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Welcome to Queenstown Resort College 

 
Together with the Chairman and Board of Directors, I welcome you to Queenstown Resort College (QRC) to study and 
embark on a new and rewarding life experience. 
 
QRC staff, residents of Queenstown and other students of the College will do all that is possible to ensure that you achieve 
your goals and have a positive and memorable time with us. 
 
Charlie Phillips 
Chief Executive  
 

 
Kia ora 
 
It is a pleasure to extend a warm welcome to all new students and their supporting family.  The next 21 months will be full 
of opportunity and learning.  Your time at QRC is one of huge personal growth and I encourage you to make the most of 
your tertiary study.  It will not be without challenge, but with good planning, commitment, and an enthusiasm to learn, you 
will be well supported to become a future leader within the Hospitality and Adventure Tourism industry. 
 
As you take the time to embed in college life and Queenstown as your new home, the professional and focused staff we 
have here at QRC will be on hand to provide the support required for success.  Your outcomes are a shared responsibility, 
and I encourage a concerted personal effort to engage and invest in all aspects of your student journey.   
 
I will meet with your cohort throughout the term to update you on any policies or procedures relevant to your learning and 
experience at QRC.  I am also here to address any concerns that you may have. 
 
Lynsey Bullock 
Head of School 
 

 

 
Within my role as Programme Lead | Learners, I assume the role of PE Ambassador to assist with maintaining and monitoring 
QRC’s Professional Excellence System.  As PE is recorded on your final transcript, we want to ensure that we can highlight 
your PE to industry as a positive endorsement for employment. 
 
In addition to PE expectations, I am also responsible for the administration of assignment extensions, leave requests, special 
assessment conditions and alternative assessment dates.  To cover these topics, as a term group there will be 2 sessions 
scheduled with me as Programme Lead.  You are also able to arrange an appointment to meet me on an individual basis if 
required. 
 
Melanie Mayer 

Programme Lead | Learners 
Hospitality Management and Adventure Tourism Management 
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QRC Mission & Values 

 

MISSION:  Ensure the QRC Graduate is equipped with the skills and confidence to become the employee of first choice.  

VALUES: 

 
 

GRADUATE PROFILE OUTCOMES: 

When you have successfully completed your study, you will be able to: 

1. 
Apply business and entrepreneurial strategies to identify and optimise opportunities in the adventure 
tourism | hotel and accommodation industry 

 

2. 
Analyse leadership skills and apply to the management and development of staff, ensuring a positive 
workplace culture and quality visitor | guest experiences appropriate to the adventure tourism | hotel 
and accommodation environment  

3. 
Evaluate economic, environmental, and social sustainability policies and practices, to develop and 
implement effective strategies to manage operational and visitor impact within the adventure tourism | 
hotel and accommodation industry  

4. 
Analyse and apply specialised technical, operational and systems knowledge for the dynamic nature of 
the adventure tourism |hotel and accommodation industry to maximise performance in an adventure 
tourism | hotel and accommodation business  

5. 
Analyse industry standard operational procedures and systems to develop and evaluate compliance 
requirements supporting continuous improvement in an adventure tourism |hotel and accommodation 
business.  

6. 
Apply specialised technical and theoretical skills and knowledge of the adventure tourism |hotel and 
accommodation environment in an operational context and analyse policies and processes to effectively 
self-manage and lead others and resolve dynamic and complex problems within the workplace.  
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Welcome to QRC, New Zealand’s premier Tourism and Hospitality Management education provider. This handbook contains 
the general paper outlines, academic and conduct regulations, and information about your programme of study.  You should 
refer to it regularly during your course of studies. 
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QRC Diploma of Hospitality Management (Level 6) 
 

Qualification 
Upon successful completion of the programme, students are awarded the New Zealand Diploma in Hotel Management (Level 
6). 

 

Aims 
The programme aims to develop the knowledge, skills and competencies required for work and/or further study and 
progression in the international hospitality industry at supervisory level. 

 

Programme Outcome Statement 
On successful completion of the Diploma students will have a comprehensive foundation for a career in the hospitality industry 
and/or for further education within the hospitality sector and will be equipped to perform as immediate operators at 
supervisory level in the hospitality workplace. 
 

Graduate Profile 

Graduates of this programme will be able to: 
• Apply business and entrepreneurial strategies to identify and optimise opportunities in the hotel and accommodation 

industry. 
• Analyse leadership skills and apply to the management and development of staff, ensuring a positive workplace culture 

and quality guest experience appropriate to the hotel and accommodation environment. 
• Evaluate economic, environmental and social sustainability management policies and practices, to develop and 

implement effective strategies to manage operational and guest impact in a hotel and accommodation environment. 
• Analyse and apply specialised technical, operational and systems knowledge for the hotel and accommodation sector 

to maximise performance in in a hotel and accommodation environment. 
• Analyse industry standard operational procedures and systems to develop and evaluate compliance requirements to 

support continuous improvement for a hotel. 
• Apply specialised technical and theoretical skills and knowledge of the hotel and accommodation industry in an 

operational context and analyse policies and processes to effectively self-manage and lead others and resolve dynamic 
and complex problems within the workplace. 

 

Programme Completion Requirements 
A student will qualify for the award of the New Zealand Diploma of Hotel Management (Level 6) upon completion of the 
following programme requirement within 5 years of the date of enrolment: 

• Achievements of grades not lower than 50% for all papers in the Diploma. Fail grades must be amended by paper or 

assessment retake (refer section 2.11).   

• Achievement of all Learning Outcomes of the individual papers. 

• Achievement of a pass result for the industry training programme (internship). 

• Achievement of a (minimum) satisfactory result for professional excellence (refer section 1.0). 

• Fulfilment of all financial obligations to the College. 

• Successful completion of all competency units/shifts/community hours required for the programme. 

 

Elective Streams 
 

Event Management Wine Studies 

 
Elective papers are offered in terms two and five based on demand and subject to student numbers.   
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QRC Diploma of Hospitality Management Course, Paper Outline  

 
 
 
 
 
 
 
 
  

Paper # Paper Title Level  
Year 1 - Term 1  

716.411A Food, Beverage & Bar Service 4 

716.411B Food, Beverage & Bar Service 4 

716.501 Tourism Fundamentals 5 

716.502 Information Technology 5 

716.503 Business Research & Communications 5 

716.504 Cultural Intelligence 5 

716.511 Hospitality Regulations 5 
 

Year 1 - Term 2  

716.412 Food Production 4 

716.505 Business Accounting & Analysis 5 

716.506 Marketing 5 

716.512 Contemporary Food & Beverage Management 5 

716.513 Hotel Operations 5 

716.531 Hospitality Elective 1: Events 5 

716.521 Hospitality Elective 2: Wine 5 

 Internships - Term 3 & 4  

716.507 Internship A 5 

716.508 Internship B 5 
 

Year 2 - Term 5  

716.601 Business Development 6 

716.602 Leadership 6 

716.611 Rooms Division Management 6 

716.612 Hospitality Operations and Cost Control 6 

716.532 Hospitality Elective 1: Events 6 

716.622 Hospitality Elective 2: Wine 6 
 

Year 2 - Term 6  

716.603 Law 6 

716.604 Human Resources Management 6 

716.605 Economics 6 

716.606 Managerial Accounting 6 

716.607 Sales and Marketing 6 

716.608 Capstone – Tourism & Hotel Simulation 6 

 Study Support  
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QRC Diploma of Adventure Tourism Management (Level 6) 
 

Qualification 
Upon successful completion of the course, students are awarded the New Zealand Diploma in Adventure Tourism 
Management (Level 6). 
 

Aims  
The programme aims to develop the knowledge, skills and competencies required for work and/or further study and 
progression in the international Adventure Tourism Industry at supervisory level. 
 

Programme Outcome Statement 
On successful completion of the diploma, students will have a comprehensive foundation for a career in the Adventure Tourism 
Industry and/or for further education within the tourism sector and will be equipped to perform as immediate operators at 
supervisory level in the workplace. 
 

Graduate Profile 

Graduates of this programme will be able to: 

• Apply business and entrepreneurial strategies to identify and optimise opportunities in the adventure tourism 
industry. 

• Analyse leadership skills and apply to the management and development of staff, ensuring a positive workplace culture 
and quality visitor experiences appropriate to the adventure tourism environment. 

• Evaluate economic, environmental, and social sustainability policies and practices, to develop and implement effective 
strategies to manage operational and visitor impact within the adventure tourism industry. 

• Analyse and apply specialised technical, operational and systems knowledge for the dynamic nature of the adventure 
tourism industry to maximise performance in an adventure tourism business. 

• Analyse industry standard operational procedures and systems to develop and evaluate compliance requirements 
supporting continuous improvement in an adventure tourism business. 

• Apply specialised technical and theoretical skills and knowledge of the adventure tourism environment in an 
operational context and analyse policies and processes to effectively self-manage and lead others and resolve dynamic 
and complex problems within the workplace. 

 

Programme Completion Requirements 
The Award the QRC Diploma in Adventure Tourism Management (Level 6) 
 

 A student will qualify for the award of the QRC Diploma of Adventure Tourism Management upon completion of the following 
programme requirements within 5 years of the date of enrolment: 

•  Achievements of grades not lower than 50% for all papers in the Diploma. Fail grades must be amended by paper or 

assessment retake (refer section 2.11).   

• Achievement of all Learning Outcomes of the individual papers. 

• Achievement of a pass result for the industry training programme (internship). 

• Achievement of a (minimum) satisfactory result for professional excellence (refer section 1.0). 

• Fulfilment of all financial obligations to the College. 

• Successful completion of all competency units/shifts/community hours required for the programme. 
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QRC Diploma of Adventure Tourism Management, Paper Outline 

 

 

 

 

 

 

 
  

Paper # Paper Title Level 
 

Term 1  

816.501 Tourism Fundamentals 5 

816.502 Information Technology 5 

816.503 Business Research & Communications 5 

816.504 Cultural Intelligence 5 

816.411 Customer Service Management 4 

816.413 Tourism Operations 4 
 

Term 2  

816.412 Comprehensive First Aid 4 

816.505  Business Accounting & Analysis 5  

816.506  Marketing 5  

816.511  Adventure Tourism Interpretation 5  

816.512  Adventure Tourism Event Planning 5  

816.513  Operation and Risk Management 5  

 Term 3 & 4  

816.507 Industry Internship A 4 

816.508 Industry Internship B 4 
 

Term 5  

816.601 Business Development 6 

816.602 Leadership 6 

816.611 Consumer Behaviour and Destination Management 6 

816.612 Sustainable Tourism Development 6 

816.613 Tourism Futures 6 
 

Term 6  

816.603 Law 6 

816.604 Human Resource Management 6 

816.605 Economics 6 

816.606 Managerial Accounting 6 

816.607 Sales and Marketing 6 

816.608 Capstone – Tourism Strategy – Simulation 6 

 Study Support  
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1.0 Professional Excellence System 
 

1.1 Overview 
 

Tertiary-level students are expected to behave responsibly. At no time will QRC condone any actions or activities that might 
compromise the safety of you, other students, staff or the property of the College or local community. Serious misconduct 
may result in dismissal or suspension from the College. 
 
This handbook, student support personnel, other office staff, tutors and the orientation programme will collectively inform 
you of QRC expectations and clearly outline what is considered appropriate student behaviour. 
 
One of the aims of the College is to produce prospective employees who are highly sought after by the tourism and hospitality 
industry, not only for their skills but also their consummate professionalism. These standards have been consistently 
highlighted by our Industry Advisory Board. Accordingly, the College demands the highest standards of personal and 
professional excellence from all its students. 
 
The Professional Excellence (PE) system has been developed to encourage students to achieve the level of professionalism 
expected by the industry. The PE system operates for the on-campus terms in the Diploma but may also be applied to students 
who do not show professionalism during internship. 
 
The aspects of a student’s performance which are indicative of a high degree of professionalism, and which are assessed under 
the PE System include: 
 

• Regular class attendance 

• Punctuality 

• Courtesy and professionalism 

• Excellent grooming and personal appearance 

• Cleanliness 

• Honesty 

• Cooperation and helpfulness 

• Team spirit  

• Respect for others 

• Respect for the College community and environment 
 
Students commence term 1 & 5 with the maximum score of 100 PE points. Ideally, the student will maintain this score 
throughout the next terms by demonstrating a high level of professionalism.  
 

Any incidents of unprofessional behaviour or behaviour that breaches College guidelines will be reported to the Programme 
Lead | Learners and may incur a loss of PE points or suspension. 
 
Points will be deducted at the discretion of the Programme Lead | Learners after due consideration of the relevant 
circumstances. 
 
At any time during the term, a student whose PE points total comes close to the warning mark of 85 points, or who repeatedly 
fails in the same areas is required to seek counselling from the Programme Lead | Learners. Appropriate measures to remedy 
any behavioural circumstances and improve the student’s professional conduct will be discussed.  
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1.2 Professional Excellence (PE) Discipline Procedures (All students start on 100 points in Term 1 and 5) 
 

  

 
 

1.3 Table of PE Demerits 
 

QRC uses the following table as a guide to demerits: 
 

Misconduct 
 

Point Deduction 
 

Absence – unexplained or unacceptable 3 

3rd Class Absent (from any one paper) 3 

Offensive language including swearing and language that is derogatory, 
creates division and could be interpreted as discriminatory 

3 

Absence from shift – unexplained or unacceptable 5 

Lack of communication around shift/off-site sign off 2 

Punctuality - Lateness to appointed times (classes, shifts, other College 
arrangements) 

2 

Lateness to notify of Absence 2 

Unprofessional classroom behaviour  1 -5 

Grooming - Poor grooming/unprofessional appearance 1 

Non-attendance at registered community service 5 

Note: Any unprofessional behaviour will be dealt with by the Head of School/Programme 
Lead|Learners and points deducted will range from 1 to 10 depending on the circumstances. Serious 
misconduct (theft, serious abuse of property or personnel, serious criminal activity, including breaking 
social media rules and regulations, etc.) falls under the Serious Misconduct regulations, not 
Professional Excellence System. 
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1.4 Grooming Standards  
 

The College has adopted a grooming standard which reflects the highest professional industry standards as endorsed by our 
Industry Advisory Board (February 2026).  The following section outlines the general requirements and expectations of the 
College. 
 

The College reserves the right to judge whether specific grooming issues not addressed in these guidelines are acceptable or 
not.  
 

Students are always required to follow these guidelines in grooming, and also to follow the spirit of excellence in personal 
appearance that they articulate. 

1.4.1 Professional Excellence  

The utmost presentation and professionalism of students is always expected. Students must maintain the highest standards 
of grooming and cleanliness.  
 
QRC Attire is to be worn: 

•  In all front of house areas. For example: whilst in class or at QRC house, including the café.  
•  During activities associated with the Diploma, i.e. familiarisation visits, shifts and community service events (unless 

otherwise directed) 
•  During open days or career week  
•  At any other time that the College deems necessary. 

 
Ensure your QRC attire is clean, well ironed and worn correctly with no stains, holes, or buttons missing. If any items of business 
attire fall into disrepair it will be required to be replaced immediately.  Additional items of QRC attire can be purchased through 
the library/the uniform website (Queenstown Resort College – Impact Apparel and Merch) at the student's own expense. 
Students may be required to change any items deemed unsuitable by the Programme Lead | Learners. 

1.4.2 Grooming Guidelines for all students:  

• Ensure that only QRC attire is worn. 

• Name badges must be worn on the left lapel of the jacket and cared for (shiny and unscratched). 

• College pins must be worn on the right lapel of the jacket and be in line with the name badge. Students are allowed 
one additional pin of their own choosing.  

• Hair which reaches the collar or below should be fully tied back and off the face. All hair accessories are to be  
professional and black in colour or matching hair colour. Hairstyle must be conservative, clean, and neat. Hair colour 
must be a "natural colour", defined as one that could be grown naturally, though not necessarily the natural colour. 

• Sunglasses are to be removed when inside QRC house and café. 

• Black woolen scarves, hats/beanies, puffer jackets/coats and gloves may be worn during winter. You must remove any 
of the above items once inside any College building, including classrooms and the café. 

• Head scarves are to be black only (used for cultural, religious or medical reasons).  

• There are limitations with headphones in QRC attire.  They can be used in the classroom/café between breaks or when 
the tutors give permission in class.   

• Handheld personal devices must always be silent/switched off and concealed whilst in a classroom environment. 

• Cultural jewellry is acceptable. 

• No costume jewellry is permitted - students may be required to remove any item of jewellry considered inappropriate, 
unsuitable, or excessive.  

• Each ear can have up to 3 visible piercings with a simple stud or sleeper earring of no more than 10 mm diameter. Ears 
can be pierced in any location (including cartilage). Clear place holders for additional piercings are acceptable. No drop 
or dangly earrings are permitted. 

• One very fine short gold or silver necklace may be worn. 

• One plain bracelet in gold, silver, diamond, or pearl may be worn (maximum width 10mm).  

• A maximum of two conservative rings per hand. 

• Ankle bracelets are not permitted and will either need to be covered or removed. 

• Footwear must be in good repair, clean, comfortable, and well-polished at all times. 

https://impact.co.nz/collections/queenstown-resort-college
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• Cultural tattoos expressing heritage and identity unique to indigenous students are permitted at QRC.  Where tattoos 
are visible and unable to be covered by long sleeve tops or pants, QRC cannot assure placement into chosen industry 
internship and shift placements if this policy differs to that of the employer.  

• Business socks are to be plain black with no branding visible. 

• Only black belts may be worn.  

• Visible body piercing is not acceptable (including facial area and tongue). 

• Students may wear natural tones of nail varnish such as French polish or nude. Bright coloured nail polish is not 
permitted. Shellac/False nails are permitted provided they are of reasonable length and colour.  

• Fingernails should be clean and trimmed.  

• Shower daily and use deodorant.  

• Use perfumes/cologne sparingly to smell clean and fresh.  Avoid overpowering musk perfumes. 

• Smoking/Vaping is only permitted outside QRC Cafe by the picnic benches. 

• It is prohibited to wear your QRC uniform in social situations outside of the college (ie: in bars and restaurants) unless 
you are specifically invited to attend a company event where uniform is required. 

Female Students for both Diplomas 

• Black, brightly coloured, print, and obvious lace-patterned undergarments are not acceptable. 

• Make-up should be simple and natural. (In many businesses make-up is an essential part of the uniform and large 
department stores have professionally trained make-up consultants who will be happy to show you how to apply 
make-up to present a professional image. Advise the make-up consultant that the look is for work and should be simple 
and natural). 
 

Male Students for both Diplomas  

• Students should be clean shaven or have a fully-grown beard. Beards or moustaches must appear neat and trimmed 
and cannot be grown throughout the term.  

1.4.3 Diploma of Hospitality Management specific 

• All business skirts must be knee length and standard QRC issue. 

• Stockings can be worn when wearing a skirt and be natural coloured or black.  A thicker denier is recommended for 
winter months. No socks to be worn under stockings. 

• QRC scarf or tie must always be worn when in uniform. 

• Footwear needs to be plain, black leather, non-slip court shoes with a rounded toe, (boots are not permitted; flats are 
acceptable). A higher cut court shoe or single strap across the arch of the foot is acceptable, however, there should be 
no decorations of any kind such as coloured stitching or decorative buckles. For safety reasons, heels must not exceed 
two inches (five centimeters), and may not be wedge heels, foam rubber heels or platforms.  

• Shoes are to be plain, black-laced; leather business shoes or business style slip on with non-slip soles.  There should 
be no decorations of any kind except for ‘brogue’ style business shoes. Ankle boots are not permitted, nor are buckles, 
excessively pointed toes, coloured stitching (such as on Doc Martins) or slip on.  

• Suit jackets can only be removed once in the classroom. 
 
Kitchen and Housekeeping Uniforms 
Uniforms for kitchen and housekeeping duty will be required at different times in each term of study. Kitchen uniforms are 
issued to students as well as a housekeeping t-shirt.  Some hotels will supply a housekeeping uniform for you.  No nail 
varnish/false nails or jewellry is acceptable when in the kitchen. No nail varnish/false nails are acceptable during F&B 
classes/shifts.       

1.4.4 Diploma of Adventure Tourism Management specific 

• Footwear must be all black (including soles), clean, comfortable and in good repair; no jandals/high tops/boots. 
Branding is permitted provided it is all black.   
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1.4.5 Casual Dress Day - Dress Code Policy 

Queenstown Resort College has implemented a dress code policy for ‘Casual Dress’ days.  The purpose of the Casual Dress Day 
is to provide students with an opportunity to dry-clean their uniform 3 times per term.  This is to encourage a high level of 
personal presentation on campus which is an expectation of the Professional Excellence guidelines. 
Students are not required to wear formal business attire on scheduled ‘Casual Dress days’, however appropriate standards of 
professionalism must be followed.  Students are to always maintain a clean and neat appearance, dressing in a manner 
appropriate for the college and that comply with Health and Safety regulations where and when required: 

• No apparel (jeans, shorts, skirts, tops) with holes, rips or tears 

• No jandals/flip flops 

• No hats or caps in classroom 

• No revealing clothing exposing your back, chest, stomach, navel ie: crop tops 

• No short skirts or shorts of inappropriate length 

• No items adorned with language or images that may be considered offensive or culturally insensitive 
 

Students are expected to comply with this policy for all scheduled Casual dress days, maintaining an appropriate image when 
they are at College and/or representing QRC.  Failure to adhere to this policy may result in a student being sent home to change 
which could result in a loss of PE points due to lateness.  Students have the option of wearing their uniform on Casual Dress 
days if they choose to. 
 
Uniforms can be left at reception 1 day prior but no later than 9.00am on the scheduled Casual Dress Day.  Same day dry 
cleaning is offered to students at a 50% discounted rate, please see reception for prices and forms for dry cleaning. Dry cleaning 
is returned to QRC reception after 4.00pm for collection. 
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1.5 Tikanga 
Increased awareness of Māori culture and to help avoid confusion or uncomfortable moments when people may be unsure of 
what to do.  
 
The basic principles underpinning the tikanga noted below are common throughout New Zealand. However, different iwi 
(tribes), hapu (subtribes) and marae (Māori community meeting places) may have their own variations.  
 
Heads  
Avoid touching another person’s head, unless invited. Māori people regard the head as very tapu (sacred).  
 
Hats  
Avoid putting hats on food tables. Why? This is linked to the idea that heads are tapu so anything that relates to heads, like 
pillows or hats should also be treated carefully. (See ‘Food’ below).  
 
Food 
Avoid passing food over anybody’s head. Why? There are many Māori rituals and practices relating to food. 
In a teaching and learning context, it is common for Māori to share food as a means of welcoming people,  
celebrating success or building rapport. However, another important function of food is to remove tapu so it needs to be 
handled carefully around things that are considered to be tapu.  
 
Tables and bags  
Avoid sitting on tables, particularly tables with food on them or those likely to have food on them at any point.  
Avoid putting bags on tables. Instead place them on the floor or a chair. Why? Putting your bottom or carry 
bag on the table is perceived to be unhygienic. Not sitting on tables is also linked to Māori beliefs about the 
tapu nature of bodily wastes and the need to keep them separate from food.  
 
Speaking  
Avoid entering and crossing a room while someone in authority is addressing an audience. To avoid offence, either wait quietly 
by the door until there is a break in the dialogue or, when that is not appropriate, enter as discretely as possible. Try not to 
walk directly in front of the speaker or, if you cannot avoid it, crouch. 
down as you pass as a sign of respect. Why? Traditionally Māori society is very hierarchical and crossing in 
front of a more ‘senior’ person is considered rude.  
 
Stepping  
Avoid stepping over people, even in crowded teaching spaces when you are over people trying to find a 
suitable seat. Ask the person to draw their legs in first or find another route. Why? From a Māori cultural 
perspective, it is considered offensive for a woman to step over a man. 
 

1.6 Attendance Regulations 
These regulations are intended to reflect common workplace practices, while acknowledging that students are in transition 
between learning and work environments. 
 

100% attendance per paper is expected for every class/shift/activity connected with the Diploma and QRC.  All absences and 
lateness must be reported prior to the start of class. 
 
As you would for an employer, all and every absence or lateness must be explained by phone, text or email to the College. If 
you are scheduled to be on a shift, then you are required to notify the hotel and your tutor at least 2 hours prior to the start 
of your shift, which is in line with industry expectations and as a matter of courtesy. 
 

• For College absences: Call 0800 441 114/ 03 409 0500. Alternatively, you may email attendance@qrc.ac.nz or send an 
Absentee Notification via the App. 

 

• For shift absences – use the hotel/restaurant number provided to you. You MUST contact the hotel/restaurant, the 
college and your tutor. 
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• The second-class absence for half papers of 22hrs and third-class absence for papers above 40hrs per paper will result 
in PE points been deducted whether the college has been notified or not unless a medical certificate is presented to 
excuse the absence. 
 

• This also applies to lateness where one late email will be accepted; after this, each time the student is late 2 PE points 
will be deducted. Any student who arrives to class later than 30 minutes will be recorded as absent. 
 

Please note that if you are absent from class, it is your responsibility to make sure you find out what was covered in class. Your 
scheme of work and Moodle provide an outline of all topics that are covered in class. If you require further information, please 
contact your tutor. 
 
For any leave requests students must submit a Student Leave Request form (found on Moodle, the App or the appendices in 
this handbook), 5 days prior to the leave taking place except in extenuating circumstances.  The Programme Lead | 
Learners/Head of School will inform the student by email within 48 hours of the outcome. Please note leave may incur a loss 
of PE points. 
 
Students may take sick leave to care for dependants. QRC may request you to provide a Medical Certificate. If you cannot 
provide a medical certificate for your dependant, then PE points may be deducted. 
 
Attendance below 80% per paper will incur Professional Excellence demerit points, unless due to exceptional circumstances 
agreed to by the Programme Lead | Learners. 
 
Where a student’s overall attendance falls below 60% due to sickness, illness, injury, or ongoing medical circumstances, QRC 
may prescribe a deferral. This decision will be made in consideration of the student’s wellbeing, their ability to meet learning 
outcomes, and their capacity to successfully complete assessment requirements within the term. 
 

1.7 Prescribed Deferral 
Where absences as a result of illness and or injury are repetitive and recurring throughout the course of a period of study or 

during internship, staff will work closely with the student to monitor progression.  When deemed to be in the best interest of 

the student’s wellbeing (physical and/or mental) and/or academic outcome, deferral from the course of study with a stand 

down period could be imposed.   Where an internship position cannot be held open for an intern, the Internship Managers 

will work with you to help secure an alternative placement. 

 

If a prescribed deferral is required, the timing of the deferral will determine whether the student is able to return within the 

same term free of charge. The final week in which a student may defer and return in the same term without additional tuition 

charges is Week 7. Students who defer after Week 7 may be required to recommence the paper or term at the next available 

intake, and additional fees may apply. 

A prescribed deferral is not a disciplinary action. It is a supportive academic and wellbeing measure used when continued 

participation is unlikely to result in successful learning or assessment completion within the current term. 

 

Upon re-enrolling in the course, following deferral for wellbeing purposes, students will be required to provide a signed medical 

declaration that you are fit to continue with your study or internship.  Your medical practitioner must also disclose any on-

going medication and/or treatment required to best support your continued wellbeing. 

 

Situation Likely Outcome 

Attendance below 80% per paper 
PE demerit points may apply unless exceptional circumstances are 
approved 

Repeated or ongoing illness/injury Student progress and wellbeing monitored 

Overall attendance below 60% due to sickness Prescribed deferral may be applied 

Deferral by Week 7 Student may return in the same term free of charge 

Deferral after Week 7 Student may need to return in a future term; fees may apply 
 

1.8 Failing the PE System 
At any time during the term, a student who has PE points down to 85 or less will receive a verbal warning and could lead to 
suspension from the College should points continue to fall. 
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A student who is suspended for PE failure has the right to appeal as follows: 
 

• The student must write a letter of appeal to the Programme Committee stating the reasons for the request. 

• This letter must be submitted to the Head of School within 48 hours of the student receiving notification of suspension. 

• Within two working days of receiving the student’s letter, the Head of School will convene with Senior Management 
to review the appeal and may request the student to attend an interview. 

• The Head of School will advise the student of the decision reached by Senior Management within 48 hours of the 
meeting. 

• If the student’s appeal is unsuccessful, then a minimum one-year suspension from the College will be effective 
immediately. 

• If the student’s appeal is successful, the student will be reinstated provided they meet criteria specified by the Head 
of School &/or Senior management. 

• If the student’s appeal is successful, yet by any point in time, the student has not demonstrated significant 
improvement and ‘has not met’ by the end of the term in relation to their professional excellence requirements, the 
one-year suspension from College may be reinstated without the opportunity for appeal, at the discretion of the Head 
of School. 

 

The Programme Lead | Learners will provide more details on the PE System during Orientation. You may approach your 
Programme Lead | Learners if you have any further questions on the PE system. They will endeavour to help you with your PE 
and ensure it remains at a high standard throughout the term.  
 

1.9 Tracking and Recording PE Points 
The tutor may advise the student at the time when they intend to deduct PE points and record the reason on the class log. 
Reception will oversee the recording of the points on the online PE System on a weekly basis. 
 
Students may access the PE System online via OneDrive.  The student will be able to view only their own points. If a student 
has any queries at this stage, they should contact the Programme Lead | Learners. 
 
Students are required to take responsibility for managing their PE score while at the College. To achieve this, students must: 
 

• Regularly view their e-mail account as well as check the PE statement online. 
 

Act upon any requests made by the Programme Lead | Learners in PE related e-mails, within 48 hours of receipt. 
Inform the Programme Lead | Learners within 48 hours or personally, by appointment, if they cannot view their PE statement 
online or log in to their e-mail account: 

• Submit a request for review within 48 hours. 

• Regularly refer to the PE related misconduct section, viewable in the PE online system. 
 
PE points are recorded on the Academic Transcript. This is a permanent record so do be aware of this. 
 

85-100 Excellent: the transcript will state “Has exceeded the Professional Excellence requirements”. 

75-84 Very good: the transcript will state “Has met the Professional Excellence requirements”. 

66 - 74 Poor/unacceptable: the transcript will state “Has just met the Professional Excellence requirements”. 

< 65  Fail: the transcript will state “Has not met the Professional Excellence requirements”. 

 

1.10 Regaining PE Points Lost 
Students who wish to regain points lost through the PE system can do so through the following method: 
 

• Students who wish to regain points through the PE system can do so through the following method:  For every hour of 
approved Community Service (CS) provided you have achieved the 10 compulsory hours required, students have the 
opportunity to earn back 1 PE point per hour. These points will be added to the students PE points each week where 
appropriate.  Additional community service hours can be used to regain PE points within the term they are earned. 

• Students whose points have fallen to 75 or below can earn points back to a value of no more than 85 within the term. 
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• Students who fall below 65 can earn points to a value of no more than 80 within the term, only through approval by the 
Head of School. 

• Community service needs to be approved by the Student Services Manager prior to completion of the service. Not 
afterwards. 

• Written proof of community service hours to be submitted to the Student Services Manager.  
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1.11 Community Contribution Scheme 
 

The Community Contribution Scheme (CCS) has been developed to encourage and acknowledge voluntary participation within 
the College and local community. The scheme acknowledges voluntary contribution by students on their academic transcript 
at the end of years 1 & 2. Each student must complete a minimum of 10 hours prior to Internship. 
 
Levels of Acknowledgement 
All students’ transcripts will display a rating of their contribution for both academic terms, year one and two. The rating is 
based on the number of hours contributed. 
 

Community Contribution Result Comment 

0-9hrs Minimum hours not achieved  

10hrs Minimum hours achieved 

10hrs + Minimum hours exceeded - Outstanding 
 

The rating will appear on the Academic transcript as a footnote beneath the Professional Excellence rating.  
Below is an example:  
Community Contribution (Month) 2020 19hrs: Minimum hours exceeded 
 
Approved Contribution 
The following activities could be considered approved College/Community Contribution activities: 
 

• Participating as a Student Representative Council member in all scheduled meetings. 

• Participation in voluntary College or community activities as approved by the College. 

• Participation at QRC Lodge for voluntary work. 
 
Managing the Community Contribution Scheme 
Students must have their contribution activity approved by the Student Services Manager prior to the event in order for their 
hours to be recorded. Students can only attain 8 hours of community service from one provider unless prior approval has been 
granted by the Student Services Manager.  Please note that community hours cannot be awarded retrospectively.   
 
As part of the community contribution scheme all students will be required to participate in at least 2 QRC events. These may 
consist of but are not limited to career week, welcome functions, leavers dinner, graduation plus any other college related 
activities.  
 
Community Hours same as PE points get carried forward from Term 1 to Term 2 and from Term 5 to Term 6. In the start of 
Term 5 students will get their 10 compulsory hours recorded, the rest will be found on their transcript from Term 1 and 2.  
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2.0 Academic Regulations 
 

2.1 Learning to Learn Tips 

• Bring a fully charged laptop every day.  

• Ensure your computer is updated with the most recent versions of all required software (you will use them every day 
and so it is paramount that you are equipped for this).  

• Favourite/Bookmark all the websites you will frequently use i.e., Microsoft 365, Moodle, Edupage 

• One Note or a Notepad is recommended for class notes – note taking is essential in all classes. 

• Divide your notes by each paper.  

• You will need stationery i.e., pens, highlighters, pencil etc.  

• Make sure your OneDrive is updated and AutoSave is turned on for any documents. 

• A scientific calculator is required from term 2 onwards. QRC does not lend calculators to students. 

• Drink bottle is recommended. 

• Ensure you complete our self-directed learning to facilitate your learning. 

 

2.2 Study Support 
Study Support is here to guide you through your tertiary journey while at QRC.  Together with your teachers we want to 
encourage you to become industry professionals and to ensure you have a wide variety of skills required to succeed in the 
industry. Study support is held weekly. Session times are allocated on the timetable.  
 
You can use Study Support as a ‘sounding board’ for your ideas on reports, presentations, interviews, essays, CV’s and 
seminars. 
 
We are also able to offer help with: 

• Support on how to improve your editing and proofreading skills. 

• Professional and industry standard communication – written and oral. 

• Time management skills. 

• Curriculum vitae and cover letter tips. 

• Recommendations on how to provide the WOW factor in your assessment tasks. 
 

2.3 Assessment Strategies 

Workload within the diploma is focused on both in-person contact hours and self-directed learning, with the majority of 
assessment practices geared towards individual assessment throughout the term.  Assessment may take the form of an in-
class activity, out of class individual self-directed assessments, oral presentations and controlled exams.  The student is strongly 
encouraged to undertake self-study and research in paper topics outside of class time. All papers have a Self-Directed Learning 
Component (SDL) attached to them that is part of the overall Diploma completion requirements which is weighted towards 
their overall grade. 

Students must follow the assessment conditions stated in the Scheme of Work and assessment instructions, including any 
conditions relating to the permitted or prohibited use of generative AI tools. Where the use of generative AI is not permitted 
for a paper or specific assessment, this will be stated in the Scheme of Work or assessment instructions. 

Tutors are responsible for notifying students who have not attempted any compulsory SDL components that these need to be 
completed by end of the term Week 10/Week 11. 

2.4 Assessment 

Assessment at QRC is designed to confirm that students have met the learning outcomes for each paper and are able to apply 
knowledge and skills in academic, professional, and industry-relevant contexts. 
Assessment strategies may include formative assessment, summative assessment, controlled assessment, uncontrolled 
assessment, practical tasks, written assessments, oral presentations, professional discussions, reflective work, portfolios, and 
self-directed learning activities. The specific assessment strategy for each paper will be outlined in the Scheme of Work and 
assessment documentation. 
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Students are responsible for reading all assessment instructions carefully, including due dates, submission requirements, 
weighting, learning outcomes, marking rubrics, presentation requirements, and any minimum pass requirements. Where a 
paper includes compulsory assessment components, minimum exam thresholds, or compulsory Self-Directed Learning tasks, 
these must be completed as stated in the paper documentation.  
Formative assessment is used to support learning and provide feedback before final submission or assessment. Summative 
assessment contributes to the final paper grade. Controlled assessments are completed under supervised conditions, while 
uncontrolled assessments are completed independently outside supervised assessment conditions. 
Failure to complete compulsory assessment components, attend scheduled controlled assessments, or meet minimum 
assessment requirements may affect a student’s ability to pass the paper, even where the student’s overall course mark 
appears to be 50% or higher. 
 
Controlled Assessments (Supervised) 
Exam this is an assessment completed in a controlled environment, which will have a set date and time for completion. It is 
run under exam conditions as per the programme handbook. Students will only be able to have a standard exam stationery 
pack on the desk; the contents of an exam stationery pack are stated in the handbook. Where the exam conditions are "open 
book" what students are allowed to bring in will be provided in the Scheme of Work information. 
  
A Practical Exam is an assessment scheduled at a set date and time for completion. Students will be required to complete a 
practical task with set conditions and requirements. Evidence will be captured either through photographs or video. 
 
Uncontrolled Assessments (Unsupervised) 
Report This is a formal written document of factual information based on an investigation or research. The scope and who 
commissioned the report will be defined. Reports form the basis for solving problems or making decisions and provide concise 
recommendations. The report topic/requirement will be provided to students in the assessment details.  The default layout is 
presented using report format as described in Emersons Business Communication. Should an alternative format be required, 
the format requirements will be included in the Assessment details.   
 
Portfolio of Work is a collation of evidence that students have completed a series of activities both inside and outside the 
classroom. Evidence can be included that comes in multiple formats. Submissions can be electronic or physical. Part of the 
portfolio will have details regarding the date and time. The nature of the evidence when not stated by the assessment details 
can be in a range of formats appropriate to the evidence being captured.  
  
Presentation is an assessment where a student, or group of students, are providing information verbally to an individual or 
group of individuals. Presentations are recorded. Presentations are not allowed to be supported by notes whether physical or 
on-screen. Presentations may allow props. Presentations may be done virtually. The requirements and conditions of a 
presentation will be stated in the assessment details. 
  
Assignment Assessments cover a wide range of activities that do not belong to the other categories. They include infographics, 
case studies, tables, risk management plans, workbooks, computer-based activities such as simulation, video, or image 
creation. The assessment details will provide information on how the submission is to be presented, including submission and 
time. An infographic is a collection of imagery, charts, and minimal text that gives an easy-to-understand overview of a 
topic, using striking, engaging visuals to communicate information quickly and clearly. Infographics are a valuable tool for visual 
communication. A case study usually presents real-life scenarios or fictitious accounts of a situation or dilemma. Case studies 
enable students to illustrate theory and show the application of such theory from a variety of perspectives and apply critical 
thinking and problem-solving skills that they have been developing in their classes. The medium and format of the case study 
presentation will be stated in the assessment detail. 
  
Reflective Journal captures a range of reflective evidence, using a range of reflective tools. The assessment details will provide 
information on how the submission is to be presented, including the date and time.  
  
Shift Experience this is an activity that has students placed in an industry setting to have experience. Students may be required 
to submit information on their experience, the details of what must be provided will be in the assessment details. Generally, 
the grade for Shift Experience is Met or Not Met. 
 
A Professional Discussion is a planned, in-depth, two-way exploratory conversation scheduled between their supervisor, 
(tutor/internship manager) and student. It is an effective way of assessing understanding and knowledge and 
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how students embed this in your practice. Students will give and get feedback on the matter that the discussion relates to. It 
is recorded. 
  
An Attestation is a statement of fact; it provides evidence that the student has completed the requirements it relates to.  
  
Certificate of Hours provides evidence that the student has completed a specific number of hours related to the internship 
requirements. 
 
Presentation Assessment Policy 
Presentations are a key assessment strategy at QRC. Presentations may be done individually, in groups, with and without an 
audience. If not stated, you present in your QRC uniform. Another common way is to be instructed to wear business attire to 
present. This happens more in Year 2 of the Level 6 Diplomas. 
General conditions that relate to presentations: 

• That all presentations are recorded for quality assurance purposes. 

• The presentation file must be uploaded before the due date of the presentation slides as stated in assessment 
instructions. You are allowed to submit via email to your tutor if the file size is too large for Turnitin. 

• If you are not ready to start at the time allocated, you will be penalised 5%. 

• If presentations are running over time – you must wait – do not leave the area. 

• Time parameters of the presentation where a time limit is exceeded or not met by more than 10%, a 5% deduction of 
the maximum mark applies. A further 5% is applied at each additional 10% variation, up to a maximum deduction of 
25%. Work beyond 50% of the guideline length receives zero. 

• You are never allowed to use reference notes. 

• If the presentation file has not been uploaded by the presentation day, usual late submission rules apply. 

• On the 5th day if the presentation file has still not been uploaded a total of 25% will be deducted from the final 
presentation mark. i.e. from your presentation you were marked at 79% - your grade will be changed to 54%. 

 

Assessment is the way that we determine whether students have met the learning outcomes of the paper or not. Assessment 
usually occurs through: 
 

• Demonstration or performance of skills, 
• Oral presentations, interviews, reports or seminars,  
• Written industry documentation, research assessments, essays or reports,  
• Controlled assessment (exams). 

 
Formative assessment does not count towards a final grade. It is designed to help students with their knowledge and 
understanding of the course material, and to provide feedback opportunities for the student and tutor.  
 
Summative assessment counts towards a final grade and is designed to test knowledge, skills and understanding of course 
content.  
 
Accelerated assessment is available in some circumstances where students have verifiable and equivalent prior learning, 
achievement, or experience.  
 

Moderation: At QRC, all assessment activities in each paper are cyclically moderated (to ensure that assessment is fair, valid 
and consistent) prior to be given out to students, and post marking. 
 
Assessment requirements vary from paper to paper.  For papers with a controlled mid and final assessment, students must 
achieve 35% or more in the examination to pass the paper. Students will be given the opportunity to resit any mid-terms within 
the same intake at no additional cost to the student. 
  
Students should check paper or programme information or study instructions very carefully.  
 
It is important that students are aware of assessment deadlines. Students are advised to add the due dates of assessments 
and examinations to a list of important dates in their diary.   Please refer to 3.1 Submission of Assessment for guideline on 
submission of assessments. 
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2.5 ERO – Exam Retake Opportunity 
Programmes that have a 35% minimum grade requirement for exams, requires that even though you may have accumulated 
course marks to get 50% or over, you still need to meet the 35% minimum requirement for any of the exams that the paper 
has as part of its assessment strategy. Exams that are scheduled in the exam week are not included in the ERO format. If a 
paper has these requirements, these are stated after the assessment table in the paper scheme of work.  
 
Exams occurring prior to the last week of the term (Week 10/Week 11) will have an Exam Retake Opportunity (ERO). ERO will 
be scheduled during week 10 & 11. This is the default retake opportunity. If a student is unable to attend the ERO at this time, 
they must apply for an alternative assessment date to the Programme Lead | Learners/Head of School.  
 
The result achieved from an ERO is set at a maximum of 50%. This means that if the result of an ERO is 46% - the actual grade 
will be entered into Moodle. If the ERO grade is 55%, this will be reported at the capped value of 50%. Your final course grade 
will be calculated as per normal.  
 
Should the exam that you take, not get the 35% requirement, be during exam week, the action to complete the paper is 
determined by the PC results committee and follows the resit requirements. 
 

2.6 Exam Protocols 
Prior to the examination:  

• All students should be familiar with QRC Examination Protocols. 
• Ensure he/she is aware of the correct time, date and location of all examinations.  
• Students entitled to Examination Assistance have applied for it at least 1 week prior.  
• Bring QRC Student Identification card to place on the desk during the examination.   
• Students are responsible for taking the correct equipment to the exam and making sure that it is working. 
• Bring equipment into the exam room in a clear plastic bag. Students can bring: 

o Pens (black and blue colours are permitted) pencils and an eraser. 
o An approved calculator for subjects where a calculator has been used during the year. 

 
Entering an Exam: 

• Students are responsible for presenting themselves at the examination room in good time before the exam is due to 
begin, with their QRC ID card.  

• Ensure you go to the toilet before the exam starts. 
• Any student who arrives after 30 minutes of the exam starting will not be allowed entry. No extra time is available to 

students arriving late.  
• If a student is unable to attend an exam through illness, a doctor’s certificate must be presented at the earliest 

convenience.  
• All bags, folders and non-authorised material must be placed at the front of the room prior to the examination starting, 

this includes mobile phones (which must be switched off), electronic watches e.g. Fitbit/IWatch and other electronic 
devices.   

o Please note students may incur a PE point deduction if a device is found to be a distraction during an 
examination. 

• Students can bring a beverage into the examination e.g. water or take away coffee (non-alcoholic). 

During an Exam: 
• Upon entering the examination room, students are under the authority of the examination staff and must follow their 

instructions.  
• 10-minute reading time at the start of the exam – this is an opportunity for students to read and highlight any items 

within the exam and ask any questions relating to the layout, style and format of the exam/questions. The invigilator 
cannot answer any questions relating to the content of the exam.  

• No questions can be answered after the reading time is over.  
• No student can talk at all once an examination has started or at any time throughout the examination. 
• QRC Student ID card to place on the desk during the examination.  
• Students must write their QRC ID number on all paper provided and used.  
• Students are not permitted to leave an examination until one hour of time has lapsed, even to use the toilet. 
• If the examination is open book ensure students use their own materials, resources, and textbooks. Notes cannot be 

shared.  
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• Calculators: These are not provided by QRC. Students need to organise their own calculators for classes and 
exams. Note if calculators are required and the student has not brought one in, then they are not to use anyone else’s.  

• ‘Translation’ dictionaries or programmable dictionaries are not allowed.  
• All assessments should use UK English spelling (rather than American spelling). 
• Ensure all examination answers are written in clear and legible English, only blue and black pens are to be used when 

answering exam questions. Twink, white-out or other correction materials are not permitted.  
• Cheating will result in a FAIL grade being recorded for that subject. As behaviour constitutes serious misconduct, this 

will be dealt with through QRC Academic Disciplinary Procedures. 
• Any student who causes unreasonable disturbance will be required to leave the exam room and will not be re-

admitted. 
• Note in the last 10 minutes of any examination no one is to leave the room, even to use the toilet. 
• Students must stop writing immediately once directly by the examination staff to do so. 
• All exam papers must be handed in by all students, along with Answer Booklets and Working Sheets. 

Leaving the Examination Room: 
• If a student wishes to discontinue an exam, they must bring their exam to the front, hand in all material and exit the 

exam room. 
• Students are not to disturb others whilst leaving the room. 
• Once a student has completed their examination they cannot come back in the room and collect their belongings 

whilst the examination is still in place. 
• Students who have handed in their Examination Booklet will not be readmitted into the exam. 

 
Online Controlled Assessments 

Prior to the Online Examination:  
• All students should be familiar with the Online Controlled Assessment Protocols.  
• Each student must locate themselves in a space/room without others sharing it to ensure individual examination 

conditions and no support provided during the examination. 
• Entering the online exam:  
• Students need to login onto the virtual classroom using the software application prescribed 5 minutes prior to the 

exam start time. 
• All systems and IT issues need to be checked prior to the exam start time. 
• If an IT issue occurs, students will need to collect evidence and inform their tutor that they are either unable to sit the 

exam or were unable to submit.  
• An alternative Online Controlled Assessment date will be set, and a second attempt will be arranged with a different 

version of the exam.   
 
During the online exam:  
• Students are required to have their video screen on, be completely visible and with audio turned on/not muted 

throughout the examination for invigilation purposes. 
• If the video or screen is turned off or the camera angle is adjusted away from the student, then the student will not 

be able to complete the examination and a grade of zero will be given for Academic Misconduct.  
• If another person is found to be assisting the student with the Online Controlled Assessment, the student will not be 

able to complete the examination and a grade of zero will be received, this will also be recorded as a breach of 
Academic Misconduct. Refer to 2.14 in Programme Handbook. 
 

Leaving the online exam:  
• Students must ensure they have successfully submitted their completed Online Controlled Assessment at the end of 

the exam before leaving the video, if the student is found to still be working on the Online Controlled Assessment after 
leaving the video invigilation, a grade of zero will be received. 

• Students are permitted to leave the online exam (zoom etc) environment once they have submitted their exam. 
 

2.7 Extension of Assessment Deadlines (excluding one-off tests/exams/quizzes) 
Students must demonstrate that every effort has been made to submit work by any specified deadlines.  However, we realise 
that because of illness or other sustained interruption to study, students will sometimes be unable to meet a deadline.  
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As soon as this becomes apparent and before the due date has passed, students must formally apply for an extension to a 
deadline, prior to the assessment due date (except in extenuating circumstances), on the Alternative Assessment Arrangement 
– Extension Request (the form is in the appendices at the back of this handbook and is located on Moodle or on the App).  
 

The Programme Lead | Learners/Head of School approves or declines the application. Verifiable evidence may be required. 
 

Should QRC be closed due to adverse weather conditions and an assessment is due via TurnItIn the due date remains the same.  
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2.8 Assessment Submissions: Lateness Penalties   
Late assessments will attract the following penalties: 
 

Days  
Overdue 

Penalty deduction from overall  
grade total 

Maximum achievable 
result 

One 5% 95% 

Two 10% 90% 

Three 15% 85% 

Four 20% 80% 

Five 25% 75% 

Six or more Automatic assessment failure 0% 
 

Final assessment grade entered into the grade system, is calculated by deducting the penalty amount from table 
above, from the awarded assessment %  

  

e.g.  The teacher determines the assessment mark of 74%, based on the rubric.  
However, the student handed the assessment in 2 days late – therefore a penalty of 10% is deducted from the 
assessment mark.     
74% - 10% = 64% The reported mark in Moodle Grade Book is 64%  

 

2.9 Keeping a Copy of Your Work - Back up your files. 
It is the responsibility of students to keep a copy of any work sent for marking. No extensions will be granted for tech failure. 
We recommend the use of OneDrive/google docs/Dropbox/iCloud as suitable options to secure your work as well as USB 
memory sticks and external hard drives. 
 

When assessments are returned, students should keep the marked copy of the work for six months after paper completion.  
 

Final exams or exams, tests and assessments worth 40% or more of the paper will be retained by the College for six months 
after paper completion. Students may apply to view the exam or assessment through the Head of School 
 

2.10 Controlled assessment 
Absence from one-off scheduled tests or exams will incur a zero mark for that assessment unless a medical certificate or other 
formal permission has been approved through the Programme Lead | Learners/Head of School. 
 

If an authentic alternative test or exam occasion can be offered, and permission is granted by the Programme Lead | 
Learners/Head of School, the student may sit the controlled assessment. The student must apply for this on the Alternative 
Assessment Arrangement – Alternative Controlled Assessment Date (found in the appendices at the back of this handbook, on 
Moodle or on the App), within 48 hours of the controlled assessment.  
 
Should a student obtain approval for an alternative controlled assessment time this will be scheduled to take place during 
exam week (unless prior approval from the Programme Lead | Learners/Head of School has been given). 
 

Authentic means that the student has not received any assistance from students who have already sat the controlled 
assessment and results of the controlled assessment have not yet been returned to other students; and/or another version of 
the controlled assessment is to be used.  
 

2.11 Re-sitting Assessments 
Where a student has not achieved the 50% overall pass grade in a paper, the options which may be offered 
 to the student by the Head of School are as follows: 
 

1. Full Resit: students have the opportunity to re-enrol in a paper for the next time it is available or at other times during 
the Diploma programme (timing dependant on paper availability or as directed by the Academic Administrator). Full 
paper fees apply. For any final grade under 41%, a full resit will apply. 
 

2. Partial Resit: students may have the opportunity to resit a controlled assessment/s (test or examination) at a cost (timing 
dependant on paper availability or as directed by the Academic Administrator).   
Please note: Range of capstone resit fees which will be at a cost of $150-$250 dependent on enrolment of simulation. 
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Students undertake their own self-study of the resit assessment. Students must gain at least 50% or higher for the resit 
task in order to pass the paper. The highest final grade mark available for the paper, through this process is the 50% 
pass mark.  
 

3. Resubmission of an assessment task: the student may have the opportunity to resubmit a component or specified 
assessment activity during the delivery of the paper- unless the weighting is 30% or more (not controlled activities such 
as tests or exams).  This is at the discretion of the Head of School, to be completed in the student’s own time, and 
submitted per an agreed submission process.  The highest mark available through this process is the 50% pass mark. An 
administration and marking fee of up to $150.00 per assessment component will apply. 
 

Students must notify the Academic Administrator; (either by email or in person) Laura Wolahan (laura.wolahan@qrc.ac.nz) if 
they would like to complete any resits.  Enrolment is subject to availability. 
 
The above options are subject to availability of staff and administrative capability, and are at the discretion of the Head of 
School, who may also take into account the student’s: 
 

• Satisfactory Professional Excellence record, especially class attendance 

• Previous resit history 

• Achievement history in the assessments in the paper - likelihood of successful achievement through self-study only 
will be gauged. 

 

If a student does not take up a resit or resubmission opportunity offered, or fails the resit, (2 attempts only are permitted for 
a partial resit, if the result is still a fail a full resit will apply) then the original mark and grade for the paper stands. Full re-
enrolment for the paper would then be required at a later date. 
 
Note:  All resit students are required to wear full QRC uniform or equivalent work attire to all resit classes.  Please note that 
the PE system applies to all resit students. 

2.12 Resit Flowchart 
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2.13 Special Assessment Conditions 
Where a student wishes to access special assessment conditions due to impairment, illness, injury or learning disability, QRC 
must be supplied with a current medical certificate or other appropriate document that establishes the nature of the significant 
barrier that may impact on the applicant’s ability to complete assessments without the special assessment conditions applied 
for.   
 
Application for consideration of special assessment conditions must be made to the Programme Lead | Learners/Head of 
School, within the first two weeks of the start of a programme or paper, unless due to a subsequent event (e.g. accident). 
Approval is at the discretion of the Programme Lead | Learners/Head of School. 

Special assessment conditions which may be approved are: 
 

• Time Allowance: extra time (15min per hour) may be granted for examination sessions and, under exceptional 
circumstances, assessments deadlines. 

• Modifications to Examination or Test Requirements: Written exams/tests may be approved for modification, such as 
enlarging the font size, provision for oral responses, etc. 

• Use of Equipment or Resources: Use of computers, dictionaries, or other aids may be permitted for candidates who 
have difficulty with reading or writing, if this is the usual method of communication. Approval will not be granted if the 
request is made on the grounds that a candidate has untidy writing.  

• Examination Support: Assistance by a Reader, Writer and/or allowance to complete via a computer may be granted, 
students may also be entitled to additional extra time provided a request has been made to the Programme Lead | 
Learners/Head of School within the first 2 weeks of the term.   

 

2.14 Assessment in Te Reo (Māori) 
The College will permit assessment to occur in Te Reo provided that: 
 

• The student indicates to the Head of School within two weeks after the start of the paper that they wish to be assessed 
using Te Reo. 

• The paper has no other requirements around communication explicitness in English. 

• The College can assure itself and the student that the assessment material can be written and marked in Te Reo to the 
same standard as all other assessments in the paper.  

 

2.15 Aegrotat and Excused Grade 
An aegrotat (derived grade) may be available to a student who did not complete their exams/assessments due to exceptional 
circumstances.  
  
You may apply for an aegrotat grade if:   

• You are prevented from attending a controlled assessment due to illness, injury, trauma or personal bereavement.   

• You believe your performance has been seriously impaired for one of the above reasons.  

• Your circumstances are temporary, unforeseen, exceptional and/or beyond your control.  
 

The application for an aegrotat grade must be made in writing to the Head of School no later than 10 working days after the 
assessment date (unless in exceptional circumstances).  
The student may be asked to provide documentary evidence such as medical certificate or letter explaining the reason for 
application. Consideration will be given to the students:   

• Professional excellence record, especially class attendance   

• Achievement history in the assessments in the paper   
  
Final approval of an aegrotat grade is made by the Programme Committee.  
 
The aegrotat process is not available for:   

• Students who have previously been unsuccessful in an assessment and have applied for an assessment re-sit. 

• Coursework assessments worth less than 15% of the total weighting of the paper.  
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Excused grade 
To apply for an excused grade please apply via the Head of School by completion of a Request for an Alternative Controlled 
assessment form. A decision will be made within 5 working days. Result will be calculated by the Head of School.    
 

2.16 Assessment Misconduct 
Dishonest or improper practice in formal assessments includes: 
 

• Copying from another student. 

• Plagiarising a piece of work without acknowledging the source. 

• Cheating in controlled formal assessments (tests, quizzes, examinations). 

• Extensive inappropriate collaboration on assessments. 
 

Where dishonest or improper practice is suspected, it is referred to both the Quality Assurance Coordinator and the Head of 
School who follows the procedures outlined in the relevant section.  (Student Handbook under Disciplinary Action) 
 

Academic misconduct, in any form, will result in disciplinary sanctions against the offender. Sanctions may include the 
assessments of a zero grade for an assessment item, a failing grade (F-grade) for the paper, suspension from the College, or in 
cases of fraudulent actions, dismissal from the College.  
 

Cheating within a controlled exam/test 
 

• Tutor to speak with student and seek as much information as possible. 

• Advise student of the seriousness of their actions. 

• Collect all documented evidence. 

• Remove student from examination keeping all evidence and examination scripts etc. 

• Advise Head of School and tutor to write report on the incident. 

• Head of School to seek all information and bring student in for formal meeting. 

• Discuss consequences and document student responses. 

• Hold programme committee and where require, ask student to attend. 

• Take action as required.  Should suspension be sought approval from CEO is required. 
 

2.17 Academic Integrity 
The purpose of this policy is to: 

• Provide a framework for staff regarding the development of academic integrity as a core value for students, and for 
the management of allegations of breaches of academic integrity by students. 

• Set out a clear and consistent process for investigating suspected academic misconduct by students. 
• Ensure that reporting, recording, confidentiality and appeals in the case of confirmed academic misconduct by 

students are handled effectively and consistently. 
 

A strong emphasis on the development of the conventions of academic practice will help to foster a community that works 
together in honesty in an atmosphere of trust, fairness, mutual respect, and shared responsibility. These values are 
undermined by academic misconduct in any aspect of teaching and learning. It can damage an individual’s learning and 
development and undermine academic standards and educational outcomes. A strong emphasis on the academic integrity of 
staff and students is a quality assurance mechanism that contributes to the safeguarding of the standard of QRC’s 
qualifications. 
 
 
Definitions 

• Academic Integrity – Principle by which QRC staff and students act honestly, fairly, ethically and with respect for each 
other in teaching, learning and administration. 

• Academic Misconduct – Actions which intentionally or unintentionally are contrary to the values and practices 
associated with academic integrity. 

• Academic Misconduct Register (AMR) – A confidential register of proven cases of academic misconduct at QRC, used 
solely for investigating and reporting on academic misconduct. 
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Types of Academic Misconduct 

Plagiarism 

• Copying or cutting and pasting text from others without using quotation marks or block quotes to identify that text, 
nor clearly indicating the source (this includes paper and electronic sources) copying visual materials, images and/or 
physical objects without clearly indicating the source. 

• Using poor paraphrasing of sentences or whole passages without referencing the original work. 

• Using another person’s ideas, work or research data without acknowledgement copying computer files or code 
without clearly indicating their origin. 

• Submitting another student’s work in whole or part, where this is not specifically permitted in the course outline. 

• Submitting work that has been written by someone else on a student’s behalf. 

• Resubmitting portions of previously submitted work without indicating the source. 

• Unauthorised collaboration: presenting group work in any form of assessment where 
individual answers are required. This does not include assessment tasks where students are 
expressly required or permitted to present the results of collaborative work. Unless it is 
explicitly stated otherwise, each student’s answers should be in their own words. 

• Multiple submissions of single assessment: submitting substantially the same work for 
multiple assessments: presenting work submitted previously at the QRC or another 
educational institution. 

• Impersonation: getting someone else to participate in any assessment, including getting 
someone else to sit a test or examination on the student’s behalf. 

• Use of unauthorised materials: using notes, books or other material in the completion of 
assessment unless expressly permitted to do so; taking calculators, computers or other 
electronic devices (e.g., cell phones or tablets) into a test or examination unless expressly 
permitted to do so. 

• Assisting others in academic misconduct: 
o Impersonating another student in a test or examination. 
o Writing an assignment for another student. 
o Giving answers to another student in a test, examination or any other assessment (whether in a current or 

previously offered paper) by any direct or indirect means. 
o Allowing another student to copy answers in a test, examination or any other assessment. 

 
Other forms of misconduct: 

• Misrepresentation: feigning disability, temporary illness or injury or exceptional circumstances and then claiming 
special conditions and/or special consideration. 

• Purchasing assessment: submitting for assessment material obtained from commercial essays, assignment services, 
other students, or any other source. 

• Breach of ethics: a breach of confidentiality&/or privacy. 

• Other misconduct actions that are deemed to be in breach of the values and accepted practices associated with 
academic integrity. 

 
 
Principles 

• Instances of academic misconduct are not tolerated. Plagiarism is a form of dishonest behaviour, as is assisting a 
person to plagiarise. 

• A staff member or student who suspects that a student has been involved in academic misconduct must advise the 
Moderation Advisor. In all cases where it is suspected in an examination, the Invigilator must advise the Head of School. 

• Where breaches to academic integrity are suspected, students must be given an opportunity to explain their actions 
to the teacher or Moderation Advisor. A student may be accompanied by a support person. 

• Students have the right to be informed of the suspicion of academic misconduct and to see relevant supporting 
information, including the evidence on which the suspicion is based. Students will be allowed sufficient time to 
consider this evidence before they are asked to respond to it. 

• Turnitin may be used to assist in the maintenance of academic integrity. Where such software is used, students should 
be advised at the time they receive the assignment task. 

 
 



 

Version 10 – 2026 
QRC Programme Handbook 

29 

 

QRC Staff Responsibilities 
• To minimise the possibility of academic misconduct and promote academic integrity within QRC: 

• All academic teaching staff including administration will work together in a transparent manner to promote academic 
integrity throughout all QRC programmes. 

• All academic staff during their induction will be informed and provided with material related to plagiarism and 
provided with resources to assist with their understanding.  

• All resources related to academic integrity, including plagiarism and Turnitin updates will be located on the Teacher 
PD Moodle page. 

• All academic teaching staff will attend an annual session on APA referencing and updates to the academic integrity 
policy. 

• All students will be provided with, or have access to, information about plagiarism, which will include guidelines and 
descriptions regarding what is deemed as plagiarism in their Programme Handbook, their Head of School session at 
induction and during their teaching and assessment activities in Paper 716/816.502 Business Communications and 
Research, using the conventions of APA (7th Edition). 

• All Term 5 students will have a timetabled session in week 1 once they return from internship to refresh their 
knowledge related to academic writing and APA (7th Edition). 

• All students will be provided with, or have access to, instructions on how to reference and acknowledge all sources 
using the conventions of APA (7th Edition). 

• All students will be guided through how to submit assessments using Turnitin and will understand that ideally a 
similarity report of around 25% is acceptable however if a number of similar references are being used (i.e. Legal 
documents) then the report could be higher and therefore acceptable. Alternatively, if advised from the tutor that a 
high similarity is likely due to shared resources etc this would be acceptable as well. 

• All students will be provided with, or have access to, instructions on correct conduct in QRC examinations and other 
assessment activities. 

• Academic and other relevant staff will assist students to understand the concept of academic integrity within their 
discipline and students will be given opportunities to demonstrate and practise their understanding of it during their 
programme of study. 

• Academic staff will set appropriate guidelines for group work and will make clear the distinction between group work 
and individual work. 

• Academic teaching staff will work to minimise the opportunity for academic misconduct by taking a pro-active 
approach to assessment design and programme design and through the moderation process. 

• All staff, including relevant administrative staff, will respond to allegations of academic misconduct in a consistent and 
professional manner.   

• Staff will report all suspected instances of academic misconduct to either the Moderation Advisor &/or Head of School. 

• Staff will provide appropriate role models by acting with academic integrity in their own work. 

• All academic staff and students will actively participate in a collaborative environment where all members of the QRC 
academic community work together in a transparent and collegial environment promoting academic integrity. 

• The Moderation Advisor will document any instances of academic misconduct in the AMR and will minute the cases 
of academic misconduct in the Academic Programme Committed meetings. 

 
Student Responsibilities  

• Students are expected to act with academic integrity. To achieve this all students will aim to: 

• Learn and apply the academic conventions and referencing styles (APA) relevant to their course discipline as outlined 
in the Programme Handbook and taught and demonstrated in Paper 716/816.502 Business Communications and 
Research. 

• Inform themselves about conditions for all forms of assessment, particularly those relating to group work. 

• Submit only work that is their own and acknowledge the work of others through the conventions of APA (7th Edition). 

• Be careful to whom they lend their original work (there have been instances where students offering to hand in 
another’s work have copied that work before submitting it). 

• That when submitting work via Turnitin that the ideally the similarity report should be no more than 25% however if 
several similar references are being used (i.e., legal documents) then it may have a higher percentage and therefore 
acceptable. Alternatively, if advised from the tutor that a high similarity is likely due to shared resources etc this would 
be acceptable as well. 

• Actively participate in a collaborative environment where all members of the QRC academic community work together 
in a transparent and collegial environment promoting academic integrity. 
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Use of Generative AI Tools 
QRC recognises that generative AI tools can support students’ learning when used appropriately, including for self-directed 
learning, locating authoritative resources, summarising key concepts, improving grammar and structure, and developing 
understanding of complex topics. Students must follow the AI-use conditions stated in the Scheme of Work and assessment 
instructions for each paper or assessment. Where generative AI use is permitted in submitted work, students must 
acknowledge or declare its use in accordance with QRC requirements, including appropriate citation and referencing where 
AI-generated output has been paraphrased or directly quoted. The use of generative AI tools without acknowledgement, or 
contrary to the instructions of the paper tutor or assessment conditions, may be treated as plagiarism and academic 
misconduct. QRC will take an education-focused approach where first-time misuse is unintentional or based on 
misunderstanding; however, intentional, repeated, or serious misuse may result in formal investigation and disciplinary action 
under the academic misconduct process. Please refer to section 3.9 and the Moodle AI policy. 

Determining the level of seriousness of any allegation of a breach of academic integrity 
QRC shall investigate alleged instances of academic misconduct in a manner which is fair, consistent, and transparent.  
There are three levels of academic misconduct: 

I. Level 1 - A first time instance of academic misconduct where a student’s actions may be regarded as 
unintentional and/or contributed by a lack of understanding of academic practice. Usually involves 
the teacher in consultation with the Moderation Advisor. 

II. Level 2 - Academic misconduct where a student’s actions are perceived to be intentional and where 
the student could reasonably be expected to understand academic integrity, or any repeat instance 
of academic misconduct. Level 2 allegations are managed by the Head of School in consultation with 
the teacher.  

III. Level 3 - Academic misconduct where a student’s actions are perceived to be intentional and of an 
extremely serious nature including instances of falsification or fabrication of data, impersonation and 
or purchasing of assessment. A Level 3 breach refers to a serious breach of academic misconduct and 
requires it to be assessed by the Head of School in consultation with the QRC Programme Committee. 

 
 

Academic Misconduct Register (AMR) 
QRC maintains a confidential register (AMR) of proven cases of academic misconduct. The Moderation Advisor is responsible 
for updating and maintaining the register. 
 

2.18 Recognition of Prior Learning (RPL) 
Applications for RPL must be in writing accompanied by the (non-refundable) application fee per paper and made to the Head 
of School at least 6 weeks prior to the paper being offered.  
 

Recognition of Prior Learning is available up to but not exceeding 50% of the diploma programme (excluding internships).  
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Exemption from industry training (internships) is also available under a separate process which is outlined in the Industry 
Training Guidelines Handbook.  
 

Students applying for RPL must provide documentary evidence (e.g. academic transcript, record of learning, employer 
attestation) of the equivalent level of achievement against all specific learning outcomes within a QRC paper. Documentary 
evidence is the only acceptable form of evidence. 
 

Award of RPL may lead to the student being exempt from attendance at an assessment in the specified paper/s and includes 
exemption from payment of the paper’s fee and course material costs.  

• Exemption incurs no effect on grade point average. Students are advised that they lose the possibility of achieving a 
higher grade in the paper/s. 

• Students are also advised that exemption may affect their eligibility for student loans and allowances. 

• An application will be declined if it is deemed not to have merit or relevance to the stated course outcomes.  

• The Head of School will make the decision of award of RPL; the decision is supplied in writing to the applicant. 

2.19 Accelerated Assessment 
You can apply for accelerated assessment in a paper once delivery of a paper has begun, and within 2 weeks of the 
commencement of the paper, if you believe you have enough documented evidence to show you have already covered all the 
Learning Outcomes in the paper in previous study or work. 
 

There is no application fee for accelerated assessment. The process is the same as for RPL, except for the timing of an 
application (post-enrolment in paper). 
 

Award of accelerated assessment may lead to the student being exempted from attendance and/or assessment in the specified 
paper but does not result in a refund of the paper’s fees or course costs.  
 

Accelerated assessment may be applied for in addition to the maximum 50% permitted for RPL purposes but only 2 papers 
above this limit. 

2.20 Appeals 
If a student believes they have not been treated fairly in an assessment, or they dispute the result, they can appeal the 
assessment decision on the form Request for Review of an Assessment Task (found in the appendices in the back of this 
handbook and located on Moodle). 
 

Before they do so, it is a good idea to discuss their concern with the tutor/marker first. If there is no resolution, then using the 
appropriate form and submitting this to the Head of School. The fee for this is $50 and is refundable should the appeal be 
successful. 
 
For any type of assessment, the student must lodge an appeal within 7 working days of receiving results and the student/class 
feedback.  

2.21 Deferral / Withdrawal Process 
Students who defer during a term must when they next reenrol commence at the start of the new term unless prior approval 
has been granted by the Head of School. 
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2.22 Adverse Weather Procedures 
In the event of adverse weather conditions (snow), or where there are sufficient health and/or safety risks for students/staff, 
the following options apply: 

1. Option 1:  Morning classes postponed until later in the day and a further update to be notified via the Queenstown 
Resort College Student Body facebook page and through the Student Services Manager and/or QRC Lodge 
management along with email.  Classes where possible will be conducted remotely via ‘Zoom’. 

2. Option 2:  Classes cancelled, building remains open – attendance is not required. 
3. Option 3: College closed – building will be locked. 

 

QRC Student Body Facebook page will be updated with the status throughout the day.  QRC Lodge will notify all live in students 
of status.  Where possible, students will be notified via email on the status of the College.   
  

2.23 End of Term Travel Arrangements 
Students are advised that it is unwise to anticipate end of term travel prior to the Saturday of week 11 (exam week). Make-up 
classes for closure and postponements may necessitate attendance through to the very end of week 11. 
 

2.24 Progress from Term 1 and 2 into Internship and Year 1 to Year 2 
Internship requirements: 
Students must pass at least 75% of term one papers before internship will be set up within term two.  Overall, students must 
pass at least 75% of terms one and two papers to be eligible to move onto their internship.  All internship requirements within 
the internship handbook must also be met.  Students not meeting the requirements of internship will be required to repeat all 
resit papers to gain at least 75% pass overall to be eligible for internship placement.  Student PE points must be over 80 at the 
completion of terms 1 and again in term 2.  Note:  Student internship may be affected should PE points fall below the required 
standard of 80. 
 
Progression from Year 1 to Year 2 
A student must pass 75% of the Year 1 papers to be eligible to progress to Year 2. The Head of School may make discretionary 
exceptions to this.   
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Where satisfactory progression through the course content is not made by a student and the number of re-sits required to 

attain a 75% pass rate is substantial, it may be deemed appropriate for the student to repeat a term in its entirety.  This decision 

will be made on a case by case basis at the discretion of the Head of School.  Additional course fees are applicable.   
 

2.25 Grading System for Diploma of Hospitality Management 
HOSPITALITY MANAGEMENT GRADING SYSTEM 
QRC Diploma of Hospitality Management assessments will use the following grading system: 
Percentage Grade  Letter Grade  Point 
90+    A+   4.00 
85-89    A   3.70 
80-84    A-   3.30 
75-79    B+   3.00 
70-74    B   2.70 
65-69    B-   2.30 
60-64    C+   2.00 
55-59    C   1.70 
50-54    C-   1.30 
0-49    D (Fail)   0.00 
RPL (a student has been granted credit transfer or RPL for a paper) 
P (Pass – for papers that are Pass/Fail only) 
F (Fail – for papers that are Pass/Fail only) 
AA (with no attendance showing:  a student has been granted Accelerated.  Assessment for the paper but can only receive a 
minimum pass grade of 50%)  
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2.26 Grading System for Diploma of Adventure Tourism Management 
ADVENTURE TOURISM MANAGEMENT GRADING SYSTEM 
QRC Diploma of Adventure Tourism Management assessments will use the following grading system: 
Percentage Grade   Letter Grade   
 90+  A+  
 85–89  A 
 80–84  A-   
 75–79  B+   
 70–74  B   
 65–69  B-   
 60–64  C+  
 55–59  C   
 50–54  C-   
 0–49  D (FAIL) 
RPL (a student has been granted credit transfer or RPL for a paper) 
P (Pass – for papers that are Pass/Fail only) 
F (Fail – for papers that are Pass/Fail only) 
AA (with no attendance showing:  a student has been granted Accelerated Assessment for the paper but can only receive a 
minimum pass grade of 50%) 

2.27 Credit Points 
Each paper is given a National Qualifications Framework credit point rating based on a weighting of the class workload involved. 
The ICMS credits are determined by that institution. 
 

2.28 Term Administration 
All student documentation, forms and information can be found on Moodle under Term Administration.  This includes 
programme handbooks, database resources, assessment documents, and information on leave, professional excellence (PE), 
plagiarism, resits, emergency procedures, student support and student council. 

2.29 Social Media Regulations 
As a student I undertake to: 
 
Comply with QRC College rules, regulations and code of conduct, including the professional excellence system. 
Behave in a professional manner that does not offend others and is not discriminatory in anyway. 
Accept responsibility for safeguarding the relationships between QRC and its stakeholders.   
Act in a manner that is consistent with the College Values when using social network websites or any other means. 
 
Any breach of social media regulations falls under Serious Misconduct and will be dealt with by Senior Management of the 
college. 
 
Your media represents you. That probably seems obvious but remember it can keep on representing you well into the future, 
because content posted online or with phones is impossible to take back. So, it’s a good idea to think about how what you post 
now will reflect on you down the line. If you think it might impact on an employment prospect, damage a relationship, or upset 
your grandmother, consider not sharing it.  
 
Manage your visibility. Consider the whole image. What’s in the background of a photo or video could indicate where it was 
taken or what the people in it were doing at the time. Is that information you want to convey? Your media could show up 
anywhere. 
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2.30 Flow Chart Student Support   
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3.0 Guidelines for Assessment Submission and Presentation  

3.1 Turnitin – Submission of Assessments 

• QRC uses Turnitin to provide a platform to assist students which enhances their knowledge and understanding of 
plagiarism. Turnitin allows students to develop good academic practice in order to reference material correctly, 
thereby minimising the risk of submitting plagiarised work in assessments. Turnitin may also be used to assist with 
plagiarism detection where there is concern that an assignment contains plagiarised material. Staff and students 
should be aware that Turnitin is not the only method of checking for plagiarism and other means are readily available. 

• All assessments must be submitted by the due date provided on Turnitin. 

• If students are submitting assessments via Turnitin, this is a declaration that what they are submitting is their own 
work and they understand the penalties for plagiarism as stipulated in the Programme Handbook. 

• Students may upload and save a draft copy of their documentation onto to Turnitin at any point before the assessment 
deadline but after the due date and time their submission is final. Incorrect submissions will be awarded a zero grade. 

• It is the student’s responsibility to double check the uploaded version of the assessment by downloading their 
submission. 

• When submitting an assessment via Turnitin please be advised that you will receive an automated email receipt 
confirming your submission. If you do not receive an email, your submission was unsuccessful, and you will need to 
resubmit (please allow time to ensure that your assessment is submitted in a timely manner otherwise the 10% late 
penalty will be applied). 

• Submission of assessment to an incorrect location – incurs a 5% deduction.  

• Turnitin is used as a marking tool for tutors. QRC marks assessments using rubrics which are distributed to students 
prior to the assessment due date. These rubrics are uploaded to Turnitin and used to mark student works.  Additionally, 
students obtain feedback for their assessments via the summary box located in Turnitin, the record button or within 
the body of their assessment. 
 

It is advised you check your upload before confirming. 
The submission availability is open 7 days before the due date and for 6 days following the due date (lateness penalties will 
apply).  
 
QRC requires the majority of assessments to be submitted via Turnitin. Any exceptions will be notified via a tutor.  
 
Turnitin is an online software provider which detects plagiarism in student’s work.  
 
Digital copies of students’ writing are scanned by Turnitin and compared to other pieces of writing in Turnitin’s database and 
across the internet. Turnitin then returns a ‘similarity report’ that indicates how much of the writing is original, and how much 
has appeared elsewhere before. Turnitin can detect text that is copied from the internet, from print sources, and from previous 
student work. 
 
For any assessment submitted via Turnitin you will need to open the Turnitin function via the Moodle plug in or the Turnitin 
website. You will be supplied with a log in in term 1. From here you can upload your assessment to the website by following 
the Paper Name and Assessment Title.  
 
Once the assessment has been uploaded a Similarity Report will be generated.  
 
What should my similarity report say? 
The similarity report reveals what percentage of written material is original, and what percentage comes from pre-existing 
sources. In the vast majority of cases, the Turnitin similarity report will show a larger percentage of original material, and a 
smaller percentage of material drawn from other sources. That is as it should be – student’s assessment work should be mostly 
the author’s own work, with some quotes cited from sources. QRC will address any similarity report higher than 30%.  
What kind of behaviour does Turnitin ‘catch out’? 
For people who have done their own work, Turnitin simply affirms the integrity of their authorship. Unfortunately, some people 
try to present others’ work as their own by submitting someone else’s assessment as their own, or by passing off sources as 
their own work by not citing correctly. Turnitin catches that kind of intellectual dishonesty. 
General Rules 

• High numbers of sources with small percentages of copied words should be acceptable. 

• A very high percentage of copied words may suggest that you are not putting enough of your own ideas into your 
work. 
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• Low numbers of copied sources that add up to a high total percentage for your work will be unacceptable. 

• Any work copied from other students, with or without their knowledge, will be identified and may involve disciplinary 
action.  

Remember: 

• All work that is taken from other sources must be correctly referenced and cited.  

• Turnitin does not tell you anything about the quality of the work; it only identifies the extent to which it has been 
copied from other sources. 

• If in any doubt about your work, and what is required from you, seek help from your tutor. 
 
How to use Turnitin 
1. Go to the Moodle website and click on the assignment link your tutor has created. For example: 

 
The link will take you to a submission page where you will find instructions on what is required for your assignment and any 
details you might need to know about submitting your assignment. 
2. Click on Submit paper, locate your file, click okay, then click Upload this file. Your file will be submitted to Turnitin and will 
be compared with all of the resources in the Turnitin databases. Once submitted, it is the student’s responsibility to double-
check that the submission is correct. 

 
 
Viewing the Turnitin report 
To view your Turnitin report, go back to the course website and click on the assignment link again. 
If the checking is complete, you will see your document filename with a Similarity score next to it. 

 
 
To view the report, click on the percentage of coloured block. This will take you to the Turnitin website so you can view your 
Similarity report. 
What you get from Turnitin 
When you submit your work to Turnitin the software matches the order of words with the documents it holds in its database, 
and a report is produced that details the extent of similar material already in the Turnitin database. On the screen everything 
is colour coded for ease of use. In the examples below the key features are illustrated. 
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• The Similarity Index (top right) shows the quantity of the work submitted that matches another source already in the 

Turnitin database. 

• The copied work in your submission is matched with the source in the Turnitin database. In the above image the 
highlighted sections come from source number one. 

• There is a toggle to remove quoted material and references from the report. 
 
Turnitin Similarity Report 
The Similarity Report shows where parts of a student’s submission match text from other sources. The submitted work 
appears on the left-hand side of the screen. Matching text is highlighted in different colours and numbered to show which 
source it relates to. 
The Match Overview panel on the right-hand side lists the sources that share words or phrases with the submission. In this 
example, Turnitin has identified an overall similarity score of 41%. The top source accounts for 27% of the matched text, the 
second source accounts for 10%, and the remaining sources each account for smaller matches. 
The numbered highlights in the student’s work correspond with the numbered sources listed in the Match Overview. This 
allows students and tutors to review where matched material appears, consider whether it has been quoted, paraphrased, 
cited, or referenced correctly, and decide whether further academic integrity guidance is needed. 

 

3.2 Professional Appearance 
Visual impact of your project does influence your marks. The marker will expect you to produce work which would appear 
credible in the business/management work environment. 

 

3.3 Declaration/Assessment Cover Sheet  

• An assessment cover sheet must be filled in, signed and placed on the front of every Turnitin submission, this excludes 
Turnitin Clarity.   

• A copy of the cover sheet is included with your Programme Handbook material and is on Moodle under diploma 
administration page - please download as required. 

• This sheet is a signed statutory declaration of authenticity made by you.  
 

3.4 Recommended Textbook 
• Emerson, L. (Ed.). (2022). Writing guidelines for business students. (6th ed.).  South Melbourne: Cengage Learning. 

 

3.5 Layout 

• Unless specified the font used must be Calibri light, 11pt, 1.5 spacing.  

• Leave a 3cm margin on each side of the page; the marker will use this for comments. Margins must be justified. 

• Every written assessment has to have the Cover Page/Declaration as the first page. 
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• Some assessments might require an assignment title page, then your assignment title should be bold, centred and title 
case (the first letter of major words should be capitalised). The title should be positioned in the upper half of the title 
page (e.g., three or four lines down from the top of the page). 

• Leave one double line between the assignment title and the author number and name. Write the name in full, in 
normal font (not bold).  

• Additional authors are given on the same line. Use "and" between the first and last author's name. 
 

• Page numbers on the right bottom of each page, no page number on the title page, Executive Summary and Table of 
Contents in roman numerals (starting at “i”), Introduction starting at 1.  

 

3.6 Editing 
Edit and spell check prior to submission. If handwriting, please ensure your work is readable otherwise it may not be assessed.  
Learning support sessions are recommended for editing purposes.  Please refer to the timetable for learning support sessions. 

3.7 APA Referencing 
Referencing is an important part of all tertiary academic work. Sources of information should be acknowledged, using the APA 
style (refer to the Emerson book above and information taught in the Business Communications paper) for the following 
reasons: 

• To distinguish between your ideas and someone else's. 

• To show readers the range and quality of your reading. 

• To direct readers to the sources used, if they want further information. 
Failure to acknowledge a source of information, or using other people's ideas as your own, is called plagiarism, is a serious 
form of academic dishonesty, and will incur penalty or disciplinary procedure. 
 

3.8 Turnitin – Clarity Writing Space 
Some assessments may require students to complete their written work directly in the Turnitin Clarity writing space. Where 
this is required, it will be clearly stated in the assessment instructions or Scheme of Work. Students must follow the required 
process and complete the assessment in the specified writing space rather than preparing the work in another document or 
platform, unless prior approval has been granted by the tutor. 

The Clarity writing space may be used to support academic integrity, writing development, and transparency in the assessment 
process. Students are responsible for ensuring that all work completed in Clarity is their own, meets the assessment 
requirements, and follows QRC expectations for referencing, academic integrity, and appropriate use of generative AI tools. 

Clarity Editing 

• No Declaration Page/Table of Contents needed 

• Heading 1: Name of the Report/Case Study 

• Heading 2: 1. Executive Summary, 2. Introduction, 3. Discussion, 4. Conclusion, 5. References 

• Heading 3: 3.1. Discussion 1, 3.2. Discussion 2, 3.3 Discussion 3 

• Student ID on right top corner, page numbers on bottom right corner 

 

3.9 The Use of Generative AI 
Academic integrity is central to our values and organisational strategy as a category 1 private tertiary education provider.  In 
striving for success, we expect our students to do so in line with the fundamental values of academic integrity: honesty, trust, 
fairness, respect, responsibility, and courage.  In developing our students to learn in line with these values, the QRC graduate 
is equipped to demonstrate ethical behaviour as a lifelong skill set. 

QRC will proactively work with our students to help provide guidance around the acceptable use of AI tools in the academic 
environment.  Common ways in which generative AI tools are used to support learning include: 

• Provide and recommend authoritative resources relevant to a specific topic to enable further self-directed learning. 

• Provide high-level summative information on a given topic as a starting point for learning and understanding. 

• Improve grammatical, structural, and other language features.  

• Outline solutions to problems to help increase a working understanding. 
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Enabling student to develop AI digital literacy and capability skills in conjunction with a strong sense of ethical obligations is in 
line with QRC’s strategic mission to retain currency in technological infrastructure. 

Where the use of a generative AI tool is deemed inappropriate, be that across an entire paper or specific to an assessment, 
indication will be provided on the Scheme of Work.  Further information can be found in the Generative AI specific policy and 
associated referencing guidelines on the Moodle Administrative page.    
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4.0 QRC Guidelines for Oral Presentations 
 

Tutors need to clarify with all students prior to the presentation assessment:  

• Grading & marking criteria - is the tutor assessing presentation skills, understanding of a topic, or both? Will students 
be tested on their posture, eye contact, resonance & will they be assessed on their understanding of the theory and 
demonstrated knowledge as well?  

• Expectations regarding technology and resources - If students are expected to use PowerPoint or circulate handouts 
and other resources, make this clear from the beginning. 

• Length of presentations - Ensure students are aware of the expected length of their presentation. 

• Questioning - Advise students if they are expected to use questioning during their presentation. 

• No cue cards or reading from notes/handouts. 

• The classroom tutor and a co-moderator will also be present during the presentation.  

• That all presentations are recorded for quality assurance purposes.  

• If a student does not complete the presentation due to anxiety/nerves etc. They will have the opportunity (at the 
tutor’s discretion) to present before the end of the session with no loss of marks.  

 
1. However, if the student prefers to wait until later in the day or the next day marks will be deducted (10% & 20% 

respectively).  
2. The student must notify the tutor at the end of the scheduled session whether they will delay their presentation. The 

tutor will confirm to the student that marks will be deducted. 
3. The presentation must be completed within 24 hours otherwise a zero grade will be awarded unless the student has 

a medical certificate.  
 
Tutors should be mindful of: 

• Presenting in front of peers may be especially challenging for some students – the tutor’s role in this is to ensure that 
the student has had adequate coaching and preparation time prior to the presentation. Tutors need to have one-on-
one sessions with all students to discuss presentation content, delivery (including technology) prior to the student 
presenting. Through this process tutors should have identified students that are anxious about presenting and offered 
strategies to help combat these issues (appropriate rehearsal time, breathing techniques (YouTube clips), classroom 
activities that incorporate non-assessed presentation activities. 

• Ensuring that their co-moderator is aware of the QRC presentation guidelines & the subject and content of the 
presentation to be assessed. It is also advisable for the teacher to acknowledge the level of the paper and standards 
expected.  



 

Version 10 – 2026 
QRC Programme Handbook 

42 

 

5.0 Overview: Individual Course Components (Papers) 
Access to all resources can be found on the HM/ATM Student Admin Page. 
 

5.1 Overview: Diploma of Hospitality Management 
 
QRC Diploma in Hospitality Management  
 

5.2 Overview: Diploma of Adventure Tourism Management 
 
QRC Diploma in Adventure Tourism Management 
 
 

6.0 Appendices 
 

6.1 Special Assessment Conditions 
Special Assessment Conditions 

 

6.2 Request for Alternative Controlled Assessment Date 
Request for Alternative Controlled Assessment 
 

6.3 Request for Extension of Assessment 
Request for Extension of Assessment 
 

6.4 Student Leave Form 
Student Leave Form 
 

6.5 Request for Review of an Assessment Task 
Request for Review of an Assessment Task 
 
 

https://www.qrc.ac.nz/study/hospitality-management/?gad_source=1&gclid=EAIaIQobChMIhJrmqrz0hAMV2egWBR0G7Q1iEAAYASABEgIWsPD_BwE
https://www.qrc.ac.nz/study/adventure-tourism-management/
https://www.qrc.ac.nz/study/adventure-tourism-management/
https://forms.office.com/r/E9cVyqLLDs
https://forms.office.com/r/W9dR6Ergci
https://forms.office.com/r/W9dR6Ergci
https://forms.office.com/r/W9dR6Ergci
https://forms.office.com/r/W9dR6Ergci
https://forms.office.com/r/Qe6dbkCaAu
https://forms.office.com/r/Qe6dbkCaAu
https://forms.office.com/r/qznz7RscSJ
https://forms.office.com/r/qznz7RscSJ
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6.6 Declaration/Assessment Cover Sheet  

 
 


