraded pass
Incomplete
Compassionate Withdrawal
Failure to Withdraw: student has not officially withdrawn from the unit
and has failed to complete one or more of the compulsory assessment
requirements for the unit
DE
Medical or compassionate deferred assessment granted
AEG ad eundem gradum (cross credit from another award or institution; or
from another ACT award for which there is no equivalent unit)
X
Result withheld, student should contact their sponsoring college
Z
Fail (pre-2008 only)
ZW Fail to withdraw (pre-2008 only)

15.3

Explanation of GPA

A student’s grade point average (GPA) is calculated by multiplying the grade point for
each unit by the GPA score for that grade. The sum of these is then divided by the total
number of credit points accumulated for the award. Grades included in the calculation of
the GPA are HD, D, C, P+, P, F, and FW. S and AEG grades are counted in the number of
credit points needed to graduate but are not included in GPA calculations. All other
grades are not counted in GPA calculations.
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16. Assignments
16.1

Assignment word limits

It is important that you pay close attention to the word limit for each given assignment.
You should aim to have your word count as close as possible to the required word limit.
All words in the body of your essay are counted, but those in the synopsis (if required),
footnotes and bibliography are not be included.
Please note that assignments that are more than 10% over the required word limit will
attract a penalty of 10% of the total possible marks for that assignment. The MAC
Assignment Handbook provides more information on assignments and should be
consulted for each assignment.

16.2

Late Submission

Under the ACT’s Late Penalties Policy, there are penalties for the submission of late
assignments (unless an application for extension has been granted). If you submit an
assessment past its due date, the assessment marks will be reduced at the rate of 3% of
the total possible marks for the assessment item per calendar day, up to 14 days after
the assessment’s due date. After 14 days past the assessment due date, a mark of zero
will be awarded for the assessment upon submission of the completed assessment.
Students must complete all assessments in order to pass a unit. If a student has not
submitted an assessment by the end date of the unit and has not applied for an
extension, the assessment will be deemed as a non-attempt, and consequently the
student will receive a ‘fail’ grade for the entire unit.

16.3

Extensions

The granting of an extension to a unit assessment item will only be granted in the case of
special circumstances, and in proportion with the period of time and the impact that the
special circumstances have had. The Academic Dean may grant an extension if she is
satisfied that special circumstances apply to the student that are:
-

unforeseen and/or unexpected;
beyond the student’s control; and
make it impracticable for the student to complete the assessment(s) during the
period in which the student was to undertake the assessment(s).
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The Academic Dean will be satisfied that the student’s circumstances are beyond the
student’s control if a situation occurs which a reasonable person would consider is not
due to the student’s action or inaction, either directly or indirectly, and for which the
student is not responsible. The situation must be unusual, uncommon, or out of the
ordinary.
Special circumstances that would make it impracticable for the student to complete the
assessment instrument(s) could include issues beyond the student’s control in relation to:
-

medical circumstances; or
family circumstances; or
personal circumstances; or
employment related circumstances; or
course of study related circumstances.

All applications for extensions on assessments must be submitted by using the
appropriate Request for an Assignment Extension form found in “Student Resources” on
eFormation. The completed form is to be emailed to the Academic Dean
academicdean@mac.edu.au before the due date of the assessment. Only in very unusual
cases will the time limit for requesting extensions be waived.
Extensions of assessments may only be granted if the assessment has not yet been
submitted.
Applications, together with all supporting documentation, will be held in the student’s
file. From time to time the ACT office may conduct an audit of the application of this
policy. If requested by the Dean or the ACT Director of Academic Services, this
documentation can be made available.
Assessments for which extensions have been granted must be completed within the
period of extension granted, which may be no later than the final date of the examination
period of the semester in which the unit has been delivered for semester-length units. If
further time is required, the student must apply for a Deferred Assessment (see Section
16.5), for which the deadline must be set by the college in accordance with the
circumstances affecting the student.
PLEASE NOTE: Heavy employment or study workload, church involvement, pre-planned
holidays during college term, and/or poor time management are not grounds for granting
an extension.

16.4

Remarking

If an assignment is awarded a ‘fail’ grade by a lecturer, it will automatically be remarked
by a second marker (e.g., another MAC lecturer or the Academic Dean). The higher mark
will be the one awarded.
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If you pass an assignment but feel that a re-mark is justified, then you may request one.
The request should be made in writing and, together with the assignment, should be
given to the Academic Dean within one week of the assignment having been returned.

16.5

Deferred Assessment

Deferred assessments (DE) will only be granted in the case of special circumstances that
are:
-

beyond the student’s control; and
make it impractical for the student to complete the assessment(s) during the
period in which the student undertook, or was to undertake, the unit.

Circumstances are beyond the student’s control if a situation occurs which a reasonable
person would consider is not due to the student’s action or inaction, either directly or
indirectly, and for which the student is not responsible. The situation must be unusual,
uncommon, or out of the ordinary.
Deferred assessments may only be granted if the assessment item has not been
attempted:
-

in cases of illness subject to the submission of a satisfactory medical certificate;
on compassionate grounds subject to endorsement by the student’s college;
at the discretion of the Australian College of Theology’s Director of Academic
Services.

All applications for medical or compassionate deferred assessments must be in writing
(together with supporting documents) and should be received by the Principal/Academic
Dean no later than 30 May (for units held in Semester 1) or 30 October (for units held in
Semester 2). Any applications made on medical grounds must include a doctor’s
certificate that covers the period in question.
Deferred assessments must be completed no later than the first week of August for
Semester 1 enrolments and no later than the first week of February for Semester 2
enrolments.

16.6

Academic Integrity Policy for Coursework Awards

In line with tertiary institutions throughout Australia, the ACT regards academic
misconduct as a serious matter. Affiliated colleges are responsible for rigorously pursuing
the highest possible standards of academic integrity.
Academic misconduct may encompass the following actions:
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-

Submitting work for an assessment knowing it to be the work of another person

-

Failing to acknowledge the source of material in an assessment, including project
or thesis or online material, in any ACT program (i.e. plagiarism)

-

Submitting an assignment or part of an assignment that has already been
submitted for another unit

-

Footnoting a source but not including quotation marks around direct quotes in any
submitted assignment.

ACT Policy 5.3:
Students are expected to acknowledge the source of their ideas and expressions used in
their written work. To provide adequate documentation is not only an indication of
academic honesty but also a courtesy enabling the marker to consult sources with ease.
Deliberate failure to do so may constitute plagiarism, or recycling which are subject to a
charge of academic misconduct.
ACT Policy 5.4:
Plagiarism is understood to be the presentation of another person’s words or thoughts
either as one’s own or without appropriate acknowledgement. Students are required to
acknowledge by the use of footnotes the origin of extracts, quotes and paraphrases
contained in their work. Quoted material shall be identified by relevant conventions.
Except in the case of ACT-approved study and assessment schemes, students ought not
to assist other students in the writing of individual assessments, such as providing written
material to be copied. Material for assessment in one unit of study may not be submitted
for assessment in any other unit of the award.
In the case of inadvertent academic dishonesty resulting from misunderstanding of
academic conventions rather than deliberate deception, the marker shall deduct marks
from the assessment and counsel the student concerning the academic conventions
upheld by the ACT.
Wilful academic misconduct, including plagiarism, may result in the following penalties:
-

the awarding of a fail grade for the whole unit of which the assessment is a part,

-

the awarding of 0% for the assessment or thesis or project with or without the
opportunity to redeem it,

-

the student’s exclusion from the award in which he or she is enrolled for a period
not exceeding two years,

-

exclusion from any award of the ACT, or
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-

another outcome appropriate to the case but with an impact less serious than
exclusion from enrolment in any award of the ACT.

Notwithstanding the prescriptions otherwise stated in this policy, since plagiarism and
cheating are both serious academic offences the following penalties are ACT standard for
plagiarism and cheating in coursework awards.
First offence:
Students will be subject to academic counselling, with the maximum penalty being to fail
the item with no marks awarded. Where deemed appropriate, the minimum penalty
available will be that students may be granted an opportunity to resubmit the assessment
with a maximum of 50% for the assessment.
Second offence:
Fail unit, with no remedial opportunity.
Third or major offence:
Exclusion from any award of the ACT, or exclusion from the award for up to two years, or
other outcome appropriate to the case but with an impact less serious than exclusion.
In the case of severe plagiarism and/or cheating, a student may be subject to a separate
disciplinary process approved by the Academic Board of the ACT.
Please note that plagiarism is a ‘term that describes the unacknowledged use of
someone’s work. This includes material or ideas from any (published or unpublished)
sources, whether print, web-based (even if freely available) or audio visual. Using the
words or ideas of others without referencing your source would be construed as
plagiarism and is a very serious academic offence.
Students who have knowingly divulged, or caused to be divulged, the content of an exam
to other students who are yet to complete the exam, will be dealt with by separate
disciplinary processes approved by the Academic Board of the Australian College of
Theology. Students who have intentionally and knowingly received information relating to
the content or nature of an exam in an enrolled unit, except that which was commonly
released by the lecturer/s as part of the unit of study, will be dealt with by separate
disciplinary processes approved by the Academic Board of the Australian College of
Theology.
Colleges are required to report to the Australian College of Theology’s Director of
Academic Services all offences (first, second and third offences as above) with respect to
plagiarism and cheating for recording in Paradigm. Such information shall be available to
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academic registrars of affiliated colleges by means of a note on the student’s record on
Paradigm to any affiliated college that a student is either enrolled with or intends to enrol
with.

16.7

Appeals

For domestic students enrolled in a coursework unit, any appeal against an outcome will
be dealt with in accordance with the Australian College of Theology’s ‘Grievance
Resolution Policy for Domestic Students’, which is explained in Section 16.8 below.

16.8

Grievance Resolution Policy for Domestic Students

The ACT has a policy and a process for dealing with student grievances (also called
‘complaints’). The policy ensures that students have access to fair and just avenues to deal
with any grievances, and that they can follow those avenues without fear of reprisal. The
policy applies to all colleges affiliated to the ACT.
Where possible, grievances are handled by the college involved, as well as by the ACT
office if necessary. If a grievance is not resolved in this way, it is referred to the Council of
Private Higher Education for independent external resolution. Any recommendations from
that council must be implemented within 25 days.
Grievances that this policy addresses specifically are disputes about academic matters
and unit grades.
Please note that all staff involved in resolving a grievance have a duty to observe the
principles of natural justice (or ‘procedural fairness’). In summary, they encompass the
following elements:
-

The right of the student to a fair hearing.
The right to an independent, unbiased decision-maker.
A final decision that is based solely on the relevant evidence with all submissions
considered.

The policy and its accompanying process (that is, the actions to be taken for reporting
and resolving a grievance) are set out in the following link:
Grievance Policy for Domestic Students

16.9

Other Mary Andrews College Policies and Processes

Students can access all MAC policies, forms, and processes pertaining to their studies on
the “Student Resources” unit on eFormation (www.moodle.mac.edu.au).
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16.10

Other Australian College of Theology policies

A summary of the ACT policies can be found in the Australian College of Theology
Student Policy Handbook, a current copy of which can be downloaded from the ACT
website:
ACT Course Handbook 2021
Full copies of ACT policies not included in this handbook can be found on the ACT
website: www.actheology.edu.au.
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17. Practical Logistics
17.1

Toilets

Toilets are available near the lifts outside the main doors of the city campus. You will
need to borrow a toilet pass from the Reception desk to access the bathrooms.

17.2

Accessible (Disabled) Toilets

An accessible toilet (disabled toilet) is also at the city campus. Please ensure this toilet
remains available for people with disabilities and accessibility issues. As an accessible
bathroom is not built for high traffic, please avoid using this toilet even if the other toilets
are all full just in case someone with a disability requires it. The accessible toilet area also
has a baby change table.

17.3

WiFi Password

If you’d like to check your emails or access our website during your class break or post in
social media about how great your classes are at MAC, please feel free to access our free
WiFi.
WiFi Username: adm-guest
WiFi Password: 123ADMguest

17.4

Student Card

Student cards are available for all MAC students from the MAC office upon request. Fulltime students are able to apply to the government for discounted public transport
(concession Opal card). To find out more information or for eligible students to apply
online, go to www.service.nsw.gov.au/transaction/apply-transport-concessionentitlement-card-tertiary-or-tafe-student.
All students can still use their Student Card to receive student discounts at Koorong. This
is helpful if you wish to purchase any books for the units which you are studying at MAC.
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18. Key Dates
9th–10th February
‘Return to Learn’ program, 10am-1pm
17th February
Orientation Program, 10am-1pm
rd
23 February
Semester 1 Starts
th
4 March
Certificate level Study Skills session, 10am–1pm
th
27 March
MAC 2020 & 2021 Graduation and Vision Launch
th
29 March
Diploma level Study Skills session, 10am–1pm
th
th
10 -16 April
Mid-Semester Break
nd
2 April
Good Friday
th
5 April
Easter Monday
th
th
6 –16 April Mid-Semester Break
19th April
Semester 1 resumes
4th June
Last day of Semester 1 (AQF level units)
th
14 June
Queen’s Birthday Public Holiday
th
th
13 –14 July
‘Return to Learn’ program, 10am-1pm
th
20 July
Orientation Program, Undergrad 10am-12pm
Orientation Program, Grad Cert 2pm-4pm
th
26 July
Semester 2 Starts
nd
2 August
Diploma level Study Skills session, 10am–1pm
rd
3 August
Library training for Grad Cert students
rd
3 August
Second Semester Formation Groups Start
th
5 August
Reading and Note-taking Skills workshop (all levels of
study) 10am-12pm
th
st
13 Sep –1 Oct
Mid-Semester Break
th
14 September
Study Skills and Essay Writing workshop for Grad Cert
students 2pm-5pm
th
4 October
Semester 2 resumes
th
8 November
Last day of Semester 2 (AQF levels 5 and 8 units)

Mary Andrews College

Level 1 St Andrew’s House
464-480 Kent Street
Sydney NSW 2000

Phone:
Email:
Website:

1300 590 531
macmin@mac.edu.au
www.mac.edu.au
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