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DISCLAIMER

This handbook contains information that is current at the date of publication. Changes in circumstances after this date
may impact on the accuracy or currency of the information. The Guild takes all due care to ensure that the information
contained here is accurate, but reserves the right to vary any information described in this publication without notice.

Questions regarding the information contained in this handbook can be sent to guild@hotkey.net.au or by contacting
Guild Student Services +612 9822 3111.
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Welcome

Welcome to the Australian Guild of Music Education (known also as AGME or the Guild). You have made
the right choice towards your music industry career in deciding to study at the Guild. Our programs will
provide you with the skills and the knowledge needed for your further study and future music careers.

Many of the Guild’s graduates have completed degree programs and have progressed to rewarding and
recognised careers in the music industry, and you can look forward to joining them when you successfully
complete your studies with us.

The Guild has recruited a fine, expert group of musicians to teach its courses. The Guild staff are there to
help you. Please contact them if you need assistance.

We wish you every success with your studies. Work hard, enjoy your program and prepare yourself for an
exciting music career!

Dr Ern Knoop

Dean

Guild Objectives

In all cases, the purpose of the course is to equip each candidate with the best possible music knowledge
and all the skills and expertise necessary for both performance and non-performance based study. Each
unit of study has varied areas of emphasis, but all closely link together to achieve a well-established and
broad knowledge of music overall. Each Lecturer will undoubtedly approach each subject area in their own
manner of delivery closely following the direction(s) of the Academic Board, in line with the stated direction
and outline of each unit of study to achieve course learning outcomes.
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General Information

Campus Location

AGME Building
451 Glenferrie Road, Kooyong Victoria Australia 3144 (Melways Reference Map 59, (C, 4))

» Student Services

* Recording Studio

* Classrooms/Lecture Rooms

* Quiet space for study & small group meetings

* Texts, videos, DVD’s, & other course related material

» Computer Lab with recording equipment

* Photocopying and printing SIS 14 or

- Concert Stage or Vs, il . ‘%’,’&C ! <

- Student recreation areas, outdoor area with % a2
undercover BBQ facility IRA N,q(ec

ST % :

» Guild Library _ TS .
« Ensemble/ Practice Rooms TAK MONOMEAW’--‘;‘ ‘ K 00 ) 0”\
| > AVEEPY © /g
Location of Classes << POW m oy o 85 =
Classes are operated from the main Lecture Hall, ER VMONAPG N ~;‘
Computer Lab, and/or Recording Studios. Private 8 ST 6 > (o h
tutoring is delivered from one of the practise rooms Q- w o’vﬁﬁ‘—f’&h\( 5
(unless stated differently). The Recording Studio can &4 g & S, \2‘1 = - RD
only be used under supervision, or by a student who g = S‘P'&‘,' = - o
has passed the necessary standards demonstrated to E g f(g - = P s Val i’
the music technology lecturer, who will then issue a ‘_‘j m ol N ; <
student’s certification to supervise the use of the < ’e" =S g
S
2 257 -
T

As the Guild also offers its courses via Distance
Education, most lectures are videoed and streamed
on Moodle, unless stated otherwise.

66

g
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Who’s who at AGME

Academic Leadership
Dr Ern Knoop Dean

Bernadette Norton  CEO
Recruitment and Staff Development Co-Ordinator
Benchmarking Officer

Monigue Churchill Year 1 Co-Ordinator
Misconduct Officer
Work Placement and Professional Experience Co-Ordinator
Careers Liaison Officer

Leonie Wobking Year 2 Co-Ordinator
Grievances Officer
Distance Students Co-Ordinator

Greta Grybaitis Year 3 Co-Ordinator
Assessment and Moderation Officer
Admissions and RPL Officer

Alan Ironside Academic Learning Advisor
English Tutor

Dr Annie Nichols Student Counsellor
Gail Bradley Strategic Planning and Sustainability Officer
Tia Hutajulu Student Administration

Financial and General Administration Assistant

Lecturers and Tutors

Dr Ern Knoop Lecturer, Performance; Instrumental Teaching; Musicianship - Theory
Lecturer, Notation & Sequencing Software, Music Equipment, Internet Music
Lecturer, Orchestration— Composition, Arranging & Improvisation
Lecturer, History of Music

Bernadette Norton Lecturer, Music Technology; Solo, Choir, Stage Craft
Lecturer, Business Administration & Planning

Leonie Wobking Lecturer, Orchestration and Ensemble
Lecturer, History of Music

Monique Churchill Lecturer, Musicianship — Theory & Aural
Lecturer, Performance — Solo, Stage Craft

Greta Grybaitis Lecturer, History of Music
Lecturer, Musicianship
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Lecturer, Instrumental Teaching

Guest and Occasional Lecturers
Dr Kerwyn Alley Lecturer, Musicianship
Lecturer, History of Music

Glen Carter-Varney Tutor and Lecturer, Performance — Solo, Stage Craft
Lecturer, Musicianship — Theory & Aural

Lecturer, Orchestration

Trevor McQuade Performance related, Mandatory Modules, Composition Guitar tuition, Lecturer,
Business Management

Maryanne Lecturer, History of Music
Mangion-Needham

Dr Merv Leeding Lecturer, Computer Assisted Instruction & Internet Music, Acrobat, WEB and IT
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Guild Governance
The Guild is registered under the Corporations Act 2001. Annual details are lodged for scrutiny with

Australian Securities and Investment Commission (ASIC). The Committee of Management is elected
annually at the Annual General Meeting (AGM) and various sub-committees are appointed if considered
necessary. Members are elected to the Committee of Management by nomination, as laid down in the Guild
Statement of Rules, registered with the Consumer Affairs Victoria, and ASIC.

The Guild constitution has been lodged with the relevant Department, Consumer Affairs Victoria, and annual
reports, Minutes, and Financial statements are submitted. This material has also been submitted at the VET
level as well as HEP FEE HELP for scrutiny and approval by the Australian Government. All records are on
file at the Corporate Affairs office if required. Further details such as the Terms of Reference and
membership can be found on the Guild’s website.

Pursuant to the Guild Statement of Rules, members are elected to the Committee of Management by
nomination, registered with the Consumer Affairs Victoria, and Registrar of Incorporated Associations.

Legislative compliance
The Guild complies with the following relevant legislation:

1 OH&S

1 Workplace harassment, victimization and bullying

9 Anti-discrimination legislation

9 Higher Education: Threshold Standards and Higher Education Support Act 2003
9 Privacy Act

1 Any relevant legislation related to our courses.

Ethics and Values
In fulfilling the Guild’s mission, and as an acknowledgment of our shared values, we are committed to a

number of principles.

1. We are committed to provide students with a quality education and learning environment.

We aim to achieve a pleasant working environment in which students feel they can develop their
creativity.

We value contributions made by all those that have assisted the Guild to achieve its accomplishments.
We establish honesty and equality.

We respect the difference and uniqueness of all.

We have a goal to minimising the use of paper out of care for the environment.

We place importance on keeping personal details confidential.

N

No o~

Code of Conduct
All students at the Guild have the rights of adults as learners in a mature age relationship between tutors

and other learners and as a consumer of a high quality commercial product. As such, adult learners have
both rights and responsibilities.

Students are to apply self-discipline. Meeting assignment deadlines, attending lectures & examinations are
all student responsibilities. Students and staff are adults and must act responsibly and maintain the
assignment workload.

Students can expect that they:

T Will receive high quality customer service from staff and high quality teaching from lecturers and tutors;
T Will be treated with respect as adults by staff and other course participants;
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9 Have access to a proper process for the resolution of grievances if dissatisfied with any aspects of the
administration, teaching or the course itself;

1 Have the right to a course refund in accordance with the fees and charges policy as stated in this
Student Handbook. (This applies only to students who have paid the annual fee in advance. Loan
arrangements are outside the domain of the Guild and term fees demand that the students pay in
advance and attend for the duration of the term, unless exceptional circumstances apply).

Students have a responsibility to:
9 Pay course fees on enrolment;
9 Respect the rights of other course participants to a pleasant, mature and undisturbed (including mobile
phones) learning environment;
9 Care for the facilities and property involved in the provision of the course;
9 Attend all timetabled sessions;
9 Treat the equipment and other Guild property with care and cleanliness.

Students are expected to act responsibly and caringly.

1 Instruments are not to be left in an area where they can cause a hazard. The student recreation room
or the upstairs cupboard are the appropriate places to store your instruments.

9 Equipment cannot be left or used where it can create a safety hazard.

1 Equipment is to be stored correctly when not in use.

1 Rubbish is to be placed in the bins provided.

9 The kitchen and lecture rooms are to remain clean and tidy, and any spills are to be cleaned
immediately.

9 Chairs must not be stood on or leaned back on, especially with chairs that have wheels. Chairs are
also not to be used as foot rests.

9 Sitting on benches or tables is strictly forbidden. Lecture tables have modesty boards to strengthen
the table, yet if sat on in the middle, it can place strain on the wood and could break.

9 Hazards are to be brought to the attention of a staff member.

9 Punctuality is expected at all lectures and instrumental tutorials. Students are to call the Guild when
and if unable to attend the day prior to or on the day they expect to be late. Absence is recorded in the
Attendance Register. 90% attendance is expected from attending students.

1 Students should maintain a study schedule; a lecturer or the CEO and/or Dean may request to view
this at the end of each term or semester in cases where a student is falling behind.

Cultural diversity and anti-racism

The diversity of Australia’s indigenous, settler and immigration heritages are recognised at the Guild.
Students are all treated equally.

The Guild is dedicated to:

1 Providing an atmosphere where all staff and/or students are treated with respect and treated equally;
and
9 Providing an environment where students are able to mix, without prejudice or fear of racism.

Discrimination and Equal Opportunity

Prevention of unlawful discrimination is seen as a legal responsibility of the Guild. The Guild could be held
liable where behaviour of its employees, and in some instances its students, are deemed as discriminatory.
Unlawful discrimination is forbidden and the Guild does not accept behaviour of this kind.

Staff are to uphold appropriate behaviour around students as students are not to be made to feel as though
they have been treated unfairly, particularly in cases of complaints and/or conflicts.
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Lecture staff are responsible for monitoring the environment to ensure that an acceptable standard of
behaviour is being adhered to by all students.

The Committee of Management is accountable for the conduct of staff and students, and therefore
identifying, preventing and redressing any potential area of concern is a high priority. Lecturers or
administration staff who see inappropriate behaviour are to discuss it with the person. Further action is
expected if the behaviour does not cease.

Discipline
Any serious action must be brought to the attention of the Grievances Officer, Dean or CEO for appropriate

action. Continuance of inappropriate or unacceptable behaviour will result in the student being requested to
meet with the Academic Board.

Security
Students must produce and/or wear their identification cards in the first week of study.

Visitors to the Guild must sign in at the Administration office. Visitors must be signed in by a Guild staff
member or student, and will be given an identity pass, which must be worn during their visit. People on the
premises without passes should be reported to the Secretary.

Visitors taking part in Ensemble sessions must not make up more than 50% of the ensemble group.

Lost property, accidents or emergencies should be reported to Student Administration immediately.

Safety

Fire Safety

Each room has a floor plan and fire orders. The Fire Authority regularly inspects the premises and maintains
and checks the equipment provided for emergency operation.

Students should familiarise themselves with evacuation procedures and emergency exit locations in the
Guild building. Evacuation procedure notices are posted in all Guild rooms.

Accidents
Students are to report any accident or injury, no matter how small. An accident report book is located with
Student Administration for this purpose.

Chairs

To ensure the safety of all, chairs need their four legs/wheels on the floor at all times. Students are requested
to lift the furniture when moving it and not drag the equipment over the floor.

First aid

First aid kits are located in reception and contain items to enable basic first aid to be carried out. Medication
including headache pills will not be given to students. It is up to students to bring their own medication.

Public liability insurance
Students are covered by the Guild’s public liability insurance.
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Student Administration

Student Records
Students are required to provide private and confidential information so that the Guild can provide a full

service and maintain accurate records and information.

Students may apply to see their personal file, provided reasonable notice is given and an agreed
appointment time is made. All student personal records are confidential and can only be viewed by the
Dean, CEO, or the student upon application.

Please discuss this matter with the Dean if you have any concerns. Further information is located in the
Record Keeping Policy on the website.

Academic Records
Academic records are the responsibility of the Dean and CEO. Feedback and results are located on
MOODLE throughout the year and a transcript is distributed to students at the end of the year.

Assignments must be submitted online, unless it is specified that a hard copy is required. Hard copies can
be posted or submitted via Student Administration.

As academic transcripts and testamurs are private and confidential documents, they can only be released
directly to the relevant student, unless the student provides a letter of authority for transcripts to be collected
by another person. Photo identification is required to collect academic transcripts and testamurs.

Academic transcripts and testamurs are printed free of charge for enrolled students. A fee of $15 for the
printing of replacement/lost transcripts and testamurs is applicable for past students.

Graduates are also able to have replacement testamurs printed if they have lost their original testamur.
Graduates need to complete a statutory declaration in order to obtain a replacement testamur. The fee for
the replacement of testamurs is $50. Payment must be made in advance and are non-refundable.

Student Contact Details and MOODLE

The Guild primarily uses emails/messaging through MOODLE to contact students. Students are to maintain
their contact details and ensure they are current and up to date. Changes to personal details are made via
the student portal, and details of any changes are to be recorded immediately. Access to MOODLE is
dependent on a valid email address. Most communication from the Guild to students is done via email, and
it is therefore vital for students to notify the Guild if their email addresses change.

Contact via telephone may be necessary from time to time and therefore students’ telephone details must
be kept updated.

The Guild may also send reports and other notices by post, and therefore student postal addresses must
also be kept up to date. FEE-HELP notices are also sent via post to the address provided by the Guild.

The Guild’s e-learning site (MOODLE) is an important resource for all students and it includes forums and
weekly chat sessions, which assist to answer students’ questions. Guild policies, contacts, student
handbook, syllabus, forms and academic calendar are available on the Guild official website (Enrol &

Student Login).

Student ID cards

During the first week of term (usually first day), students will have their photos taken (distance students
should send a .jpg or.omp to Student Administration) for student identification cards, which will be
issued/posted within one week of the order.

=M Student Handbook | Australian Guild of Music Education


https://agm-elearning.mywisenet.com.au/login/index.php
https://agm-elearning.mywisenet.com.au/login/index.php
http://www.guildmusic.edu.au/tertiary-enrol.html
http://www.guildmusic.edu.au/login.html

Student Administration will issue an ID badge to each student, which is to be worn throughout the entire first
week of each study period to assist lecturers with identification at the Guild campus. Students are not
required to wear their badges from the second week onwards.

Disabilities

Students with disabilities are encouraged to attend courses. There is access for entry and facilities for wheel
chairs. Distance Education is ideally suited to many people that are physically handicapped but the Guild
always recommends all students to attend the Guild’s live lectures, no matter what the disability, as all
students are welcome to attend classes. It is important for all students to be involved in the group work that
is needed in modules such as ensemble or choir.

The CEO and Dean are available to meet with students to discuss suitable arrangements to allow the
students to cope with the demands and stress of the course.
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Important Dates and Times

Principal Course Dates

2015
TERM 1 TERM 2 TERM 3 TERM 4
24 Feb - 30 April 1 May — 30 June 1 July - 31 Aug 1 Sep - 30 Nov

Introductory term &

Course work

Course work

Course work

Course work

Midyear enrolments first
semester

27 Feb

Review Material

1 May

Classes commence

29 June — 5 July

1 week holiday

31 August — 6 Sep

1 week holiday

Classes commence

6 July

Classes commence

7 Sep

Classes commence

9 Mar Labour Day

13 Mar Census Date*

13 May Census Date*

13 July Census Date*

19 Sep Census Date*

3 Apr-12 Apr

Easter holidays

9 Jun Queens Birthday

25 Apr Anzac Day

30 April

30 June

31 Aug

31 Oct

Study & Submissions

Study & Submissions

Study & Submissions

Study & Submissions

3 Nov Melb. Cup Day

27 — 30 April

22 - 26 June

24 - 28 Aug

9-13 Nov

Theory test, Aural test &

Performance tests

Theory test, Aural test &

Performance tests

Theory test, Aural test &

Performance tests

Theory exam, Aural exam
& Performance exam
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Administrative Dates

2015

Important dates

Term Administrative Start End Close of Withdrawal Census Date
enrolment

Introductory 20 November 1 March 30 April 25 March 23 March 13 March

1 25 April 1 May 30 June 25 May 13 May

2 25 June 1 July 31 August 25 July 24 July 13 July

3 25 August 1 September 30 November 24 September 19 September

Public Holidays

The Guild, being a Distance Education program, operates for most of the year. However, classes and
lectures will not run on Victorian Public Holidays, unless special arrangements are made by a lecturer.
Students should check with each Lecturer prior to any pending holiday(s). Students are referred to the
Principal Course Dates table above for further specification on public holidays.

Reception/Student Administration hours

Administrative staff will be available from 9.00 am until 5.00 pm from Monday to Friday (Australian EST).
Reception/Student Administration will assist students with appointments, booking equipment, campus use
and leaving urgent messages. Where hard copies of assessments are required for a particular class, they
are to be submitted via reception/student administration. Assignments should contain a cover that clearly
shows the student’s name, student number, unit name and the lecturer’'s name (or other nominated person
to receive the assignment). Photocopying and printing are also available at reception/student
administration, however photocopying fees apply.

Distance students can make enquiries or any required appointments either by telephone or email to Student
Administration, or directly through the Distance Students Co-Ordinator.

Breaks

Tea, coffee and microwave facilities are provided for students to use during breaks. Times vary for breaks:
short breaks between lectures are no longer than 10 minutes; while lunch breaks are for a half hour.
Students are also permitted to use the staff microwave, provided it is not being used by staff. There is a
student microwave and that is to be used by students. The kitchen is to remain clean and tidy; cutlery, cups,
plates, pots and sandwich makers etc. are to be cleaned and returned to the place in which they were
located. Breakages, spillages or malfunctions should be reported to the receptionist immediately. Students
are to take any food that they have brought to the Guild campus home with them at the end of each week,
however, students’ coffee mugs can remain in the campus kitchen throughout the student’s enrolment. All
facilities must be left clean and ready for use by others.

General

Parking
All day parking is available in the streets surrounding the Guild campus it is the student’s responsibility to
check local signs and be aware of any Council changes.

Smoking
All classes operate in a smoke-free environment. Smoking is not permitted within 3 metres of campus
buildings. Smokers must dispose of cigarette butts appropriately.
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Toilets
Toilets are located in both sections of the building. The toilet located in the front of the building is for staff,
but can be used by students if all other toilets are unavailable. All campus toilets are unisex.

Tuition Fees, FEE-HELP and Refunds

FEE-HELP is a loan scheme that assists eligible students (Australian citizens and students on humanitarian
visas) to pay their tuition fees. The Australian Government pays the student’s tuition fee to the Guild on
behalf of the student.

Census dates
Census dates are set by the Guild for each unit of study. These dates are set no earlier than 20% of the
way through the unit study period.

If a student commences or transfers to a new course of study at the Guild or with another provider, he/she
must complete a hew Request for FEE-HELP assistance form prior to the census date. Census dates are
published on the Guild website.

Withdrawal Dates

Withdrawal from a course

Any student intending to withdraw from a unit of study or a course must do so in writing to the Student
Administration.

Withdrawal from a course — on or before the census date

If a student who has completed a Request for FEE-HELP assistance withdraws from a unit or course of
study on or before the census date, the student will not incur a FEE-HELP debt for that unit or course of
study.

Withdrawal from a course — after the census date

If a student who has completed a Request for FEE-HELP assistance withdraws from a unit or course of
study after the census date, the student will incur a FEE-HELP debt for any unpaid tuition fees (up to his/her
FEE-HELP balance).

Re-crediting of FEE-HELP balance

Where a student has been unable to complete the requirements of a unit of study and he/she believes that
this was due to special and/or unforeseen circumstances, the student may apply after the census date to
have his/her FEE-HELP balance re-credited.

This application, with supporting evidence, must be submitted in writing to the Guild within 12 months of the
withdrawal date. The student will be notified of the outcome of the application, in writing, within 21 days of
receipt of the application.

If the application is successful, the Guild will notify the Department of Education of its decision and will
refund to the Commonwealth the amount of FEE-HELP paid to it on behalf of the student.

Lodging an Application for Review
Students may lodge an application for review of a decision made by the Guild. Please refer to the Student
Grievance Policy located on the Guild website.
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Payment of fees
Invoices for payment of tuition fees are sent out prior to the commencement of the relevant term. Fees are

to be paid before the commencement of the term unless alternative arrangements have been made with the
Guild. Students should refer to the levy documents for more information on making alternative arrangements
for payment.

EFTSL Values
http://www.quildmusic.edu.au/PDF-files/EFTSL - 2015.pdf

Fees and charges

The fees and charges are due for payment each year at the Guild’s Kooyong office. Invoices are issued
each term and posted to the student. Payment can be made by cheque or Net bank. See below for further
details.

Cheque Payments:
Cheques must be made out to ‘Australian Guild of Music Education’.

NETBANK Payment:
Payment can be made by Netbank or EFT Transfer as follows:

Name: Australian Guild of Music Education
Bank: Westpac
BSB: 033050

Account No: 228055

Reference:  [students surname]

If payment is made by EFT/NetBank, a copy of the remittance advice or remittance details must be emailed
to the Guild at guild@hotkey.net.au immediately after payment has been made. This is to allow the Guild
to easily identify who each payment has come from.

Students must also include their name and invoice number in the email.

Purchased items or password access to e-Learning will not be provided until the Guild has confirmed
payment.

Course Fees as at 2015

Course Audition Term 1 Term 2 Term 3 Term 4 Annum
1 time only
Bachelor of Music Full time | $50.00 $3679.75 $3679.75 $3679.75 $3679.75 $14719.oo|

Bachelor of Music Parttime| $50.00 $2023.86 $2023.86 $2023.86 $2023.86 $8095.45|

Audition. Musicianship and Special Admission Test Fee ($50 - $150)

Steps Unit of study Task Assessment  Outcome Fee

1 Performance 3 pieces & During Entry into recommended $50.00
technical performance. course.
exercises

2 Musicianship Theory & Upon Entry into recommended $50.00

Aural test completion/  course plus notification of
submission.  any additional
tuition/study.
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3 Special English test Upon Entry into recommended $50.00
Admissions Test completion/  course plus notification of
submission.  any additional
tuition/study.
Refunds

Refunds for non-accredited courses

Refunds will be made in full if a course is cancelled by the Guild. The Guild is not responsible for changes
to a student’s circumstances. Courses need to be chosen carefully.

If exceptional circumstances occur, written application for a partial refund may be made. This application
must be submitted to Student Administration within five working days after course commencement. An
administration fee of up to $25 may be charged for refunds not caused by the Guild. All refunds will be made
by cheque.

Refunds for accredited (Nationally Recognised) courses

Refunds for an accredited course are only available in accordance with the Refund Policy below. All refunds
will be made by cheque.

Refund Policy

APPLIES TO ALL STUDENTS

To assist students to make satisfactory financial arrangements, the course fee has been divided into four
payments.

1 Audition/interview & Special admissions test fee ($50) is non-refundable. Examiner/s will be
present during audition/interview.

1 Students who would be eligible to access FEE-HELP assistance are recommended to request forms
at the audition/interviews or by phone. Documentation should be submitted on the Administrative
date/audition/interview/enrolment days and students will be notified of the outcome on the day or
following day. Enrolment forms and theory paper are to be submitted by the Administration date but
will only be approved once all eligibility requirements have been met.

1 Course tuition fees are to be paid by each quarterly Administration date (as set out in the
Administration dates table on page 15). Enrolment documents and theory papers must also be
submitted by the Administration date.

1 The course will commence on March 1st and/or the mid-year intake July 15 (or the first business day
thereafter). Student material and passwords for course material on the website will be sent out in
the first term. January intake students are to attend the open weekend seminar, (held in the last
weekend of February) and the opening session on the Monday following. Interstate students must
contact the Guild if they are unable to attend.

1 There are four terms per year and payments for each term must be in advance and paid by the
administrative date. See table below for dates.

9 If students wish to withdraw prior to or on the Census date and not by the withdrawal date, they may
receive a fail grade for the unit of study and/or course of study they are enrolled in for that term. See
table below for dates.

1 Students will be refunded the term fees once they have submitted a withdrawal form prior to or on
the Census date listed for that term. The withdrawal form can be requested from Student
Administration or found on the Guild website. The completed and signed Withdrawal Form must be
submitted in hard-copy to the Guild (in person or by post) and emailed to the Guild, prior to or on the
Census date that applies to the term they are enrolled in.
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1 Students who have submitted a withdrawal form after a term’s census date will incur the full term
fee for the unit of study and/or the course of study in which they are enrolled.

1 Students who have arranged to make fortnightly payments (applies to fee paying students only) will
only be refunded course tuition upon withdrawing on or before the Census dates and are still required
to pay the full term if they decide to discontinue after the Census dates.

Academic Services and Information

The Guild Website is where students can locate information about their course, the units of study,
recognition of prior learning arrangements and all forms such as application forms, assignment extension
forms, transfer to part time study arrangement, transfer to other course form; all policies and procedures
such as Fee & Refund policy, Fee information; and the latest announcements regarding events at AGME.
http://www.quildmusic.edu.au/Pages/AGME Pages/AGME.html

Student Progress

Probation & Termination of Candidature

Students who continue to make unsatisfactory progress in their studies may be placed on probation.
Students may be placed on probation by the Academic Board upon recommendation from a Year Level Co-
ordinator, Grievances Officer or the Dean. Students on probation will have their progress reviewed by the
Academic Board at the end of each term. If progress is unsatisfactory, the student will remain on
probation. If a student on probation has failed to comply with the rules and/or has failed to complete
assessments for two consecutive terms, the candidature of the student will be reviewed by the Academic
Board and a decision will be made to determine whether or not their enrolment should be terminated.

Further details are provided in the Assessment, Moderation, Progression and Misconduct Policy located on
the Guild website.

A student will be given timely notification of probation and review of enrolment status. Students can appeal
a decision, by way of written application to the Academic Board. Further details are provided in the Student
Grievance Policy.

Graduation

Students must successfully complete all the requirements of the Bachelor of Music to graduate (296 credit
points). Once the Committee of Management has approved graduands, reports will be sent to students
together with the procedures for graduation, which is usually held in April of each year.

Once students have received their report with a successful pass for the course, students are to notify the
Student Administration if they will be attending the graduation ceremony. The testamur can be sent by mail
for students not attending the graduation ceremony.

Tutors, course coordinators and office staff have many years’ experience in the education field and can
assist students with matters relating to their course. They also have available information on the appropriate
personnel who may be approached for support and assistance. An external student councillor is available
by appointment. Appointments can be made through lecturers or Student Administration. Appointments can
be in person for attending students, and by Skype for distance students.

Literacy support

The Guild acknowledges that all education and training includes literacy tasks. Our tutors provide materials,
resources and assessment tasks at a level of complexity required to meet the learning outcomes of the
course. Tutors also provide opportunities for repeated and supported practice.
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The Guild has a qualified English Tutor available to assist students with their literacy skills. Appointments
can be made via Student Administration. Appointments can be in person for attending students, and by
Skype for distance students.

Further details are provided in the Student Support Policy located on the AGME website.

Complaints and Appeals

The Guild recommends that students attempt to resolve any issues directly with the staff member/lecturer
or student against whom they have a complaint. However, if this is not possible or does not resolve the
issue, students should follow the procedure set out in the Student Grievance Policy.

An appeal may be lodged in relation to any decision made by the Guild.

E-Learnin

MOODLE isgaccessed through http://agm-elearning.mywisenet.com.au/. Access details (password and
username) will be sent to students via email in the first week of the course. Resources such as lecture
content, additional notes, lecture books, textbooks, video tutorials, library access, video streaming, live chat
sessions, forums and assignment guides are available through this site. Student updates and
announcements are also posted on MOODLE, so it is important to check MOODLE regularly.

To Access books/material through MOODLE:

1. Login with your username and password.

2. In the Navigation window to the right of the screen, select My Courses or scroll down to the course
you are enrolled in, select the link for the course, follow this to the unit of study and select the link
for the particular unit you wish to view.

In the Navigation window - select one of the unit of studies i.e. PERF1 = Performance etc.

4. On the unit of study page, scroll down to the Textbooks and click on the textbook text link to open
the books. It is best to save the books to your computer in case of server errors etc. at later dates.

5. Scroll down to Assignments and view Assignment PDF guides.

6. When assignments are completed, submit assignments to the upload link specified for each term.
Assignment due dates are also found on the upload links and in the assignment guides. These are
due at the end of the term.

7. Exams will be at the campus for attending students, or for distance students via post to a nominated
supervisor. Attending students will complete exams at the Guild Kooyong Campus. See Supervisor
details.

8. The My Home link found in the Navigation window lists all assignments for each unit of study that
are due.

9. The Grade link allows students to view all marked assignments/tests on each unit of study page.

10. The messaging, forums and chat sections allow students to raise/discuss unit of study related
material with other students enrolled in the course and/or lecturers.

11. The student portal allows students to keep their details regularly up to date such as emails etc. as
this is required for regular contact and access to the e-learning site.

w

All students (both distance & attendance modes) are automatically notified of updates and new content on
MOODLE by email or message within the MOODLE site.

MOODLE Features

Help
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Students will be required to have the latest version of Adobe Reader and Flash to view PDF books and
Flash videos at home/off campus. Download links are available on the MOODLE home page. Students
should note that internet explorer 9 and above is also required to access the site.

A MOODLE HELP Videos image button is located on the MOODLE home page. Students should use this
for a demonstration of how to navigate MOODLE.

Message My Teacher

A “Message My Teacher” button is located on each subject page (to the right of the screen). This allows
students to have easy and direct email access to the teacher in charge of a particular subject. Students
can also contact teaching and lecture staff through the forums, but students should note that forums are not
private.

Messaging

MOODLE has a Messaging Area that allows students (and staff) to add other students and staff as available
contacts.  Students can email other students and staff at any time via the Messaging Area. Users are
notified of new mail as soon as they log into MOODLE. Note* email messages do not disappear until you
have read them.

Chat Sessions

There is a compulsory weekly chat scheduled on Monday nights from 7:00pm — 8:00pm. All students are
to attend to allow distance students the opportunity to mix with attending students. Each tutor will deliver
the chat once a month, allowing students the time to discuss any concerns they may have with assignments,
or particular study areas. Tutor chat sessions will rotate each month from tutor to tutor.

Forums

1 Music Related Forum — All students (attendance & distance) can post suggested study resources,
websites links, videos, gigs, personal contact discussions about the course, performance gigs etc.

T WWAA (Where We Are At) forum — this forum is an ongoing set of Newsletters from the Dean
regarding the stages of the course and what is happening each week on campus etc. The CEO will
from time to time post important notes regarding examination dates or online MOODLE access
details, such as if a chat session is cancelled due to an update to MOODLE, or student holiday
dates.

1 All unit of study web pages have a forum discussion link where students can post questions to their
teacher about assignments for that unit. It is recommended to use this option as other students will
benefit from your queries or discussions.

Video Tutorials

Located in the Extra Resources section of MOODLE, students (attending & distance) will gain access
(depending on their year level), to a number of video lectures or tutorials, including:

9 History of Music DVDs
o Diploma Year 1/Adv. Dip Year 1
o0 Diploma Year 2/Adv. Dip. Year 2/BMus Year 1
0 Adv. Dip Year 3/BMus Year 2
0 BMus Year 3
1 Instrumental Teaching DVDs
0 Philosophy Audio/Video Year 2
o0 Psychology Videos Year 3
1 Musicianship Video Tutorials
0 Theory Video Tutorials Year 1
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Theory Video Tutorials Year 2
Theory Video Tutorials Year 3
Aural Videos — Dip 1/Adv Dip 1
Aural Videos — Dip 2/Adv. Dip 2/BMus Year 1
Aural Videos - Adv. Dip 3/BMus Year 2
o0 Aural Videos - BMus Year 3
1 Additional Lectures (some of the following resources are under construction)
0 Lectures by Special Guest Lecturers
0 Lectures by Leonie Wobking
0 Lectures by Dr Knoop Instrumental Teaching
0 Lectures by Tom Williams
0 Lectures by Jeff Wood Methodology
1 Composition Videos
o The Language of Music
o Chords & Harmony
0 Song writing
1 Music Technology Videos
0 Sequencing Software Year 1
0 Notational Software Year 2
0 Internet Music Year 3
o0 Computer Assisted Instruction Year 3
9 Instrumental tuition (currently under construction)
0 Drum Tutorials
o Piano Tutorials
o Vocal Tutorials
o Guitar Tutorials

O O o oo

Essay Help & Time Management

Students (attending & distance) will be given access to the following resources to assist them towards their
writing skills and time management:

http://agm-elearning.mywisenet.com.au/course/view.php?id=53

Writing Essays (Tips)

Academic Essay Writing

Structuring an Essay

Writing an Introduction

Writing a Conclusion

Sentences and their Punctuation
Writing Concisely and Precisely

Writing a Literature Review

1 Words and Phrases that Link your Ideas

EJE I I I I ]

Reading and Note Taking (Tips)

1 Note Taking
1 Coping with the Reading Load
1 Questions to Guide Critical Reading

Referencing

1 Harvard Referencing Style — Electronic Sources
1 Harvard — A guide to referencing
1 Harvard Referencing System
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1 Harvard Referencing Guide
1 How to Paraphrase

Time Management

9 Distance Education — tips from the CEO
1 Time Management

9 Daily Planner

1 Weekly Planner

Additional Resources/Tips

Analysing an Assignment Task

Assignment Breakdown Sheet

Critical Thinking Quick Start Guide

Working Effectively in Groups

Procrastination

Doing Better on Exams

1 Netiguette Guide — For online forums and chats

= =4 -8 —a —a 9

Assignment Check Lists

91 Degree Year 1 Assignment Checklist
91 Degree Year 2 Assignment Checklist
91 Degree Year 3 Assignment Checklist

Time Management

I Time management — study schedule
i Time management - study schedule PDF format

Student Portal
New students, once properly enrolled, will be sent an automatic email from MyWiseNet.com with their
username and password to access MOODLE.

Resources (applies to Attending and Distance students)

Course Materials
All required course materials and texts are available in PDF format on MOODLE. The fees for these
materials are included in the course fee.

The Guild can arrange printed versions upon request to Student Administration, however standard printing
charges will apply.

DVDs
All Guild material is copyrighted and is loaned and/or issued to students, upon request, on the following
conditions:

1 They must be a currently enrolled and a financial student of the Guild.
1 Material is issued to attending students on a 24 hour basis and to Distance students on a two week
turn around.

Students who do not have internet access at home, or whose internet connection is slow and therefore does
not easily play videos through MOODLE, can loan one set of DVDs at a time. Students will be issued the
next set on the return of pre-loaned material. Special arrangements can be made through the CEO or Dean
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if necessary. Students are to contact the assistance to the CEO regarding postage of DVDs. Distance
students can also make arrangements via the Distance Students Co-Ordinator.

DVDs are for student use only, must be viewed in private, and cannot be copied or duplicated.
Any damage (other than normal wear and tear) must be paid for by the student.

Students are to advise the assistant to the CEO (or the Distance Co-Ordinator, for Distance Students) if
they have had issues with viewing content, or when a DVD is damaged.

Course material is divided into two categories:
(a) Mandatory material which MUST be viewed as part of the course; and
(b) Additional material related to the course of study which is not mandatory viewing.

Software

Sequencing Software - Soundation is a cloud based sequencing software available for students at no
additional cost. Students who have Pro Tools, Cubase, or Sonar can use these but will be given access to
Soundation for research and analysis learning requirements.

Notational Software — Noteflight is a cloud based notational software provided by the Guild at no additional
cost and is covered in the course fees. Trial versions of Finale and Sibelius are available from official sites
and Finale notepad is also a free download. Students are expected to try these leading notational programs
for study, research and analysis.

Access details for the above software will be sent to students in their first term of enrolment and will remain
valid throughout the student’s enrolment at the Guild.

Skype - Distance students, who have tutorials with onsite instrumental tutors, will be required to obtain a
Skype ID and download the necessary Skype software to their personal computers. Note that a web cam is
required. It is recommended that students obtain a set of headphones with a microphone and/or separate
speakers with a computer connector for a microphone. Distance students should note that audio is a key
factor during these lessons and internet access speed and computer speed are also both crucial to the
streaming of video during video conferencing. Delays may be present and unavoidable, but can be minimal
depending on the internet server. If technical interruptions to a lesson are an issue on any given day, the
tutor may reschedule. Otherwise, it is up to the student to either send a video recording of his/her
performance of the material that the tutor has requested.

Library Policy and Procedures
The Guild’s Library is available to all enrolled students. The catalogue contains numerous resources
including books, CDs and DVDs that will assist with research and assignment completion.

JSTOR Library — journals and eBooks are available to all students. Access links are available through
MOODLE.

Online Music Library - Oxford Online Music - Groves Online Music, Oxford Companion to Music is
available to all students through MOODLE.

Lynda.com Video Tutorials — Software video tutorials are available to all students. Licences are rotated
per month/term and students who do not require any further access to this resource are to notify the
assistant to the CEO.

Ear Master Pro is available to all students to complement online videos provided by the Guild. Ear Master
Training Cloud based learning is usually $8.65 - $12 per student, and is included in the course fees.
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Access details for the above databases will be sent to students in their first term of enrolment and will remain
valid throughout the student’s enrolment at the Guild.

Library Opening Hours

1 Monday: 9-10am prior to lecture start

1 Wednesday: 9-10am prior to lecture start

9 Other hours are available by appointment. Monday to Friday, 9-5pm.

1 Front Office can accept returns, reserve items, or facilitate renewal of items.

Borrowing
Any item can be borrowed by students visiting the Library on campus.

1 Students may borrow up to 5 items at a time;

I Items are due back within 2 weeks of being borrowed,;

9 To borrow an item, students must bring their ID card during opening hours and have their details
recorded by the attendant;

1 Items must be returned to the Front Office by 5pm on the due date;

9 Distance students are required to complete request forms for books which are listed in the database
and email the request form to the Distance Students Co-Ordinator;

9 Library forms are available on MOODLE;

1 A fine will be issued if a student does not return a book or damages a book that has been borrowed.

Renewing

9 To renew an item, a Library Item Renew form must be completed. This form is available from Front
Office and can be submitted to either Student Administration or the Library attendant. Renew forms
must be submitted on or before the due date.

9 Students may renew loans for 2 weeks at a time, for no longer than 4 weeks in total.

Reserving

Students wishing to reserve items must complete a Library Iltem Reserve form, available from Front Office,
and return to the attendant.

Fines & Procedures
Overdue fines will be charged for late return of items.

9 Overdue item: 50 cents per item per day

9 Lost or damaged items (books, CDs, DVDs): to the value of the item.

9 Students who have unpaid fines will be unable to borrow items, and further disciplinary action may be
taken.

9 Fines must be paid in cash. To pay fines, contact Library attendant who will assist students to locate
books during the allocated opening hours.

For enquiries, complete the Library Query Form available from Front Office.

Withheld results

Students with overdue items will not be issued term results. Full reports, academic transcripts and award
certification will not be available until items are returned. This may also delay the eligibility of a student to
graduate. Once items have been returned, students will need to notify the assistant to the CEO that this has
occurred.
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Other Resources and Forums

Video Conferencing (Distance Students)

“Go to Training” allows for a number of students to log into live lectures during the day. Students can view
videos of the class while having the ability to join into live lectures with chat options and video or audio
sharing. Depending on the number of interested distance students, this system will be scheduled on
selected days only. The teacher can place slideshows up for viewing and use whiteboard features such as
highlighter etc. to point out what he/she is discussing in classes.

USTREAM (Distance and Attending Students)

Live video streaming will be placed onto MOODLE through a URL link. Students are to view the video once
available online. Archived lecture videos will be available to all students. Live video will be only on material
of value captured during live lectures. This will be used for lectures in all units of study, where possible.
Lecture notes will be placed onto MOODLE to assist.

TPN Australia tech production network (COSAMP — College of Sound and Music Production)
(Distance and Attending Students)

Access to the TPN Student website featuring over 160 support articles including:
1 The Interactive Study Guide featuring:
A comprehensive textbook of all items related to music and technical production
0 Audio grabs and video links
0 Quizzes and keywords
o Instructional videos on our TPN channels Industry TV and Tech Tips

o

1 Your Space:
0 Students can upload material for other TPN schools to see and hear — gigs, songs, mixes and
more

The TPN Songbook — a comprehensive guide to classic songs from then to now!
Access All Areas — a great contact list of industry groups and key sites in Australia

E

You Tube (Distance Students)

Distance students can upload their tutorials to You Tube and set the video as a private unlisted video.
Distance students must obtain a free YouTube account to be able to upload videos to their personal You
Tube account. This allows the user to be able to send a share link to the viewer without logging in, while
keeping the video off the public listed video space. No one can view this video unless they have the video
link. Videos can be deleted from YouTube when no longer required.

Instrumental Tutors

If the Guild cannot locate an internal tutor from the Guild registered teachers' list, or resident tutors for a
particular instrument, it is up to the student to locate a local tutor for their instrument. Tutors must hold
suitable qualifications. If a student is having difficulties locating a tutor, then the Guild will try to provide
further assistance.

The Guild’s fees cover the cost of external tutors for performance. If and when a tutor is not available through
the Guild registered teachers’ lists or onsite tutors, a student will receive $300 per term (totalling $1200 per
year) to pay towards his/her external tutorials.

A copy of the tutor’s qualifications must be submitted to the Guild before the Guild can approve a tutor for a
student.

FELWAol Student Handbook | Australian Guild of Music Education



Tutors must complete a report on the student’s progress each term. This report is to be emailed to the CEO.
It is not an assessment, but a review and update on the student’s progress in each tutorial. It is also to
prove that students have been attending tutorials and how many tutorials have been attended each term
throughout the year.

The student will be assessed by Guild examiners once the performance examination at the end of each
term has been completed. For Distance Students, a tutor may also act as examination supervisor in each
term, other than for the November final examinations.

Performance Requirements

A student must notify the tutor of the level of study he/she is to complete. E.g. AGME Proficiency equivalent
to BMus Year 1, AGME Associate equivalent to BMus Year 2 or AGME Licentiate equivalent to BMus Year
3.

By the end of each study year, the student should present one of the following, depending on the year of
study:

1 Proficiency level - technical work, exercises and 4 list pieces.

1 Associate level - exercises and 4 list pieces. (Technical work will be carried over into this level if not
achieved in the first levellyear.)

T Licentiate - 4 list pieces.

1 Additional pieces may be required to make up the test duration. (Year 1 — 30min, Year 2 — 40min,
Year 3 - 45min)

Selection of pieces

Students should refer to the following links to access Guild online instrumental syllabi. If a student wishes
to nominate a substitute piece (own choice), he/she must seek approval. Approval is likely to be granted if
the chosen piece is commensurate with the level located in the syllabi. Students should send copies of the
score for their chosen piece if the piece is not in the syllabi. If a syllabus is not listed below, the Guild may
be updating the syllabi. In such cases, the syllabi can be made available upon request to Student
Administration.

Clarinet;

Modern Guitar;

Electric Guitar;

Classical Guitar;

Traditional Piano Classical;
Contemporary Piano Stream B;
Light Classical Piano;
Pianoforte Stream C;

Violin;

Viola
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Demonstration of sight reading for all levels is required each term. Memorisation will be required for some
pieces, but not all.

Examinations

Attendance at examinations

Students are required to attend all examinations. Examinations for distance students will be sent to their
supervisor (see supervisor details below). Students will receive a fail if they are absent for an examination,
unless they produce evidence of a valid reason, such as a doctor’s certificate for illness.
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Examination times are set and placed in the ‘Where We Are At [WWAA] notices, which are automatically
sent emailed to students. Students are responsible for ensuring they are aware of the examination
timetable. Students are to be present at all examinations on time. Not being aware of the examination
timetable will not be accepted as a reason for being late to, or absent from, an examination.

Admission to the examination room

Students are to be respectful of other students at examinations and, upon entering the examination venue,
students are to go directly to their seats, unless otherwise directed by supervisors. Examination instructions
are to be followed. A supervisor will notify students of when to start the examination. Students are not
permitted to enter the examination venue more than 30 minutes after the examination has commenced.

Conduct of students

Students cannot communicate with one another during an examination. A student should raise his/her hand
if he/she needs to clarify a question on the examination and wait for the supervisor to assist. Any student
found cheating or disrupting other students will be ejected from the examination. Disciplinary action is
determined by the Dean and the Misconduct Officer.

Material or Equipment in the Examination Room

9 Students are permitted to bring bottles of water into the exam room, provided the label has been
removed .

9 Students are not to bring anything other than pens, pencils, rulers, erasers, sharpeners, correction
fluid, and staplers into theory examinations. Instruments can be taken into performance examinations.
Bags are to be left with the supervisor.

9 Students should have a video camera for performance examinations. Students can also get good
audio quality from an IPHONE, IPAD or a web cam, depending on model of the web cam. (Distance
students only).

1 A computer and headphones are required for aural tests, as the student will need to play back the DVD
that is sent to them. NOTE?* If the DVD is not playing back, please install VLC (Video LAN software
from http://www.videolan.org/vic/#download). (Distance students only).

1 Students may need to take a computer laptop for aural exam playback just in case the DVD does not
play back on the supervisor's DVD player. Students should find out if the supervisor has a laptop
before arriving on the day set for your exam. (Distance students only).

1 Electronic devices, including phones, are not permitted in examinations (except where stated above),
and must be turned off prior to entering the examination venue.

Leaving the exam room

Upon completion of an examination, students are to raise their hand and wait for a supervisor. Once a
supervisor has collected the student’s examination, the student is allowed to leave the examination venue.
Students must leave the examination venue quickly and quietly and are not to disrupt or attempt to
communicate with any other students while exiting. Students are to remain quiet in the hallway and
surrounding areas after completing the examination.

Students cannot leave the examination venue within the first 30 minutes of the examination.

Readmission to the exam room
A student cannot re-enter the examination venue after completing the examination.

Absences

Absence due to lliness
Students are to notify the Guild if they are going to be late or absent from an examination. If the student
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cannot attend due to sickness, the student can apply for deferral of the exam, which can be set to another
day when the supervisor is available.

A medical certificate from a registered medical practitioner is to be presented as evidence prior to deferrals
being accepted. If a student is unable to attend an examination due to an event that is beyond his/her
control, evidence is required to demonstrate the event actually happened (e.g. police report, mechanic repair
slip or RACV attendance slip for car breakdowns etc.)

Deferred Examination

A student can request to defer examinations due to illness, misadventure, significant & professional
performance opportunities, or another approved reason. Requests may be made in writing to the Dean.
The Dean will notify the student of the alternate examination date if the request is approved.

Special Consideration

A student may apply for special consideration if he/she falls ill during an examination and need to leave
early. Other unforeseen circumstances that may affect a student’s results, such as a death in the family,
may also be grounds for special consideration. Evidence must accompany an application for special
consideration, such as a medical certificate, death certificate. Other relevant evidence, such as a police
report for a car accident; RACV receipt for car break-downs must be provided.

Supervisors for Distance Students (Distance Students Only)

If distance students are unable to attend the examinations held onsite, they are required to organise a
supervisor for their tests and examinations. Such supervisors cannot be related to, or a close friend of, the
student. Students are to submit the details (name, address, email and occupation) of the proposed
supervisor to the Guild at least one month before a pending assessment. A Statutory Declaration signed
by the proposed supervisor and verifying that he/she has no personal relationship with the student is to be
submitted with the proposed supervisor’s details. The Guild will make an assessment as to whether or not
the proposed supervisor is suitable, and the student will be notified of approval (or otherwise) by email.

A student is to advise the supervisor of the attending student’s exam date (which is posted on the forum)
and to attempt to hold the exam on the same date. If this is not possible, then the supervisor and student
should negotiate a date as close as possible to the attending student exam date.

Supervisors that are approved by the Guild are sent an information package, including instructions for
supervision. Supervisors are required to comply with the directions set out in that package. Supervisors are
required to sign a declaration that all Guild directions were followed and adhered to during the assessment.

It is preferable that performance examinations for distance students be conducted via Skype. However, if
this is not possible, the performance examination can be supervised and recorded by an approved
supetrvisor.

Supervisors are to test equipment prior to the examination (audio and video must be clear and everything
must be in full view, and must run its full length).

For ensemble examinations, a 5 minute practise session is to be recorded as this is used to assess the
students’ leadership skills and how well the group works as a team. The remaining time should be a full
performance with no breaks. Students are expected to introduce each piece to be performed.

The video must then be converted to WMV or MP4 and onto a USB stick, or straight onto DVD. Students
should refer to the Performance subject page on MOODLE for more details.
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Note: The student can request permission to use a YOUTUBE PRIVATE (unlisted) Link. Links must be
sent to the CEO and Dean, which will then be sent out to the examiners. The supervisor is to be present
while the video is being uploaded to MOODLE.

Further information and detailed instructions will be provided to the supervisor prior to the examination.

Copyright
The Guild is aware of copyright legislation and will not tolerate piracy by its staff and/or students. Students
must ensure they are aware of copyright laws and adhere to those laws.

A copyright owner is entitled to take legal action against a person who infringes his/her copyright. Unless
otherwise permitted by the Copyright Act 1968, unauthorised copying of a work in which copyright applies
may infringe the copyright of that work.

Where makingacopyofa wor k is oO0fair dealingd6 under section
is not an infringement of the copyright in the work. It is fair dealing to make a copy, for the purpose of
research or study, of one or more articles on the same subject matter in a periodical publication or, in the
case of any other work, of a reasonable portion of a work. In the case of a published work that is of not less
than ten pages and is not an artistic work, 10 percent of the total number of pages, or one chapter, is a
reasonable portion.

More extensive copying may constitute fair dealing for the purpose of research or study. To determine
whether it does, it is necessary to refer to the criteria set out in sub-section 40 (2) of the Copyright Act 1968.*

Copyright licences
A licence from Screen Rights (Australia) is maintained to allow the student to view (but not copy) material.

This covers TV material used for educational purposes. Obligations are on each individual to observe all
sections of the Copyright Act.

Teacher Access
Students can email lecturers and tutors at any time using the MOODLE ‘Message My Teacher’ tool.

Lecturers/tutors will get back to students as soon as possible.

Lecturers and tutors are accessible by appointment on Mondays & Wednesdays 10am to 3pm, and
Tuesdays for tutorials of 1 hour (by appointment or scheduled tutorial time only). It is essential that an
appointment is made to ensure the relevant lecturer/tutor is available and not teaching at the time.

Lecturers and tutors will also be available for all questions for 1 hour per month during chat sessions.
Students should note that lecturers are available through forum posts.

Distance students can also liaise with the Distance Students Co-Ordinator at any time.

Contact the Guild

All students can email the CEO (bnorton7@bigpond.net.au) and/or Dean (knoop@hotkey.net.au) on any
course related issue. If a student has queries about the course requirements, assignment requirements,
completing assignments on time, general or subject related matters, the CEO and/or Dean can assist you
with the help you need.

1 http://www.austlii.edu.au/au/legis/cth/num_reg/cr1981n148349/s5.html
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The CEO and/or Dean check their emails on a regular basis. Students will receive answers to questions as
soon as practicable after their email has been received.

Students should also liaise with their relevant Year Level Co-Ordinator, if they have course related
questions.

If students (distance or attending) are having difficulties accessing online resources, they should email the
CEO’s assistant, James Callum, on jcallum@guildmusic.edu.au. James is responsible for DVD distribution,
online resource access, Fee Help information and also assists the CEO and Dean with all course related
material.

Forums

Students are free to post any notice in the ‘Music Related’ forum. The posting of offensive comments or
material to forums will be considered general misconduct and will be dealt with in accordance with the
Assessment, Moderation, Progression and Misconduct Policy. If students are unclear as to what constitutes
offensive comments or material, they should refer to the NETIQUETTE rules on MOODLE.

Participant feedback
Students will be asked to complete surveys on their opinion of various aspects of the course. A ‘Course

Satisfaction Survey’ is to be completed by students twice a year and a ‘Unit of Study Survey’ will also be
compulsory twice a year. Student feedback is crucial for course development and improvement.

Bachelor of Music Course Overview

The Bachelor of Music can be completed in a minimum of three years. Students are required to complete
296 credit points in total. Students undertake the BMus within a specific Major and can choose from the
following:

1 Performance Majors:
o0 Contemporary Performance (Solo) also known as Modern Music Performance; or
o Classical Performance (Solo);

All units must be completed in sequence (e.g. 1.1, 1.2, 1.3, & 1.4 for each year and throughout the course).
The course can be demanding.

Students are expected to achieve a high professional level of aptitude. Therefore, entry to the course
requires a high musical standard and a high level of English.

Students must satisfy the following entry requirements, but are not automatically guaranteed a position.

(1) Either:
(a) A minimum study score of 25 in VCE English or equivalent; of
(b) International English Language Test Score [IELTS]: A minimum result of 6.0 overall, with
no individual bandwidth below 5.5; or
(c) Test of English as a Foreign Language [TOEFL] paper based test [PBT]: A minimum
result of 550 overall including a minimum result of 4.5 in Writing; or
(d) TOEFL internet based test [IBT]: A minimum result of 60 overall including a minimum
result of 18 in Reading, Listening and Speaking and 22 in Writing.
and

(2) Music performance at AGME Grade 7 level, or from an approved equivalent examining body
(such as AMEB or Trinity College), or equivalent professional industry experience.
and
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(3) A study score of 30 or more in VCE Music or equivalent; or
AGME Grade 5 theory level or equivalent;

and

(4) AGME Grade 7 aural development or equivalent (ear training)

It is desirable for applicants to have achieved an Australian Tertiary Admission Rank (“ATAR Score”) of
70.00 or higher.

Provision is made for mature age entry and for recognition of prior learning (see Recognition of Prior
Learning and Credit Transfer Policy).

Further details are found in the Admissions and Entry Requirements Policy located on the Guild’s website.

Scholarships for Students
Scholarships and honorary awards are awarded to students and individuals on the basis of merit.

Guild Scholarship Conditions
The Guild offers merit based scholarships to its students and prospective students

To be eligible for a Guild scholarship, candidates must display at least one of the criteria listed below.

Scholarship criteria
1 ahigh level of performance skills
1 has beenrecommended by a Guild registered teacher for expertise in performance, theory and aural.
(evidence required)
High pass in Year 12/VCE English
Demonstration of a number of professional public performances
Guild public examination registered instrumental or theory teacher
High results in a Diploma or Advanced Diploma level.
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A scholarship candidate’s performance is reviewed each term, based on the conditions below, after results
have been reviewed by the Academic Board. . Scholarship payments will be made after review.

Guild scholarships are awarded subject to the following conditions:

1 Holders must not receive a fail grade for any unit of study;

1 Holders must achieve at least one or more grades of Distinction;

1 Holders must maintain attendance at 90%, which includes chat sessions. Absence due to illness
must be supported by a medical certificate. For distance students, attendance rate is based upon
compliance with the chat session requirement and monthly online activities journal,

1 Holders are to contribute to public performance activities for the Guild where requested; and

1 Holders are to refrain from any academic or general misconduct.

Failure to meet any of the above conditions may result in the scholarship holder receiving a cancellation of
his/her scholarship. The scholarship holder will receive notification before a scholarship is cancelled, to give
him/her the opportunity to present his/her case and avoid scholarship cancellation.

Dean’s Dux of the Class

Any student in the Bachelor of Music, who averages 90%, or better in a Major Study unit and completes all
units to a standard above all other students enrolled in the same year and course, will be recognised with
inclusion on the Dean’s Dux of the Class Award.
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Orientation
Orientation will take place prior to the commencement of the course and is set aside for staff briefing,

lectures and introduction of students into the course. An overview and series of lectures will be given to
students, which will orientate them with the Guild facilities and course requirements. Students can also
make appointments for additional times to visit the Guild.

Full time or Part time study
The Guild recognises that some students may need to work part time and that working in the music industry

while studying is very beneficial. Students should be mindful that work commitments need to be planned
around study commitments. Students should decide on what amount of time they have in their day to day
lives to determine what is appropriate for them, either full time or part time.

Full time
Full time study consists of 40 hours per week, comprising of home study, attendance study (local students)
or online lectures/videos (distance students), and performance practice.

Part time

Part time study consists of 20 hours a week, comprising of home study, attendance study (local students)
or online lectures/videos (distance students), and performance practice. The performance unit is
demanding, and due to this, some students opt to undertake the course on a pat time basis.

Part time structure

While part-time students do have some control over their timetables, all timetabling must be within the
following guidelines:

YEAR LEVEL 1 (studied over 2 years)

1st year part time 2"d year part time
Compulsory Compulsory
Performance — technical work & 2 pieces Performance — pieces (technical work is carried

over if not at satisfactory level)
Choose any combination of 3 units for each year from the 6 units listed below. An example is provided.

Theory Aural
Orchestration Instrumental Teaching
Music Technology History Of Music

YEAR LEVEL 2 (studied over 2 years)

3rd year part time 4th year part time
Compulsory Compulsory
Performance — technical work (if required) & 2 Performance — pieces (technical work is carried over
pieces if not at satisfactory level)
Choose any combination of 3 units for each year from the 6 units listed below. An example is provided.
Theory Aural
Orchestration Instrumental Teaching
Music Technology History Of Music

YEAR LEVEL 3 (studied over 2 years)

5th year part time 6th year part time
Compulsory Compulsory
Chosen Major Chosen Major
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History of Music Business Management

Musicianship (Theory) Musicianship (Aural)
The 5" and 6™ year units may be swapped, so that Instrumental Teaching is taken in the 5" year.
Orchestration Instrumental Teaching

Music Technology

Delivery Mode

Attending students
Any student living within a 50 km radius of the Kooyong campus must enrol as an attending student. It is
compulsory for attending students to attend all lectures and tutorials on scheduled days.

Students are to attend Monday and Wednesday lectures from 10am to 3pm; with breaks of 5-10 minutes
between lectures and a 30 minute lunch break at 1pm. The Bachelor of Music Syllabus for each year level
contains the weekly timetable. Any variations will be posted in the weekly “Where We Are At (WWAA)”
newsletter forum posts.

Students are to attend classes. Personal reasons, such as holidays or hobbies, will not be accepted as
valid reasons for missing classes. If students are unsure of what is considered as a valid reason for absence,
they should seek clarification from the CEO and/or Dean. Students will be given a 5% reduction to a unit of
study for a missed class, or all units of study if attendance is missed for a full day, without a valid reason.
To avoid a 5% reduction in marks, a 90% attendance record must be maintained throughout the year.
Students must submit a medical certificate to Student Administration when sick, so that this can be recorded
on the attendance roll.

Resident tutors will be allocated to each student, depending on their chosen instrument. Instrumental
tutorials with local tutors will take place on Tuesdays. Tutorial times must be booked with the tutor in the
first week of the course to suit the tutor’s schedule. This can be adjusted during the course, depending on
individual circumstances and tutor availability.

Attending students are not required to engage a supervisor for any test or examination, as they will
undertake their tests and examinations on campus, in the presence of supervisors appointed by the Guild.

Computers and the internet are compulsory items for all students to gain online access to all course books,
resources such as video tutorials, upload links, chat and forums etc.

Distance Delivery

Students who reside outside a 50 km radius of the Kooyong campus can apply for enrolment as distance
students. Despite undertaking the course by distance, it is recommended that distance students attend live
lectures where possible. The Guild recommends that interstate students aim to visit the Guild campus at
least once or twice during their course enrolment, however this is not compulsory.

Computers and the internet are compulsory items for all students to gain online access to all course books,
resources such as video tutorials, upload links, chat and forums etc. A journal of online course activities
must be maintained by all distance students and must be produced to the Guild upon request.

Distance students are required to have access to video recording equipment for performance based units.
Smart phones and Web Cams are acceptable video recording devices. However, students should test the
quality of their equipment. Web cams must produce good quality sound and picture. Students need to check
that audio and images are clear. Digital video cameras are the highest quality and are recommended,
however are not compulsory.
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An external tutor will be allocated to distance students where possible (this is dependent on the student’s
chosen instrument). Students are to engage their own external instrumental tutor if a resident tutor is not
available for their chosen instrument. External tutors are to provide qualifications and professional
experience to the Guild, (via email to: admin@guildmusic.edu.au, Subject: Tertiary course external tutor
approval required) for approval. Students can also request a list of pre-approved Instrumental Tutors from
the secretary.

Distance students will be notified by their tutor of the set time of their Skype lessons, this may be adjusted
depending on the tutor and intake.

Distance students are required to engage a supervisor for their tests and examinations. Students should
refer to the information provided above under the heading “Supervisors for Distance Students” and the
Assessment, Moderation, Progression and Misconduct Policy for further information.

Students are given a reduction of 5% towards all units of study if 90% attendance is not upheld.

Changes to study

Changing course or major

Students who wish to change their course or major to another course or major, must complete the
appropriate Transfer Forms. Transfer to another course or major is not automatic and may depend on any
or all of the following:

availability of places in the chosen major or course;
the student’s academic history;

skills, as demonstrated at an audition; and

time of transfer.
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Deferring a semester or year

Students who wish to defer their course are required to complete a Deferment Form. Students are only
permitted to defer for a maximum of one year. Before deferring, students must ensure they have returned
their student ID card, paid any library fines and returned all borrowed resources to the library.

Exit points

Students who wish to exit the Bachelor of Music may be able to receive credit towards another Guild course.
Students can formally withdraw from the Bachelor course and apply for credit towards another course (such
as the Guild’s Diploma of Music), but may still need to complete core units in the chosen course.

To withdraw from the Bachelor of Music and apply for credit towards an alternate Guild course, students
must fill out the Withdrawal form for the Bachelor of Music, and then complete an RPL application to request
credit towards the other Guild course. Credit can only be given for successfully completed units of study. A
fee applies.

Course Content

Core units (general study):
9 Performance
T Instrumental Teaching
1 Musicianship
9 Orchestration
9 Music Technology
9 History of Music
9 Business Management
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Modules within Units

1 Performance modules - Solo, ensemble, choir and conducting are key learning outcomes and help
students gain confidence with performing in front of a live audience. Communication skills, leadership
skills, teamwork and research skills are also key learning outcomes demonstrated in these modules.

9 Musicianship modules - Theory and aural development (Ear Training) complement students’
knowledge of the technical requirements of Performance (reading and understanding music),
Orchestration (Composition, Improvising and Part writing), Music Technology (Scoring & Recording),
History of Music (Music Analysis) and Instrumental Teaching (Instrumental lesson plans).

9 Orchestration -Instrumentation, improvisation, composition and arranging assist students with
creative skills and knowledge gained in musicianship, while also incorporating skills learnt in music
technology, to notate compositions and arrangements.

9 Music Technology - Sequencing and recording, notation and MIDI, internet music and instructional
media. Study also includes content on Microsoft Word, Excel and PowerPoint, Website creation and
Instrumental Teaching units, which assist students to produce learning plans, assessment sheets,
teaching aids in slideshows, and educational websites, which are beneficial to students during and on
completion of the course.

1 Instrumental Teaching - Teaching principles, AGME lesson planning, educational psychology, and
philosophy link to all units and enable students to assess student’s behaviour, design a philosophy of
teaching music, produce lesson plans, and provide the student with an extra source of income from
teaching music privately.

9 History of Music - Closely associated with theory of music, which is a student’s foundation of music
knowledge, spanning from pre 20" Century to the present day, and Post Modernism.

9 Business Management includes business documentation and business planning; OHS; and
Copyright.

Principal Study Instrument - Performance:
Each student enrols in the instrument of his/her choice and selects a modern or traditional course of music.
Students who select either voice or percussion are required to select and study a second instrument.

Where a student nominates a second study instrument, focus is on the development of this area into a
strong alternate study, which although secondary to Performance, would be complementary to the field of
study entered into. Students should discuss this matter further with a Faculty member prior to completing
enrolment. Focus will be on the professional development of the student.

Each instrumental syllabus lists all of the requirements for the various instruments.  Refer to previously
mentioned syllabi access links that are available for instruments on page 27.

Second Study Instrument

Vocal and percussion students are required to learn a second instrument. Other students may elect to learn
a second instrument if they wish, however this is not to affect their major instrumental study. Student
progress on a second instrument is noted, but the student is not expected to achieve the same high standard
as his/her primary instrument. A vocal student only needs to gain enough knowledge to accompany his/her
voice, along with aural development, while a percussion student will gain enough knowledge to aid him/her
in aural development.

Performance:
Solo:

Content
Performance is one of the main reasons most musicians enter into a music course. The solo module will
progress over the course, developing skills in technical work and performance pieces. Performance of solos
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helps develop many skills in a performer, along with giving the performer attributes towards self-
development, confidence building, public speaking and communication skills.

Tutorials and Performance Expectations
Students perform weekly in tutorials for practise, and at the end of each term under test conditions.

Students must attend and perform in weekly tutorials. During weekly tutorials, students will perform required
technical exercises and two additional pieces. Distance students must submit a weekly video (Skype and
YouTube are acceptable), in which they perform the required technical exercises and two additional pieces.
Students should introduce each exercise or piece prior to performing it. Towards the end of the year,
students will move towards practising and receiving feedback on their 4 final assessment pieces. The final
performances are to run for: first year - 30 minutes; second year - 40 minutes; and third year - 45 minutes.
If technical work, exercises, pieces and verbal introductions are less than the required run time, students
are required to add extra pieces at the required standard. Excluding technical work requirements, each
student is to check that their requirements are the full set duration for that year.

Attending students are to be prepared to perform weekly an own choice piece which will be critiqued or used
for critical analysis, including demonstration of a given lecture content such as stage craft, auditions,
professionalism, verbal communication, technical demands and technologies which is streamed for all
students to review performance lectures and performances. Distance students can email recorded
performances to the Performance lecturer weekly to be played back during lectures. Public performances,
such as the Guild Graduation, take place in April each year, and all students are asked to perform at this.
If distance students cannot attend the annual graduation, due to expenses etc., they will have to perform at
a public venue and are required to have this recorded.

Assessment

Public All students are to perform at a public venue a minimum of once per term. This has to be at
a professional level, confirmed, and endorsed by the Guild. A public performance record book
is to be maintained and submitted as part of a student’s assessment. This will contain a set
of report sheets to be completed by either the manager or an audience member, based on
the student’s overall performance, including setup, introduction, professionalism, attire, arrival
time and overall music performed.

Oral Verbal introductions are required when presenting each piece or technical requirement for
examinations.

Observation Students will be assessed on stage craft skills (distance students should note Video/DVD
recordings should display the professionalism required in their performances).

Written Students are to create a program of the pieces that they will perform for their examination and
present this prior to each examination. Improvements in layout and content should be
demonstrated upon each presentation.

Professional Students must be appropriately dressed and arrive on time for each examination or public
performance.

Exams Students will also perform at the end of Term examination, set in April, June, August and
November. Term examinations will be completed before 2 examiners. Final examinations
will be performed before a panel of examiners, and also recorded onto video for review and
appeal purposes.

Ensemble:

Content

The ensemble module is an additional part of performance. Students will work on both leading a group and
participating in a group. Students will develop teamwork and leadership skills. Students will also develop
the ability to keep in time with other performers and learn from other members in the industry.
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Tutorials and Performance Expectations

Students perform an own choice piece at the end of each Term, meaning that 4 pieces are performed in
total. Groups are required to have a minimum of 2 individuals. Weekly performances will expand students’
repertoire and students will be expected to perform with other students on different pieces. This is to prepare
them for live performances.

For distance students, as with solo performances, ensemble performances are to be recorded on
video/DVD/YouTube/USB. If the student is unable to find a musician to perform with him/her, then a
MIDl/audio recording can be used as an alternative. Distance students can also perform via Skype with
other distance students and/or attending students.

Both attending and distance students are expected to perform in ensemble groups weekly. This is to keep
students progressing in their abilities for all requirements, team work, leadership, timing, articulation,
phrasing, dynamics, diction, improvisation and technical work.

Assessment
Oral Verbal introductions will be required to present each piece for end of Term examinations.

Leadership skills and teamwork will be assessed. Attending students will be assessed on this
during practice times. Distance students must record set up, practice and instructions so that
this can be assessed.

Observation Students will be assessed on stagecraft skills, which include preparation, stage setup and
actual performance techniques. Distance students should note Video/DVD/YouTube/USB
recordings are to display a certain professionalism required in performances.

Professional Students must be appropriately dressed for each test or public performance.

Exam Students will perform one ensemble piece per Term (own choice), set in April, June, August
and November.

Distance students are to submit their ensemble performance with accompaniment (MIDI/audio
backing acceptable), recorded onto DVD/YouTube/USB and clearly identifiable. Itis desirable
for distance students to join a local group of musicians to gain collaboration experience in a
group situation.

Choir & Conducting:

Content

Choir is a participation module which increases all students’ vocal skills, team work skills, performing skills
and awareness of professionalism in the industry. Students will be required to perform each Term in the
campus choir. Distance students are required to join a local choir. Conducting includes practice and
delivery towards ensemble groups. Students gain leadership skills and verbal communication skills from
this unit of study.

Tutorials and Performance Expectations

Students perform at the end of each Term, meaning that 4 pieces are performed in total. Choir practise
takes place weekly for attending students, but is sometimes decreased to fortnightly to accommodate
visiting lecturers, and allow for public performances. Distance students are expected to attend choir practice
weekly and keep a log of all choir practises attended.

Technical vocal exercises will be to develop vocal range, flexibility, agility and phrasing.

Video/Audio will be uploaded for distance students who are unable to join a local choir, to allow them to
perform with the video/audio. This will be the same material that is performed by attending students, and
will extend students’ knowledge of content required. Distance students are to attempt the same material
that attending students are performing, regardless of whether they have joined a choir or not.
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Assessment

Public The Guild holds an annual graduation ceremony at which the choir will be expected to perform.
It is compulsory for attending students to participate. Distance students will be excused from
performing at the ceremony if the expense of travel is too great.

Observation Students will be assessed on stagecraft skills, including preparation, stage setup and
performance techniques. Distance students should note their video/DVD/YouTube/USB
should be clearly identifiable recordings, which should display a certain professionalism
required in their performances.

Students are required to perform conducting tasks.

Exam Students are to perform in the choir at the end of each Term for assessment purposes. Vocal
techniques will be assessed, along with teamwork.

Distance students can submit an extra ensemble piece, for which they are required to perform
the vocal part for assessment, if they cannot find a local choir.

Musicianship:
Theory:

Content

This module is thoroughly explored and is an important facet. It is a mandatory module in the course
program and is designed for students to develop skills in the traditional concepts of theoretical knowledge,
which are necessary to meet the requirements of other units of study. The course includes discussion and
application of all theoretical demands required for the program of study.

Classes/Lessons/Lectures
Live weekly lectures are given for each year level. Lectures are streamed live onto Moodle for all students
to view throughout their course of study.

Additional tutorials are also available for students who display a weakness in this area and an additional set
of theory lectures are also available on Moodle.

Workbooks and textbooks are available through Moodle, as well as additional exercise and answer sheets
for students that wish to further cement their knowledge and test themselves.

Assessment

Exercise Assignment sheets/Exercise sheets are to be completed and submitted upon the completion of
each term. Students will receive these back with comments on them, along with their marks.

Examinations take place at the end of each term. Students are also assessed on submissions.

Aural (Ear Training):

Content

This is a compulsory module in all music programs, and is designed so that students can develop the ability
to:

discriminate between musical sounds;
identify relationships between musical sounds;

record musical sounds by means of notation; and

= =4 -4 -

form clear aural images of music presented in the form of notation.

The above skills are key skills required from well-rounded musicians to “perform” in groups/orchestras and
at various functions of employment.

FEIReICl Student Handbook | Australian Guild of Music Education




Classes/Lessons/Lectures

Aural Training is a mandatory module, which requires students to apply focused study techniques. Aural
development is required in order to successfully complete the various tests listed for each examination and
involves practical and critical listening. Research into aural training is also mandatory. Orff/percussive
instruments as well as regular instruments, and dictation are required. The Guild syllabus will provide a
development, comparison and testing guide. Ear Master Cloud, online video tutorials and an aural practise
tests CD is available to assist students with developing their ear.

Students can view video content, and additional live lectures which will be streamed live on MOODLE.
Practice Audio tests are also supplied to students upon request. Additional aural material is available for
students’ learning.

Assessment
Tests Students will perform tests each Term to assess their progress in aural development.
Exam The final examination is in November.

Orchestration:
Instrumentation

Content

This study will progress from learning how to compose for each instrument, to preparing the student for the
second year to create larger compositions. The candidate will learn all aspects of composition for the
strings, brass, woodwind, percussion, voice and piano in relation to composing in a variety of styles
(Traditional, Classic style, Modern Music plus others). This study will lay a sound foundation in instrumental
range, articulation and scoring techniques.

Classes/Lessons/Lectures
Delivered in the first year of study only. Students will view video lectures, read lecture and textbook content
and apply themselves to a number of tasks within workbooks.

Assessment

Major Projects Students will be assessed on workbooks each Term. Exercises in the workbooks start from
basic and move to more complex areas of study, to ensure all students are on the same
level, regardless of knowledge prior to enrolment in the course. Students will research and
analyse compositional structures and sound and create a composition out of given phrases
of score to a given video.

Improvisation:

Content

This is a compulsory area for all students and is particularly relevant to those seeking skills in modern music.
It is an essential area for the emerging professionals aspiring to a career in this field. The course will trace
traditional concepts and relate these to the modern concept(s) of improvisation. It aims to develop
improvisational skills suited to the style of the individual.

This unit will explore various approaches to improvisation and provide examples for students to study and
develop, thus creating their own individual style. Students will study chordal structure, modes, scales, and
develop basic skills required for the development of improvisation.

Classes/Lessons/Lectures
Delivered in year 1 and is also present in performance modules. Students will view video lectures, read
textbook content and write essays displaying knowledge of improvisation techniques and tools used.
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Assessment

Students are assessed on submissions of essay content. For higher levels, students will be required to use
this knowledge and display it in the performance unit of study.

Composition:

Content

This study will progress from composing for each instrument to larger compositions in varying styles, such
as fugue. Students will make their own choices as to the creating process and set tasks which will be aimed
towards learning outcomes. Students are required to learn all styles to gain an overall understanding of the
elements used in all music styles. This study will lay a sound foundation in harmony and to develop skills in
composition.

Classes/Lessons/Lectures

Delivered in the second year of study only. Students will view video lectures, read lecture and textbook
content and apply themselves to a number of tasks aimed at the appropriate level for the second year of
study, which progresses with a smooth transition from one area of learning to the next.

Assessment

Major Projects Students will be assessed on a set of compositional tasks, which will develop melody writing
techniques in different styles. The standard of each task will increase in complexity and
require the student to think of ideas and methods to complete each task. Elements of music
technology are required to notate created scores. A major work will be required in term 4.

Arranging:

Content

This module will proceed with lessons from Rimsky Korsakov, Principles of Orchestration and Chuck Israel,
Exploring Jazz Arranging. Lessons are in PDF format, with playback examples of scores in video to
demonstrate the score, while the ear can also hear what is happening in the score. Students will produce
arrangements in a selection of styles.

The Arrangement module is designed to teach students how to arrange music for various ensembles
(including ensembles of differing playing standards - e.g. among children or amateur groups), and to
enhance their ability to perform in ensembles and with orchestras or groups. Pursuit of these Guild tasks
entails, among other things, developing and reinforcing the work done in Aural Training (especially the work
on timbre); teaching students to read and understand orchestral scores; and enabling them to write
appropriately for the various families of orchestral and group instruments.

Harmony will be developed with the basic chordal structures including 7, 9", 11", and 13". Enharmonic
intervals and modes will also be used, in conjunction with the fundamentals of compositional and arranging
techniques.

Classes/Lessons/Lectures

Delivered in the third year of study only. Study for Arranging will require students to select a melody part
from a pre-existing score and write an arrangement for additional instruments, while keeping in mind
technical difficulty for the performer, articulation for each instrument and written key and many other
compositional elements. Students will view video lectures, read lecture and textbook content and present
their own arrangements.

Assessment
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Major Projects Students will write a number of parts to a pre-existing piece of music, either being their own
original composition or to another composer’s composition, using the melody part only. A
major work will be required in term 4.

Music Technology:
Sequencing Software, Sound & Recording Equipment/Devices

Content

To develop skills in recording software and recording devices. Recording devices used includes The Digital
Boss Recording Mixer and other workstations. Software studied for sequencing includes Soundation,
Cubase, Sonar and Pro Tools, which will be demonstrated to and used by students. All students have
access to the online sequencing software Soundation, but are also required to attempt using trial versions
of other sequencing software. Attending students will be able to use Pro Tools at the Guild campus.

Students will develop skills in the sequencing software by producing recordings. Students will also study
sound, sound proofing, recording techniques, and recording equipment/devices, microphones and
microphone techniques. This is an area that is most useful to performers, teachers, audio technicians and
composers.

Tools used in sequencing range across the MBox Mini, MBox 2 and updated models and equivalent devices;
MAudio USB leads and keyboards; MIDI instruments; and software used to sequence music recordings.
Editing, track recording, effects, normalisation, fade in and out, loops, samples, vocal cut, plug-ins and many
more functions used in sequencing software will be demonstrated, used and developed over the course.

Classes/Lessons/Lectures

Delivered in the first year of the course only. Students will view a number of video lectures on the Digital
Boss Recording Mixer, Soundation, Cubase, Sonar, Pro Tools and read lecture books. Attending students
will receive assistance during live lectures to perform set tasks. Distance students will be able view the live
video stream of class demonstrations/lectures. Distance students can request a private lesson if they are
having issues with software. This can be done through Skype, allowing the lecturer to view the student’s
screen using the screen share option. Such lessons must be by appointment, to allow for the lecturer to set
up the software and any other device required for demonstration purposes. Distance students can make
an appointment by either contacting the relevant lecturer, the year level Co-Ordinator, the Distance Students
Co-Ordinator or Student Administration. The lecturer will assist distance students through forum posts, chat
sessions, and email. Screen shots with step by step procedures are uploaded to MOODLE forums to
provide additional help with software and text books. Skype, Go to Training and U-Streaming can be utilised
in demonstrations.

Assessment

Written Students will submit essays each Term on sequencing software and equipment used in
recording and sequencing.

Major Projects Practical recording tasks are set for audio and MIDI tracks. The student will have to display
knowledge of recording, track recording, editing and producing a CD/mp3/audio file.
Assignment/tasks are submitted using one of the following software programs (Soundation,
Sonar, Cubase, and Pro Tools).

Notational Software, MIDI, MIDI instruments & Synthesizer

Content

This module will concentrate on notational scoring software, MIDI, MIDI instruments, Synthesizers,
utilisation of notational software to create instrumental teaching or theory elements, professional scoring
and means of utilising the computer to the benefit of the teacher, composer and performer.
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A popular area today, the MIDI and synthesiser have revolutionised music, especially in the modern arena.
The historical development and the problems encountered and how they were overcome will be discussed.

Using MIDI and Synthesizer: this module will include discussion on instrumentation and their applications.
This module will allow students to develop their own ideas and work with their own equipment. Facilities will
be available for use at the Kooyong campus and all students will be given access to a licensed online
notating software called Noteflight.

Classes/Lessons/Lectures

Delivered in the second year only. Students will view a number of video lectures on Noteflight, Finale,
Sibelius, Encore, textbooks and lecture books. Attending students will receive assistance during live
lectures to perform set tasks. Distance students will be able to receive assistance by phone/email
appointments with the lecturer in charge.

Assessment

Exercises  Students will have to complete essays and practical tasks using notating software. Software
used is Noteflight, Finale, Sibelius or Encore.

Internet Music (Website Creation), Instructional Media (PowerPoint)

Content

Working towards producing a promotional music related Website and Instructional Media music teaching
tool. Atthe conclusion of the module, students should be able to promote themselves using blogs, websites
or podcasts, and create a training tool (related to music) using the following software: Microsoft
FrontPage/Adobe Dreamweaver web creation software and PowerPoint/Adobe Captivate.

An overview of developments in software and their use will be explored, along with the progress of internet
music which includes, but is not limited to, Internet browsers (Internet Explorer, Safari, Mozilla Firefox),
search engines (Google, Bing, Social media network, Blogs, Podcast, Facebook), Online storage & emailing
systems (Microsoft Live, Dropbox, Yahoo, Gmail, Hotmail) and Software (Microsoft Word, Microsoft
FrontPage/Adobe Dreamweaver, PowerPoint/Adobe Captivate and Microsoft Excel).

Classes/Lessons/Lectures

Delivered in the third year only. Students will be given tutorials on how musicians can best use the internet
by researching a number of websites, and using critical thinking and problem solving skills to plan and
design a music related promotional Website. Students will plan and design theoretical training and
assessing software related to music, using Microsoft PowerPoint, Adobe Captivate and iSpring Quiz Maker.

Assessment

Major Projects Students will be given tasks to create a music related Website and instructional music
related media software. There will be analysis, planning and critical thinking used to create
content for each media product, as well as the use of storyboards, copyright, referencing
and other related areas.

History of Music:

Content

The study and development of the history of music is vital to both Performer and Teacher and is included
as a mandatory unit of study. Prior to 20" Century, and onward to 215 Century, History of Music will be
studied throughout the duration of this unit of study.
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The course is arranged and planned to enable the development of personal skills and maturity in tertiary
levels of education, within the parameters of Literature, History, and Aesthetics. Each student will be
expected to:-

1 Develop a knowledgeable background of the history of music.

1 Acquire an understanding of the development of the history of music and how music is reflected the
social mores/customs of the day and how it has reflected them.

1 Develop knowledge in the emergence of secular music and the great composers.

1 Develop knowledge in the place of the composer in music history.

1 Develop knowledge in the development of musical instruments as music and form developed.

Classes/Lessons/Lectures
Delivered in all years. Students view online video content, additional live lectures and read lecture materials
and text books.

Assessment

Written Students will study the development of music, composers, styles and important progressions
that made critical changes in music (postmodernism) from one era to the next. Students will
be required to produce written essays demonstrating critical analysis and research.

Instrumental Teaching:

The teaching element will cover many crucial key areas that apply to music teachers. This will enable
students to gain knowledge about how to teach various music related units, including Instrumental,
Musicianship, Music Technology and Orchestration.

Elements of Educational Psychology and Educational Philosophy are also included in the program. It is
important for a teacher to develop styles and strategies in teaching that use up to date technology and take
into account the progressing knowledge of how students are individuals with differing learning abilities. This
program is particularly aimed at Primary or Secondary teachers wishing to teach music in schools as a class
room subject.

Students will be expected to develop lesson plans for theory and instrumental music for a selection of grade
levels in recorder, guitar, singing, piano and the student’s major instrument.

This course of study provides students with the further education required to become a music teacher for
the Department of Education. However, students cannot work fulltime in a public or private school until they
obtain a recognised teaching qualification. Students who do not have, or do not wish to obtain, a Diploma
or Bachelor of Education (required to become a primary or secondary school teacher), will still attain the
firm groundings required to work in private studios and/or as part time private tutors. Upon completion of
the course, students will be eligible to register with professional organisations including the Guild Teachers’
Association, VMTA, and similar organisations.

Education /Teaching Principles

Content

This is compulsory for music teachers, as it is an essential element of study for those seeking a career in
teaching. This module provides students with the knowledge of the procedures to teach, assess and report
back in a positive yet critical manner. Students will also study the various consequences of over criticising
a student. The student is required to produce lesson plans with aims, outcomes, objectives, goals, and a
guide for them to use for future reference if needed. Teaching is related to the study of their principal
instrument of study: The Guild syllabi will be used, and candidates will use this as their text and reference.
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Students are also to research differences in public examination bodies such as AMEB, Trinity College, and
Royal Schools etc.

Classes/Lessons/Lectures
Delivered in the first year only. Students view video content, additional live lectures, textbooks, additional
lecture notes and research journals.

Assessment

Major Projects  Students will study, research and critically analyse texts, submit written essays, lesson
plans and example lessons throughout the year.

Education Philosophy

Content

Philosophy includes learning the implications of using philosophy in teaching music, and how to incorporate
philosophy methods into differing teaching methods, or develop different philosophies for teaching music,
to achieve the best outcomes for students.

Classes/Lessons/Lectures
Delivered in the second year only, with the use of online video content, additional live lectures, journals,
textbooks, eBooks and lecture notes.

Assessment

Written - Students study, research, analyse, make critical decisions and examine teaching styles to form
coherent opinions and a philosophy of teaching music. Students will submit written essays throughout the
year.

Educational Psychology

Content

Psychology covers how to assess your students; how to incorporate new methods of teaching students, for
both students with extremely high learning abilities or low learning abilities and the importance of keeping
up to date with current trends of learning materials and teaching methods. Music therapy will be analysed
and studied towards its merits as a therapeutical tool.

Classes/Lessons/Lectures
Delivered in the third year only. Students view online video content, additional live lectures, journals,
textbooks, eBooks and lecture books.

Assessment
Written - Students will study psychology towards teaching music and music therapy. Students will submit
written essays throughout the year.

Business Management

Content
The course will promote the application(s) of Business Principles in a manner beneficial to the musician and
teacher.

This course is orientated to the needs of the music teacher, performer or studio.

9 To create and plan content towards a music business. Analyse music producers and other music
roles in the industry.
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9 To use the internet and computers for creating marketing tools, a business plan, data analysis, and
research.

Classes/Lessons/Lectures

Students view online video content, additional live lectures, journals, lecture books, eBooks and submit
written essays.

Assessment
Written- Students will submit written essays throughout the year.

Policies and Procedures

Students should refer to and read the following policies and procedures which are located on the Guild
website. Control/Command click on the below to gain immediate access to policies.

Admissions and Entry Requirements Policy

Assessment, Moderation, Progression and Misconduct Policy

Information Privacy Policy

RPL and Credit Transfer Policy

Student Grievance Policy

Student Support Policy

Statement of Tuition Assurance

Revision History

Approval | Contact Revision | Revision | Approved | Version | Revision Description
Authority | Person Due Date Date No.
Date
Academic | Chair 31 May 16/5/14 15 Substantial revision to delete
Board 2017 unnecessary duplication of information.

Content rearranged to improve flow of
information for quick retrieval. Policies
extracted to assist administration and
academic board for future updates and to
decrease size of handbook.

Academic | Chair 31 May | 4 April 9/3/15 151 Minor revision to Who’s Who at the

Board 2017 2015 AGME page 7 to include new
musicianship lecturer.

Academic | Chair 31 May | June 17 July 15.2 Minor revision to list of policies with

Board 2017 2015 2015 addition of hyperlinks to assist students

with direct access to policies. Minor
change to Resources to include details
regarding Attendance and Distance in
header as all resources are available to
both modes. Minor revision to include
Revision History table.

DRAFTING DETAILS
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http://www.guildmusic.edu.au/PDF/Admissions%20and%20Entry%20Requirements%20Policy%20v2.pdf
http://www.guildmusic.edu.au/PDF/Assessment,%20Moderation,%20Progression%20and%20Misconduct%20Policy%20v1.pdf
http://www.guildmusic.edu.au/PDF/Information%20Privacy%20Policy%20v1.pdf
http://www.guildmusic.edu.au/PDF/RPL%20and%20Credit%20Transfer%20Policy%20v1.pdf
http://www.guildmusic.edu.au/PDF/Student%20Grievances%20Policy_7.9.15.pdf
http://www.guildmusic.edu.au/PDF/Student%20Support%20Policy%20v1.pdf
http://www.guildmusic.edu.au/PDF/AGMED%20Books/Statement%20of%20HEP%20Tuition%20Assurance.pdf

Revised Revision Draft Revision Description

By Date No

HL, NR & 15/08/15 15.3 Minor revisions to course overview entry
CEO requirements and corrections throughout
CEO 8/09/15 154 Update to library access information

regarding appointment days and times;

Update to hyperlink for Grievance policy
online access for most recent version;

Revision History table updated;
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