
COMM5004 – Business Consulting Project  1 

 
 

Australian School of Business 
 

Taxation and Business Law 

 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

MASTER OF COMMERCE 
 
 
 
 
 
 
 
 
 

COMM5004 
BUSINESS CONSULTING PROJECT     

Course Outline 
Semester 2, 2012 

 
 
 
 
 
 
 
 
 
 
© 2006-12 
The University of New South Wales 
Sydney 2052 Australia 
The original material prepared for this guide is copyright. Apart from fair dealing for the 
purposes of private study, research, criticism or review, as permitted under the Copyright 
Act, no part may be reproduced by any process without written permission. Enquiries 
should be addressed to the Director, Master of Commerce Program, UNSW. 
 
Disclaimer: This course involves the participation of external organisations who 
have committed their time and their resources in providing a rare and valuable 
learning experience for UNSW students. Occasions may arise where the partner 
representative is unable, due to unforeseen or unavoidable circumstances, to 
attend the meetings with students as advertised in this outline, thereby requiring a 
change in schedule. Furthermore, while every attempt has been made to offer 
projects that require contributions from students from multiple business 
disciplines taught in the Faculty, this is not always possible, for various reasons, 
one of which is commercial sensitivity. 



COMM5004 – Business Consulting Project  2 

Table of Contents 
PART A: COURSE-SPECIFIC INFORMATION ................................................................4 

1 STAFF CONTACT DETAILS .....................................................................................4 

Communication with Staff .............................................................................................4 

2 COURSE DETAILS ...................................................................................................5 

2.1 Teaching Times and Locations ...........................................................................5 

2.2 Units of Credit ....................................................................................................5 

2.3 Summary of Course ...........................................................................................5 

2.4 Course Aims and Relationship to Other Courses ...............................................5 

2.4.1 Course Outline as reference document .......................................................6 

2.5 Student Learning Outcomes ...............................................................................6 

3 LEARNING AND TEACHING ACTIVITIES ................................................................9 

3.1 Approach to Learning and Teaching in the Course .............................................9 

3.2 Learning Activities and Teaching Strategies .......................................................9 

3.3 Facilitator’s Role ............................................................................................... 10 

3.4 Administrative matters ...................................................................................... 10 

3.5 Assumed knowledge ........................................................................................ 10 

4 ASSESSMENT ........................................................................................................ 10 

4.1 Formal Requirements ....................................................................................... 10 

4.2 Assessment Details .......................................................................................... 11 

4.3 Assessment Format ......................................................................................... 11 

4.3.1 Principles of effective team work ............................................................... 18 

4.3.2 Final Grades.............................................................................................. 18 

4.3.3 Criteria for Determining the Quality of your Assignment Submission ......... 18 

5 COURSE EVALUATION AND DEVELOPMENT ..................................................... 19 

6 COURSE RESOURCES ......................................................................................... 20 

7 COURSE SCHEDULE............................................................................................. 20 

8 ACADEMIC HONESTY AND PLAGIARISM ............................................................ 24 



COMM5004 – Business Consulting Project  3 

9 STUDENT RESPONSIBILITIES AND CONDUCT ................................................... 24 

9.1 Workload .......................................................................................................... 24 

9.2 Attendance ....................................................................................................... 25 

9.3 General Conduct and Behaviour ...................................................................... 25 

9.4 Occupational Health and Safety ....................................................................... 25 

9.5 Keeping Informed ............................................................................................. 25 

10 SPECIAL CONSIDERATION AND SUPPLEMENTARY ASSESSMENT .............. 25 

11 STUDENT RESOURCES AND SUPPORT .......................................................... 26 

 



COMM5004 – Business Consulting Project  4 

PART A: COURSE-SPECIFIC INFORMATION 
Welcome to COMM 5004 
 
This course places students into consulting teams, each member of the team brings with 
them different disciplines, ideas, experiences and cultures to enrich the skill and knowledge 
base of each team. 
 
As a team member you will learn how to plan and manage a consulting brief provided by an 
external client who in turn has their own expectations from their consultants. Facilitators are 
appointed per team to help guide the team through each stage in the consulting path but 
ultimately it’s the team that needs to carry out the research, analyse the data, manage the 
efforts and personalities of the team, and produce a report that complies with the client 
brief. 
 
Things to remember: 
 

• You are a member of a multidisciplinary research team 
• As  a team member you will meet and organise the team’s tasks and outcomes 
• Each team member brings their own background/discipline to the team 
• Working as a team is critical to the success of the team 
• Communicating between team members is essential 
• The team and its members must ensure that each member contributes to the team 
• The team is a professional consulting research unit 

 
Remember to ask yourself: 
 
Are you addressing the client/s brief not your own agenda 

• Do you understand why the client has asked this question? 
• Do you appreciate the sensitive nature of the brief? 

 
1 STAFF CONTACT DETAILS 
 
Staff Room Phone Email 
Kayleen Manwaring 
Course coordinator 
School of Taxation & Business Law 

ASB 634 9385-7631 kayleen.manwaring@unsw.edu.au 

Alexandra Meldrum 
Facilitator 

  a.meldrum@unsw.edu.au 

 

Communication with Staff 
Consultation times are available to students / teams for the purpose of addressing 
specific questions / issues not covered during the scheduled meeting period. Please note 
that these times are limited, as advisers/clients time and resources are limited. You are 
requested to write down your questions / issues prior to attending consultation with the 
facilitator / co- coordinator. 
 
Please keep in mind that one of the aims of this course is to give the student an opportunity 
to be independent and self-reliant in managing all aspects of a client’s consulting brief. 
Consultation times are immediately after the lectures otherwise by appointment. 
 
Students are invited to consult with the course coordinator / facilitator any aspect of the 

mailto:a.meldrum@unsw.edu.au�
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course.  Consultation hours outside of class sessions are: 
 
• During Session: by appointment.  
• Students may contact staff by e-mails regarding course administration matters, using 
only their official university email address as per University Email Policy.   E-mail is not 
an appropriate   medium for  learning.  It is a poor substitute for  personal  
consultat ion. Teaching staff will use their discretion when consulted via e-mail and 
may instead invite students to meet in person during consultation hours to discuss complex 
questions, etc. 
 
2 COURSE DETAILS 
 

2.1 Teaching Times and Locations 
 
Day Time Location Team meeting 

  
Thursday 

 
6:00 - 9:00 

 
Electrical Eng 224  

 
TBA 

 
Thursday 

 
10:00 - 1:00 

 
Electrical Eng 224  

 
TBA 

 
 
 

2.2 Units of Credit 
 
 
This course is worth 6 credit points. 
 

2.3 Summary of Course 
 
The Business Consulting Project is the capstone course of the Master of Commerce 
degree. It consists of an intensive, 10-week consultancy project that is carried out for a 
company / organisation by a team of up to five students under the supervision of academic 
facilitators. At the  end  of  the  course,   teams  selected  by  the  examination  panel  
will  present  their recommendations to the client  representatives at the UNSW campus. 
The majority of the assessment relates to team work on the Project. 
 

2.4 Course Aims and Relationship to Other Courses 
 
This course is the culmination of your Master of Commerce degree and, as such, embodies 
the Australian School of Business (ASB) teaching philosophy with regard to postgraduate 
business education.  Put  simply,  the  Australian School  of  Business  believes  that  the  
best  means  of preparing students to operate effectively in today’s business environment is 
to expose them to the complex nature of business operations. Few commercial (or non-
commercial) decisions are made within organizations’ today that do not require the input of 
different business units and managers  –  whether  they  be  managers  responsible  for  
finance,  marketing,  information systems, or human resource management. This teaching 
philosophy is embodied in your core courses of COMM5001, Managing for Value Creation 
1 and Managing for Value Creation 2. 
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The Business Consulting Project course has two main aims: to offer postgraduate students 
the experience of responding professionally to a real-world management problem and to 
provide the   environment  in  which  students  from  different  specialisations  and  
diverse  cultural backgrounds  work together to learn about business, about other 
business disciplines and about themselves. 
 
Specifically, the course aims to allow students to integrate their individual discipline-
specific knowledge into a context across disciplines, enhance cross-cultural teamwork 
skills, develop fundamental project management skills, and allow for involvement in a  
solving a real world problem.  While course work will have familiarised you with the 
knowledge and skills from your particular  business specialisation, the interdisciplinary 
use of this knowledge and the capacity  to  translate  it  into  practical  solutions  offer  
you  a  new  challenge  and  exciting opportunities.  The Business Consulting Project  
permits students to combine theory and practice.  Students  learn  how  to  formulate  
a  strategic  plan  /  business  plan  and  prepare relevant research questions, analyses a 
problem and develop recommendations and solutions to that problem. In addition to 
providing hands-on experience of how to deal with a business problem, the Business 
Consulting Project is also an experience of working in a multicultural and multi-disciplinary 
team. 
 
For the partner organisations, the Business Consulting Project provides a unique 
opportunity to gain access to valuable knowledge, and recommendations or solutions 
about a business problem within a relatively short period of time.  
 
 

2.4.1 Course Outline as reference document 
This Course Outline is an accurate and historical record of the curriculum and scope of 
this course.  Students are advised to retain a copy of the Course Outline for future use 
such as for accreditation   purposes, o r  wh e n  se ek ing  advance  s tand ing  in  o t h e r  
q ua l i f i c a t io ns .  The reference material referred to in this outline is subject to change. 
 

2.5 Student Learning Outcomes 
 
The team work component of this course offers you the rich opportunity to develop a 
number of generic skills which include: 

1. teamwork skills (skills in understanding team dynamics; leadership skills); 
2. analytical and cognit ive sk i l ls (analysing task requirements; questioning; 

cr i t ica l ly interpreting material; evaluating the work of others); 
3. project management skills (identifying key tasks required to complete a project, 
4. scheduling task sequence and resources, monitoring and adjusting progress); 
5. collaborative   skills   (conflict   management   and   resolution;   accepting   

intellectual criticism; flexibility; negotiation and compromise); 
6. communication skills (developing a series of alternative solution, developing 

reasoned arguments advocating best fit solutions, conveying these effectively 
in writing and in a presentation); and 

7. organisational and time management skills. 
 
The course also seeks to develop skills and attributes including: -  

1. confidence in oral and written communication of commercial /organisational issues;  
2. the ability to analyse commercial /organisational issues in a logical and structured 

way (i.e. to identify problems, research relevant sources, propose an outcome and 
identify possible challenges to the proposed outcome);  
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3. the ability to resolve an issue in a logical and structured manner;  
4. the ability to evaluate legal options in their wider commercial context and to 
5. apply logical argument, in written or oral form, to commercial /organisational 

problems that arise in modern commercial life. 
 
Knowledge Outcomes 

• Define and explain the main concepts, principles, analytical tools, and contemporary 
issues that impact on your business discipline. 

• Recognise the inter-relatedness of your business discipline to other business 
disciplines within an organisation. 

• Manage individual attributes & team dynamics in order to work efficiently & 
effectively in a team. 

• Application Outcomes 
• Demonstrate  an  ability  to  understand  the  relevance  of  the  knowledge  and  

concepts learned from your business discipline and then apply that knowledge and 
those concepts in tackling a real business issue. 

• Manage  a  project  by  demonstrating  an  understanding  of  planning  and  
process  and incorporating them into a business plan. 

 
Analytical Outcomes 

• Investigate a real business issue by applying the concepts and analytical tools 
of your business discipline. 
 

Synthesis and Evaluative Outcomes 
• Formulate a plan or process to tackle actual problems or issues. 
• Evaluate and recommend judgments based on the analysis of the problems or 

issues. 
• Apply cross-disciplinary knowledge and skills in order to develop a robust solution 

to an unstructured problem. 
 
It is also our desire that you will develop the following capabilities through your Master 
of Commerce degree in general and the Business Consulting Project in particular: 
 

• Commitment to lifelong learning in pursuit of personal development and 
excellence in business. 

• Be an effective problem solver, capable of applying logical, critical and creative 
thinking to a range of problems 

• Be able to work both autonomously and collaboratively as a professional 
 
ASB Graduate Attributes 
UNSW Graduate Attributes focus on the qualities and skills that equip the student for 
lifelong learning. These include critical thinking and problem-solving skills, communication 
skills, information literacy skills, and group work skills. Graduates also need to be flexible 
and able to operate in a diverse and globally oriented society. Both government, NGOs and 
employer groups generally point to the need to develop these attributes in graduates as part 
of their university education. A university education should also produce graduates who can 
make a positive contribution to their communities. 
 
The Australian School of Business has six Graduate Attributes. These are qualities, skills 
understandings we want you to have by the completion of your degree. 
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Graduate Attributes are developed throughout your major, a program of study or your 
degree;  you are not expected to develop all six Graduate Attributes in a single course. 
 
The six Graduate Attributes, along with a short description follows: 
 

Graduate Attribute Number Title of Graduate Attribute along with Short 
Description 

 
Grad Attrib 1 

Critical thinking and problem solving: Graduates 
will be able to col lect , analyse and evaluate 
informat ion and ideas, and define and solve 

  
Grad Attrib 2 

Communication: Graduates will be able to 
communicate effectively and confidently in oral and 
written forms, in a diverse range of contexts. 

 
Grad Attrib 3 

Teamwork  and  Leadership:  Graduates  will  be  
able  to display collaborative skills in teamwork and a 
capacity for leadership. 

 
Grad Attrib 4 

Social, ethical and global perspectives: Graduates 
will be able to demonstrate understanding of social and 
global perspectives on a range of cultural, environmenta  
and economic spheres of engagement. 

 
Grad Attrib 5 

In-depth engagement with relevant disciplinary 
knowledge: Graduates will be able to apply their in-
depth knowledge of disciplinary fields in their practice. 

 
Grad Attrib 6 

Professional skills: Graduates will be able to 
demonstrate the   capacity   to   plan   and   manage   
their   study   and workloads to achieve self-direction, 
and personal and professional goals. 

 
A complete outline of the Graduate Attributes is available at: 
http://wwwdocs.fce.unsw.edu.au/fce/EDU/asb_graduate_attributes.pdf 
 
This course  contributes  to  you  achieving  a  number  of  the  above  Graduate  
Attributes.  In addition, there is a link between the Learning Outcomes for the course 
and the Graduate Attributes in the sense that certain Learning Outcomes are designed to 
enhance your capacity to achieve certain Graduate Attributes. The following table shows 
the link between Learning Outcomes and the main Graduate Attributes for this course: 
 

Learning Outcomes (LO’s) Australian School of Business Graduate 
 LO 1 - LO 5 Critical thinking and problem solving (Grad Attrib 1) 

LO 2, LO 3, LO 5 and LO 6 Communication (Grad Attrib 2) 
LO 1 - LO 7 In-depth engagement with relevant disciplinary 

knowledge (Grad Attrib 5) 
 
Even though Graduate Attributes 3, 4 and 6 are not included in the table immediately 
above, engaging in activities that facilitates you meeting the course requirements will, to 
some extent, contribute to achieving those attributes (e.g. meeting each assessment task 
submission dates helps develop your professional skills (Grad Attrib 6)). 
 
Student Expectations and Learning Outcomes 
It’s important that each student is familiar with the structure and expectations of this 
course. By the time you are enrolled in this course each student is equipped with a breadth 
and depth of generic and disciplinary knowledge and skills which can be applied to a 

http://wwwdocs.fce.unsw.edu.au/fce/EDU/asb_graduate_attributes.pdf�
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range of complex business problems. This course allows the student to place their 
disciplinary specialisation in the wider context of commercial /organisational activity. 
 
COMM 5004 provides an opportunity for an in-depth engagement with relevant 
disciplinary knowledge in an interdisciplinary context. The other courses within the 
M.Com programme are taught separately. COMM 5004 requires each team member to 
not only contribute their experience and specialisation to the team effort in a real 
commercial context where discipline boundaries are blurred.  This requires the student to 
interpret and apply their expertise in a business / organisational activity and context. 
 
This  will  require  the  student  to  be  critical  and  analytical  in  their  thinking,  to  
suspend assumptions and adopt an open mind approach.  The skill is demonstrated by a 
willingness to identify and challenge assumptions and explore alternatives, and is reflective 
in practice. 
 
For any team decision-making and problem solving are key attributes in management 
and leadership;   they   build   on   the   skills   of c r i t i c a l  a n d    analytical   thinking, 
r e q u i r i n g    the development of original answers to problems and the ability to deal with 
unfamiliar situations by thinking flexibly and pragmatically. 
 
Teams are usually the aggregate of many cultures, ethnicities, disciplines general and the 
like reflecting the diverse and increasingly global nature of business and the concomitant 
cultural and other diversities requires managers and business leaders to develop skills and 
abilities to work within this environment. This requires a degree of diversity within the 
team and an ability and willingness to demonstrate leadership; think strategically, 
communicate effectively and act ethically, manage teams and work effectively within a 
team. 
 
 

 
3 LEARNING AND TEACHING ACTIVITIES 
 

3.1 Approach to Learning and Teaching in the Course 
 
The approach to learning and teaching in this course is premised on the fact that 
active student engagement in the course will facilitate understanding and deep learning of 
the course material.  A core element of this course is to encourage students to work as a 
team, to conduct research and prepare the final report. In order to benefit from this 
course students are required to consider the following: 
1. Appreciate the needs of your fellow team members 
2. Agree on the description of each team member’s tasks 
3. Agree on a timetable of tasks to be performed 
 

3.2 Learning Activities and Teaching Strategies 
This  course  is  conducted  through  a  mix  of  lectures/  seminars  and  self-directed  
learning 
sessions when you meet with your facilitator or with your team in the weeks prescribed in 
this course outline. 
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3.3 Facilitator’s Role 
Each team is appointed a facilitator whose role is to guide the students through the project. 
It is  imperative that students take advantage of the facilitator’s presence during the 
assigned lecture  times  to discuss any issues / challenges faced by the team, and to 
receive guidance were necessary.  Unless any issues are brought to the facilitator’s 
attention they cannot be dealt with or taken into consideration when final grades are 
finalised. 
 

3.4 Administrative matters 
Structure of Lecture/Seminar Period 

• It is essential that all students attend lectures in the first two weeks, in particular 
Week 1 when students are allocated to teams. 

• In Weeks 4,5,7,8 and 10 the teams meet with their facilitators in a pre-arranged 
session – in the room allocated by the facilitator. 

 

3.5 Assumed knowledge 
The assumed knowledge for this course comes from the three core courses of the 
Master of Commerce degree: COMM5001, COMM5002 and COMM5003. The topics 
listed below are indicative only. Other skills and knowledge may be useful for the 
Business Consulting Project according to the nature of the project brief. (The course 
materials for COMM5001, 5002 and 
5003 are available in Open Reserve in the Library on 2-hour loans.) 
 
COMM5001 COMM5002 COMM5003 
Managers and professionals as 
learners 

Rivals and Battles for Market 
Share 

Impact of transactions on 
financial statements 

Writing to Influence Competitive Survival in the 
Long-Run 

Costing of products and 
services 

Communication in Teams Consumer Behaviour & 
Segmentation 

Managing working capital 

Intercultural Communication Products and the Firm Making investment decisions 
Conflict Management & 
Negotiation 

Leadership for Value 
Creation 

Analysing financial 
statements 

 
 
 
4 ASSESSMENT 
 

4.1 Formal Requirements 
 
In order to pass this course, you must: 

• achieve a total mark of at least 50/100; and 
• attend 80% of the classes; and 
• make a satisfactory attempt at all assessment tasks.  

Whilst there is no requirement that a student attain 50% or more for each assessment 
task, there is however a requirement that the student achieve a result that indicates the 
student genuinely  attempted the assessment. Where a student achieves a total mark of 
50/100 or more in the course, but fails to demonstrate a satisfactory level of performance 
in each form of assessment the student  may be awarded a UF grade (unsatisfactory 
fail). An example of unsatisfactory performance is failing to complete an assessment task. 
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4.2 Assessment Details 
Assessment Description Team or 

Individual 
Due 

The Report 2,500-3,000 word report (excluding 
Appendix) 30% 

Team Week 12. Submit in 
class. 

Preliminary 
Analysis 

500 – 600 words. 
See details below. 15% 

Team Week 5. Submit in class  

Presentation More information to be provided 
later. 20% 

Team Week 12 

Milestones Detailed account of team planning 
and progress (2 x 5%) 10% 

Team Week 4, 8. Submit 
in class. 

Personal Action 
Learning Review 

750 – 1000 words. 
See details below. 15% 

Individual Week 6. Submit 
electronically in 
Blackboard. 

Participation and 
peer review 

Five peer reviews, completed 
within WebPA. 
80% attendance at class, as 
demonstrated by sign off on 
attendance sheet. 10% 

Individual Week 4, 6, 8, 10, 12. 
Submit in WebPA. 

 

4.3 Assessment Format 
 
The Report Worth: 30% 2,500-3,000 word report (excl. Appendix) 
A final report plan template is available on Blackboard - please download and retain for 
your reference.  This document is a template, and is offered as an example only. You 
will not be required – indeed it will not be possible in the time given – to complete all the 
parts of the report offered. The report should be used as a guide only. The structure and 
the contents of your team’s report will differ according to the particular project you are 
allocated. 
 
Your team is required to work together on planning, researching, developing, writing 
up, proofreading and editing your project report for submission.  You are also jointly 
responsible for allocating relevant tasks including research, logistical and organisational 
duties.  All team members  should  have  a  similar  level  of  involvement  in  the  research  
process  and  in  the organization and writing of the team report. 
 
In your week 3 meeting, your team must provide your facilitator with a written protocol

 

 in 
which you clearly specify the main responsibilities involved in the project and the allocation 
of those responsibilities among team members.  Evidence of agreement to this sharing of 
tasks will be that each team member will have signed that protocol.  This protocol will be 
viewed as a contract amongst group members. (The protocol will be distributed in Week 1). 

Your  facilitator  will  review  your  team’s  protocol  and  return  for  correction  any  that  
s/he considers inequitable. If, subsequently, your team substantially changes its allocation 
of tasks, you must provide your facilitator with an amended (and signed) protocol.  Each 
team member will sign the final team report as evidence that you all agree that the team 
has largely carried out the project as agreed in the protocol. 
 
We expect each team member to fulfil their team commitments. In cases where this does 
not occur,  the remaining team members may request a reduced (or higher) grade for 
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the non-contributing  (or  especially  hardworking)  team  member.  Please  use  the  “Peer  
Assessment form” (available on the course website) for this purpose and submit to your 
facilitator. 
 
In the very rare cases where there are severe problems with teamwork, particularly where 
this involves the failure of a team member to engage in the study process, then 
aggrieved team members should,  at the first instance, see their facilitator. Where this 
is, for any reason, difficult, you should  contact  the course coordinator.   It is best, in 
these circumstances, to collect and provide documentary evidence such as emails or 
diary notes of commitments not fulfilled. 
 
Tackling a real-world problem includes working to real-world deadlines. Failure to submit 
the written report on time will incur a penalty of ten net marks per day overdue
 

. 

Preliminary Analysis Worth: 15% 500 – 600 words 
Completed by the team 
 
By the end of week 4 your team should have examined the client brief in detail, and begin 
to plan the necessary research and related tasks to compile a final report. The Preliminary 
Analysis records how you have interpreted and analysed the client’s brief. This will help 
assess  your team ’s progress, organisation and analysis . It will also encourage the team 
to think about what they done and where they are going. It also ensures that the team is 
certain as to what 
 

the client is asking from the team. 

• Use a UNSW cover sheet. Put your group number on the cover page. Put all 
names and student numbers on the cover sheet. 

• Within the assignment, put group number and names in the footer of each page of 
the assignment. Due in Week 5.  Print it out and hand it in before class starts on 
Thursday 16 August 2012. 

• 500 - 600 words. Penalties apply for exceeding the 600 words maximum. 
 
Address 3 questions: 
- What do you think is the main source of the problem and why? 
- How can you ‘test’ the accuracy of this? 
- What are the limitations of your analysis? What else should you investigate, and how 
will you do this? 
 
Assessment criteria for Preliminary Analysis: 
- Quality of Critical Analysis (25%) 
- Quality of Argument and evidence (25%) 
- Quality of written presentation, logical flow (25%) 
- Choice and application of appropriate course concepts & references (25%) 
 
Presentations in Week 12 Worth: 20% 
All teams are to prepare and deliver 10-minute presentation to an academic examination 
panel in Week 12. You will be assessed by the academic examination panel on your team’s 
ability to present your research, your findings, ideas, solutions and information in a coherent 
logical, accurate, clear and concise manner within the time limits. 
 
The structure of the presentation, the content and which team members speak is a decision 
that the team must make. For students who do not speak/present they will be asked 
questions by members of the panel at the end of the presentation to provide an opportunity 
to demonstrate their contribution to the team effort. 
 
It is important to note that the presentation should be delivered in an effective and 
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professional manner, it should not be cluttered with irrelevant information and with over use 
of technology or simply delivered by way of reading from PowerPoint or notes. 
 
Presentations to Clients 
Three teams in each project will be invited to present to the clients in Week 13 based on 
the academic panel's assessment. These teams will be required to prepare a second copy 
of their report for distribution to the client.  Members of all teams who present to the client 
in Week 
13 will receive personally signed Faculty letters in recognition of their achievement. 
 
Milestones Worth: 10% Due Week 4, 8. Submit in class. 
There are two milestone reports. Each report is worth 5%. Done by the team. 
 
A milestone is a detailed account of the progress and planning your team is making and 
th4e preliminary analysis concluded by your team. This enables your facilitator to assess 
your team’s progress and organisation. It also allows the facilitator to point out areas where 
your teamwork needs to be improved, when your team needs to accelerate its output, or 
indeed if your team is losing focus. 
 
Requirements: Each milestone report should reflect on your group dynamics, project 
progress, and provide specific plans. 
 
Milestone Themes Due Date 
1.   Team Agreement & composition Week 4 
2.   Progress Report Week 8 

 
Length is up to you – usually 3-4 pages. 
- Print it out and hand this in before class starts at 11am. 
- Use a UNSW cover sheet. Put your group number on the cover page. Put all names 

and student numbers on the cover sheet. 
- Within the assignment, put group number and names in the footer of each page of 

the assignment. 
- Put EVERYONE’S name and student number on the front page. 
-  
Assessment criteria for Milestone Reports: 
- Degree to which you’ve addressed the requirements. 
- Quality of Critical Analysis. Quality of Argument and evidence 
- Quality of written presentation, logical flow 
- Choice and application of appropriate course concepts & academic references 
 
Personal Action Learning Review Worth: 15% 
 
Individual assignment  Due in Week 6. 
 
The Personal Action Learning Review contains a critical reflection about both your own 
participation and the team processes in your COMM5004 project group, as well as a plan 
for improving your skills in the remainder of the semester. The review should demonstrate 
the insights you have gained from your teamwork experience. This task develops your skills 
in applying course concepts to analyse your own experience, as well as your skills in self- 
reflection and independent learning. 
 
This Review is regarded as one of the most powerful learning experiences for students. 
It provides you the opportunity to think critically about your role in and contribution to 
your team and what you have learned from the experience. 
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It can help you determine what and why you do things. When there are competing 
alternatives the process of reflection can help us make more informed and reasoned 
decisions so that we can appreciate, better understand and ultimately improve our 
behaviours.  It will help us to re- visit  and  re-see  with  'new  eyes'  familiar  practice;  this  
is  fundamental  in  relation to  your professional development and learning. 
 
Through reflection we are able to make sense of difficult experiences and analyse and 
clarify the situation so that the outcome of the reflective process is a changed perspective 
about how we can and should behave in the future. 
 
Kottkamp defined reflection as "A cycle of paying deliberate attention to one's own actions 
in relation  to intentions . . . for the purpose of expanding one's opinions and making 
decisions about improved ways of acting in the future, or in the midst of the action itself” 
(Kottamp, R. (1990). Means of  facilitating reflection. Education and Urban Society, 22:2 
p.183). It may be useful to consider the following sequence when writing your Action 
Learning Review: 
 
(1)  What Happened? (2) How Do I Feel About It? (3) What Did I Learn? (4) What Do I Plan 
To Do Differently in the Future? (5) Why did I react the way I did?” 
 
 
Group work is a fundamental aspect of modern business. Wherever your career takes you, 
you are likely to work frequently in groups of people with different levels of expertise, 
different life and work  experience,  and  perhaps  different  cultural  backgrounds.  You are 
unlikely  to  be trained to work in groups; you will simply be assigned to a group and told to 
begin your task. 
 
The Review allows you the opportunity to learn about yourself as a team member – the 
strengths you can build upon and the weaknesses you need to address – and of learning 
about the nature of team dynamics. The main aim of the Review is to provide you the 
means of monitoring and then evaluating your performance as a team member, thereby 
allowing you to increase your effectiveness as a key member in future team work. 
 
Your Review should have two parts: 
 
1. Reflection and review (suggested length 60%) 
 
Review your participation so far in the team’s collaborative work on the major project. 
Reflect on your own role and on your teamwork (and leadership) skills. Reflect also on the 
team’s processes, which could include processes for planning, communication, conflict 
resolution and problem solving. You could focus on one or more positive and negative 
experiences to analyse what happened and why. Identify the insights you have gained from 
analysing your teamwork experience in this way. 
 
Although this is a personal review, your analysis and judgments should not be based on 
personal opinion or emotion. Critically analyse both your behaviour and the team processes 
using relevant concepts and principles from your MCom courses.   COMM5001 and 
COMM5002 contain useful teamwork and leadership concepts, and you may also use 
theory and frameworks from other courses you have studied. Include only those concepts 
which are relevant to your analysis. Remember that the aim of this task is to apply some 
theory to illuminate your own experience and improve your practice, NOT to present a 
discussion of teamwork. 
 
 
 
2. Personal Action Plan (suggested length 40%) 
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Based on your analysis, outline some actions that you could take in similar situations in 
future to manage them more effectively. Your action plan is to improve your teamwork / 
leadership skills and contributions during the remainder of the group project. 
 
Your plan should be ‘S.M.A.R.T’ (Specific, Measurable, Achievable, Relevant, Trackable). 
Identify specific actions which you will try in specific situations arising in your group project, 
and which are relevant to the key issues which came out of your analysis. Actions and 
plans should be realistic and achievable (not vague, ideal behaviours) and you can indicate 
any possible obstacles or challenges you might face in implementing them in this group 
project. Your plans should also be measurable in that you (and your teammates) will be 
able to see if they have had the desired outcomes or not during the remainder of the project 
– how will you measure if you have been successful? You can use relevant concepts to 
describe and justify your proposed actions. 
 

Criteria for marking the Personal Action Learning Review, equal mark (20% each): 
Your Review will be assessed on how well you: 
- Analyse your own team participation; 
- Analyse the team processes; 
- Identify a personal action plan for improvement; 
- Choose and apply appropriate course concepts & academic references; 
- Communicate ideas clearly, using clear, accurate expression and an organized 
structure. 
 
Style and format: 

• 750 - 1000 words. Penalties apply for exceeding the 1,000 words maximum. 
• As this is a personal reflection, you should use the words “I”, “me”, “my”, “we” as 
• appropriate. 
• In general, use your own words rather than theoretical language. 
• Provide a reference list. Use the Harvard referencing style. 
• Use a UNSW cover sheet. Put your name and student number on the cover sheet. 
• Within the assignment, put your student number in the footer of each page of the 

assignment. 
 
Submission: 
Submit electronically in Blackboard. Submit as a MS Word file.  If this is not possible a pdf 

file will be accepted 
 
  
Participation and peer review   Worth: 10% Due in Weeks 4, 6, 8, 10 and 12. 
Peer review is designed to measure how your colleagues and you judge the contribution, 
participation and overall team performance of each member. The overall grade is 10% 
broken into 5 evaluations, submitted electronically in WebPA in Weeks 4, 6, 8, 10 and 12. 
 
Failure to submit a peer evaluation leads to a deduction of 2% marks. 
 
Team Consultations 
Each team is responsible to arrange an appointment to meet with their facilitators.  This 
will allow the team to discuss their project in privacy.  To maximise the benefits of 
consultation each team is encouraged to prepare questions for the facilitators and forward 
these questions by email at least two working days prior to the meeting.  Due to the 
complexity of this course – with a large number of teams, multiple projects and multiple 
facilitators-communications will be more easily facilitated by direct email between your 
facilitator and your team rather than use the interface of Blackboard 9.   Teams are to   
organise to meet with facilitators in weeks 1, 2, 3, 4,5,7,8, and week 10 (the first two 
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weeks are to be informal meetings to set the team’s goals). NOTE: It is the responsibility of 
each team to make arrangements to meet with their facilitator. 
 
Requirements and guidelines for team formation 
The course aims to integrate discipline specific knowledge in a broad context across 
disciplines and to  enhance cross-disciplinary and cross-cultural teamwork skills. To 
achieve this, several guidelines for team composition have been developed. Not all 
guidelines will be able to be met each semester. 
 

1. The team comprise no more than five (5) members and no less than three (3). 
2. Members  must  represent  at  least  three  (3)  disciplines  as  defined  by  their  

MCom specialisation. 
3. Gender balance is required (e.g. two males and three females, or vice versa). 
4. Ethnic  diversity  is  required  (no  more  than  two  members  from  the  same  

ethnic background). 
 
If a student or students drop the course after being allocated to a team, the composition of 
the team may be changed at the discretion of the Course Coordinator. If a student enrols 
late in the course, and is therefore not allocated to a team by Week 2 or later, the 
decision about team allocation is determined by the Course Coordinator. Once students 
have been allocated to  the  teams,  no  student   will  be  allowed  to  change  teams  
except  under  exceptional circumstances which must be submitted in writing to the Course 
Coordinator. 
 
 
 
Stakeholder knowledge and assumed knowledge 
This course consists of THREE parties/stakeholders. To ensure that each party 
understand and  appreciates the other party’s responsibilities, below is a brief 
description of each party’s role in this course 
 
Faculty Teaching Staff 

There  are  two  ASB  teaching  staff:  the  course  co-ordinator  (Kayleen Manwaring)  and  
the facilitator (Alexandra Meldrum). The role of the teaching staff is to: 

• encourage / promote a dynamic environment for teaching and learning 
• facilitators offer constructive, unbiased and impartial feedback to all teams 
• facilitators provide guidance on the following 
• planning and progress of the report 
• the research process adopted by each team 
• structure and style of the report 

 
The External Partner (client) 
The external partner (the client) has volunteered to provide the research subject matter 
and therefore plays an important role in this course. The external partner’s role is to: 

• share the same information with all teams 
• provide, wherever possible, substantial information and data, thereby allowing 

teams to pursue and create a rich and meaningful report 
 
The Student 
The student is required to work in a team, set a description of the talks that must be 
undertaken and agree on time lines to deliver the set tasks. The student is expected to: 

• attends team meetings 
• accepts the team composition allocated by the Course Coordinator 
• accepts the project allocated and acts in a courteous and professional manner at all 

times with external visitors to UNSW and 
• makes no direct or indirect contact with the partner representative or any member of 
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the organisation 
 
Ethics 
Each students must be aware of ethical considerations when conducting the research and 
compiling their report. You must take care in dealing with any data you receive during the 
course of your research, comply with the rules as to privacy and ethics. Students are 
reminded to take care when representing, compiling or analysing any data, ensure that the 
data and its analysis is not subject to any external influences which are not declared in the 
report. The source of the data and the methodology and the way it was rated must be 
detailed in the report. Any conflict of interest from any team member or from any 
person/organisation you collect the data must be disclosed in your report. If you have any 
questions as to any aspect of the report you must consult with your facilitator. A useful 
guide as to “ethics” can be found at the UNSW Ethics website: 
 
http://www.gmo.unsw.edu.au/Ethics/AnimalEthics/AnimalEthics_index.html 
 
Preliminary Research Plan: Ethics Approval Week 2 
A preliminary outline of the type of research activity your team intends to conduct must be 
submitted for approval to your facilitator. All information you collect is private and 
confidential and must be destroyed or delivered to your facilitator at the end of the course. 
 
Non-Disclosure Undertakings 
Your attention is drawn to a bundle of documents which you will be provided to read 
carefully, before signing. You should ensure that you have read the documents and agree 
or otherwise to the terms. Each team is to sign the rear of the document in the spaces 
provided. 
 
PLEASE NOTE 
 
The clients have been chosen after a lengthy and time consuming process. The client brief 
has been  provided by the client. Students’ are reminded that consultants rarely get to 
choose either their client or the brief.   
 
Likewise, consultants regardless of their background rarely choose the people and 
situations they are required to work within. Students are reminded that this is a 
RESEARCH COURSE, and that the research  is planned, conducted, analysed and 
compiled by the students and their teams.   
 
 
You and your Team plan & CONDUCT THE RESEARCH.  You and your team are 
responsible for the Research Report.  There is NO FORMAL written feedback on any of the 
assessment tasks.   
 
The role of the Facilitator is to assist your team to focus on the core aspects of the problem 
and deal with any issues which may arise from time to time.  Do not expect written formal 
feedback 
 

during the course of this research course. 

This is a REAL problem from a REAL Client. The UNSW code of conduct in relation to 
research applies to this course. All students should be mindful that their conduct reflects 
upon the University’s reputation and standing in the community. 
 
Again, use objective evidence (e.g., specific incidents/outcomes) rather than opinion to 
support your points. 
 
You must reference the sources for any concepts, both in your assignment and in a 

http://www.gmo.unsw.edu.au/Ethics/AnimalEthics/AnimalEthics_index.html�
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reference list. You need to use at least 3 academic references (not course notes).  
Remember, Google and Wikipedia are not academic references. 
 
 

4.3.1 Principles of effective team work 
Though all students are likely to have worked in teams before, it is worth highlighting 
the principles of effective team work and participation – principles that apply equally to now 
or in the future. 

• Acting at all times in a courteous and professional manner towards all members. 
• Attending team meetings. 
• Endeavouring to understand the preferred working style and strengths and 

weaknesses of each team member. 
• Communicating clearly with the team regarding any issues that may affect the 

operation of the team or completion of tasks. 
• Planning with team members the tasks to be undertaken by each team member. 
• Completing set tasks by agreed deadlines. 
• Notifying team members as soon as possible if a problem arises regarding 

completion of a set task and proposing a solution that enables the team to keep 
functioning and working towards completion of the set tasks. 

• Working co-operatively with team members to encourage all team members to 
contribute equally to required activities. 

• Drawing on conflict resolution and teamwork skills to resolve any problems that 
arise in the effective functioning of the team eg if someone is not contributing fairly. 

 
Submit all required assessment tasks in accordance with the published timetable. 
 

4.3.2 Final Grades 
Final marks will be determined as far as possible to reflect both the individual student’s 
performance and that of the team in general, compared with students and other teams 
throughout the course in both evening and day time classes. It is each student’s duty to 
ensure that they inform their facilitator of any issue that may affect their or their team’s 
performance before submitting their report. 
 
Final grades will be subject to change according to both the student’s and the team’s overall 
performance in the course. 
 

4.3.3 Criteria for Determining the Quality of your Assignment Submission 
 
The UNSW general marking criteria for postgraduate assessed work and examinations will 
apply. It reads: 
 
GENERAL MARKING CRITERIA FOR POSTGRADUATE 
 
85+ (HD) An outstanding piece of work, showing total mastery of the subject-matter, 
with a highly developed and mature ability to analyse, synthesise and apply knowledge and 
concepts. All objectives of the set work are covered, and work is free of errors with a very 
high level of technical competence. There is evidence of critical reflection; and the work 
demonstrates some originality of thought, and the ability to tackle questions and issues not 
previously encountered. Ideas are expressed with fluency. 
 
75-84 (DN) An excellent piece of work, showing a high degree of mastery of the 
subject- matter, with a well-developed ability to analyse, synthesise and apply knowledge 
and 
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concepts. All major objectives of the set work are covered, and work is free of all but very 
minor errors, with a high level of technical competence. There is evidence of critical 
reflection, and of ability to tackle questions and issues not previously encountered. Ideas 
are expressed clearly. 
 
65-74 (CR) A good piece of work, showing a sound and thorough grasp of the subject- 
matter, though possibly lacking in the breadth and depth required for a first-class mark. A 
good attempt at analysis, synthesis and application of knowledge and concepts, but may be 
more limited in scope than that required for a mark of 75+. Most objectives of the work set 
are covered. Work is generally technically competent, but there may be a few gaps leading 
to 
some errors. Some evidence of critical reflection, and the ability to make a reasonable 
attempt at tackling questions and issues not previously encountered. Ideas are expressed 
with clarity, with some minor exceptions. 
 
50-64 (PS) A fair piece of work, showing grasp of major elements of the subject-matter 
but possibly with some gaps or areas of confusion. Only the basic requirements of the work 
set are covered. The attempt at analysis, synthesis and application of knowledge and 
concepts is superficial, with a heavy reliance on course materials. Work may contain some 
errors, and technical competence is at a routine level only. Ability to tackle questions and 
issues not previously encountered is limited. Little critical reflection. Some confusion and 
immaturity in expression of ideas. 
 
40-49 (FL) A poor piece of work, showing some familiarity with the subject-matter, but 
with major gaps and serious misconceptions. Only some of the basic requirements of the 
work set are achieved. Little or no attempt at analysis, synthesis or application of 
knowledge, and a low level of technical competence with many errors. Difficulty in beginning 
to address questions and issues not previously encountered. Inability to reflect critically on 
an argument or viewpoint. Ideas are poorly expressed and structured. The author would 
apparently find it difficult to study the topic at a higher level. 
 
30-39 (FL) Serious gaps in knowledge of the subject-matter, and many areas of 
confusion. Few or none of the basic requirements of the work set are achieved, and there is 
an inability to apply knowledge. Technical competence is poor, with many serious errors. 
The student finds it impossible to begin to address questions and issues not previously 
encountered. The level of expression and structure is very inadequate. The author would 
apparently not be capable of studying the topic at a higher level. 
 
30 (FL)  A very bad piece of work showing that the author has failed to engage seriously 
with any of the subject-matter involved, and/or demonstrates total confusion over the 
requirements of the work set. It is very unlikely that work of a passing standard would be 
produced even if the author were given the opportunity to repeat the work. 
 
5 COURSE EVALUATION AND DEVELOPMENT 
 
Your suggestions, comments and observations as to the content, delivery, assessment 
tasks or readings are welcome.   Each session feedback is sought from students and other 
stakeholders about the courses offered in the School and continual improvements are 
made based on this feedback.  UNSW's  Course   and  Teaching  Evaluation  and  
Improvement  (CATEI)  Process (http://www.ltu.unsw.edu.au/ref4-5-1_catei_process.cfm  
is one of the ways in which student evaluative feedback is gathered. Significant changes to 
courses and programs within the School 

)
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are communicated to subsequent cohorts of students’. It is University policy that all 
courses are evaluated at the end of the semester. 
 
The lecturer values your feedback highly and makes appropriate changes to course 
content, teaching style and type of assessment set.  A further evaluation is carried out by 
the lecturer mid-session. If you are interested in the details of any enhancements to this 
course as a result of the latest survey, please contact the lecturer. For instance due to the 
feedback received in 2011, the course this session incorporates a Personal Action 
Learning Review. Feel free to communicate your views to the lecturer at:  
kayleen.manwaring@unsw.edu.au 
 
Quality Assurance 
The ASB is actively monitoring student learning and quality of the student experience in all 
its programs.  A  random  selection  of  completed  assessment  tasks  may  be  used  for  
quality assurance,  such  as  to  determine  the  extent  to  which  program  learning  goals  
are  being achieved. The information is required for accreditation purposes, and 
aggregated findings will be used to inform changes aimed at improving the quality of ASB 
programs. All material used for such processes will be treated as confidential and will not 
be related to course grades. 
 
 
6 COURSE RESOURCES 
Recommended texts 
Beckhard, R. and Pritchard, W. 1992. Changing the essence: the art of creating and 
leading fundamental change, Jossey-Bass, San Francisco. 
Boshear, W. and Albrecht, K. 1977. Using the Johari Window, University Associates Inc., 
New York. 
Belbin, M. 1981. Management teams: why they succeed or fail, Heinemann, London. 
Farkas, M. 2001. A Note on Team Process, Harvard Business School, 4 October, pp. 1-7. 
Kanter, R.M. 1983. The Change Masters: Innovations for Productivity in the American 
Corporation, Simon and Schuster, New York. 
Lewin, K.1951. Field Theory in Social Science: Selected Theoretical Papers, Harper, New 
York. 
Tuckman, B. and Jensen, M. 1977. ‘Stages of Small Team Development’, Team and 
Organisational Studies, vol. 2. 
VFinance Business Plan Template, www.vfinance.com 
www.abc.net.au/catapault/basics 
www.businessplans.org/2mba 
 
7 COURSE SCHEDULE 
 

Week Content Instructions Deliverable 

1 Lecture:  introduction to the 
course and facilitators 
 
• Allocation to teams 
• Overview of client brief 
• Planning & project 

management 

Students are expected to 
conduct their first team 
meeting. It is suggested 
that a timetable for when 
and where the team will 
meet, perhaps even a 
discussion as to how the 
research is to be 
conducted, allocation of 
tasks to each team 
member, etc. be 
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undertaken. 
2 Q&A session with the 

client 
By now the teams have met 
no less than twice since the 
first lecture. During this 
lecture each team is 
expected to have at least 
three questions to be put to 
the client. 
 
Each team is to present to 
their facilitators a plan 
indicating what research 
will be undertaken by whom 
and within what time line 
with deliverables clearly 
marked. 

Research protocol 
Ethics Approval  

3  By now the teams have met 
at least on four occasions. 
Each team must discuss 
with their facilitator any 
issues that may have arisen 
in the past three weeks; in 
particular each team is to 
foreshadow whether the 
scope of their research plan 
is achievable and what 
resources each team has 
allocated to 
achieve their objectives. 

 

4  Although there is no formal 
lecture the teams are 
expected to meet during 
this week to consolidate 
their research/ findings and 
begin the process of 
analysis leading towards 
finalising the structure of 
the report, following up 
aspects of the research 
with the client. This is the 
FINAL opportunity to sort 
out any issues/ challenges/ 
problems, whether internal 
or external, which the team 
members must deal with. 

Peer Review 
Milestones 

5  By now each team member 
must have a clearly defined 
task and responsibility. 

Preliminary 
Analysis 

6  By now the team should be 
well advanced in reviewing, 
testing the findings of their 
research and  editing the 
first draft of their report and 
presentation 

Personal Action 
Learning Review 
Peer Review 



COMM5004 – Business Consulting Project  22 

7  By now you should have 
nearly

 
 completed your 

analysis and testing of your 
suggestions. The structure 
of the report should be 
completed. 

8  By now the final report is 
completed and your team 
should now be examining 
whether the presentation 
accurately summarises the 
key points in your report. All 
final editing must be 
completed by the end of 
week 9. 

Peer Review 

9  Students are encouraged to 
meet during this week and 
put the final touches to their 
presentation.  Students are 
encouraged to seek their 
facilitator’s assistance to 
review their report. 

DRAFT PLAN 
REVIEW 
(not mandatory) 

10  Students are encouraged to 
meet during this week and 
put the final touches to their 
presentation. 

Milestones 
Peer Review 

11  Students are encouraged to 
meet during this week and 
put the final touches to their 
presentation. 

 

12 Formal Presentation to 
Academic Examination 
Panel 

Each team is required to 
dress appropriately for the 
presentation of their report 
to the academic panel. 
Each team will be required 
to keep within the  10 
minutes allocated without 
exception. Each team is to 
ensure they are familiar 
with the technology and 
layout of 
the room before they attend 
the formal presentation. 
Students are reminded that 
they should expect 
questions from the 
academic panel and the 
independent examiner who 
will require them to defend 
their research, analysis and 
findings. 

Peer Review 
& TWO copies of 
the Report must be 
submitted with the 
name and SID of 
each member of the 
team. 
 
Copies of the report 
will NOT be 
returned 

TBA Formal Presentation to 
the client by selected 
Teams. 

The Teams selected to 
present to the client will be 
required to dress suitably 
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for the occasion, and be 
familiar with the seating 
arrangements and 
technology in the 
presentation room. The 
time limit of 10 minutes will 
be strictly adhered to during 
this session. 
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PART B. KEY POLICIES, STUDENT RESPONSIBILITIES AND SUPPORT  
 
8 ACADEMIC HONESTY AND PLAGIARISM 
 
 
The University regards plagiarism as a form of academic misconduct, and has very strict 
rules regarding plagiarism. For UNSW policies, penalties, and information to help you 
avoid plagiarism see: http://www.lc.unsw.edu.au/plagiarism/index.html as well as the 
guidelines in the online ELISE and ELISE Plus tutorials for all new UNSW students: 
http://info.library.unsw.edu.au/skills/tutorials/InfoSkills/index.htm. 

To see if you understand plagiarism, do this short quiz: 
http://www.lc.unsw.edu.au/plagiarism/plagquiz.html 

For information on how to acknowledge your sources and reference correctly, see: 
http://www.lc.unsw.edu.au/onlib/ref.html 

 
9 STUDENT RESPONSIBILITIES AND CONDUCT 
 
Students are expected to be familiar with and adhere to university policies in relation to 
class attendance and general conduct and behaviour, including maintaining a safe, 
respectful environment; and to understand their obligations in relation to workload, 
assessment and keeping informed.  
 
Information and policies on these topics can be found in the ‘A-Z Student Guide’: 
https://my.unsw.edu.au/student/atoz/A.html. See, especially, information on ‘Attendance 
and Absence’, ‘Academic Misconduct’, ‘Assessment Information’, ‘Examinations’, ‘Student 
Responsibilities’, ‘Workload’ and policies such as ‘Occupational Health and Safety’. 
 
General Conduct and Behaviour 
 
You are expected to conduct yourself with consideration and respect for the needs 
of your fellow students, and teaching staff. In short, any conduct that hinders 
students being able to engage in learning activities (with a view to achieving the 
learning outcomes of this course) is unacceptable. If you are aware of any 
circumstances beyond your control that may have a significant effect on you or  
your team’s performance, you must report the matter to your facilitator immediately 
before submitting your final report. 
 

9.1 Workload 
 
It is expected that you will spend at least  ten hours per week studying this course. This 
time should be made up of reading, research, working on exercises and problems, and 
attending classes. In periods where you need to complete assignments or prepare for 
examinations, the workload may be greater.  
Over-commitment has been a cause of failure for many students.  You should take 
the required workload into account when planning how to balance study with 
employment and other activities. 
 

http://www.lc.unsw.edu.au/plagiarism/index.html�
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9.2 Attendance 
 
Your regular and punctual attendance at lectures and seminars is expected in this 
course. University regulations indicate that if students attend less than eighty per cent of 
scheduled classes they may be refused final assessment. 
 

9.3 General Conduct and Behaviour 
 
You are expected to conduct yourself with consideration and respect for the needs of your 
fellow students and teaching staff.  Conduct which unduly disrupts or interferes with a class, 
such as ringing or talking on mobile phones, is not acceptable and students may be asked 
to leave the class. More information on student conduct is available at: 
https://my.unsw.edu.au/student/atoz/BehaviourOfStudents.html 
 

9.4 Occupational Health and Safety 
 
UNSW Policy requires each person to work safely and responsibly, in order to avoid 
personal injury and to protect the safety of others. For more information, see 
http://www.ohs.unsw.edu.au/  .
 

9.5 Keeping Informed 
 
You should take note of all announcements made in lectures, tutorials or on the course 
web site.  From time to time, the University will send important announcements to your 
university e-mail address without providing you with a paper copy.  You will be deemed to 
have received this information. It is also your responsibility to keep the University informed 
of all changes to your contact details. 
 
 
10 SPECIAL CONSIDERATION AND SUPPLEMENTARY 

ASSESSMENT 
 
You must submit all assessment tasks. You should seek assistance early if you suffer 
illness or misadventure which affects your course progress. 
 
General Information on Special Consideration: 
 

1. All applications for special consideration must be lodged online through myUNSW 
within 3 working days of the assessment (Log into myUNSW and go to My Student 
Profile tab > My Student Services channel > Online Services > Special 
Consideration). You will then need to submit the originals or certified copies of your 
completed Professional Authority form (pdf - download here) and other supporting 
documentation to Student Central. For more information, please study carefully the 
instructions and conditions at: 
https://my.unsw.edu.au/student/atoz/SpecialConsideration.html 
 

2. Please note that documentation may be checked for authenticity and the 
submission of false documentation will be treated as academic misconduct. The 
School may ask to see the original or certified copy.  
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3. Applications will not be accepted by teaching staff. The lecturer-in-charge will be 
automatically notified when you lodge an online application for special 
consideration. 

 
4. Decisions and recommendations are only made by lecturers-in-charge (or by the 

Faculty Panel in the case of UG final exam special considerations), not by tutors. 
 

5. Applying for special consideration does not automatically mean that you will be 
granted a supplementary exam or other concession. 

 
6. Special consideration requests do not allow lecturers-in-charge to award students 

additional marks. 
 
11 STUDENT RESOURCES AND SUPPORT 
 
 
The University and the ASB provide a wide range of support services for students, 
including: 
 
 

• ASB Education Development Unit  (EDU) 
http://www.asb.unsw.edu.au/learningandteaching 
Academic writing, study skills and maths support specifically for ASB students. 
Services include workshops, online and printed resources, and individual 
consultations. EDU Office: Room GO7, Ground Floor, ASB Building (opposite 
Student Centre); Ph: 9385 5584; Email: edu@unsw.edu.au   

• ASB Student Centre  http://www.asb.unsw.edu.au/requests 
Advice and direction on all aspects of admission, enrolment and graduation.  
Ground Floor, West Wing, ASB Building; Ph: 9385 3189 

• Blackboard eLearning Support: For online help using Blackboard, follow the links 
from www.elearning.unsw.edu.au to UNSW Blackboard Support / Support for 
Students. For technical support, email: itservicecentre@unsw.edu.au; ph: 9385 
1333 

•  
• UNSW Learning Centre (www.lc.unsw.edu.au ) 

Academic skills support services, including workshops and resources, for all UNSW 
students.  See website for details. 

• Library training and search support services:   
http://info.library.unsw.edu.au/web/services/services.html  

• IT Service Centre: Technical support for problems logging in to websites, 
downloading documents etc. https://www.it.unsw.edu.au/students/index.html 
UNSW Library Annexe (Ground floor) 

• UNSW Counselling and Psychological Services  
(http://www.counselling.unsw.edu.au) 
Free, confidential service for problems of a personal or academic nature; and 
workshops on study issues such as ‘Coping With Stress’ and ‘Procrastination’.  

Office:  Level 2, Quadrangle East Wing; Ph: 9385 5418 

• Student Equity & Disabilities Unit (http://www.studentequity.unsw.edu.au) Advice 
regarding equity and diversity issues, and support for students who have a 

http://www.asb.unsw.edu.au/learningandteaching�
mailto:edu@unsw.edu.au�
http://www.asb.unsw.edu.au/currentstudents/resources/forms/Pages/default.aspx?utm_source=Student%2BCentre&amp;utm_medium=marketing%2Bmedium&amp;utm_campaign=requests�
http://www.elearning.unsw.edu.au/�
mailto:itservicecentre@unsw.edu.au�
http://www.lc.unsw.edu.au/�
http://info.library.unsw.edu.au/web/services/services.html�
https://www.it.unsw.edu.au/students/index.html�
http://www.counselling.unsw.edu.au/�
http://www.studentequity.unsw.edu.au/�
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disability or disadvantage that interferes with their learning.  Office: Ground Floor, 
John Goodsell Building; Ph: 9385 4734   
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