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Welcome from the Head of School 
 

Welcome to the School of Taxation & Business Law, Australia’s largest tax school. The 
School is part of the UNSW Business School which leads all Australian universities in quality 
of teaching and learning in business education. As part of the Business School, academic and 
support staff can facilitate cross disciplinary teaching and research between tax, business 
law and other business disciplines. The School has both a national and international 
reputation as a leader in tax learning and teaching, research, and professional education – a 
reputation which will benefit you throughout your studies with us and beyond. 

The highly qualified and talented team of teaching staff in this School is dedicated to your 
personal and professional development and to helping you reach your goals. This is 
achieved through our long-standing commitment to excellence in learning and teaching, and 
research. Our emphasis on research is vital in keeping our learning and teaching activities at 
the forefront of current developments. We take pride in the academic rigour of our 
programs and in the success of our graduates. We want you to enjoy your studies and the 
challenges and rewards that it can bring. Ideally, we want to see you develop into highly 
successful leaders in your profession. 

You will also experience a support team of professional and technical staff that are 
dedicated to helping you achieve your goals and exceed your expectations. This support 
begins with this important Student Guide, which provides you with crucial information 
about how to make the most of your study experience. Please take the time to explore its 
contents. If you have any further questions, please contact us for more information. 

As you embark on your study I wish you great success. This Guide is a vital source of 
information for students studying tax flexible courses. It provides administrative and other 
information related to your studies.  If you need help, please ask for it early. The School’s 
teaching and support team are here to help you throughout your studies and later in your 
career as an Alumnus of the School of Taxation & Business Law and UNSW. 

 
 
John Taylor 
Head of School 
School of Taxation & Business Law 

  



Settling In: Welcome to the School of Taxation and Business 
Law  

 
Welcome to the School of Taxation and Business Law. This student guide will provide you 
with important and relevant information regarding your enrolment and studies at UNSW.  
 
School Website: The TBL Website is where you will find information specific to tax flexible 
delivery courses, in particular, under the Student Support of the Website.  

The UNSW Business School Student Centre: Staff at the UNSW Business School Student 
Centre can provide undergraduate and postgraduate coursework students with advice and 
direction on all aspects of admission, enrolment and graduation. Many requests can be 
made online or by calling (02) 9385 3189.). The Student Centre is located on Level 1, Room 
1028 in the Quadrangle (UNSW map location E15) 

Student Number and UniPass: Access to a range of UNSW online systems will require your 
student number and UniPass (password). All students will be issued with a student number 
and your UniPass will be generated by UNSW IT – 9385 1333.  For more information please 
visit the IT help page.  

MyUNSW:  myUNSW is the UNSW Australia's Web service for students. It contains UNSW 
information such as enrolment, procedures, regulations, rules and responsibilities that you 
must know and with which you must comply during your enrolment at UNSW. Access 
myUNSW using your Student ID and zPass. Once logged on to myUNSW you can link to 
Moodle, enrol in classes, view your timetable, view your results, print an unofficial academic 
statement and find other information. 

Student Identification Card: You will be issued with a (photo-less) UNSW Student ID Card 
when you first enrol in a tax flexible delivery program. ID cards show your 7-digit student 
identifier and you should quote this in all correspondence. You will also need to show your 
Student ID Card if you use the library facilities and when you attend examinations. If you 
have any queries about your Student ID card, please contact the School on 
tbl@unsw.edu.au. 

Student Email – zMail: zMail is an email service for all UNSW undergraduate students, 
postgraduate coursework students and alumni. Your zMail account will exist for life, as long 
as you maintain an association with the University either as a student or as a UNSW 
alumnus. All emails and notices regarding your studies at UNSW will be sent to your zMail 
address. If you would like your zMail forwarded to another email address, please visit this 
page for instructions. More information on the zMail service and features can be found on 
the zMail FAQ page. 

Whom to contact for help: Academic queries relating to the study of a particular course 
should be directed to the course lecturer. 
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• Admissions, advance standing / exemptions, enrolments or graduations should be 
directed to the Business School Student Centre. 

• Assignment submissions, penalty remission applications, examinations, special 
consideration or review of results should be directed to the Student Administrative 
Assistant. 

• Study Materials, Moodle / eLearning, Webinars, Audio Conference Lectures, 
electronic materials, etc., should be directed to the Learning Support Manager. 

• For all other enquiries not covered by this Guide, contact the Business School 
Student Centre on +61 2 9385 3189. 

 
NSW Public Holidays: If you live outside of NSW, please be aware of NSW Public Holidays. 
https://www.nsw.gov.au/about-nsw/nsw-public-holidays 
 
Study Materials: All the study materials you will need are available on Moodle but you also 
have the option of purchasing the full set of printed study materials through the UNSW 
Bookshop. The study materials are updated prior to the commencement of each semester 
to reflect the latest changes in tax policy and legislation. In most cases, these materials, 
along with the prescribed textbooks and online information, will provide you with the 
majority of the academic content you need. 

The study materials consist of course content (arranged in ‘modules’), readings, and 
exercises to test your knowledge, as well as a course outline and a suggested study 
schedule, outlining what should be covered and when. In the instances where tax flexible 
delivery courses do not have study materials available for purchase, students will find the 
relevant reading materials provided throughout the semester online through Moodle.The 
UNSW Bookshop also holds stocks of the prescribed textbooks for tax flexible delivery 
courses and you can order these, along with the study materials, through the Bookshop. The 
list of prescribed textbooks, study materials for your course is available approximately four 
weeks prior to the commencement of each semester.  

PLEASE NOTE: In open book exams only printed materials may be used (i.e. NO electronic 
materials are allowed in exam rooms). Please keep this in mind if you are not purchasing 
study materials. 

UNSW Moodle: You will have access to a UNSW Moodle website for each course that you 
are enrolled in. Typically, a Moodle site for a tax flexible delivery course contains the course 
outline, study materials, notes and handouts, past examination papers, notices and 
feedback from lecturers, discussion areas, communication facilities, electronic assignment 
submission facilities, and various links for academic support and to complement your study. 
You should log into UNSW Moodle regularly as it is where lecturers will provide information 
and materials to supplement your studies. 

Students studying tax flexible delivery courses are required to have access to a computer 
system that is capable of supporting the recommended browsers and Java plug-in. 

Semester 1 2016 3 
 

https://www.business.unsw.edu.au/students/resources/student-centre
mailto:tbl@unsw.edu.au
mailto:tbl@unsw.edu.au
mailto:m.connor@unsw.edu.au
https://www.business.unsw.edu.au/students/resources/student-centre
https://www.business.unsw.edu.au/students/resources/student-centre
https://www.nsw.gov.au/about-nsw/nsw-public-holidays
https://www.bookshop.unsw.edu.au/tabl.html
https://www.bookshop.unsw.edu.au/tabl.html
http://moodle.telt.unsw.edu.au/


The Atax Bulletin: The Atax Bulletin is one of the most important sources of up-to-date 
information on all aspects of the tax flexible delivery programs. It will provide you with 
information about administrative and policy matters, in particular information on 
examination times and locations, how to access course results, enrolment procedures, 
reminders of cut-off dates for changes in enrolment. A copy of the Atax Bulletin will be 
emailed each fortnight to your UNSW email address. The Atax Bulletin is sent at the 
beginning of each fortnight and each bulletin is consecutively numbered. You can also view 
the Atax  Bulletin on the Taxation & Business Law website. 
 
Study Load: Full-time students will normally complete four courses each semester and part-
time students will normally complete two courses each semester. Only in special 
circumstances, and with approval from the Program Convenor, can a heavier load be 
undertaken. Approval would depend, to some extent, on your prior academic record. Each 
course runs for a full semester, which is 13 weeks in duration. During the semester you will 
generally be required to read 500–800 pages of content. We have developed a study 
schedule as a guide to what you should cover from week to week, the assignment due dates 
and the conferencing schedule. You should expect to spend at least 12 hours per week 
studying each course. 
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UNSW Resources to Support Your Learning  

UNSW Business School's Learning and Teaching Unit: The Business School’s Education Unit 
provides free and confidential learning support to Business School students, such as 
academic skills workshops, consultation services for students with individual or small group 
learning needs, peer mentoring, printed and online study skills resources, for example, 
referencing guides, report writing and exam preparation resources, subject specific support, 
and student support programs. Visit their website for full details. 

Academic Support:  Studying for a University degree is a challenging endeavour, which will 
create demands and require significant sacrifices for any student. These demands are, if 
anything, greater for adult learners seeking continuing education on a part-time basis in a 
distance education mode, while still juggling work, family and other social commitments. 
The School acknowledges that students studying tax flexible delivery courses face additional 
challenges and pressures, and come to the program with diverse learning needs and 
preferences which have to be effectively addressed to ensure academic success. In response 
to this, the School of Taxation & Business Law provides a range of academic support services 
and resources for students that can be found on the School's website and on every Moodle 
course site. 

Academic Support Resources: Resources can be found on your Moodle course sites under 
‘Academic Support Resources’. Resources include information on study skills, exam 
preparation, a weekly planner and a comprehensive guide to researching and writing in the 
discipline of taxation law. For help with your learning needs you can contact the School’s 
Academic Support Coordinator or the Learning Support Manager. In addition, the UNSW 
Educational Support Service work with all students to promote the development of skills 
needed to succeed at university and offer personal and confidential support. They run a 
series of face-to-face and Moodle workshops on various topics aimed at enhancing your 
skills. They can be contacted on 02 9385 4734 or by email at advisors@unsw.edu.au. 

Students with Disabilities: If you are trying to manage the demands of university as well as 
a health condition, learning disability or have personal circumstances that are having an 
impact on your studies, our Student Life and Learning disability support services may be 
able to provide you with assistance. Please visit this page for more information: 
https://student.unsw.edu.au/disability  
 
The UNSW Learning Centre: The Learning Centre offers academic skills support to all 
enrolled students at UNSW.  For more information on the support services available, please 
visit: http://www.lc.unsw.edu.au/  
 
UNSW Business School Learning Support:  This unit provides leadership, support & 
strategies for enhancing the learning & teaching experience for staff & students. We work 
with colleagues across UNSW to support learning & teaching development & to collaborate 
on strategic initiatives. For more information, please visit: 
https://www.business.unsw.edu.au/students/resources/learning-support  
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UNSW Library:  The Library offers a range of services and resources to UNSW students. 
Students working on and off campus can benefit from a range of tailored support services, 
many of which are available through the Library Website, www.library.unsw.edu.au. 

Delivery Modes and Study Loads: The School of Taxation & Business Law delivers taxation 
courses in a number of different ways: 

• Flexible Distance 
• Sydney CBD Face-to-Face  
• Intensive  
• Summer school intensive  

Assessment remains the same for all modes of delivery unless specifically stated. 
Assessment will usually differ for undergraduate and postgraduate levels of study. You will 
be given access to UNSW Moodle for every course that you are enrolled in sites.  

• Flexible Distance: Flexible Distance mode incorporates self-study, online learning 
and regular audio conferences and/or webinars between the course lecturer and 
students. 

• Sydney CBD Face-to-Face: The School offers face-to-face evening classes in Sydney’s 
CBD for a selection of undergraduate and postgraduate courses each semester. The 
classes are held at UNSW CBD Campus (1 O’Connell Street) and are limited to a 
maximum of 40 students. As these are face-to-face classes, this mode will not 
include audio conferences, or webinars, and classes will not be recorded. In addition 
to completing all assessment requirements, students are required to attend 80% of 
the classes to pass the course. The CBD timetable can be found on Moodle and on 
the TBL website. 

• Intensive: The School also offers intensive classes for a selection of undergraduate 
and postgraduate courses. This mode of delivery enables students to complete the 
required coursework of a course in four days. Intensive classes are usually conducted 
at the UNSW Kensington campus, in Sydney and run from 9:30am to 5:00pm. As 
these are face-to-face classes, this mode will not include audio conferences or 
webinars and classes will not be recorded. In addition to completing all assessment 
requirements, students are required to attend 80% of the classes to pass the course. 
The Intensive Classes timetable is available on Moodle and on the School's website. 

• Summer School: Summer School takes place during summer semester, offering 
intensive face-to-face classes for some postgraduate courses. These are presented in 
Sydney during January and involve four days of intensive teaching by leading experts 
in the area. Intensive teaching days are organised to avoid overlaps and allow 
students the opportunity to study more than one course, if desired. The combination 
of studying these international and comparative tax courses simultaneously should 
provide excellent learning synergies for those who do want to study both. Each 
course counts as 6 credit points towards the completion of appropriate taxation 
postgraduate programs. The courses may also be studied on a non-award basis for 
professional CPD purposes. Please note that intensive classes are not always offered 
during the summer session. 
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Informal Study Groups:  Students enrolled in the same courses are encouraged to develop 
self-directed informal study groups amongst themselves. Moodle provides opportunities for 
students to network and form study groups or you may prefer to communicate via the 
phone, face-to-face, or the Internet. For advice on how you may effectively collaborate with 
your fellow students contact the Learning Support Manager on +61 2 9385 9537 or email 
m.connor@unsw.edu.au. 
 
Past Examination Papers:  Past examination papers are available from the UNSW Library 
website at http://www.library.unsw.edu.au. Type in the course code in the Catalogue 
Search box and click on ‘exam paper’ under ‘Refine My Results’. You will be able to 
download the past exam papers electronically from this site. Past examination papers are 
also made available on your Moodle course sites. 

 
Audio Conferences and Webinars: For each course the lecturer will hold approximately six 
audio conferences or webinars per semester. These are best described as a 1.5 hour group 
‘conference call’ between students and the course lecturer. These sessions usually take 
place during normal office hours (although some are scheduled after hours) and are 
recorded for revision purposes. Audio conferences and webinars are not lectures. 

Traditionally lectures are designed to communicate course content. With tax flexible 
delivery courses, this is done through the study materials. Audio conferences and webinars 
are designed to build upon and support the study materials, facilitate discussion and debate 
between students and the lecturer to enhance your understanding and knowledge. It is also 
an opportunity to ask questions of the lecturer. Audio conferences are conducted via 
telephone; webinars are conducted via the Internet. Audio conferences and webinars are 
recorded and you can access the recordings through Moodle. 

Audio Conferences:  An audio conference is a conference conducted via a telephone line. 
When dialling in for an audio conference, you will be required to dial a telephone number 
followed by a PIN. The phone numbers are the same for any audio conference call you make 
for all taxation courses, the PIN number, however, will change according to the course. All 
audio conferences are recorded and these can be found on your Moodle course site under 
'Conferences'. Choose the phone number from the list below that corresponds with the city 
or town that you are calling from - this way you will only incur the cost of a local landline 
call. The PIN number you will need to connect to an audio conference will be listed under 
‘conferencing’ on Moodle. After you dial in you may be placed on hold until a lecturer dials 
into the conference. 
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Phone Numbers for Teleconferencing:  
 

 
Webinars: A webinar is a conference which is conducted via the Internet and are conducted using 
an application called Blackboard Collaborate. If you have never attended a Blackboard Collaborate 
webinar, you will need to download the Blackboard Collaborate Launcher and to test whether your 
system is ready to use this application prior to participating in the first one. Full instructions on 
setting up your computer plus accessing and attending webinars can be found on the UNSW 
Teaching Gateway at  https://teaching.unsw.edu.au/moodle-blackboard-collaborate-classroom. We 
strongly recommend using an external headset with a built-in microphone. The links you need to join 
a webinar will be available on Moodle under 'Conferencing'. If you use an iPad, you can also 
download the Blackboard Collaborate iPad app. from the iTunes store for free. 
 
Accessing Webinar Recordings:   Shortly after the end of the webinar session, a recording is 
generated.  A link to the recording is uploaded to the Moodle course so you can access the 
recording.  Click the webinar access link to find the recordings listed under the 'Play' column. The 
recordings may be available in several formats though this will take a day or so to happen - hover 

Adelaide 08 8122 8343 

Albany 08 9800 0289 

Brisbane 07 3107 0200 

Bunbury 08 9702 1329 

Cairns 07 4000 3028 

Canberra 02 6101 8353 

Darwin 08 8900 8322 

Geraldton 08 9904 6016 

Hobart 03 6200 8342 

Mackay 07 4900 3188 

Maroochydore 07 5400 0025 

Melbourne 03 9912 0327 

Mount Isa 07 4713 6288 

Newcastle 02 4906 3022 

Perth 08 6260 1189 

Rockhampton 07 4900 2229 

Surfers Paradise 07 5511 3028 

Sydney 02 9007 4041 

Toowoomba 07 4600 3028 

Townsville 07 4700 3750 

Wollongong 02 4200 3022 

Semester 1 2016 8 
 

https://teaching.unsw.edu.au/moodle-blackboard-collaborate-classroom.


over the icons to make your choice of the format you prefer. 

Connecting to the Webinar Using Your Phone: Blackboard Collaborate sessions have been 
set up to enable connection to a telephone conference bridge (the same system that we use 
for audio conferences). However, before you can connect to the Blackboard Collaborate 
session by phone, the lecturer must connect the session to the teleconference bridge. They 
will only do this if they are notified beforehand that they need to do so. If you want or need 
to connect to the session by phone you must let your lecturer know before the session 
begins. 

 

Using Your Computer and the Phone for Audio Only: Log into the webinar session. You will 
know if the session is connected to the teleconference bridge if you can see a blue 
telephone icon at the top left of the screen. Then click the blue telephone icon at the top of 
the screen (ensure that you do not have the “talk” button on). 

A screen will appear giving you instructions on how to join using your telephone. The phone 
number listed in these instructions is the Sydney phone number. You can use any of the 
phone numbers listed in the above teleconference list (choose the phone number that is 
closest to the city or town that you are calling from), however, you MUST use the PIN 
number provided in the Webinar screen. A blue telephone icon will appear next to your 
name indicating that you are using your phone for audio. 

If You are Using Your Phone Only (no computer): If you cannot use your computer at all 
and want to phone in only, let your lecturer know that you need them to connect the 
webinar to the teleconference bridge before the session begins. Again, use any of the phone 
numbers listed in the teleconference list above, however, you need to ask your lecturer for 
the PIN number. When you are connected to the webinar introduce yourself and let your 
lecturer know that you online as your name will not be displayed in the webinar's 
participants list separately. It is advisable to mute your phone while you aren't speaking (dial 
4# to mute your phone and 5# to un-mute).  Should you require assistance please contact 
the School’s Learning Support Manager on +61 2 9385 9537 or email 
m.connor@unsw.edu.au. 
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UNSW Procedures & Policies  

Managing and Varying  Your Enrolment: You will be able to manage and vary your own 
enrolment each semester at: https://student.unsw.edu.au/enrolment.  

Program Leave: Program leave may be granted to both undergraduate and postgraduate 
students. Leave is generally restricted to a total of two semesters and applications for leave 
in excess of two semesters will be approved only in exceptional circumstances at the 
discretion of the program authority. Program leave granted to student visa holders is 
subject to the conditions of the student visa. For more information please visit: 
https://student.unsw.edu.au/program-leave  

Assessment Procedures and Policies: Assessment requirements are outlined in the course 
outlines for each course. In many instances assessment requirements are different for 
undergraduate and postgraduate students. You should ensure that you complete the 
correct assessment. The course outlines contain the most important information in terms of 
general policies and guidelines, and also the specific assessment requirements for each 
course. Full details of UNSW’s Assessment Policy and Procedure is available from 
https://my.unsw.edu.au/student/academiclife/assessment/AssessmentPolicyNew.html. 

Assignment Preparation and Submission: Students must submit all assignments electronically via 
Moodle for all tax flexible delivery courses. Full instructions and guidelines on how to prepare and 
submit an assignment are available on Moodle and in the course outlines. Electronic submission links 
will be available in each course site in Moodle and will be either generic Moodle submission links or 
Turn It In submission links, or a combination of both. 

Please take note of the following when submitting your assignment: Your assignment may 
be submitted to a plagiarism checking service (for example Turn It In) which will check your work 
against a database of academic work. 

• In many courses you are only entitled to submit an assignment once. If multiple submissions 
are allowed (usually Turn It In submissions) the electronic submission link will indicate this in 
which instance the version of your assignment that is available on the due date will be 
deemed your final version. You should assume that you can only submit once unless 
otherwise indicated. 

• In the case of Turn It In submissions where multiple submissions are allowed, you may 
submit your assignment as many times as you wish up until the due date. You may also be 
given permission to view the originality report generated by Turn It In. Be aware that Turn It 
In will only produce one originality report every 24 hours - if you resubmit your assignment, 
there may be an extended delay on receiving your updated originality report and the 
submission of the new document. You must allow for this to ensure that the version of your 
assignment that you want to be assessed is submitted on time. The School will assume that 
the document that is available on the due date is the final version of your assignment. For 
information on Turn It In functions and how to interpret originality reports please go to: 
http://www.turnitin.com/static/training/student.php. 

• Ensure that the assignment submitted is not a draft version or the assignment for another 
course. 

• Faxed, mailed or emailed assignments will not be accepted. 
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• Ensure you create a Cover Sheet with each assignment that includes your name, student ID, 
course, course code, assignment number, and the word count. A sample cover sheet can be 
found in the 'Assessment' section of Moodle. Failure to provide the Assignment Cover Sheet 
will delay the marking of your assignment. 

• Submit your assignment files using the following file naming convention: 
‘Surname_GivenName_CourseCodeAssignmentNo.doc’. 

• When submitting files which accompany your assignment, for example Excel files, you 
should ensure the file is correctly named. In respect to Excel files, you should also include 
your name, Student ID, Course Code, Assignment number in the first row of the each 
worksheet of the file. 

• Your assignment may be printed for lecturers to mark so you will need to ensure your 
document is printable. This is especially important when submitting an Excel document. 

• It is your responsibility to ensure the assignment is submitted successfully. If it has been 
successfully submitted, it will appear as ‘Submitted’ on the myGrades Moodle page. 

• When marking has been finalised, assignment marks will appear under the Grades section of 
Moodle. 

• For information on submitting assignments via Turnitin please see 
https://student.unsw.edu.au/turnitin. 

• For information on how to interpret originality reports please see: 
http://www.turnitin.com/static/training/student.php.  

Student Code of Conduct: The Student Code (pdf) sets out what the University expects from 
students. All students must accept at enrolment their shared responsibility for maintaining a 
safe, harmonious and tolerant University environment. Where a student breaches the code, 
the University may take disciplinary action in accordance with the Student Misconduct 
Procedures (pdf). For more information please visit this page: 
https://student.unsw.edu.au/conduct  

Late Submission Penalties:  An assignment is not considered to be late if it has been 
submitted by midnight Australian Eastern Standard Time (AEST Sydney), or Australian 
Daylight Saving Time (ADST Sydney) where relevant, on the due date. Faxed, mailed or 
emailed assignments will NOT be marked and should not be sent. Please also refer to the 
detailed information on late submission penalties provided in the course outline. If you 
believe that your performance in a course, either during the semester or in an examination, 
has been adversely affected by illness or any other reason refer to the information under 
the section entitled ‘Special Consideration’. 

IMPORTANT: Take-home exams must be submitted by the due date - late submissions will 
NOT be accepted. 

Special Consideration:  You can apply for special consideration when illness or other 
circumstances interfere with your assessment performance. Sickness, misadventure or 
other circumstances beyond your control may: 

 Prevent you from completing a course requirement, 
 Keep you from attending an assessable activity, 
 Stop you submitting assessable work for a course, 
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 Significantly affect your performance in assessable work, be it a formal end-of-semester 
examination, a class test, a laboratory test, a seminar presentation or any other form of 
assessment. 

For more information on special consideration, please review this page: 
https://student.unsw.edu.au/special-consideration  

Students with Disabilities: If you are trying to manage the demands of university as well as 
a health condition, learning disability or have personal circumstances that are having an 
impact on your studies, our Student Life and Learning disability support services may be 
able to provide you with assistance. Please visit this page for more information: 
https://student.unsw.edu.au/disability  

Guidelines for Lodging a Penalty Remission Request: Penalty remission will apply when illness 
or verified circumstances beyond your control has affected your ability to submit an assignment by 
the due date. Students requesting a penalty remission for late submission of assignments must 
complete the Penalty Remission Application form (available from the School’s Website  - 
https://www.business.unsw.edu.au/about/schools/taxation-business-law/student-
support/penalty-remissions 

Rules for the Conduct of Examinations:  The University has a number of rules regarding the 
conduct of examinations and there are further rules applicable to examinations for tax 
flexible delivery courses (given the off-campus nature of the programs). Information on 
these rules  is available on the UNSW examination website and on the TBL website for more 
specific rules for TABL courses. If you have other enquiries regarding examination rules, 
please contact the School Office. 

Exam Locations: The School organises exam venues in major metropolitan centres around 
Australia for tax flexible delivery courses and all students are required to nominate their 
exam location on myUNSW by the date advised in the Atax Bulletin. The examination venue 
details will be published in the Atax Bulletin and on the TBL website. 

If you do not wish to attend one of the exam locations organised by the School you must 
indicate ‘Remote’ as your location (see details below). You are required to attend the 
examination location that you nominated. If special arrangements are required (for 
example, due to interstate work at the time), alternative venues, or preferably attendance 
at one of the other venues can be arranged. You must email tbl@unsw.edu.au to confirm 
this at least two weeks before the examination period commences. There must be a good 
reason for justifying special arrangements. You cannot, under any circumstances, sit for 
examinations earlier than the scheduled date. However in some cases where highly 
exceptional circumstances are evident, such as accident, illness or misadventure, a later 
‘supplementary’ examination may be set, but this is very much the exception rather than 
the rule. 

• Students who nominate to sit exams in Sydney: Exams in Sydney are held at the 
UNSW Kensington Campus. They are administered either by the UNSW Exam Unit or 
the School, depending upon the number of students sitting the exam. Students who 
nominate to sit their exams in Sydney should refer to myUNSW for all examination 
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details, such as dates, times and location. Exams not being administered by the 
UNSW Exams Unit will be administered by the School. These exams will be marked 
on myUNSW as ‘Internal’. Details regarding ‘internal’ examinations will be published 
on the School’s website, on the Examinations page.  

• Students who nominate to sit exams at an exam venue other than Sydney: 
Students who have nominated to sit their exam at one of the venues other than 
Sydney should take note of the examination date and whether it is a morning or an 
afternoon exam on myUNSW. You should then refer to the venue details available 
on the School Website. Students should also check the specific arrival and 
examination start times for the venue that they are attending. 

• ‘Remote’ Exam Locations: Students who have nominated ‘Remote’ as their exam 
location will have to make their own arrangements for their examination. You are 
required to contact the School Office by Week 4 to make special arrangements. 
Detailed information on how to do this will be provided in the Atax Bulletin. 
‘Remote’ location students must organise their own room booking, invigilator and so 
on, and are required to meet all costs associated with the examination (room 
hire/invigilation/courier fees). The examination venue must be at an educational 
institution (i.e. a local university, college of TAFE or school) or a public institution (i.e. 
Local Chamber of Commerce or Magistrates Chambers or the Australian Embassy) 
and be able to provide a suitable room. Students are not permitted to sit their 
examination(s) at their own place of work. 
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Welcome from the Head of School 
 


Welcome to the School of Taxation & Business Law, Australia’s largest tax school. The 
School is part of the UNSW Business School which leads all Australian universities in quality 
of teaching and learning in business education. As part of the Business School, academic and 
support staff can facilitate cross disciplinary teaching and research between tax, business 
law and other business disciplines. The School has both a national and international 
reputation as a leader in tax learning and teaching, research, and professional education – a 
reputation which will benefit you throughout your studies with us and beyond. 


The highly qualified and talented team of teaching staff in this School is dedicated to your 
personal and professional development and to helping you reach your goals. This is 
achieved through our long-standing commitment to excellence in learning and teaching, and 
research. Our emphasis on research is vital in keeping our learning and teaching activities at 
the forefront of current developments. We take pride in the academic rigour of our 
programs and in the success of our graduates. We want you to enjoy your studies and the 
challenges and rewards that it can bring. Ideally, we want to see you develop into highly 
successful leaders in your profession. 


You will also experience a support team of professional and technical staff that are 
dedicated to helping you achieve your goals and exceed your expectations. This support 
begins with this important Student Guide, which provides you with crucial information 
about how to make the most of your study experience. Please take the time to explore its 
contents. If you have any further questions, please contact us for more information. 


As you embark on your study I wish you great success. This Guide is a vital source of 
information for students studying tax flexible courses. It provides administrative and other 
information related to your studies.  If you need help, please ask for it early. The School’s 
teaching and support team are here to help you throughout your studies and later in your 
career as an Alumnus of the School of Taxation & Business Law and UNSW. 


 
 
John Taylor 
Head of School 
School of Taxation & Business Law 


  







Settling In: Welcome to the School of Taxation and Business 
Law  


 
Welcome to the School of Taxation and Business Law. This student guide will provide you 
with important and relevant information regarding your enrolment and studies at UNSW.  
 
School Website: The TBL Website is where you will find information specific to tax flexible 
delivery courses, in particular, under the Student Support of the Website.  


The UNSW Business School Student Centre: Staff at the UNSW Business School Student 
Centre can provide undergraduate and postgraduate coursework students with advice and 
direction on all aspects of admission, enrolment and graduation. Many requests can be 
made online or by calling (02) 9385 3189.). The Student Centre is located on Level 1, Room 
1028 in the Quadrangle (UNSW map location E15) 


Student Number and UniPass: Access to a range of UNSW online systems will require your 
student number and UniPass (password). All students will be issued with a student number 
and your UniPass will be generated by UNSW IT – 9385 1333.  For more information please 
visit the IT help page.  


MyUNSW:  myUNSW is the UNSW Australia's Web service for students. It contains UNSW 
information such as enrolment, procedures, regulations, rules and responsibilities that you 
must know and with which you must comply during your enrolment at UNSW. Access 
myUNSW using your Student ID and zPass. Once logged on to myUNSW you can link to 
Moodle, enrol in classes, view your timetable, view your results, print an unofficial academic 
statement and find other information. 


Student Identification Card: You will be issued with a (photo-less) UNSW Student ID Card 
when you first enrol in a tax flexible delivery program. ID cards show your 7-digit student 
identifier and you should quote this in all correspondence. You will also need to show your 
Student ID Card if you use the library facilities and when you attend examinations. If you 
have any queries about your Student ID card, please contact the School on 
tbl@unsw.edu.au. 


Student Email – zMail: zMail is an email service for all UNSW undergraduate students, 
postgraduate coursework students and alumni. Your zMail account will exist for life, as long 
as you maintain an association with the University either as a student or as a UNSW 
alumnus. All emails and notices regarding your studies at UNSW will be sent to your zMail 
address. If you would like your zMail forwarded to another email address, please visit this 
page for instructions. More information on the zMail service and features can be found on 
the zMail FAQ page. 


Whom to contact for help: Academic queries relating to the study of a particular course 
should be directed to the course lecturer. 
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• Admissions, advance standing / exemptions, enrolments or graduations should be 
directed to the Business School Student Centre. 


• Assignment submissions, penalty remission applications, examinations, special 
consideration or review of results should be directed to the Student Administrative 
Assistant. 


• Study Materials, Moodle / eLearning, Webinars, Audio Conference Lectures, 
electronic materials, etc., should be directed to the Learning Support Manager. 


• For all other enquiries not covered by this Guide, contact the Business School 
Student Centre on +61 2 9385 3189. 


 
NSW Public Holidays: If you live outside of NSW, please be aware of NSW Public Holidays. 
https://www.nsw.gov.au/about-nsw/nsw-public-holidays 
 
Study Materials: All the study materials you will need are available on Moodle but you also 
have the option of purchasing the full set of printed study materials through the UNSW 
Bookshop. The study materials are updated prior to the commencement of each semester 
to reflect the latest changes in tax policy and legislation. In most cases, these materials, 
along with the prescribed textbooks and online information, will provide you with the 
majority of the academic content you need. 


The study materials consist of course content (arranged in ‘modules’), readings, and 
exercises to test your knowledge, as well as a course outline and a suggested study 
schedule, outlining what should be covered and when. In the instances where tax flexible 
delivery courses do not have study materials available for purchase, students will find the 
relevant reading materials provided throughout the semester online through Moodle.The 
UNSW Bookshop also holds stocks of the prescribed textbooks for tax flexible delivery 
courses and you can order these, along with the study materials, through the Bookshop. The 
list of prescribed textbooks, study materials for your course is available approximately four 
weeks prior to the commencement of each semester.  


PLEASE NOTE: In open book exams only printed materials may be used (i.e. NO electronic 
materials are allowed in exam rooms). Please keep this in mind if you are not purchasing 
study materials. 


UNSW Moodle: You will have access to a UNSW Moodle website for each course that you 
are enrolled in. Typically, a Moodle site for a tax flexible delivery course contains the course 
outline, study materials, notes and handouts, past examination papers, notices and 
feedback from lecturers, discussion areas, communication facilities, electronic assignment 
submission facilities, and various links for academic support and to complement your study. 
You should log into UNSW Moodle regularly as it is where lecturers will provide information 
and materials to supplement your studies. 


Students studying tax flexible delivery courses are required to have access to a computer 
system that is capable of supporting the recommended browsers and Java plug-in. 


Semester 1 2016 3 
 



https://www.business.unsw.edu.au/students/resources/student-centre

mailto:tbl@unsw.edu.au

mailto:tbl@unsw.edu.au

mailto:m.connor@unsw.edu.au

https://www.business.unsw.edu.au/students/resources/student-centre

https://www.business.unsw.edu.au/students/resources/student-centre

https://www.nsw.gov.au/about-nsw/nsw-public-holidays

https://www.bookshop.unsw.edu.au/tabl.html

https://www.bookshop.unsw.edu.au/tabl.html

http://moodle.telt.unsw.edu.au/





The Atax Bulletin: The Atax Bulletin is one of the most important sources of up-to-date 
information on all aspects of the tax flexible delivery programs. It will provide you with 
information about administrative and policy matters, in particular information on 
examination times and locations, how to access course results, enrolment procedures, 
reminders of cut-off dates for changes in enrolment. A copy of the Atax Bulletin will be 
emailed each fortnight to your UNSW email address. The Atax Bulletin is sent at the 
beginning of each fortnight and each bulletin is consecutively numbered. You can also view 
the Atax  Bulletin on the Taxation & Business Law website. 
 
Study Load: Full-time students will normally complete four courses each semester and part-
time students will normally complete two courses each semester. Only in special 
circumstances, and with approval from the Program Convenor, can a heavier load be 
undertaken. Approval would depend, to some extent, on your prior academic record. Each 
course runs for a full semester, which is 13 weeks in duration. During the semester you will 
generally be required to read 500–800 pages of content. We have developed a study 
schedule as a guide to what you should cover from week to week, the assignment due dates 
and the conferencing schedule. You should expect to spend at least 12 hours per week 
studying each course. 
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UNSW Resources to Support Your Learning  


UNSW Business School's Learning and Teaching Unit: The Business School’s Education Unit 
provides free and confidential learning support to Business School students, such as 
academic skills workshops, consultation services for students with individual or small group 
learning needs, peer mentoring, printed and online study skills resources, for example, 
referencing guides, report writing and exam preparation resources, subject specific support, 
and student support programs. Visit their website for full details. 


Academic Support:  Studying for a University degree is a challenging endeavour, which will 
create demands and require significant sacrifices for any student. These demands are, if 
anything, greater for adult learners seeking continuing education on a part-time basis in a 
distance education mode, while still juggling work, family and other social commitments. 
The School acknowledges that students studying tax flexible delivery courses face additional 
challenges and pressures, and come to the program with diverse learning needs and 
preferences which have to be effectively addressed to ensure academic success. In response 
to this, the School of Taxation & Business Law provides a range of academic support services 
and resources for students that can be found on the School's website and on every Moodle 
course site. 


Academic Support Resources: Resources can be found on your Moodle course sites under 
‘Academic Support Resources’. Resources include information on study skills, exam 
preparation, a weekly planner and a comprehensive guide to researching and writing in the 
discipline of taxation law. For help with your learning needs you can contact the School’s 
Academic Support Coordinator or the Learning Support Manager. In addition, the UNSW 
Educational Support Service work with all students to promote the development of skills 
needed to succeed at university and offer personal and confidential support. They run a 
series of face-to-face and Moodle workshops on various topics aimed at enhancing your 
skills. They can be contacted on 02 9385 4734 or by email at advisors@unsw.edu.au. 


Students with Disabilities: If you are trying to manage the demands of university as well as 
a health condition, learning disability or have personal circumstances that are having an 
impact on your studies, our Student Life and Learning disability support services may be 
able to provide you with assistance. Please visit this page for more information: 
https://student.unsw.edu.au/disability  
 
The UNSW Learning Centre: The Learning Centre offers academic skills support to all 
enrolled students at UNSW.  For more information on the support services available, please 
visit: http://www.lc.unsw.edu.au/  
 
UNSW Business School Learning Support:  This unit provides leadership, support & 
strategies for enhancing the learning & teaching experience for staff & students. We work 
with colleagues across UNSW to support learning & teaching development & to collaborate 
on strategic initiatives. For more information, please visit: 
https://www.business.unsw.edu.au/students/resources/learning-support  


Semester 1 2016 5 
 



https://www.business.unsw.edu.au/students/resources/learning-support

https://www.business.unsw.edu.au/about/schools/taxation-business-law/student-support

https://student.unsw.edu.au/advisors

https://student.unsw.edu.au/advisors

mailto:advisors@unsw.edu.au

https://student.unsw.edu.au/node/1387

https://student.unsw.edu.au/disability

http://www.lc.unsw.edu.au/

http://www.lc.unsw.edu.au/

https://www.business.unsw.edu.au/students/resources/learning-support





UNSW Library:  The Library offers a range of services and resources to UNSW students. 
Students working on and off campus can benefit from a range of tailored support services, 
many of which are available through the Library Website, www.library.unsw.edu.au. 


Delivery Modes and Study Loads: The School of Taxation & Business Law delivers taxation 
courses in a number of different ways: 


• Flexible Distance 
• Sydney CBD Face-to-Face  
• Intensive  
• Summer school intensive  


Assessment remains the same for all modes of delivery unless specifically stated. 
Assessment will usually differ for undergraduate and postgraduate levels of study. You will 
be given access to UNSW Moodle for every course that you are enrolled in sites.  


• Flexible Distance: Flexible Distance mode incorporates self-study, online learning 
and regular audio conferences and/or webinars between the course lecturer and 
students. 


• Sydney CBD Face-to-Face: The School offers face-to-face evening classes in Sydney’s 
CBD for a selection of undergraduate and postgraduate courses each semester. The 
classes are held at UNSW CBD Campus (1 O’Connell Street) and are limited to a 
maximum of 40 students. As these are face-to-face classes, this mode will not 
include audio conferences, or webinars, and classes will not be recorded. In addition 
to completing all assessment requirements, students are required to attend 80% of 
the classes to pass the course. The CBD timetable can be found on Moodle and on 
the TBL website. 


• Intensive: The School also offers intensive classes for a selection of undergraduate 
and postgraduate courses. This mode of delivery enables students to complete the 
required coursework of a course in four days. Intensive classes are usually conducted 
at the UNSW Kensington campus, in Sydney and run from 9:30am to 5:00pm. As 
these are face-to-face classes, this mode will not include audio conferences or 
webinars and classes will not be recorded. In addition to completing all assessment 
requirements, students are required to attend 80% of the classes to pass the course. 
The Intensive Classes timetable is available on Moodle and on the School's website. 


• Summer School: Summer School takes place during summer semester, offering 
intensive face-to-face classes for some postgraduate courses. These are presented in 
Sydney during January and involve four days of intensive teaching by leading experts 
in the area. Intensive teaching days are organised to avoid overlaps and allow 
students the opportunity to study more than one course, if desired. The combination 
of studying these international and comparative tax courses simultaneously should 
provide excellent learning synergies for those who do want to study both. Each 
course counts as 6 credit points towards the completion of appropriate taxation 
postgraduate programs. The courses may also be studied on a non-award basis for 
professional CPD purposes. Please note that intensive classes are not always offered 
during the summer session. 
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Informal Study Groups:  Students enrolled in the same courses are encouraged to develop 
self-directed informal study groups amongst themselves. Moodle provides opportunities for 
students to network and form study groups or you may prefer to communicate via the 
phone, face-to-face, or the Internet. For advice on how you may effectively collaborate with 
your fellow students contact the Learning Support Manager on +61 2 9385 9537 or email 
m.connor@unsw.edu.au. 
 
Past Examination Papers:  Past examination papers are available from the UNSW Library 
website at http://www.library.unsw.edu.au. Type in the course code in the Catalogue 
Search box and click on ‘exam paper’ under ‘Refine My Results’. You will be able to 
download the past exam papers electronically from this site. Past examination papers are 
also made available on your Moodle course sites. 


 
Audio Conferences and Webinars: For each course the lecturer will hold approximately six 
audio conferences or webinars per semester. These are best described as a 1.5 hour group 
‘conference call’ between students and the course lecturer. These sessions usually take 
place during normal office hours (although some are scheduled after hours) and are 
recorded for revision purposes. Audio conferences and webinars are not lectures. 


Traditionally lectures are designed to communicate course content. With tax flexible 
delivery courses, this is done through the study materials. Audio conferences and webinars 
are designed to build upon and support the study materials, facilitate discussion and debate 
between students and the lecturer to enhance your understanding and knowledge. It is also 
an opportunity to ask questions of the lecturer. Audio conferences are conducted via 
telephone; webinars are conducted via the Internet. Audio conferences and webinars are 
recorded and you can access the recordings through Moodle. 


Audio Conferences:  An audio conference is a conference conducted via a telephone line. 
When dialling in for an audio conference, you will be required to dial a telephone number 
followed by a PIN. The phone numbers are the same for any audio conference call you make 
for all taxation courses, the PIN number, however, will change according to the course. All 
audio conferences are recorded and these can be found on your Moodle course site under 
'Conferences'. Choose the phone number from the list below that corresponds with the city 
or town that you are calling from - this way you will only incur the cost of a local landline 
call. The PIN number you will need to connect to an audio conference will be listed under 
‘conferencing’ on Moodle. After you dial in you may be placed on hold until a lecturer dials 
into the conference. 
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Phone Numbers for Teleconferencing:  
 


 
Webinars: A webinar is a conference which is conducted via the Internet and are conducted using 
an application called Blackboard Collaborate. If you have never attended a Blackboard Collaborate 
webinar, you will need to download the Blackboard Collaborate Launcher and to test whether your 
system is ready to use this application prior to participating in the first one. Full instructions on 
setting up your computer plus accessing and attending webinars can be found on the UNSW 
Teaching Gateway at  https://teaching.unsw.edu.au/moodle-blackboard-collaborate-classroom. We 
strongly recommend using an external headset with a built-in microphone. The links you need to join 
a webinar will be available on Moodle under 'Conferencing'. If you use an iPad, you can also 
download the Blackboard Collaborate iPad app. from the iTunes store for free. 
 
Accessing Webinar Recordings:   Shortly after the end of the webinar session, a recording is 
generated.  A link to the recording is uploaded to the Moodle course so you can access the 
recording.  Click the webinar access link to find the recordings listed under the 'Play' column. The 
recordings may be available in several formats though this will take a day or so to happen - hover 


Adelaide 08 8122 8343 


Albany 08 9800 0289 


Brisbane 07 3107 0200 


Bunbury 08 9702 1329 


Cairns 07 4000 3028 


Canberra 02 6101 8353 


Darwin 08 8900 8322 


Geraldton 08 9904 6016 


Hobart 03 6200 8342 


Mackay 07 4900 3188 


Maroochydore 07 5400 0025 


Melbourne 03 9912 0327 


Mount Isa 07 4713 6288 


Newcastle 02 4906 3022 


Perth 08 6260 1189 


Rockhampton 07 4900 2229 


Surfers Paradise 07 5511 3028 


Sydney 02 9007 4041 


Toowoomba 07 4600 3028 


Townsville 07 4700 3750 


Wollongong 02 4200 3022 
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over the icons to make your choice of the format you prefer. 


Connecting to the Webinar Using Your Phone: Blackboard Collaborate sessions have been 
set up to enable connection to a telephone conference bridge (the same system that we use 
for audio conferences). However, before you can connect to the Blackboard Collaborate 
session by phone, the lecturer must connect the session to the teleconference bridge. They 
will only do this if they are notified beforehand that they need to do so. If you want or need 
to connect to the session by phone you must let your lecturer know before the session 
begins. 


 


Using Your Computer and the Phone for Audio Only: Log into the webinar session. You will 
know if the session is connected to the teleconference bridge if you can see a blue 
telephone icon at the top left of the screen. Then click the blue telephone icon at the top of 
the screen (ensure that you do not have the “talk” button on). 


A screen will appear giving you instructions on how to join using your telephone. The phone 
number listed in these instructions is the Sydney phone number. You can use any of the 
phone numbers listed in the above teleconference list (choose the phone number that is 
closest to the city or town that you are calling from), however, you MUST use the PIN 
number provided in the Webinar screen. A blue telephone icon will appear next to your 
name indicating that you are using your phone for audio. 


If You are Using Your Phone Only (no computer): If you cannot use your computer at all 
and want to phone in only, let your lecturer know that you need them to connect the 
webinar to the teleconference bridge before the session begins. Again, use any of the phone 
numbers listed in the teleconference list above, however, you need to ask your lecturer for 
the PIN number. When you are connected to the webinar introduce yourself and let your 
lecturer know that you online as your name will not be displayed in the webinar's 
participants list separately. It is advisable to mute your phone while you aren't speaking (dial 
4# to mute your phone and 5# to un-mute).  Should you require assistance please contact 
the School’s Learning Support Manager on +61 2 9385 9537 or email 
m.connor@unsw.edu.au. 
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UNSW Procedures & Policies  


Managing and Varying  Your Enrolment: You will be able to manage and vary your own 
enrolment each semester at: https://student.unsw.edu.au/enrolment.  


Program Leave: Program leave may be granted to both undergraduate and postgraduate 
students. Leave is generally restricted to a total of two semesters and applications for leave 
in excess of two semesters will be approved only in exceptional circumstances at the 
discretion of the program authority. Program leave granted to student visa holders is 
subject to the conditions of the student visa. For more information please visit: 
https://student.unsw.edu.au/program-leave  


Assessment Procedures and Policies: Assessment requirements are outlined in the course 
outlines for each course. In many instances assessment requirements are different for 
undergraduate and postgraduate students. You should ensure that you complete the 
correct assessment. The course outlines contain the most important information in terms of 
general policies and guidelines, and also the specific assessment requirements for each 
course. Full details of UNSW’s Assessment Policy and Procedure is available from 
https://my.unsw.edu.au/student/academiclife/assessment/AssessmentPolicyNew.html. 


Assignment Preparation and Submission: Students must submit all assignments electronically via 
Moodle for all tax flexible delivery courses. Full instructions and guidelines on how to prepare and 
submit an assignment are available on Moodle and in the course outlines. Electronic submission links 
will be available in each course site in Moodle and will be either generic Moodle submission links or 
Turn It In submission links, or a combination of both. 


Please take note of the following when submitting your assignment: Your assignment may 
be submitted to a plagiarism checking service (for example Turn It In) which will check your work 
against a database of academic work. 


• In many courses you are only entitled to submit an assignment once. If multiple submissions 
are allowed (usually Turn It In submissions) the electronic submission link will indicate this in 
which instance the version of your assignment that is available on the due date will be 
deemed your final version. You should assume that you can only submit once unless 
otherwise indicated. 


• In the case of Turn It In submissions where multiple submissions are allowed, you may 
submit your assignment as many times as you wish up until the due date. You may also be 
given permission to view the originality report generated by Turn It In. Be aware that Turn It 
In will only produce one originality report every 24 hours - if you resubmit your assignment, 
there may be an extended delay on receiving your updated originality report and the 
submission of the new document. You must allow for this to ensure that the version of your 
assignment that you want to be assessed is submitted on time. The School will assume that 
the document that is available on the due date is the final version of your assignment. For 
information on Turn It In functions and how to interpret originality reports please go to: 
http://www.turnitin.com/static/training/student.php. 


• Ensure that the assignment submitted is not a draft version or the assignment for another 
course. 


• Faxed, mailed or emailed assignments will not be accepted. 
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• Ensure you create a Cover Sheet with each assignment that includes your name, student ID, 
course, course code, assignment number, and the word count. A sample cover sheet can be 
found in the 'Assessment' section of Moodle. Failure to provide the Assignment Cover Sheet 
will delay the marking of your assignment. 


• Submit your assignment files using the following file naming convention: 
‘Surname_GivenName_CourseCodeAssignmentNo.doc’. 


• When submitting files which accompany your assignment, for example Excel files, you 
should ensure the file is correctly named. In respect to Excel files, you should also include 
your name, Student ID, Course Code, Assignment number in the first row of the each 
worksheet of the file. 


• Your assignment may be printed for lecturers to mark so you will need to ensure your 
document is printable. This is especially important when submitting an Excel document. 


• It is your responsibility to ensure the assignment is submitted successfully. If it has been 
successfully submitted, it will appear as ‘Submitted’ on the myGrades Moodle page. 


• When marking has been finalised, assignment marks will appear under the Grades section of 
Moodle. 


• For information on submitting assignments via Turnitin please see 
https://student.unsw.edu.au/turnitin. 


• For information on how to interpret originality reports please see: 
http://www.turnitin.com/static/training/student.php.  


Student Code of Conduct: The Student Code (pdf) sets out what the University expects from 
students. All students must accept at enrolment their shared responsibility for maintaining a 
safe, harmonious and tolerant University environment. Where a student breaches the code, 
the University may take disciplinary action in accordance with the Student Misconduct 
Procedures (pdf). For more information please visit this page: 
https://student.unsw.edu.au/conduct  


Late Submission Penalties:  An assignment is not considered to be late if it has been 
submitted by midnight Australian Eastern Standard Time (AEST Sydney), or Australian 
Daylight Saving Time (ADST Sydney) where relevant, on the due date. Faxed, mailed or 
emailed assignments will NOT be marked and should not be sent. Please also refer to the 
detailed information on late submission penalties provided in the course outline. If you 
believe that your performance in a course, either during the semester or in an examination, 
has been adversely affected by illness or any other reason refer to the information under 
the section entitled ‘Special Consideration’. 


IMPORTANT: Take-home exams must be submitted by the due date - late submissions will 
NOT be accepted. 


Special Consideration:  You can apply for special consideration when illness or other 
circumstances interfere with your assessment performance. Sickness, misadventure or 
other circumstances beyond your control may: 


 Prevent you from completing a course requirement, 
 Keep you from attending an assessable activity, 
 Stop you submitting assessable work for a course, 
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 Significantly affect your performance in assessable work, be it a formal end-of-semester 
examination, a class test, a laboratory test, a seminar presentation or any other form of 
assessment. 


For more information on special consideration, please review this page: 
https://student.unsw.edu.au/special-consideration  


Students with Disabilities: If you are trying to manage the demands of university as well as 
a health condition, learning disability or have personal circumstances that are having an 
impact on your studies, our Student Life and Learning disability support services may be 
able to provide you with assistance. Please visit this page for more information: 
https://student.unsw.edu.au/disability  


Guidelines for Lodging a Penalty Remission Request: Penalty remission will apply when illness 
or verified circumstances beyond your control has affected your ability to submit an assignment by 
the due date. Students requesting a penalty remission for late submission of assignments must 
complete the Penalty Remission Application form (available from the School’s Website  - 
https://www.business.unsw.edu.au/about/schools/taxation-business-law/student-
support/penalty-remissions 


Rules for the Conduct of Examinations:  The University has a number of rules regarding the 
conduct of examinations and there are further rules applicable to examinations for tax 
flexible delivery courses (given the off-campus nature of the programs). Information on 
these rules  is available on the UNSW examination website and on the TBL website for more 
specific rules for TABL courses. If you have other enquiries regarding examination rules, 
please contact the School Office. 


Exam Locations: The School organises exam venues in major metropolitan centres around 
Australia for tax flexible delivery courses and all students are required to nominate their 
exam location on myUNSW by the date advised in the Atax Bulletin. The examination venue 
details will be published in the Atax Bulletin and on the TBL website. 


If you do not wish to attend one of the exam locations organised by the School you must 
indicate ‘Remote’ as your location (see details below). You are required to attend the 
examination location that you nominated. If special arrangements are required (for 
example, due to interstate work at the time), alternative venues, or preferably attendance 
at one of the other venues can be arranged. You must email tbl@unsw.edu.au to confirm 
this at least two weeks before the examination period commences. There must be a good 
reason for justifying special arrangements. You cannot, under any circumstances, sit for 
examinations earlier than the scheduled date. However in some cases where highly 
exceptional circumstances are evident, such as accident, illness or misadventure, a later 
‘supplementary’ examination may be set, but this is very much the exception rather than 
the rule. 


• Students who nominate to sit exams in Sydney: Exams in Sydney are held at the 
UNSW Kensington Campus. They are administered either by the UNSW Exam Unit or 
the School, depending upon the number of students sitting the exam. Students who 
nominate to sit their exams in Sydney should refer to myUNSW for all examination 
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details, such as dates, times and location. Exams not being administered by the 
UNSW Exams Unit will be administered by the School. These exams will be marked 
on myUNSW as ‘Internal’. Details regarding ‘internal’ examinations will be published 
on the School’s website, on the Examinations page.  


• Students who nominate to sit exams at an exam venue other than Sydney: 
Students who have nominated to sit their exam at one of the venues other than 
Sydney should take note of the examination date and whether it is a morning or an 
afternoon exam on myUNSW. You should then refer to the venue details available 
on the School Website. Students should also check the specific arrival and 
examination start times for the venue that they are attending. 


• ‘Remote’ Exam Locations: Students who have nominated ‘Remote’ as their exam 
location will have to make their own arrangements for their examination. You are 
required to contact the School Office by Week 4 to make special arrangements. 
Detailed information on how to do this will be provided in the Atax Bulletin. 
‘Remote’ location students must organise their own room booking, invigilator and so 
on, and are required to meet all costs associated with the examination (room 
hire/invigilation/courier fees). The examination venue must be at an educational 
institution (i.e. a local university, college of TAFE or school) or a public institution (i.e. 
Local Chamber of Commerce or Magistrates Chambers or the Australian Embassy) 
and be able to provide a suitable room. Students are not permitted to sit their 
examination(s) at their own place of work. 
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