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Welcome  
 
Welcome to the program of teaching at Hong Kong Baptist University.  On behalf of the 
administrative and academic staff working together on the program I would like to take this 
opportunity to extend to you my warmest thanks for agreeing to be part of the undergraduate 
program team.  We know that teaching overseas is not always the easiest task and is not a 
‘holiday’ as some of our less well-informed colleagues would like to believe.  It can be 
exhausting and transnational students have special learning, language and cultural needs which 
need to be considered. Remember that standards should be equal to those for the courses you 
teach onshore whilst keeping the needs of your transnational students in mind.  In doing so, I 
trust that you will find your work with us both enjoyable and challenging. 
 
This manual is designed to be read in conjunction with your Timeline and Payment Information 
or TPI.  The TPI outlines the required timelines for all of the administrative aspects of course 
delivery for the programme.  The deadlines outlined in this document have been determined 
after careful consultation between Program Directors, Course Coordinators, administrators and 
the offshore partner to ensure that all administrative functions are completed in time for the 
commencement of the semester in Hong Kong. 
 
I trust you will find this booklet useful in introducing you to both the administrative and academic 
aspects of the program.  If you have any suggestions as to what we could add or how we could 
amend and improve this booklet please feel free to let me or the Partner Relationship 
Coordinator know. 
 
If you have any questions about your responsibilities, teaching and administrative requirements 
and conditions of employment please feel free to contact me at any time.  As you are the most 
valuable asset of the program and a trusted colleague it will be my pleasure to assist you, 
wherever possible. 
 
Stan Astachnowicz 
Partner Relationship Manager 
HKBU undergraduate programs 

Phone: + 61 8 8302 0522 
Fax: + 61 8 8302 0992 
E-Mail: stan.astachnowicz@unisa.edu.au  
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HONG KONG UNDERGRADUATE PROGRAMS 
 
Overview 
The Division of Business delivers a suite of programs collaboratively in Hong Kong using the 
combined resources of the University of South Australia and the Hong Kong Baptist University.  
The collaboration with Hong Kong Baptist University commenced in 1994 with a cohort of 40 
students enrolled in the Bachelor of Business (Administration Management) Program.  Both the 
student population and the number of programs offered in Hong Kong have grown substantially 
since that time.  The following undergraduate programs are currently offered in Hong Kong:- 

·  Bachelor of Accountancy 
·  Bachelor of Applied Finance 
·  Bachelor of Business (Administrative Management) 
·  Bachelor of Business (Human Resource Management) 
·  Bachelor of Business (Marketing) 
·  Bachelor of Tourism & Hospitality Management (full time and part time) 
·  Master of Professional Accounting 

This collaborative program delivery features both high quality distance education materials and 
face-to-face teaching in Hong Kong utilising University of South Australia lecturers and qualified 
local tutors. 
 
Aim 
The aim of the Hong Kong Degree Programs is to provide an academic education appropriate 
to the needs of people who wish to pursue a professional career in the following areas - 
accountancy, banking and finance, administrative management, human resource management, 
marketing and tourism and hospitality. 
 
Accreditation 
The programs offered in Hong Kong are accredited by the Australian federal government and, 
where possible, by relevant professional bodies.  The quality and high standard of the degrees 
is recognised internationally and graduates are entitled to various forms of accreditation and 
professional association with the appropriate professional bodies. These include Chartered 
Practising Accountants of Australia, The Hong Kong Institute of Chartered Practicing 
Accountants, The Australian Institute of Banking and Finance, The Australian Institute of 
Management and the Australian Human Resource Institute. 
 
Program Structure  
The Bachelor of Tourism and Hospitality Management comprises 24 courses of 4.5 units each 
(108 units total).   
 
The courses that students in Hong Kong take are virtually the same as those that on-campus 
students in Australia study. The main difference is that many of the study materials and 
assessment for the Hong Kong program are specially tailored to include local examples, where 
relevant. 
 
Credit  
Applicants to the bachelor degree programs in Hong Kong need to possess a recognised 
certificate, higher certificate or diploma in a business related discipline or have membership with 
a recognised professional association. 
 
Holders of a recognised award or equivalent prior study who gain entry to one of the programs 
are entitled to credit up to a maximum of 50% of the degree (12 courses). The amount of credit 
granted is dependent on the level and extent of prior study and match between prior 
qualification and the degree the students are applying to study. The full time Tourism program 
credit is typically 12 courses as students have completed an Associate degree or Advanced 
Diploma.  Students who do not have these qualifications may be required to undertake some 
additional courses with the HKBU. 
 
Credit is assessed by Program Directors when candidates provide documentary evidence of 
prior study/qualifications in support of their application to the program. 
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PROGRAM DIRECTORS’ CONTACT DETAILS 
 
 
 
Bachelor of Tourism & Hospitality Management 

Program Director:  Jenny Davies 
Phone: + 61 8 8302 0476 
Fax: + 61 8 8302 0512 
E-Mail: jenny.davies@unisa.edu.au  
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HONG KONG BAPTIST UNIVERSITY 
Hong Kong Baptist University (HKBU) was founded in 1956 with a mission to provide quality 
higher education in a Christian environment for the young people of Hong Kong, combining 
broad-based liberal education characteristics with academic and professional excellence. About 
5,000 full time students are enrolled in honours bachelor degrees that provide broad-based, 
‘whole person’ programs incorporating a variety of separate majors and options. In addition, 
postgraduate course work and research degree programs are available in major disciplines 
leading to the Master of Arts, Master of Business Administration, Master of Education, Master of 
Science, Master of Social Work, Master of Philosophy, Doctor of Philosophy and the 
Postgraduate Diploma in Education. 
 
The University currently comprises six faculties/schools - the Faculty of Arts, Faculty of Science, 
Faculty of Social Science, School of Business & IT, School of Communication and School of 
Continuing Education.  
 
The School of Continuing Education 
The School of Continuing Education (SCE) was established in 1975 with the aim of promoting 
open education to people in employment. The School offers about 700 programs and has about 
45,000 students a year. Its programs encompass a diverse range of academic and professional 
areas. The diversity of its programs and services extends to diploma, undergraduate and 
postgraduate programs, associate degrees, local distance learning programs, test services, 
programs designed for professional examinations, seminars, workshops, television programs, 
tailor-made in-house training programs for company staff and publications. Since 1985, the 
School has entered into a number of collaborative arrangements with selected universities 
around the world to offer degree programs in areas of particular interest to students. 
 
HKBU Campus  
The Hong Kong Baptist University over recent years has undertaken a massive development 
program that has greatly increased its capacity to provide students with a modern urban 
university environment. The new Shaw campus in Renfrew Road is near the existing Waterloo 
Road campus in the heart of Kowloon Tong. A feature of the new campus is a nine story 
learning resources complex featuring a 600,000 volume library and the School of Continuing 
Education is located in the SCE Tower. 
 
HKBU Facilities  
Local academic and administrative services offered by Hong Kong Baptist University for the 
Hong Kong Degree Program include: 
 
·  Computer facilities 
·  Access to the SCE Resource Library (stocked with the reference books for each course 

purchased by UniSA) 
·  Access to the Hong Kong Baptist University Library  
·  General administrative support to UniSA and students 
 
Audio Visual Equipment 
The equipment provided at HKBU is a similar to that provided in UniSA lecture theatres, such as 
TV, video recorder, powerpoint projector, cordless microphone etc.  All lecture theatres have a 
whiteboard and marker available for teaching purposes.  There is a check list provided via 
Transnational Support Services that enables you to indicate what audio visual equipment you 
require in your Hong Kong lecture venue. 
 
Hong Kong Baptist University Staff Contact Details 
 
College of International Education (CIE)  
– for full time Bachelor of Tourism & Hospitality M anagement program only 
Ms Sonia Lee, Program Administrator, sonialee@hkbu.edu.hk  
Ms Sadie Yip, Assistant Program Administrator, sadie@hkbu.edu.hk  
 
Tel: +852 3411 3278 
Fax: +852 3411 5564 
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Hong Kong Baptist University Location and Map 
 
School of Continuing Education 
Hong Kong Baptist University 
2/F Frankie Centre 
320 Junction Road 
Kowloon Tong 

College of International Education 
Hong Kong Baptist University 
2/F Frankie Centre 
320 Junction Road 
Kowloon Tong 
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Transnational Support Services Unit (TSS unit) 
The Transnational Support Services (TSS) Unit has been set up as an initiative of the Division 
of Business to support the management of the Division’s offshore teaching programs.  While 
some operations and program management is still retained within some Schools (mainly 
postgraduate), all Student Record management is conducted in this Unit, and the administrative 
management of the undergraduate offshore programs is undertaken within the TSS Unit. 
 
As the operations of offshore programs requires constant communication with offshore partners, 
the establishment of this Unit provides a central point for partners and other University centres 
to enable communication, and the ability for systems and processes to be implemented to 
streamline and support quality administrative management. 
 
Program Staff in Transnational Support Services 
The Transnational Support Services (TSS) unit consists of a number of administrative staff. 
Each staff member listed below is dedicated to the Hong Kong offshore programs. 
 
Partner Relationship Coordinator  
 
The Partner Relationship Coordinator is responsible for the management of program 
administration for the programs, coordinating academic and administrative support in liaison 
with relevant staff.  
 
The Partner Relationship Coordinator should be contacted on matters relating to:  

�  Managing and coordinating course schedules and semester timetables; 
�  Program marketing, coordinating events and activities; 
�  Induction to program; 
�  Clarification of policy and procedure, and; 
�  Ongoing improvement and development of policy and procedures. 
 

 MS EMMA LEE 

Partner Relationship Coordinator 

Transnational Support Services 

189 Hindley Street 
City West Campus 

Tel: +61 8 8302 9032 
Fax: +61 8 8302 0532 

Email: emma.lee@unisa.edu.au  

 
Partner Relationship Administrator 
 
The Partner Relationship Administrator is responsible for the operational administrative 
management of the programs, providing administrative support in liaison with relevant academic 
and administrative staff. 
 
The Partner Relationship Administrator should be the primary program contact, for matters 
including: 

·  Coordinate the delivery study materials including examination materials to the 
transnational partner. 

·  Preparation of timelines and payment information, staff contracts. 
·  In liaison with relevant academic staff, coordinate the textbook and reference book 

ordering ensuring University policy and procedure is adhered to. 
·  Academic Review - set up student counselling sessions offshore, this is in liaison with 

program team, the counsellor and the transnational partner. 
·  Manage all course awards and program prizes. 
·  Credit Assessment 
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 MS LIZ MESTROS 
Partner Relationship Administrator  

Transnational Support Services 

189 Hindley Street 
City West Campus 

Tel: +61 8 8302 0063 
Fax: +61 8 8302 0532 

Email: elizabeth.mestros@unisa.edu.au   
 

Student Services Advisers 
 
The Student Services Advisers are responsible for managing the academic records of the 
programs, ensuring the accurate and timely processing of student applications and enrolments. 
 
The Student Services Adviser should be contacted on student progression matters relating to:  
 
�  Student progression: enquiries and applications relating to course withdrawals, deferred 

exams, study plans, assignment extensions, leave of absence; 
�  Provision of UniSA ID numbers, passwords and student cards; 
�  New student admissions; 
�  MyUniSA enquiries, discrepancies in personal and enrolment details or results; 
�  Credit transfer (after program director approval); 
�  Graduation eligibility; 
�  Academic Review – distribution of academic review letters to students, recording 

counselling outcomes on Medici, monitoring appeals process. 
 

 MS RITA MITKAS 

Student Service Adviser (OBAM, OBHR, OBTM) 

Transnational Support Services 

189 Hindley Street 
City West Campus 

Tel: +61 8 8302 9031 

Fax: +61 8 8302 0532 

Email: rita.mitkas@unisa.edu.au  
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PROGRAM DELIVERY 
 
Semester Information  
The full time Bachelor of Tourism and Hospitality is offered full time on trimester per year basis.  
Students typically take four courses per semester and study 12 courses in total over 3 
semesters (with 12 course credit).  Students who pass all courses can complete in one year. 
 
New Students 
Applications are received from HKBU and forwarded to the appropriate Program Director, who 
makes the final decision on acceptance into the Program.  Communication is then sent to Hong 
Kong advising which applicants are accepted.  HKBU send these applicants a letter of offer. 
The registration and payment period occurs in Hong Kong. 
 
Continuing Students 
Students register and enrol for courses three times throughout their studies in the program, 
paying for four courses at a time.   
 
Orientation 
Student orientation is a 2 hour face-to-face PowerPoint presentation session with questions at 
the end usually conducted the week before the semester starts.  It covers largely academic 
expectations of students but also introduces students to the program and course websites (both 
UniSA and HKBU) and to key administrative issues such as due dates for course withdrawal, 
deferred exams, extensions and the like.  If you wish to view the presentation, please request a 
copy of the slides from the Partner Relationship Coordinator. 
 
Induction  
Student Induction follows Orientation.  It is a 5-hour session which introduces students to the 
conventions and expectations of a scholarly approach to their learning.  It includes the following 
sections: 

1. How to plan for Assignments (Essays, Reports and Case Studies) 

2. How to research Assignments 

3. How to read for tertiary study 

4. How to plan assignments (Essays, Reports and Case Studies) 

5. How to reference (both in-text and using a reference list) 

6. How to avoid plagiarism 

7. Time Management. 
 
If you wish to view the presentation the PowerPoint is on the M drive under Offshore, then go to 
Hong Kong, then go to Induction and you will find the latest version of the slides. 
 
Lectures  
 
All classes are held from Monday to Friday.  The following is a typical example of a 15 week 
semester. 
 
Example of Academic Semester of 15 weeks with enrol ment in 4 courses 
 

Collection of   Assignment 1  Assignment 2 
Course Materials  due mid term  due near end term 
�     �     �  

Week  
1  

Weeks  
3 - 5 

Weeks  
6 - 12 

Week  
13 

Weeks  
14-15 

Lectures conducted by 
HKBU staff 

Intensive Teaching 
conducted by UniSA 
staff 

Lectures 
conducted by 
HKBU staff 

Exam 
revision 
period 

 
Exams 

 
 
In OBTM the model is a collaborative teaching model where UniSA lecturers teach 18 hours 
and HKBU lecturers teach 21 hours.  Typically HKBU lecturers conduct classes in week 1 and 
UniSA lecturers teach in weeks 2,3, 4 and 5.  HKBU lecturers then teach the remaining weeks.  
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There are no tutorials in this mode. Attached below are guidelines for lecturer-lecturer 
collaboration on this mode. 
 
Collaboration – A Quick Guide 
 
Below are some ideas for supporting the collaborative approach between the UniSA lecturer 
and HKBU lecturer for the full time Tourism program taught in conjunction with HKBU: 

1. Collaboration by Email  
a. Before the start of the course and prior to the development of materials – 

introduce yourself to your counterpart by email as soon as you have been given 
their name and contact details by TSS.  Sonia Scobie’s email to Dr Warren 
Linger is attached (in Appendix 1) as one possible way to approach the early 
part of the relationship. 

b. In your second email (or as part of the first email) provide the approved course 
syllabus (from the M drive), outline what is negotiable and what is not 
negotiable (approved at School Board) at least in the short term. In the long run 
you may decide to change the approved syllabus, text etc on the basis of this 
collaboration.  Initially in broad terms only, discuss the assessment you would 
like to develop and the teaching model you would like to use in terms of how 
you use your 18 hours and what they teach in their 21 hours.  Attach your slides 
used for onshore teaching or in the part time mode in HK.  Advise your 
counterpart about other staff teaching the course (if applicable).   

c. Once the semester begins and before the visit ask your counterpart to email 
weekly reports about how teaching is progressing 

d. After your visit ask your counterpart to email weekly reports on how teaching is 
progressing or to communicate with you when there are 
problems/questions/issues. 

2. Collaboration during the teaching visit 
a. Meet your counterpart on the first day eg Monday morning and spend a few 

hours with them discussing the course. 
b. In the first class explain to students how the collaboration is working between 

you and your counterpart. 
c. Team teach the entire time you are in HK (or at least substantial parts of it by 

sharing segments of each 2 hour session) or at the minimum ask the HK 
lecturer to attend all of your classes.  This should happen at least once but not 
necessarily during every visit. 

d. Have lunch with your counterpart each day – you have 2 hours – and discuss 
progress of the course/teaching. 

e. Take your counterpart out to dinner one night to get to know them socially. 
3. Collaboration on assessment 

a. Provide your counterpart with the assessment from the last time the course was 
taught and suggest you might like to do something similar or alternatively 
provide an overview of the type of assessment you would like to include in your 
course.  Refer to the approved assessment on the M drive to set the 
parameters. 

b. Ask your counterpart for a first draft of each piece (or selected pieces) of 
assessment or at the minimum provide that your self and ask for their 
comments. 

c. Continue to discuss assessment questions over email or in phone calls until the 
final questions are agreed to. 

d. Don’t forget to incorporate local HK examples/case studies as part of the 
assessment rather than using all/most Australian examples.  Ask your HK 
counterpart to produce local examples/cases. 

e. For exams send past papers to your counterpart early in the semester and ask 
them for their suggestions/amendments. 

4. Collaboration on results 
a. Either co-mark some papers or mark one assignment each or mark one 

question each of the assignment/exams.  In this way you may be able to cut 
down your marking time and teach your counterparts the standards we use.  
Any marking done by HKBU staff cannot be done through AssignIT for the 
meantime (probably until SP6, 2007) as they don’t have access at this stage.  
We are working towards training in July and access after that. 

b. Develop marking guidelines together as you develop the assessment (in point 3 
above) 
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c. Use UniSA student feedback forms and expect your counterpart to do the same 
for the sections they mark 

d. Discuss final marks before they are released to students by providing a 
spreadsheet of marks to your counterpart.  Make final grade decisions together 
eg those on the borderline of various grades – does the 49% student get an F1 
or P2, does the 64% get a P1 or Credit?  Ensure your counterpart is clear that 
they must not release these results to students.  Results are only to be released 
through My UniSA. 

e. It is your responsibility to enter final marks in the electronic grade entry Medici 
web interface ready for review.  A grade distribution meeting should be held 
together with the four other acdemics teaching in the current semester and after 
that HOS approval sought.  We are working towards Medici access for your 
counterparts (see point 4a) so they can have a role in entering marks but at this 
stage they do not have this access. 

f. Ask your counterpart to initially deal with final grade appeals through being the 
point of the first approach by the student.  You should both decide what 
happens, for example is the appeal upheld or dismissed? 

 
Appendix 1: Introductory email: Sonia Scobie and Dr  Warren Linger (4/1/07) 
(reproduced with permission from Sonia) 
 
Dear Warren 
This is an introductory e-mail for the course Managing Organisational Communication (MOC). I’m looking 
forward to working with you in this course over the next semester.  
The UniSA members of the team are: Lorraine Brown, Deborah Churchman and Sonja Scobie. 
 
The story thus far… 
The course provides a theoretical perspective of  organisational communication. It is assumed that 
students have already studied basic organisational communication.  Course content is as follows: 
Strategic Organisational Communication  
Systems Approaches To Communication 
Cultural Approaches To Communication 
Critical Approaches And Power 
Conflict Management Processes 
Negotiation 
Communication And Change Processes 
Emotion In The Workplace 
Communication in Diverse Workplaces 
Ethics and Organisational Rhetoric 
The Changing Communication Landscape 
 
Assessment: 
Assignment 1 Case Study 1000 words (Topics 1 and 3) 
Assignment 2 Essay Questions (Choice of 3) 
Exam (4 Mini-essays and case study) 
 
Texts: 
The publishers are combining relevant chapters from the following texts: 
Conrad, C., and Poole, M.S., Strategic Organizational Communication, 6th edition (2005)  
Miller, K., Organizational Communication: Approaches and Processes, 4th edition (2006) 
And 
Fisher, Ury and Patton Getting to Yes (recent Pub details TBA) 
 
We are going through the final edit of the course materials and hope to have the Study Guide ready for 
print by the end of next week. MOC will be running in both Adelaide and Hong Kong simultaneously.  
The next part of the story is dependent upon how we (you and I) decide to structure the course. My initial 
thoughts are that we take a workshop approach. The material is quite complex and would lend itself to 
case study analysis. That is, we choose a case study for each topic and use this to “unpack” the topic 
contents. There will be quite a few weeks of teaching before I land in HK so if you would like to cover 
Topics 1 and 3, relevant to assignment 1 (and any others you have a particular interest in), that would be 
ideal. I will be doing many of the lectures in Adelaide and will send you a copy of the PowerPoint slides if 
you would like to use them. If we can set up an inventory of materials then that may facilitate a similar 
learning experience in both countries.  
Do you think you will be attending any of the “lecture” times during my visit? If so, we could organise some 
team teaching. If not, if we could meet and I’ll pick up where you left off and incorporate some of the points 
from your time with them. I’m keen for the students to see us both working together so it becomes a 
seamless learning experience. 
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The marking is also dependent on our decision. I am happy to do all the marking or one assignment and 
the exam (I think the exam has to be marked in Adelaide – I’ll check on that). This may well depend on 
your workload in HK.  
I will send the course materials to you in hard and electronic copy ASAP. I will also organise the texts and 
instructor manuals and online instructor resources. 
I have worked with a team of interstate instructors, however, not this closely with an overseas instructor, so 
I am really looking forward to the teaching experience.  
Let me know your thoughts on all of this. 
With best wishes 
Sonja Scobie 
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Student Issues 
Students are students wherever in the world that they are studying and have very similar issues, 
concerns, foibles and abilities.  However you are likely to find some differences in the 
expectations of the Hong Kong students.  You may experience the following from students:- 

·  Expect you to teach and they listen and learn 
·  Are likely to be more passive learners than you may be used to 
·  Expect you to provide extensive support materials 
·  Expect correct answers rather than ‘it depends …’ 
·  Expect content to be specifically and explicitly explained to them 
·  Expect clear and explicit guidelines to assignment and exams 
·  Have less time to study because they work and travel long hours 
·  Put pressure on you to pass them because they have a heavy workload and ‘have tried 

their best’ 
·  Have some difficulty with English expression as they are all of NESB background. 
·  Are likely to be tired when they attend your lectures 
·  Expect ‘value for money’ which include your best performances as a lecturer, quick 

responses to queries (usually email), extensive feedback on assignments, your full 
participation in the 2.5 hours workshop time (no leaving early!) 

·  Are more likely to take a customer orientation to their education and complain if they 
feel their rights have been violated in some way 

·  Are more likely to ask questions after class or in breaks rather than in front of the class  
 

Some tips to take these issues into account include: 
·  Provide detailed lecture notes/overheads 
·  Provide past exam papers and solutions 
·  Speak slowly in lectures (have your classes taped if possible or allow students to do 

their own taping) 
·  Have regular breaks and divide workshop time into task/’doing’ activities as well as 

lecture time 
·  Use your students’ local knowledge to develop examples 
·  Read the local paper to provide examples 
·  Use interactive tricks to break down barriers 
·  Spend time on ice-breaker activities e.g. share you family photos or get to know you 

exercises 
·  Be thoroughly prepared before you travel 
·  Use past exam papers/assignments to develop group activities to break up lectures. 

 
A DVD called “Ideas and Insights into Offshore Teaching”, which includes Vicki Feast, John 
Medlin and Peter Curnow talking about their experiences teaching offshore may be useful 
viewing.  It is available from the Partner Relationship Coordinator in Transnational Support 
Services. 
 
English Language Issues 
All students are NESB students and usually have some language issues to deal with.  To assist 
them we have introduced the following: 

·  An induction program on study skills 
·  Managing Communication in Business – a required course early in their studies 
·  Learning resources available on the UniSA Learning Connection website at 

http://www.unisanet.unisa.edu.au/learningconnection/askLearningConnection/question.
asp?Q=92&Words=english%20language.  These resources include English language 
assistance for off campus students and other learning assistance. 

 
Graduate Qualities 
It is expected that Graduate Qualities will form part of the teaching and assessment in 
transnational programs in a similar way to onshore courses and programs.  You should be 
aware of the Graduate Quality profile for your courses and design your teaching and 
assessment to reflect this profile.  Resources and information about Graduate Qualities are 
available at http://www.unisanet.unisa.edu.au/gradquals/staff/default.asp. 
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COURSE MATERIALS 
The Course Timeline Information will outline deadlines for each of the materials you are 
expected to prepare including the Course Information and Study Guide, Readings and Lecture 
Handouts. 
 
If you are course coordinator of the equivalent onshore course you should aim to use the same 
core material that is used onshore as it is a Hong Kong government requirement that HKBU 
programs and courses are equivalent to local UniSA courses and programs.  It also is efficient 
and saves you time ‘reinventing the wheel’.  Equivalent does not mean identical but in some 
way provides an equivalent experience for students.  If you are not the local course coordinator 
you will need to liaise with this person to find out what is done onshore. 
 
The syllabus of your courses is dictated by the onshore syllabus and can be viewed in two 
places: 

1. UniSA website under Study at UniSA, then Programs and Courses and Search for 
Courses.  Then input your course name or code. 

2. The M drive under Program Information, then Course Statements and then 
Undergraduate.  Then check for your course name and code. 

 
These two sources should have some similar information.  The M drive will give a detailed short 
form syllabus and the website will have various course materials embedded for the equivalent 
onshore course. 
 
If this course has not been taught in Hong Kong previously you will need to contextualise the 
course for this country and delivery mode.  This involves at a minimum some tweaking of the 
assessment to better serve the logistics and pedagogy of the mode as well as the development 
of examples which relate to Hong Kong.  Again, if you are not the course coordinator, please 
liaise with the local course coordinator to understand the local course requirements and to 
discuss any contextualisation. 
 
If you wish to change things from that done onshore, such as textbook, assessment, syllabus 
etc you are required to have this formally approved through completing the relevant section of 
the Programs Approval Manual found on the University website under Teaching ad Research 
Education and then go to Program Approval and Amendment.  Of course, any amendments 
must be discussed with the onshore course coordinator and/or course team. 
 
Course Information & Study Guide  
The HK program differs from onshore programs by having a combined Course Information and 
Study Guide (CISG). The study materials are printed in Hong Kong. This represents a large 
saving to the University, and allows HKBU to coordinate the distribution of materials to students. 
The timeline set out in the CTI is so that printing and distribution to students can take place prior 
to semester commencement. As with onshore teaching, a print ready copy is required, this 
ensure that quality materials are provided to the students.  
 
The semester schedule contains public holidays (marked in purple), please ensure that you do 
not place assignment due dates on these days. 
 
A Key Dates page is provided for inclusion in the CISG, and any editing support that academic 
staff need is provided by the Schools.  The School Material Coordinator will coordinate this, so 
there is a need to plan ahead to allow this to be incorporated and still meet the required 
deadline. 
 
There is also a Student Program Guide that outlines academic and administrative policies for 
students, located on the program website - http://www.unisanet.unisa.edu.au/hkubft/  
 
 
It covers a range of issues, including information about the granting of assignment extensions, 
deferred exam policy, arrangements for students during typhoon season, and also has the full 
plagiarism policy.  It also links to the UniSA Assessment Policies and Procedures throughout 
the document. 
 
Textbooks 
The cost of textbooks is included in the tuition fees.  The CIE will order and purchase the 
textbooks through a Hong Kong bookshop.  Therefore it is important that we provide the 
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textbook information as early as possible prior to semester commencement, to ensure that 
students can receive textbooks on time. We have been advised that it can take between 6 – 8 
weeks depending on the edition used by the lecturer and the availability in Hong Kong. 
Therefore, it is important that details of textbooks required are obtained from academic staff 
approximately three months prior to any semester commencing.   Details requested will be: 
 

·  Title 
·  Author 
·  Publisher 
·  Edition 
·  Year 
·  ISBN Number (very important) 

 
Textbooks used for transnational programs must be approved and listed on the Course 
Statement.  If you are using an offshore specific text, please take the relevant steps to have the 
text approved and listed on the Course Statement well before the semester commencement. 
 
 
Readings 
Readings are provided online through the Course website. It is expected that the lecturer will 
liaise directly with the Digital Resource Management Centre (DRMC) to have the readings 
digitised. The TSS Web & Online team manages this process, which is stated in full in the 
Timeline and Payment Information proforma. 
 
Copyright  
Please visit the TSS website for comprehensive information regarding Digital Copyright Rules, 
Guidelines for Producing Readings Masters, and Copyright/Readings FAQ's. See the 
Resources for Academics link at: http://business.unisa.edu.au/tss/ 
 
Lecture Handouts/Notes 
Academic staff who have been teaching in Asia, and in particular, in Hong Kong have all 
advised of the constant need that these students have for paper based notes of any overheads 
and major points of each lecture.  As English is their second language, it supports the lecturer 
presentation by allowing them to concentrate on the actual lecture instead of trying to notate the 
whole presentation.  It is also a cultural issue, as most teaching and learning prior to entering 
this program has been based on a large amount of rote learning.  Any student handouts/notes 
need to be provided to the nominated TSS administrator two weeks prior to any visit, as copying 
is done in Hong Kong, and the notes provided to the lecturer on the first evening for distribution. 
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ASSESSMENT 
 
Please find the University of South Australia Assessment Policies and Procedures Manual 
located at: -http://www.unisa.edu.au/policies/manual/default.asp . 
 
Assessment should be designed so that it matches the assessment for onshore as closely as 
possible and is practical within the logistical and distance constraints of transnational delivery.  
To find out about onshore assessment please contact the onshore course coordinator or refer to 
the course website and refer to course syllabus statements on the M drive.  TSS and SCE 
should always be aware of your assessment requirements which must be outlined in detail (as 
per the above policy (Section 5.4) in your course materials.  You should also be aware that the 
university requires us to move to fully online delivery and receipt of assessment using AssignIT 
from 2007. 
 
The Assessment Policies and Procedures Manual has outlined the principles of student 
assessment.  Your assessment should comply as far as possible with these guidelines, which is 
located at: http://www.unisa.edu.au/policies/manual/default.asp 
 
 
 
Assignments – Due Date & Tracking 
All courses commence after January 2007 are required to use AssignIT, the University’s online 
assignment submission software.  If you are unfamiliar with AssignIT, please contact the School 
Executive Officer at your school for assistance.  There is a 7 day turnaround on marking; this is 
driven by the contractual arrangements for this Program. 
 
If you change your assignment due dates, it is important that you do so following University 
policy, ensuring that students are informed, as well as the administration team.  The course 
home page on the website is one channel of communication to students.  In addition you should 
notify the Partner Relationship Administrator so that necessary administrative actions can be 
undertaken. 
 
Exams & Instructions 
You will be asked to provide your exam instructions before your actual exam is required.  This is 
to ensure that the CIE Administration can book adequate venues for the required length of time, 
and allows for preparation by invigilators of any special considerations e.g. open or closed book 
exam, whether students are allowed to use English Language or Translation dictionaries, non-
programmable calculators etc. To support accuracy, an Exam Instruction spreadsheet is sent to 
all academics to enter exam details and return to the initiating administrator. The 
aforementioned considerations are included and also the breakdown of the exam time.  An 
example of this: 
 

Reading Time  10 minutes 
Writing Time  2 hours 
NESB* Time  10 minutes per hour 
Total Time  2.5 hours 

 
* Non English Speaking Background 
 
It is very important that the exam instructions ref lect any information that has been 
provided in the Course Information and Study Guide.  
 
The hard copy of the exam is also required at a specific time in the semester.  You will be sent 
an Exam Cover Sheet template (see Appendix 1).  The cover sheet is a repeat of information 
that has already been supplied to HK administrators.  It is important that the exam instructions 
match the actual exam paper , that marking allocation points are checked and are accurate 
and that it reflects any information provided in the Course Information and Study Guide Booklet.  
This exam is printed in Hong Kong, and is sent in a secure posting to the HKBU Registrar, and 
not to the HKBU School Administrators.  This is a security measure and a requirement of the 
HKBU and the Program contract.  Hence, this process necessitates the call for exams well 
before the students are due to sit them. 
 
Students in the program will at times request a copy of past exam question papers. Many 
academics provide these in an Appendix in their CISG or in the Course Home Area of the 
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program website.  Good practice indicates that students need strong guidelines regarding exam 
expectations and the provision of past exams ensures that we meet this.   
 
Marking 
Marking of assignments and exams is to be turned around within 7 days of receipt of the papers 
by the lecturer, with the exception of late/extended assignments.  Please advise the ICO if 
exceptional circumstances will cause delays in the marking process.  If you are working across 
more than one offshore program, please liaise with the ICO if you require marking to be sent to 
another location, to facilitate the contracted marking turn around timeline. 
 
You will be provided with information manuals to assist the entering of final grades into the 
Medici student record system.  Please contact your School Executive Officer if you require 
manuals or need support to achieve this.  Please note:  the Course Coordinator must arrange 
the approval of final grades in Medici  – we request this is done immediately after you enter 
the grades into the system.  Academic Review is held after every HK semester and it is very 
important that we have results for all courses to ensure students are not disadvantaged. The 
Excel spreadsheet that is sent to you is also utilized in a number of systematic processes that 
supports Academic Review, student queries etc. This spreadsheet is therefore required at the 
completion of the semester. 
 
Student Results 
For each semester the administrators download a classlist from UniSANet, and set up an Excel 
spreadsheet that includes the student name, ID and has columns for assignment/s, final marks 
and final grades.  This is then sent to each course coordinator to enable them to enter 
assessment marks and grades throughout the semester. It is the responsibility of the lecturer 
to ensure that final grades are entered into Medici  no later than 8 days after receipt of 
exams.  Again, due to the accelerated nature of the  program, Academic Review occurs 
after each semester.  The ability to inform decisio ns made at this Review is undermined if 
final grades are not entered in an appropriate time frame. 
 
Academic Review 
After the final results for each semester have been uploaded into Medici, the Program Director 
and Student Service Advisor review the results and decisions are made on granting students 
Conceded Passes/Terminated Passes (CP’s/TP’s).  Every six months, students who are 
deemed to make unsatisfactory progress are identified, letters are sent and the counselling 
process begins.  Students who do not attend counselling and/or continue to fail may be limited 
to taking only one course at a time, or may be precluded from the Program. 
 
 
Communication with Students - Student Queries 
 
It is a requirement that part of the distance learning teaching within this Program is the 
communication with students, mostly via email.  It is up to the individual lecturers what modes of 
communication, apart from an email address, are provided in the study materials i.e. phone, 
mobile and fax numbers can be listed as well.   It is expected that students will receive a 
response from the lecturer within 3 working days, to support the learning environment. 
Responding to student queries is the responsibility of the lecturer in each course, not the tutor.  
 
It is not advised to use the standard UniSA student email for individuals and/or by course 
distribution list.  Reasons for this include that the majority of our program students do not use 
their UniSA email, but use their private email.  Due to this, their UniSA email frequently 
becomes overloaded with generic material and your message may bounce back to you. 
 
Lecturers are also encouraged to communicate with students via the Discussion Boards on the 
Course Home page on the website. 
 
Course Evaluations 
Hardcopy evaluation forms using the standardised offshore template will be presented to 
students at various times in the semester to capture CEI and SET data. The CEI and SET will 
be given to students in their last face to face interaction of the term (e.g final tute, or before 
exam) or in the first session of the next term. Completed forms will be returned to your school 
for data entry into the CEI/SET online system.  
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Graduations – Onshore 
Liaison is undertaken with the Graduations Office to ensure that Academic Transcripts and 
Parchments are accurate for offshore students, and that any student who chooses to attend a 
ceremony in Adelaide is given information and advice.  Further to this, students are invited to an 
offshore specific graduation luncheon or dinner, where they meet some of the lecturing staff 
involved in the attaining of their degree.  A tour of the City West Campus is also organised. 
 
Presentation of Awards Ceremony – Offshore 
Each year, usually in July, there is a ceremony in Hong Kong that can be attended by students 
who have their award conferred throughout the year.  This is held at the Hong Kong Baptist 
University Auditorium, and attended by students and their families, with a contingent of UniSA 
Academic and administrative staff.  Students hire gowns and are presented with a “dummy” 
parchment (having received their original prior to this day).  Their success is acknowledged by 
family, friends and peers.  There is a large afternoon tea to follow the ceremony. 
 
A great deal of preparation, liaison and work to ensure accurate student lists, invitations, 
ceremony booklets, speeches, etc are required, and many hours of organisation by various 
members of the TSS unit. 
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CONDITIONS OF TEACHING 
The teaching and marking payment for undertaking course coordination within the Hong Kong 
Bachelor of Tourism and Hospitality Management program is to be negotiated with your Head of 
School.  Depending on your workload points, this teaching may become part of your workload, 
or be agreed as an above load teaching component. 
 
Course Timeline Information 
In the early stages of planning for each semester in the undergraduate programs, you will be 
sent a document called the Course Timeline Information (CTI) proforma.  This will enable 
communication between the lecturer and the TSS Administration team of the timelines for 
textbook information, study material submission, a range of other requirements that are needed, 
who to liaise with and their contact details.  The CTI also has a section that deals with any 
payment due to lecturing staff, and this is taken to your appropriate Head of School (HOS). 
Once an agreement for payment is reached, a hard copy is forwarded to the Finance and 
Resource Officer at your school to ensure correct payment is made.  All of the administrative 
requirements for the program are covered in this document. 
 
Teaching Within Workload 
It has been recognised that there is a dislocation to staff when teaching offshore, even if it is 
within workload.  Therefore a dislocation allowance of $1,000 per visit will be paid to lecturing 
staff when teaching offshore within workload.  It is anticipated that a payment of $1,000 will 
occur one week after each teaching visit. While this is the norm, please communicate with the 
Partner Relationship Administrator if any adjustment to this process is required. Any payment 
for marking, when teaching as part of workload, is negotiated with your HOS and communicated 
to the administrators via submission of the Payment Information Form. Any payment due for 
marking will occur after the examination period. 
 
Teaching Above Workload 
The payment for teaching and preparing for a full course offering offshore for this program is 
$2,500 for course coordination and $215 per hour for lecturing.  The additional marking 
payment for individual scripts is determined throughout the semester (based upon EB rates and 
timing), via the Payment Information form, to ensure correct payment is entered into the 
University payroll system.  i.e. student numbers and number of papers marked do not always 
correlate due to incomplete submission of assessments, etc.  Marking money will not be paid 
until after the examination period and the entering of final grades into Medici. 
 
Independent Contractors 
Staff who are not paid through the University payroll system are independent contractors.  They 
should submit an invoice to cover fees and daily expenses, or include this amount in the invoice 
submitted for teaching and marking.  If the latter is the case, daily expenses need to be shown 
separately, but itemisation is not required.  It is the responsibility of the contractor to declare this 
income and claim tax deductions for legitimate expenses under the tax law of their country of 
residence.  For such contractors the only acquittal process as far as the University is concerned 
is the provision of the invoice and the delivery of the service. 
 
Further Useful Information 
A Quick Guide for Staff Travelling to Teach Offshore has been compiled by the University to 
generally support academic staff going to offshore locations to teach.   The contents include 

� UniSA’s transnational teaching program 
� Organising travel 
�  Travel allowances and expenses 
� Accommodation, health and security 
�  Administration and support 
�  Useful contacts 

 
The full document can be accessed at the following URL: 
 
http://www.unisa.edu.au/tss/ac_resources/ac_resourc es.asp   
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TRAVEL 
 
Administration of Travel 
Once a semester schedule has been agreed between UniSA and HKBU, after liaison with the 
academic staff, this schedule is forwarded to the Offshore Travel Coordinator in the TSS unit.  
You may then contact the Travel Coordinator about any preferences you have regarding travel 
and these will be catered to if within University guidelines. 
 
Flights 
Flight bookings and accommodation are made on behalf of the academic staff member. It is 
University policy that Qantas is the preferred carrier, unless another carrier can provide a flight 
at a cheaper rate. 
 
Please note that travel arrangements are made on the assumption that you are an Australian 
passport holder.  If you are not an Australian passport holder, please advise the , Offshore 
Travel Coordinator so that necessary visa arrangements can be made, where required. 
 
Accommodation 
 
There are two 5 star hotels that are used in Hong Kong for lecturers teaching in this program: 
 
The Royal Garden 
69 Mody Road 
Tsim Sha Tsui East, 
Kowloon 
Hong Kong 
Ph: 0011 852 2721 5215 
Fx: 0015 852 2369 9976 
 

Grand Stanford Inter-Continental  
70 Mody Road 
Tsimshatsui East 
Kowloon 
Hong Kong 
Ph:  0011 852 2721 5161 
Fx: 0015 852 2732 2233 
 

 
 
 
Shuttle Bus 
When the accommodation booking is made, a return shuttle bus trip is booked and paid for by 
the University.   
 
Travel Pack 
When you receive your ticket from the travel administrator, it will include the following: 
 

�  Accommodation confirmation 
� Undergraduate contact list 
�  Airport map for Shuttle bus  
�  Benefits / discount list for the hotel 
�  HKBU map 
� Travel insurance details 
�  FS36 – cash advance record 

Please note that if you undertake subsequent visits this pack will be provided to you 
electronically. 
 
Qantas Club Membership  
Staff travelling to Hong Kong to teach on the Bachelor of Business program, will be joined in the 
Qantas Club, unless they already have membership. Any frequent flyer points accrued while 
travelling for this program will belong to the individual.  Membership is evaluated yearly on the 
basis of expected travel for the program.  If a lecturer is only expected to teach once then HOS 
approval is required. 
Travel Expenses  
All permanent UniSA staff members are required to have a University Visa Card when travelling 
offshore.  Casual academics will be given a cash advance. 
 
A payment is made to UniSA staff when travelling offshore to cover food, travel (taxi, bus, train 
fares etc) and incidentals.  This is arranged automatically. Currently, an amount of AUD$165 
per day is deposited into the staff members bank account approximately one week prior to 
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travel.  This amount needs to be reconciled, using receipts and/or a travel diary to determine 
reasonable expenditure.  There is extensive guidance on incidental expenditure in the UniSA 
Travel Procedures – http://www.unisa.edu.au/tss/Travel/allowance.asp    
 
Accepted practice regarding meals is a decision made by your supervisor. 
 
If you have a University Visa Card, with a pin number, you will not receive any cash in advance 
for expenses, as you will be able to utilise your card to access a cash advance yourself. 
 
Travel Insurance 
The University Travel Insurance provider is ACE Insurance. The University Travel Insurance will 
generally automatically cover all University staff who are required to teach offshore. Below is the 
link to the University Travel Insurance Website, please read the information on the website to 
ensure that you will be covered. If you have any queries please contact Leia Homer from the 
University Insurance Office on 8302 1678. 
 
The Policy number and emergency phone numbers are below:  
Contact ACE Assistance from any Country, 24 hours a day.  
Ph: +61 2 9929 2210; or  
Web: www.aceassistance.com 
Quote Policy No: 03RGS00001 
 
This Policy number and emergency phone numbers is on the corporate flyer, which will be 
included in with your tickets 

Travel Tips and Tricks 
Dress 
Hong Kong does have seasons, but not as distinct as ours. The hottest time of year is June – 
August, (average 30 degrees with high humidity) and the cooler months are between December 
– March (average 23 degrees but still with a level of humidity). Remember that the lecture 
theatres at the HKBU usually have the air conditioning set on cold, so even in the hottest times 
you will need a jacket.  
 
Getting Around 
Taxis are relatively cheap and easily available.  Take note that if teaching on Thursday or Friday 
evening it can take longer than the normal 10 -15 minutes to get to the HKBU due to the traffic 
flow. 
 
The Mass Rapid Transit system is an air-conditioned train that runs at frequent intervals.  The 
closest station is the new Tsim Sha Tsui East station just south along Mody Road from both 
hotels.  Additionally a new “travelator” has been built to provide underground connection 
between the Royal Garden Hotel and the MRT. 
 
Money Changers 
Apart from banks and hotels, money can be exchanged wherever the sign ‘Money Changer’ is 
displayed.  The best rate is usually at the Chung King Mansions on Nathan Road. ATM’s are 
also available in most areas. 
 
Further information about travel can be found on the TSS website : 
http://business.unisa.edu.au/tss/Travel/travelinfo.asp 
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Contingency Plans for Undergraduate part time progr ams 
 
The following plan is based on the inability of UniSA lecturers to travel and conduct face to face 
lectures as per the current arrangements as set out in the contract with the Hong Kong Baptist 
University. This plan was devised by UniSA SMG following the SARS outbreak in 2003. 
 
Depending on the timing of when a travel ban is initiated, then the following scenarios may 
occur: 
 
Scenario 1 
If a travel ban becomes effective either during or immediately following the first set of lectures 
and up to and including the 2nd tutorial but not the third tutorial, then the semester is cancelled 
completely, commencing again in the following semester, thereby impacting on the length of 
study for this cohort of students. 
 
If the travel ban takes place up to and including the first two tutorials it is possible that a piece of 
assessment will have been submitted by students.  This piece of assessment will be count 
toward the next course offering if the semester is cancelled.  UniSA exemption policy rules will 
apply to the submitted assessment piece. 
 
Mechanics: 

·  students will remain enrolled in each course and will not be required to pay fees again 
·  lecturers will send the results of any submitted assessment to TSS for safekeeping 
·  Students will be given Incomplete grades until teaching of that course recurs and 

assessment results are finalised 
 
N.B. These mechanics will need to be checked with SAS to ensure this is possible in Medici 
 
Scenario 2 
If the first lectures and three tutorials have been conducted then the semester will be finalised 
and the following will be required from academic staff involved in the semester as a minimum 
replacement to the pre–examination lectures: 
 

·  Answers to fourth tutorial supplied via dedicated program website/course home page 
(chp) 

·  Exam and assessment tips provided (course home page - chp) 
·  Asynchronous forums to be monitored three times per week (chp 
·  Supplementary written materials/transcript of final lectures to be provided via a word 

document (chp) 
 
Individual lecturers are encouraged to provide extra academic material if they wish to further 
supplement this method of teaching and learning. 
 
If students can congregate then final assessment will go ahead in the normal way, in the normal 
timeframes i.e. invigilators supervising exams for every course. 
 
If students cannot congregate then the following two options are available to academic staff: 
 

1. Open book assessment applied over a 12 hour timeframe.  This requires administrative 
staff to post assessment to the website, the students to download and complete 
assessment and then post electronically via AssignIT and with back up provided by a 
dedicated email site that is managed by administrators.  This option will require extra 
administrative human resources as per agreement in Division Executive on 12/5/2003 

 

OR 
 

2. A final assessment loaded onto website as per above, but either handed in one week 
later (if partner offices open and students allowed or wish to congregate) or sent to 
UniSA electronically (as outlined in first option) in an agreed timeframe to allow 
administration to support and manage. 

 
Special consideration will also apply as per UniSA Assessment Policy rules 8.40-8.49 except 
that students will not need to apply for special consideration as this will automatically be granted 
to all students who fail the exam under these conditions. 
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Following Semester 
If the travel ban is still in place after the examination period of the previous semester, then the 
following semester will commence with tutorials instead of orientation lectures.  If travel ban 
remain in place after two tutorials have been held the semester will be cancelled as per 
scenario 1. 
 
If the travel bans are lifted before the 3rd tutorial has been held but students can’t congregate in 
the offshore location, then the semester will be cancelled. 
 
If the travel bans are lifted before the 3rd tutorial has been held and students can congregate in 
the offshore location, then the semester can continue through the following arrangements: 
 
Tutorials conducted throughout the semester and one longer visit by UniSA academic staff prior 
to the examination period, probably between mid semester and end of semester.  This could be 
based on three days of lectures, then a break, and then another 3 consecutive lecture days.  
Exams to continue as normal.  Special consideration will also apply as per UniSA Assessment 
Policy rules 8.40-8.49 except that students will not need to apply for special consideration as 
this will automatically be granted to all students who fail the exam under these conditions.   
 
If the travel ban is continued after the 3rd tutorial has been held, then the current semester 
is cancelled and all semesters move forward. In order for the visits to be held, TSS staff will 
make advance travel bookings for one visit at a time to be decided in consultation with 
program management. In the event of the later cancellation of the semester and thus the 
visits, cancellation costs will be borne by the relevant school. 
 
If two consecutive semesters are cancelled and travel bans continue and assuming students 
can congregate, then the program delivery reverts to external, online with local tutorials and no 
UniSA lecturer visits. If students can’t congregate the program reverts to external online 
delivery.  If prolonged travel bans occur under these circumstances, a review is required by 
University and Division Senior Management to decide on the future delivery of the offshore 
program.  The review should include a decision about the period of time that is required when 
travel bans are lifted before normal face-to-face delivery resumes.  For example is 2 months 
free of travel bans sufficient to resume normal delivery? 
 
Once the contingency planning has been agreed to by the Program Management team, then it 
is expected it will be ratified by the partner and submitted to the Division Contingency Planning 
Working Group. 
 
Contingency plans for the full time undergraduate program (OBTM) and MPA will be based 
upon the above general guidelines. 
 
Emergency Contact Details 
 
Stan Astachnowicz 
Partner Relationship Manager 

Phone: + 61 8 8302 0522 
Mobile: + 61 (0) 402 478 842 
E-Mail: stan.astachnowicz@unisa.edu.au  
 
Offshore Travel Coordinator (teaching) 

Phone: + 61 8 8302 0927 
Mobile: + 61 (0) 438 822 087 
E-Mail:  TSStravel@unisa.edu.au 

Sharyn Lampshire 
Team Leader: Travel  

Phone: + 61 8 8302 0705 
Mobile: + 61 (0) 417 881 954 
E-Mail: sharyn.lampshire @unisa.edu.au  
 
Emma Lee 
Partner Relationship Coordinator 

Phone: + 61 8 8302 9032 
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Mobile: + 61 (0) 402 465 077 
E-Mail: emma.lee@unisa.edu.au  
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PROGRAM WEBSITE 
The program has a comprehensive website to facilitate communication between Lecturers, 
Administrators (UniSA and Partner) and the students.  To avoid student confusion it is 
recommended that all services for students be made available through links in the program 
website and not via UniSAnet course home pages. 
 
Some information available on UniSAnet program and course home pages may be misleading 
for offshore students, as they are primarily geared to the internal and external student 
population. The transnational dedicated program website contains only the information and 
resources that are relevant to offshore students.  
 
The URL to the HKBU undergrad program website is:  
http://www.unisanet.unisa.edu.au/hkubft/   
 
Introduction to the website 
There are two primary areas in the website, the program level and the course level. 
 
The program level is predominantly administrative with links to UniSA academic and 
administrative systems and services, policy and procedure manuals, general information about 
the program and a notice board. Administrators and Program Directors generally post 
information to this level. It is recommended that you make yourself familiar with the information 
available. 

 
Course Level contains information relating to students undertaking a specific course in a 
specific semester/term.  
 
At the course level the study guide and course information booklet are included in addition to 
the following minimum requirements for every course area:  
 

·  Course noticeboard 
Lecturers and Administrators may post general information here including welcome 
messages, feedback, encouragement and administrative notices relevant to the class 

·  Learning materials 
Lecturers may post term specific information related to learning here including powerpoint 
slides, links to websites of interest, handouts, assignment and exam information. 

·  Discussion 
An asynchronous discussion board for students and academics to discuss issues relating 
to the course. 

 
If lecturers have online resources already established they can be linked to from the course 
area. As all transnational websites are to be migrated to UniSAnet 2, lecturers will soon have 
the ability to edit and add course content to the delivery area themselves. 
 
Additional content that lecturers could add to their course area includes streamed audio files, 
small group discussion boards, a page of links to materials they would like made available every 
time the course is offered, online quizzes or chat. Lecturers should contact the online staff to 
discuss if editing access to the course area is available. 
 
Administrative support is not provided for posting materials, however technical support is 
available if you have difficulty. Materials posted to discussion boards are not held over from 
semester to semester therefore all permanent content should be added to the website directly. 
Contact the online team for further assistance if required. 
 
Course areas are usually made available 1 week prior to commencement of the term and 
lecturers will be notified by email at that time. 

 
Online Website Support 
Use of the website requires only basic IT literacy skills and assistance is available from the 
Online team by request. In this manual you will find general information relating to the online 
services we can provide and an outline of lecturer responsibilities. For information specifically 
relating to using the website please refer to the Online User Manual for step by step 
instructions. 
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Induction sessions are available for staff based in Adelaide by arrangement with the Online 
Team.  
 
Online Lecturer Responsibilities 
 
Study Guides/Course Information Booklets 
Supply the Partner Relationship Administrator with an electronic copy of the study guide and 
course information booklet within the timeframes set out in your Timeline and Payment 
Information Form.  
 
Course Home Notices 
Post a welcome message to the course noticeboard prior to the commencement of the term. 
 
Staff Profiles and Website Access 
 
UniSA staff Lecturers 
UniSA staff lecturers should ensure that their UniSAnet staff home page has a current 
photograph and at least a short biography. The photograph needs to be supplied to UniSAnet 
Help for uploading and individual lecturers should upload their biography by selecting the 
change option at the bottom of their staff page.  
 

Consultant lecturers & Sessional Staff 
a. Consultant lecturers and Sessional Staff should arrange with the online team to have a 

staff profile page created and supply a current photograph, short biography and contact 
details for students. 

 
b. Provide the following information to the Online team so that a network username and 

password can be created and you can access the website. 
 

�  Your full name 
�  Date of Birth 
�  Business address 

 
Other Services 
The online team can provide advice on the following: 

 
·  Creating additional web content 
·  Technical support and troubleshooting 
·  Helpdesk support for all user groups 
·  AssignIT and transnational programs 
·  Chat sessions 
·  Course Evaluation Instrument 
·  myUniSA 

 
Online Tips 

·  Don’t post powerpoint slides with solid dark backgrounds. The students complain that it 
uses too much ink to print them 

·  Utilise FAQ’s to reduce the volume of emails you receive.  
·  Note that you can only include one attachment per message in a noticeboard and there 

is no spell check however you can edit posted messages.  
·  Before posting your resource, ask “Do I want this information available to students in 

future semesters?” if so contact the online team for information about how it can be 
added as a permanent resource.  

·  If you have a UniSA staff email account, use the notify button in the noticeboards so 
you will be emailed when there are new postings. 

·  Keep the website ‘alive’ by posting regularly, this will encourage students to visit often 
and receive information in a timely manner. 

·  Copyright and Course Readings information can be found at: 
http://www.unisa.edu.au/tss/ac_resources/ac_resources.asp   
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Online Team Contact Details 
 
Mr James Dayman 
Administrator: Web and Online 
Transnational Support Services 
Division of Business 
GPO Box 2471  
Adelaide SA 5000 
 
Telephone: +61 8 8302 0006 
Fax:            +61 8 8302 0532 
Email:          james.dayman@unisa.edu.au  
 
Mr Darren Fong 
Coordinator: Web and Online 
Phone:  +61 8 8302 0156 
Fax:  +61 8 8302 0532 
Email:  Darren.Fong@unisa.edu.au  
 
For further information relating to the roles and responsibilities of the online team and 
Transnational Support services please visit the website at: http://business.unisa.edu.au/tss   
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UNIVERSITY OF SOUTH AUSTRALIA RESOURCES 
This section brings together all the resources provided by the University to assist staff to develop their 

online teaching and learning. 

UniSAnet 
UniSAnet is the online teaching and learning platform of the University of South Australia. It is the standard 

platform available to all staff who wish to create online learning resources and interactive activities. It is 

designed so all staff are able to develop online teaching and learning without a high level of technical 

expertise being necessary.  

UniSA online showcase 
This online showcase shares examples of online teaching and learning at UniSA, particularly in 

relationship to the development and assessment of the UniSA graduate qualities. Examples of re-useable 

learning objects and promotional program websites are also available (this site is restricted to University of 

South Australia staff). 

Learning Connection teaching guides - introducing o nline teaching and learning  
The Introducing online teaching and learning teaching guides provide an introduction to online delivery. 

They will assist you in the development of your online courses from planning your online teaching and 

learning to enhancing collaboration and interactivity. 

UniSAnet author help 
UniSAnet author help provides step-by-step instructions for the development of UniSAnet "content objects" 

and "learning objects". These are the primary elements of course content or online learning activities in the 

UniSAnet online teaching and learning environment.  

Additional resources  
A large number of websites on online teaching and learning can be found through search engines. Below 

are some links to educative materials on online teaching and learning: 

�  Australian Journal of Educational Technology - an accessible and informative online journal  

�  Merlot - a collection of free peer-reviewed online teaching and learning materials for higher 

education  

�  Online Collaborative Learning - a good site dedicated to Collaborative Learning in the Online Higher 

Education Environment. 

Advice about Transnational Teaching Pedagogy 
Learning Connection staff have developed a range of resources for transnational students and 
staff who teach offshore.  These resources can be found at the Transnational teaching home 
page located at:- 
 
http://www.unisanet.unisa.edu.au/learningconnection/staff/practice/transnational.asp 
 
The website includes the following information:- 

1. Introduction to teaching and learning at UniSA  

�  Overview of transnational teaching at UniSA  

�  About UniSA: An induction resource for transnational staff  

�  Induction package for local tutors  

�  Academic scholarship, integrity and plagiarism  
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2. Teaching and learning resources  

�  Introduction to transnational teaching for Australia-based staff at UniSA  

�  Teaching strategies when travel is disrupted  

�  Supervising international research students  

�  Improving intercultural interaction in transnational teaching at UniSA  

�  Developing Graduate Qualities in transnational teaching at UniSA  

�  Supporting student-centred learning in transnational teaching at UniSA  

�  Stimulating discussion and group-work in transnational teaching at UniSA  

�  Developing a scholarly approach in transnational teaching at UniSA  
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Example of Exam Cover Sheet Appendix 1 
 

University of South Australia 
Division of Business  

  

 
 

 
 

(course code) 
(course title) 

 

 
 
 

 EXAMINATION – MARCH 2007 SEMESTER 
 
 

 
READING TIME:    (minutes)   
WRITING TIME:   (hours and minutes)  
NESB Time:   (10 minutes per hour of writing time)  
TOTAL TIME:   (hours and minutes) 
 
GENERAL INSTRUCTIONS TO CANDIDATES:  (Please note: this is 
an example, please change to your specific requirem ents) 

·  No writing is allowed in the examination booklet du ring reading time; 
however notes may be made on the scribble paper pro vided. 

·  This is a closed book theory examination, no notes are permitted. 

·  Write your answers in the examination booklet provi ded.  
 

·  All material, that is this examination paper, exami nation booklets 
and scribble paper must  be handed to the examiners prior to leaving 
the examination room.  

 
·  Language translation or English dictionaries are pe rmitted.  

 
·  Electronic Dictionaries and calculators are not per mitted.  

 
MARKING ALLOCATION: (Please note: this is an example, please change 
to meet your requirements) 
 

PART A -    80 Marks 
PART B -    20 Marks 

  
TOTAL  -   100 Marks 
 PLEASE Submit this examination paper AFTER the examination  

 


