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Policy Name: Assessment Policy 

Document Number: V9.1.01 

Approved by: National RTO Manager 
Last Approval Date: January 2025 
Review Date: January 2027 
Audience: Baseline Training Staff, Students and Community 
Contact Officer: Program and Compliance Coordinator  
Related Policies: Industry Engagement Policy 

VET Qualification – Industry Currency 
Training and Assessment Policy and Procedure 
Validation and Moderation Policy and Procedure 

Related Documents: Australian Core Skills Framework 

Legislation:  National Vocational Education and Training Regulator (Outcome 
Standards for NVR Registered Training Organisations) Instrument 2025 
(clauses 1.3, 1.4, 1.5) (Outcome Standards) 

 
1. Policy Purpose and Objective 
Assessment is central to the vision, mission, culture, activities, practices, and future development of 
Baseline Training. The purpose of this policy is to: 

• Identify and describe principles underpinning the approach to assessment adopted by the sector 
of Baseline Training. 

• Inform and guide Baseline Training community in the design and implementation of assessment. 
• Encourage Baseline Training community to reflect on contemporary assessment practices to 

better meet the diverse needs of the broad range of learners; and 
• Provide a clear framework for making program design decisions in relation to assessment across 

Baseline Training. 

 
2. Policy Scope and Coverage 
The policy applies to assessment of learners of Baseline Training in all qualifications and units of 
competency offered by Baseline Training. 
 
Baseline Training adheres to the Outcome Standards which require that assessment is conducted 
in accordance with the Principles of Assessment and the Rules of Evidence. Assessment items are 
designed in accordance with the Assessment Guidelines of the relevant Training Package.

https://www.legislation.gov.au/F2025L00354/asmade/text
https://www.legislation.gov.au/F2025L00354/asmade/text
https://www.legislation.gov.au/F2025L00354/asmade/text
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3. Definitions 
TERM DEFINITION 

Australian Core 
Skills Framework 

ACS Framework is a tool which assists both specialist and non-specialist 
English language, literacy and numeracy practitioners describe a potential 
student’s performance in the five core skills of learning, reading, writing, oral 
communication, and numeracy. 

AQF certification 
documentation 

AQF certification documentation means the set of official documents which 
confirm that an AQF qualification or VET statement of attainment has been 
issued to an individual by an NVR registered training organisation or any 
other entity authorised to do so. 

AQF qualification AQF qualification means an Australian Qualifications Framework qualification 
type endorsed in a training package or accredited in a VET accredited course. 

Assessment means the process by which an NVR registered training organisation, or a 
third party delivering services on its behalf, collects evidence for the purposes 
of determining whether a VET student is competent to perform to the 
standard specified in the training product. 

Assessment 
system 

Assessment system means a coordinated set of documented policies, 
procedures and assessment tools designed to ensure that assessment, 
including recognition of prior learning, produces consistent and valid 
judgements of VET student competency and meets the requirements of this 
instrument. 

Assessment 
requirements 

Assessment requirements are the endorsed component of a Training 
Package that underpin assessment and sets out the industry’s approach to 
valid, reliable, flexible, and fair assessment. 

Assessment 
tools 

Assessment tools mean the instrument, instructions and methods used to 
gather and interpret assessment evidence for the purposes of determining 
VET student competency, including: 
    the context and conditions of assessment; 
    the tasks to be administered to the VET student; 
    an outline of the assessment evidence to be gathered from the VET 
student;  
    the criteria used to judge VET student competency; and 
    the administration, recording and reporting requirements for assessments 
and assessment evidence 

Assessment 
Appeals 

Assessment Appeals refer to the process whereby a student may appeal 
within 10 working days of official publication of the final grade on any of the 
following grounds: 
o The unit/course outline was not explicit i.e., it did not detail how many 

assessment tasks were required to be undertaken; how students will 
be assessed; and/or when they will be assessed. 

o The assessor did not fairly and appropriately apply the assessment 
criteria as specified in the unit/course outline. 

o The assessor did not conduct assessment tasks as described in the 
unit/ course outline. 

Assessor Assessor means a person who determines a VET student’s competency for, or 
on behalf of, an NVR registered training organisation. 



 

POLICY 
RTO No: 110029 

 

V9.1.01 VET Assessment Policy & Procedure_2024_V1.2   3 | P a g e  
 

Australia 
Qualification 
Framework (AQF) 

Australian Qualifications Framework (AQF) means the framework for 
regulated qualifications in the Australian education and training system. 

Cheating Cheating is the intention to gain an unfair advantage in the assessment of a 
unit. This may include (but is not limited to): 
o Fabrication of data and/or results. 
o Colluding with others. 
o Allowing another person to complete an assessment on behalf of a 

student, accessing an advanced copy of a test paper. 
o Copying from others in an assessment. 
o Bringing into an assessment unauthorized material or information 

knowingly helping others to cheat. 
o Taking actions which intrude on the ability of others to complete their 

assessable tasks. 
o The misuse of Artificial Intelligence (AI) tools  

Competency Competency means the consistent application of knowledge and skill to the 
standard of performance required in the workplace. It embodies the ability to 
transfer and apply skills and knowledge to new situations and environments. 

Credit Transfer means the process of recognising and awarding credit for prior successful 
completion of an equivalent unit of competency or module. 
Reference: Credit Transfer Procedure V1.4.02 

Current Industry 
Skills 

Current Industry Skills are the knowledge, skills and experience required by 
VET trainers and assessors and those who provide training and assessment 
under supervision in accordance with the Credential Policy to ensure that 
their training and assessment is based on current industry practices and 
meets the needs of industry. Current industry skills may be informed by 
consultations with industry and may include, but are not limited to: 
o Having knowledge of and/or experience using the latest techniques 

and processes. 
o Possessing a high level of product knowledge. 
o Understanding and knowledge of legislation relevant to the industry 

and to employment and workplaces. 
o Being customer/client oriented. 
o Possessing formal industry and training qualifications; and 
o Training content that reflects current industry practice. 

Independent 
Validation 

Independent validation means that the validation is carried out by a validator 
or validators who: 
o Are not employed or subcontracted by the RTO to provide training and 

assessment; and 
o Have no other involvement or interest in the operations of the RTO. 

Industry 
engagement 

Industry engagement may include, but is not limited to, strategies such as: 
o Partnering with local employers, regional/national businesses, relevant 

industry bodies and/or enterprise RTOs. 
o Involving employer nominees in industry advisory committees and/or 

reference groups. 
o Embedding staff within enterprises. 
o Networking in an ongoing way with industry networks, peak bodies 

and/or employers. 

https://training.gov.au/resources
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o Developing networks of relevant employers and industry 
representatives to participate in assessment validation; and 

o Exchanging knowledge, staff, and/or resources with employers, 
networks and industry bodies. 

Industry 
relevance 

Industry relevance is when learners, employers and industry have confidence 
in the integrity, currency and value of certification documents issued by the 
RTO. RTO’s must document and maintain current evidence of industry 
engagement activities. 
 
This must be demonstrated though a range of strategies of industry 
engagement and the systematic implementation of the outcomes of that 
engagement to ensure relevance of the; training and assessment strategies, 
practices and resources, and the current industry skills of its trainers and 
assessors. 

Learner Learner means a person being trained and/or assessed by the RTO for the 
purpose of issuing AQF certification documentation. 

Mode of delivery Mode of delivery means the method adopted to deliver training and 
assessment, including face-to-face, online, distance, or blended methods. 

Moderation of 
assessment 

Moderation of assessment is the process of bringing assessment judgments 
and standards into alignment. It is a process that ensures the same 
standards are applied to all learner assessment results within the same 
units. 

Official 
Publication of 
Results 

Official Publication of Results refers to when students’ ratified results are 
entered into the Student Management System and published. 

Plagiarism Plagiarism is the presentation of the works of another person/other persons 
as though they are one’s own by failing to properly acknowledge that 
persons/those persons. Proper acknowledgement means to clearly identify 
which parts of a work originate from which source.  
Reference: Student Plagiarism Policy. 

Professional 
Development 

Professional Development means activities that develop and/or maintain an 
individual’s skills, knowledge, expertise and other characteristics as a trainer 
or assessor. This includes both formal and informal activities that encompass 
vocational competencies, currency of industry skills and knowledge and 
practice of vocational training, learning and assessment, including 
competency-based training and assessment. 

Program Program is a series of courses (units of competency) of vocational education 
and training, or the modules of an accredited course/program that combine 
to become a qualification from an accredited Training Package or skill set. 

Program and 
Compliance 
Coordinator 

Program and Compliance Coordinator is the person responsible for the 
management and leadership of a program or a range of Programs. 

Recognition of 
Prior Learning 

Recognition of Prior Learning (RPL) means an assessment process that 
involves assessment of an individual’s relevant prior learning and experience 
(including skills and knowledge obtained through formal and informal 
learning) to determine the extent to which the individual meets requirements 
specified in the training product. 
Reference: Recognition of Prior Learning (RPL) Assessment Procedure 
V8.2.02 
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Reasonable 
adjustments 

Reasonable adjustments include any adjustments for a VET student with a 
disability made by an NVR registered training organisation in a manner 
consistent with the Disability Standards for Education 2005. 

Special 
Consideration 

Special consideration is the making of alternative arrangements for the 
assessment of students who are unwell or experience hardship. As required 
under the principles of assessment fairness, reasonable adjustments are 
applied by Baseline Training to consider the individual learner’s needs. 

Statement of 
Attainments 

A Statement of Attainment recognises that one or more accredited units have 
been achieved. 

Training and 
assessment 
strategies 

Training and Assessment Strategies are the approach of, and method 
adapted by Baseline Training with respect to training and assessment 
designed to enable learners to meet the requirements of the training package 
and accredited course. 
 
They include the amount of training provided, which will be consistent with 
the requirements of Training Packages and accredited courses and the 
assessment practices that enable each learner to meet the requirements for 
each unit of competency or module in which they are enrolled. 

Unit of 
competency 

Unit of competency means the specification of the standards of performance 
required in the workplace as defined in a training product. 

Validation Validation means the review of the assessment system to ensure that: 
 

• assessment tools are consistent with the training product and the 
requirements set out in the Outcome Standards for RTOs legislative 
instrument; and 

• assessments and assessment judgements are producing consistent 
outcomes. 

AVETMISS The Australian Vocational Education and Training Management Information 
Statistical Standard (AVETMISS) for providers is the data standard for the 
National VET Provider Collection and the VET in Schools Collection, which 
collects training information from government funded and privately-operated 
training providers. 

VET Accredited 
course 

VET accredited course means a course accredited by the VET Regulator in 
accordance with the Standards of VET Accredited Courses. 

Vocational 
competencies 

Vocational competencies as applied to trainers means broad industry 
knowledge and experience usually combined with a relevant industry 
qualification. Vocational Competency is determined on an industry-by- 
industry basis and with reference to the relevant Training Package or VET 
accredited program. 
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4. Policy Statement  
4.1 Assessment Principles 
Baseline Training implements an assessment system that ensures that assessment (including 
Recognition of Prior Learning) complies with the assessment requirements of the relevant training 
package or accredited programs conducted in accordance with the Principles of Assessment and the 
Rules of Evidence contained in the table listed below. 
 
PRINCIPLE DEFINITION 

Fairness Assessment accommodates the needs of the VET student, including 
implementing reasonable adjustments where appropriate and enabling 
reassessment where necessary; 

Flexibility Assessment is appropriate to the context, training product and VET student, 
and assesses the VET student’s skills and knowledge that are relevant to the 
training product, regardless of how or where the VET student has acquired 
those skills or that knowledge; 

Validity Assessment includes practical application components that enable the VET 
student to demonstrate the relevant skills and knowledge in a practical setting 

Reliability Assessment evidence is interpreted consistently by assessors and the 
outcomes of assessment are comparable irrespective of which assessor is 
conducting the assessment 

 
4.2 Rules of Evidence 

RULE DEFINITION 

Validity Assessment evidence is adequate, such that the assessor can be reasonably 
assured that the VET student possesses the skills and knowledge described in 
the training product. 

Sufficiency The quality, quantity and relevance of the assessment evidence enables the 
assessor to make an informed judgement of the VET student’s competency in 
the skills and knowledge described in the training product. 

Authenticity The assessor is assured that a VET student’s assessment evidence is the 
original and genuine work of that VET student. 

Currency The assessment evidence presented to the assessor documents and 
demonstrates the VET student’s current skills and knowledge 

 
4.3 Responsibility 

Continuous Business Improvement 
The Program and Compliance Coordinator is responsible for the schedule review of this Policy and 
reporting through to the management team (SMT). The Program and Compliance Coordinator is also 
responsible for the operational implementation of this Policy. 
 
The National RTO Manager is responsible for maintaining the content of the Procedure as delegated.



 

POLICY 
RTO No: 110029 

 

V9.1.01 VET Assessment Policy & Procedure_2024_V1.2   7 | P a g e  
 

4.4 Promulgation 
The Assessment Policy will be communicated throughout Baseline Training via: 

• Academic Meetings 
• Management Team Meetings (MT) 

 
4.5 Implementation 

Assessment Dates 
Students will be required to meet assessment date requirements identified within the training plans 
such as: 

• Submission dates for assignments and projects; and 
• Pre-determined assessment activities held within class times (i.e. presentations, group 

activities). 
 
If students comply with the required assessment dates, but are initially assessed as not yet 
satisfactory/not yet competent, they are entitled to a second attempt (re-submission) within the block 
that the assessment was delivered. 
 
Re-assessment should take place within a reasonable timeframe of the first assessment (i.e., 1-2 
weeks, no longer) but not before any required (as determined by the assessor) remedial or additional 
training/study/practice has been completed by the student. 
 
The Assessment Policy will be implemented throughout Baseline Training via: 

• Academic Meetings; 
• Information Sessions for Trainers and Corporate Staff; and 
• Training Sessions. 

 
Validation and Moderation of Assessment 
Baseline Training is committed to ensuring that regardless of the place of delivery, mode of delivery 
or trainer and assessor: 

• Assessment items are developed to be fair, flexible, reliable, and valid based on current industry 
relevance and the requirements of the Training Package; and 

• Judgements made by trainers/assessors on attempted assessment items are based on valid, 
sufficient, authentic, and current evidence. 

 
The Validation and Moderation Policy- outlines the processes in place to ensure the high quality of 
assessment items and the consistency of marking by all trainers and assessors. 
 
Appealing a Result 
Baseline Training acknowledges that students have the right to appeal an assessment decision, 
based on valid grounds for appeal. Baseline Training has provision for students to appeal against 
assessment decisions. Baseline Training ensures that students have access to a fair and equitable 
process for lodging an appeal against an assessment decision.
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Valid grounds for an appeal against an assessment decision (where the client feels the assessment 
decision is incorrect) could include the following: 

• The judgement as to whether competency has been achieved and demonstrated was made 
incorrectly. 

• The judgement was not made in accordance with the Assessment Plan. 
• Alleged bias of the assessor. 
• Alleged lack of competence of the assessor. 
• Alleged wrong information from the assessor regarding the assessment process. 

 
If a student receives a result for an assessment item that they disagree with, they have the right to 
lodge a grievance in accordance with Baseline Training’s appeals process as detailed in the student 
handbook. 
 
The student has the right to one assessment submission and 2 re-sits against an assessment item 
within a Unit of Competency. If a student requires more than 3 attempts of an assessment item, they 
are required to pay an additional amount of $100 for each additional assessment submission. 
 

Procedure 
 
1. Purpose 
This Procedure outlines the requirements for the planning and conducting of assessment. 
 
2. Accountability 
Accountability lands upon the CEO, Program and Compliance Coordinator and Trainers. 
 
3. Legislation Alignment 
The aligned legislation is the Outcome Standards. Specifically, Standards 1.3 1.4, and 1.6. 
 
4. Scope 
This Procedure applies to assessment of all nationally recognised VET Programs.  
 
5. Definitions 
TERM DEFINITION 

Assessment The process by which an NVR registered training organisation, or a third party 
delivering services on its behalf, collects evidence for the purposes of 
determining whether a VET student is competent to perform to the standard 
specified in the training product. 

Assessment 
System 

A coordinated set of documented policies, procedures and assessment tools 
designed to ensure that assessment, including recognition of prior learning, 
produces consistent and valid judgements of VET student competency and 
meets the requirements of this instrument. 
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Assessor A person who determines a VET student’s competency for, or on behalf of, an 
NVR registered training organisation. 

 
6. Roles and Responsibilities 
ROLES RESPONSIBILITIES 

Product and Compliance 
Coordinator  

Upon a student’s written request, review applications for special 
consideration not granted by a trainer. 
 
Ensure that students have access to facilities and equipment for 
assessment that meet the requirements specified in the relevant 
training package. 
 
Ensure all trainers (trainers and assessors) hold the required 
vocational and training and assessment competency and currency; 
relevant Training Package or Accredited Curriculum qualifications; 
and any required registrations or occupational licenses or 
certifications. 
 
Establish a compliant network drive structure within the program 
area for the storage and version management of all assessment 
documentation. 
 
Assess and respond to applications for special consideration, and 
request extension to end dates if required. 
 
Assess and respond to requests for submission of assessable work 
after the due date, and request amendments to results if required. 
 
Assign assessors to undertake re-assessments of student work 
within required timelines. 
Ensure all trainers are inducted into this procedure and the course 
and assessment documentation requirements of Baseline Training. 
 
Ensure that students are provided with information about Skills 
Recognition assessment options prior to course commencement. 
 
Provide advice and guidance on assessment to trainers, as needed. 
 
Upon student written request, review applications for short 
extensions not granted by trainers. 

Trainer Design assessment tools and conduct assessment activities 
according to the requirements within this procedure and the 
Standards for Registered Training Organisations (RTOs) 2025. 
 
Arrange and/or participate in validation of assessment tools prior to 
use and moderation of assessment outcomes. 
 
Provide students with information about all assessment 
requirements at the commencement of each unit. 
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Provide assessment information to other relevant parties where 
applicable (e.g., workplace supervisors) 
 
Document reasonable adjustment arrangements in the relevant Unit 
Assessment Record Book. 
 
Confirm student identification where required. 
 
Provide access to the required tools and equipment for assessment. 
 
Conduct assessment in accordance with the documented tools and 
process. 
 
Conduct assessments within the timeframe specified in the relevant 
assessment documentation (training plans). In exceptional 
circumstances where this cannot be achieved advise relevant 
Program and Compliance Coordinator.  
 
Finalise marking and return assessments to the relevant student 
services prior to contract end dates, where applicable. 
 
Mark assessments according to the requirements documented in 
the relevant Assessor Guide. Mark assessments onsite wherever 
possible. Where assessments are marked offsite, keep all 
documentation secure and return it to the relevant department as 
soon as practicable. 
 
Document assessment and re-assessment outcomes using Baseline 
Training Quality templates.  
 
Communicate task and unit outcomes to students and obtain their 
acknowledgement of this.  
 
Communicate in writing with students about consequences for non-
attendance at scheduled assessment activities. 
 
Assess and respond to applications for short extensions, and 
request extension to end dates if required. 
 
Conduct assessment reviews as directed by the relevant Program 
and Compliance Coordinator. 
 
Store all assessment materials on the teaching department network 
drive (aXcelerate). 

Student Service Staff Prior to issuing AQF certification documentation, student services 
staff are to check that all assessment tasks have been completed 
and that the student has met the requirements of the training 
product (in terms of all required units of competency having been 
awarded within the SMS). 
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Student Service Staff are to receive the Academic checklist signed 
by the Program and Compliance Coordinator prior to issuing 
certification documentation. 

 
7. Assessment System 
Assessment for a unit of competency must cover all aspects of the relevant unit/s, including: 

• For training package units developed under the Standards for Training Packages, 2012 onwards 
and ASQA accredited curriculum, elements and performance criteria, performance evidence, 
foundation skills, knowledge evidence and assessment conditions and any range of condition 
items. 

• For training package units developed under the Training Package Development Handbook and 
Queensland accredited curriculum, the elements and performance criteria, required skills and 
knowledge, critical aspects for assessment and address any mandatory items in the range 
statement as appropriate. 

• To ensure this requirement is met, the appropriate Unit Assessment Map must be used. When 
complete, this document will align each unit requirement with one or more assessment tasks 
that have been developed for the unit/s. Use of this document is essential to ensure that all 
unit requirements are being assessed. 

 
Each assessment tool contains several components, including: 

a) The assessment task: a set of questions or requirements that the student must fulfill. 
b) Instructions for students: clear information about what is expected from the student, including 

administrative aspects of the assessment. 
c) Assessment criteria: “plain English" statements that reflect the requirements of the unit that 

are being assessed in the task (i.e., each statement addresses one or more of the unit 
requirements that are being assessed in this task, as identified from the Unit Assessment Map); 

d) Instructions for assessors: information for assessors on how to conduct the assessment. 
e) Answer/response guide or evidence guide: for each part of the assessment task (i.e., question, 

part of a practical task etc.) a clear description of what constitutes a satisfactory response that 
demonstrates the skills and knowledge requirements being assessed. 

f) Provision for assessment feedback: students must receive timely feedback on assessments 
completed. If any of the assessment criteria have not been demonstrated, the student must be 
given advice on further assessment options. 

g) Provision for student comment: students must be given the opportunity to comment on the 
assessment process or outcome and the opportunity to request a review of their assessment. 

h) Assessment records: comprehensive records of assessment outcomes must be kept and 
retained. 

 
In Baseline Training’s assessment system, the following mandated documents for each unit 
combine to address all the above requirements. 

Unit Guide 
In cases where the full assessment task cannot be included (for example, if the task is a test) then 
a full description of the task must be provided.
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Assessor Guide 
This document provides supplementary information for assessors, including components d and e 
above. In particular: 
• Timing of assessment; 
• Resources required for assessment; 
• Guidance on appropriate reasonable adjustments; and 
• Guidance on levels of assistance permissible to give learners. 

 
Unit Assessment Record Book 
This is required for all courses. For each assessment task, this document includes the same list of 
assessment criteria as those provided to the student in the unit guide, together with the opportunity 
for the assessor to indicate whether the student has demonstrated the required knowledge and skills 
for each. In addition, it includes the summary of unit outcomes required for resulting purposes. 
 
Assessment tools must be reviewed prior to use. In this process, an appropriately qualified assessor 
(not the one who developed the tools) must validate the tool to confirm it can be implemented in a 
way that is consistent with the Principles of Assessment and Rules of Evidence. Any required changes 
arising from this review must be implemented prior to the assessment tool being used by students.  
See the Validation and Moderation Policy and Procedure. 
 
After each assessment tool has been implemented, the assessor should record in the space provided 
in the Assessor Guide any issues, suggestions for improvement or feedback received from students 
or other assessors. This information is then provided to the next teacher/s undertaking the unit so 
the assessment tools and process can be improved prior to their next use. 
 
8. Requirements for Assessment 
The Program and Compliance Coordinator, and Trainers ensure that students have access to the 
facilities and equipment for assessment as specified in the relevant training package. 
 
The Program and Compliance Coordinator must ensure that all trainers conducting assessment have 
the required vocational and training and assessment competency and currency, as required by the 
Standards for Registered Training Organisations (RTOs, and relevant Training Package or Accredited 
Curriculum requirements. 
 
The Program and Compliance Coordinator must ensure that all new trainers are fully inducted into 
Baseline Training's assessment procedure, system, and documentation requirements. 
 
Wherever possible, assessment strategies should be developed in consultation with industry and 
other relevant stakeholders. Records of any such consultation must be retained within the program 
area. 
 
Prior to enrolment, students must be informed about assessment options including Recognition of 
Prior Learning (RPL), and Credit Transfer (CT). Where a student decides to pursue these options, 
applications must be processed in accordance with the RPL and Credit Transfer Policy and 
Procedure. 
 
Prior to or at the commencement of each new unit, students must be provided with information about 
assessment requirements for the unit, including: 
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• Dates. 
• Venues. 
• The nature and duration of the assessment. 
• What they must use (e.g., protective clothing), and what they must not use (e.g., mobile phones) 

during the assessment. Be clear on who is supplying what, which tools are and are not allowed 
(e.g., calculators). 

• The provision for support and/or reasonable adjustments to assessment to meet their individual 
needs in areas such as disability, language, literacy, or numeracy. 

• Processes for seeking extensions to assessment deadlines. 
• Processes for reviewing assessment decisions and their further avenues of appeal. 

 
If the assessment is to take place in the workplace, any other relevant parties (e.g., employer or 
supervisor) must be given all relevant information about assessment events in a timely manner. 
 
Before conducting any assessment activity, it must be ensured that the student is the correct person.  
An identification check may be required. ID is checked at enrolment so if a teacher has been working 
regularly with the student, then no formal identification processes are required. However, in other 
delivery modes such as fully online, a process of identification for the purpose of authenticating the 
student's work will be necessary. 
 
Other strategies to authenticate the work of students when completed outside normal classes 
include: 

• Use of an approved Baseline Training Assessment Cover Sheet where the student declares that 
the work is their own. This is to be attached to printed work prior to submission or uploaded 
electronically with assessments. 

• Checking written components of students' work through dedicated software that identifies 
possible plagiarism. 

• Contacting the student directly during the assessment period or after the assessment 
submission and using targeted questioning to ascertain the authenticity of the work. Document 
such conversations and attach to the assessment record or uploaded as additional evidence in 
aXcelerate notes. 

 
The assessor must ensure that students are ready for assessment (i.e. have been given sufficient 
time, opportunity and training to acquire, develop and practice the relevant skills and/or knowledge 
on which they will be assessed), have easy access to any tools or equipment necessary to complete 
the assessment. They must also ensure that, as far as possible, the environment in which the 
assessment is being conducted is free from unnecessary noise or distraction. 
 
Assessment must be conducted using the approved tools and within the timelines detailed in the 
assessment documentation; exceptions would be based on documented arrangements for 
reasonable adjustment or extension / special consideration. Assessments should be marked 
according to the relevant Assessor Guide. 
 
If students do not demonstrate the required knowledge and skills in their first attempt, assessors 
must provide students with two more opportunities for re-assessment within 15 working days of the 
initial judgement.  Assessors are responsible for communicating this information in writing to the 
student and for providing feedback and opportunities for learning prior to re-assessment. 
 
Current unit of competency assessment tools must be kept on the CB network drive. Assessors must 
store electronic copies of all final version assessment documentation on the program area network 



 

POLICY 
RTO No: 110029 

 

V9.1.01 VET Assessment Policy & Procedure_2024_V1.2   14 | P a g e  
 

drive for a period of 7 years after final delivery. 
 
Trainers and assessors must ensure that assessment resources are version managed through the 
updating of the right-hand side of the footer and in the file names used. 
 
Where possible, assessments should be marked on site. Where assessments are marked off-site, 
they must be kept in a secure location and returned to the relevant teaching department as soon as 
practicable. 
 
Completed assessments must be retained by the teaching department. Each student’s completed 
assessments must be attached to the relevant Unit Assessment Records and stored within 
aXcelerate. Where assessment is of a practical nature and the product cannot be retained, the 
following strategies should be used: 

• A completed observation checklist, clearly stating what was seen and how the student’s work 
demonstrated the knowledge and skills requirements being assessed. The checklist must 
include the relevant course and unit codes, the name of the student and be signed and dated 
by all relevant parties. 

• Digital evidence as support for the checklist. Where possible, include the requirement that the 
student should take photographs at key stages of their work and provide these electronically, 
preferably through uploading them to the learning management system. 

 
9. Reasonable Adjustment 
Trainers and assessors must take account of any additional needs that a student has when 
determining the assessment approach and schedule. They must provide as much flexibility as 
possible within the constraints of the delivery framework (i.e., class schedules, enrolment periods 
etc.) and adjust assessment tools/methods/timing/location etc. as appropriate while at the same 
time ensuring that the integrity of the assessment against unit requirements is not compromised. That 
is, notwithstanding any additional needs of the student, evidence must still be gathered to support 
competency against all unit requirements. 
 
Reasonable adjustments made to support a particular student's assessment must be fully 
documented in the Unit Assessment Record Book or uploaded as additional evidence. Where a 
student’s request for a reasonable adjustment is not appropriate or possible, the reason(s) for 
refusal must be documented and communicated to the student as soon as reasonably practicable. 
 
10. Providing Information to students on the outcomes of Assessment 
Students must be informed of the outcomes of assessment tasks within 10 days of the 
completion of the task. This includes information on whether the student has demonstrated the 
required skills and knowledge for the task, as well as a graded outcome where applicable. 
 
Students must acknowledge the outcomes of each assessment task. This is done by the student 
signing in the appropriate space after each task in the Assessment Record Book. 
 
The overall outcomes for the unit/s must be recorded in the Assessment Record Book. Where a 
student is no longer attending an email should be sent to the student’s email address informing 
them of the unit/s outcome. This email should be attached to the final page of the Assessment 
Record Book or stored in aXcelerate. 
 
11. Assessment Extensions 
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Students can request short extensions of time (maximum 10 working days) for the submission of 
assessable work. Where the short extension request relates to a practical task and the delivery is in 
block mode, the maximum extension period is to the next attendance block. 
 
Short extensions are available for situations including unavoidable employment, family, cultural, or 
religious commitment known in advance, or other unexpected circumstances outside the student's 
control.  
Applications should be submitted at least one day in advance of the assessment due date. 
 
Special Consideration applies to situations where a student requires an extension beyond 10 working 
days. Applications for special consideration must be made within three working days of the 
assessment due date. Grounds for special consideration include: 

• Giving or having just given birth. 
• Psychological issues. 
• Illness or surgery. 
• Death of a close family member. 
• Crises and traumatic incidents such as family violence, victim of crime, loss of employment or 

accommodation or 
• Attendance for jury duty. 

 
Applications for both short extensions and Special Consideration should be made on the Student 
Request for Extension Form and submitted with supporting evidence attached.  
 
Trainers must review short extension requests and the Program and Compliance Coordinator must 
review special consideration requests. The student should be notified in writing as early as possible 
of either: 

• The decision to grant the extension/special consideration and any subsequent amendment to 
the assessment     date; or 

• The decision not to grant the extension/special consideration. 
 
The completed VET Student Request for Extension form should be stored in the student file with the 
relevant Assessment Record Book. 
 
Evidence provided to support an application for special consideration should be stored in the student 
file and must not be shared with anyone who does not have a decision-making role in relation to the 
application. 
 
There may be times when granting an extension to assessment submission dates requires the 
extension of the unit end date. Program and Compliance Coordinator must request applicable 
extensions to unit end dates. 
 
Where a student is dissatisfied with the outcome of an application for a short extension, the student 
can request a review by the Program and Compliance Coordinator. Requests for review must be 
made in writing. 
 
12. Re-Assessment 
When a student does not demonstrate the required skills and knowledge for a particular assessment 
criterion, they must be offered the opportunity for re-assessment and learning support to address 
any skills/knowledge gaps. Clear information on re-assessment requirements and options must be 

http://policy.vu.edu.au/download.php?id=600&version=1&associated
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provided in feedback to the student. 
 
Re-assessment should occur as soon as practicable, but should not occur before the student has 
undertaken any remedial training/instruction/learning that is necessary. Wherever possible this 
should be prior to the end date of the unit. In circumstances where this is not possible, an extension 
to unit end date must be requested. The following must be noted: 
• Re-assessment does not necessarily require the student to re-do the entire assessment task, 

though in some cases this may be necessary. Trainers are only required to reassess specific 
assessment criteria that have not been satisfactorily demonstrated. 

• Re-assessment methods may differ from the assessment method used in the original task. For 
example, if a student did not demonstrate appropriate knowledge for a particular criterion in a 
written task, trainers may follow up with an interview or a second written task focusing only on 
the areas that need to be addressed. 

• Re-assessment must be fully documented (including provision of detailed instructions for the 
student and assessor, answer guides etc). 

• Outcomes of re-assessment are to be recorded in the Unit Assessment Record Book, including 
relevant dates. Where the assessment task outcome needs to be amended, a note to this effect, 
together with student signature, assessor signature and date must be included. 

• Evidence of re-assessment must be attached to the Unit Assessment Record Book. 
 
13. Student non-participation in scheduled assessment 
If a student fails to attend a scheduled assessment activity (or submit work on the scheduled date) 
without valid reason, this is considered as their "first attempt". They must be provided with two more 
opportunities to demonstrate satisfactory performance. 
 
If the student does not attend their second and/or third scheduled opportunity for the assessment 
activity (or submit work on the new scheduled date) without valid reason, this will be considered as 
their final attempt. 
 
Trainers must communicate clearly in writing with students about consequences for non-attendance 
at scheduled assessment activities. Three non-attendances or three non-submissions of 
assessment may result in withdrawal from the unit. 
 
14. Student submitting assessable work after the due date 
It is at the discretion of the Program and Compliance Coordinator whether to accept student work 
submitted after the required date without a formal extension under medical, mental health or 
compassionate grounds, such as: 

• Giving or having just given birth. 
• Psychological issues. 
• Illness or surgery. 
• Death of a close family member. 
• Crises and traumatic incidents such as family violence, victim of crime, loss of employment or 

accommodation or 
• Attendance for jury duty. 

 
Evidence provided to support a request to submit an assessment after the due date should be stored 
in the student file and should not be shared with anyone who does not have a decision-making role 
in relation to the request. 
 



 

POLICY 
RTO No: 110029 

 

V9.1.01 VET Assessment Policy & Procedure_2024_V1.2   17 | P a g e  
 

Assessing student work after the results have already been entered may involve amending the result 
already entered. A unit result amendment form must be used for this purpose. 
Amended assessment outcomes must be recorded in the relevant Unit Assessment Record Book or 
in aXcelerate, along with the work itself. Students must be given the opportunity to sign off the final 
assessment and unit outcomes. 
 
Where a student submits work after the end of the calendar year for a unit where the end date was 
in the previous calendar year without valid reason or a formal, documented extension, the student 
must re-enrol in the unit, and pay appropriate fees to have their work assessed. In this circumstance, 
the student is only being assessed (i.e., no additional training) so the RPL process should be utilised. 
 
Where a student submits work after the results have been finalised and published (i.e., AQF 
certification documentation has been issued to the student) without valid reason or a formal, 
documented extension, the student must re-enrol in the unit, and pay appropriate fees to have their 
work assessed. In this circumstance, the student is only being assessed (i.e., no additional training) 
so the RPL process should be utilised. 
 
15. Assessment Review 
After any assessment activity or at the end of the unit, the student may request a review of the 
outcome/s of their assessment/s. This must be done in writing by including this request in the 
student comment space of relevant assessment task in the Unit Assessment Record Book. 
 
Where a student requests such a review, the Program and Compliance Coordinator must assign a 
different, qualified assessor who was not involved in the delivery or assessment of this student for 
the relevant unit/s. This second assessor must review the assessment completed by the student and 
the assessment judgements of the original assessor. The second assessor must refer to the relevant 
Assessor Guide when reviewing the assessment outcome. If necessary, the second assessor can 
request that the student demonstrate their skills and knowledge by repeating a practical 
assessment. The second assessor's review must be fully documented and presented to the Program 
and Compliance Coordinator when complete. 
 
Where the second assessor supports the assessment judgements of the original assessor, the 
student must be informed in writing that the original outcomes will stand. They must also be advised 
of their right to appeal the decision within five business days as outlined in the Complaints Handling 
and Appeals Policy and Procedure. 
 
Where the second assessor does not support the assessment judgements of the original assessor, 
the Program and Compliance Coordinator shall review the judgements of both assessors either in 
person (if the Program and Compliance Coordinator holds the relevant vocational and training and 
assessment competency and currency), or by engaging a third, independent assessor who does hold 
the necessary vocational and training and assessment competency and currency.  
 
After consideration of the views of the three separate assessments, the Program and Compliance 
Coordinator will determine the appropriate outcome of the review: 

• Where the original assessor's judgements are upheld, the student must be informed in writing 
and advised of their right to appeal within five business days of receipt of the decision. 

• Where different assessment judgements are recommended, the student must be informed in 
writing of the change in outcome and the updated results processed as soon as possible. If 
necessary, the Student Complaints Handling and Appeals Procedure should also be provided 
to the student. The Assessor Guide should be reviewed to ensure that clear guidance is provided 

https://policy.vu.edu.au/document/view.php?id=205
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to support assessors in making assessment judgements. 
 
 
The assessment review must be completed within 15 working days of the initial request. 
 
A student who wishes to appeal an assessment review decision can only do so on one the following 
grounds: 

• a procedural irregularity. 
• evidence of bias on the part of the reviewers. 
• the assessment was not within the requirements of the Training Package or VET accredited 

course. 
 
Appeals should be lodged in writing identifying the grounds for the appeal and should be submitted 
to the Program and Compliance Coordinator within five business days. 
 
In accordance with Standard 2.8 of the Outcome Standards for Registered Training Organisations 
(RTOs) Legislative Instrument 2025, the Program and Compliance Coordinator will convene a panel 
of two suitably qualified Baseline Training staff to consider the grounds of the appeal. If the appeal 
is dismissed, no further action can be taken within the RTO regarding this matter. Students may seek 
an external review of the appeal decision from an independent external body, standard 6.3(e). If the 
appeal is upheld the CEO will be contacted to arrange a result amendment or other rectification as 
soon as possible. Students must be advised in writing of the outcome. 
 
All documentation related to the assessment review is to be stored with the relevant student's Unit 
Assessment Record Book. 
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