
 

 
ASSESSMENT POLICY AND PROCEDURE  

  
POLICY  
  
  
The purpose of this policy is for NSW Institute of Education & Training (Institute) to ensure                
that all assessors are informed of the processes of the assessment (and assessment             
related) practices of the Institute.  
  
This policy applies to all assessment processes undertaken by Institute staff and provides             
guidelines which enable qualified assessors to use professional judgement to conduct           
assessment. This policy reflects the requirements of Clauses 1.8 of the Standards for             
Registered Training Organisations (RTOs) 2015.  
  
PROCEDURE  
  
All assessors must ensure that they adhere to the Quality Assessment Requirements of:  
  
  Principles of Assessment  
  
Ensure quality assessment outcomes are achieved through basing the development of           
assessment processes and instruments on the principles of assessment. Assessment          
activities should reflect all five principles equally:  
  
Fairness ​in assessment requires the assessment process considers the individual needs           
and ​characteristics of students and does not disadvantage individuals. The process allows            
for any reasonable adjustment to be applied to enable the outcomes can be achieved              
through a range of training delivery strategies. It also allows for a student to challenge               
(appeal) the result of the assessment and be reassessed if necessary.  
  
Flexibility ​in assessment means ensuring the skills and knowledge can be demonstrated            
in a ​variety of ways suitable to the workplace no matter how, where or when those skills                 
were acquired, drawing on a range of assessment methods appropriate to the context,             
component of study and the student.  
  
Validity ​in assessment is ensuring evidence is collected in a variety of contexts and on a                
number​ ​of occasions and that the assessment assesses what it claims to assess:  
  
● Assessment against the unit of competency covers a broad range of required skills 
and knowledge  
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● Assessment of knowledge must be integrated with practical application (where 
applicable)  
  
  
Rules of Assessment  
  
Evidence may be derived from direct, indirect or supplementary sources and must be 
recorded according to Institute policy.  
  
Validity ​refers to the soundness of assessment evidence and that the evidence  
  
● Covers the broad range of skills and knowledge essential to competent 
performance identified in the unit of competency ; 
  
● Evidence of knowledge and skills integrated with practical application (if applicable);  
  
● Judgement of competence must be based on sufficient evidence – using different 
assessment methods on a number of occasions and in a range of contexts. 
  
Sufficiency ​refers to the quantity and quality of assessment evidence provided and that             
the ​evidence is sufficient to make a judgement about the competency of an individual in               
relation to the unit of competency requirements.  
  
Authenticity ​refers to assessment evidence that the assessor is assured that the            
evidence is ​the student’s own work. Students must acknowledge that assessment           
evidence they are providing is their own work when submitting assessments.  
  
Currency ​in assessment relates to the age of assessment evidence. Competency           
requires ​demonstration of current performance and assessment evidence must indicate          
that the student is currently competent as applied to current work situations.  
  
 Reasonable Adjustment  
  
Assessors must ensure that reasonable adjustment maintains the integrity of the           
competency outcomes in accordance with the training package requirements.  
  
Assessors will need to adjust assessment to meet the needs of individuals when 
requested.  
Such adjustments may include but are not limited to:  
  
● The use of adaptive/assistive technology (equipment and software designed for use 
by people with a disability) educational support  
  
● Learning and assessment aids such as papers in large print or the use of scribes  
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● Extra time to complete a course or assessment  
  
Assessors must record any reasonable adjustments made for each student.  
  
  Assessment Types  
  
Formative assessment is used to provide students with ongoing feedback and may be used 
with student learning throughout the learning and assessment process.  
  
 
● Judgement of competence must be based on sufficient evidence – using different 
assessment methods on a number of occasions and in a range of contexts. 
  
Reliability ​refers to the consistency of interpreting evidence presented for assessment to            
provide consistent assessment outcomes. Assessors must develop assessment marking         
guides for each assessment item and moderate student assessment work to ensure            
consistent interpretation of assessment evidence is applied.  
Summative assessment is the tool and process for gathering evidence to make a decision 
on whether a student is competent or not. It is used to measure different aspects of 
competence over  several occasions or activities. It will not be a single assessment event 
(usually a minimum of 2 but may be prescribed as more by a training package or by the 
Institute).  
  
Assessment volume, length and timings  
  
Information about assessment volume, length and timings is outlined in each assessment            
tool with instructions provided for the student and assessor. This includes instructions            
regarding tasks including;  
  
● Written Knowledge/Theory/Questioning Assessments  
  
● Practical/Observation Assessments  
  
Academic authenticity and plagiarism  
  
Assessors are to ensure authenticity of assessment work and must ensure that the work              
students submit for assessment is their own.  
  
Work submitted by a student which is not the student’s own work must be referenced.               
Where assessment work is presented that is in breach of copyright or is plagiarised the               
student will be deemed Not Satisfactory in that assessment and will not get an opportunity               
for resubmission. They will be required to pay a repeat unit re-assessment fee of              
$AUD150.00.  
  
Other assessment requirements  
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Assessors must ensure that:  
 

● Each student’s name and date is on all assessment instruments; 
● The Unit of competency code and title are clear; 
● Each student is ready for assessment; 
● Each student has been informed about the assessment process and has been 

provided with clear instructions for completing the assessment tasks; 
● Each student is clear about the opportunity to provide feedback and that they are 

able to challenge the result of the assessment;  
● Each student is clear about the due dates for assessment submission and /or 

date submitted and/or re-submission; 
● The assessment process is conducted in accordance with the Principles of 

Assessment and the Rules of Evidence . 
  
Assessment Marking Criteria  
  
Assessors are to mark assessment answers as either ‘S’- Satisfactory or ‘NS’ – Not              
Satisfactory, or ‘CR’ – Credit Transfer.  
  
Assessment Attempts/Resubmission  
  
Students are entitled to 2 assessment attempts for each unit of competency. If a student               
is unsuccessful after 2 assessment attempts they will be required to repeat the unit of               
competency and the student will be required to pay a repeat unit fee of $AUD150.00.  
Assessment resubmission is applied when the assessor has deemed the first or second             
assessment attempt by a student did not demonstrate that the assessment requirements            
were met and the assessor has marked the assessment attempt as ‘Not Satisfactory’.  
  
Feedback  
  
Students must be provided specific and meaningful feedback by the assessor related to             
their performance (assessment evidence) against the requirements of each assessment          
instrument and unit of competency requirements.  
  
Any student who is experiencing difficulties in meeting the course requirements will need             
to be identified by the trainer/assessor and provided with an opportunity to undertake a              
review of their progress by the trainer/assessor. They may require additional           
training/learning, prior to commencing their assessments.  
  
Students are provided with a mechanism to appeal decisions made by an assessor in              
regard to their competence. (Please refer to the Complaints and Appeals Procedure in the              
Student Information Handbook).  
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Results  
  
● Students results of assessment and feedback must be recorded in a systematic, 
timely and accurate manner; 
  
● Students must be advised promptly (within 48 hours) of their assessment results;  
  
● Students whom have been assessed as satisfying all the requirements for the unit 
of competency, as required in the training package, will be deemed ‘Competent’; 
  
● Students who have attempted all of the submission attempts for the assessment for 
a unit of competency and have not satisfactorily met all the requirements for the unit of 
competency will be deemed ‘Not Yet Competent’; 
  
● Students who have been awarded a credit transfer for a unit of competency will be 
granted a ‘Credit Transfer’ for that specific unit of competency. 

 
 

RELEVANT LEGISLATION 

This document references the following legislation, regulations, codes and standards: 

 

 

RELEVANT LEGISLATION/CODES/STANDARDS  

Commonwealth 
Standards for Registered Training Organisations (RTOs) 2015, 
Standard 1.8 The National Code of Practice for Providers of 
Education and Training to Overseas Students 2007 Standard 10 
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