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PN 1.3;1.4;1.5 OO3 Assessment Policy and Procedure 
	Document Name and Number:
	Version and Date:
	Responsible Person:
	Purpose and Comments:

	PN 1.3;1.4;1.5 003 Assessment Policy and Procedure
	October 2025/V4.0
	CEO and/or nominee
	Ensure compliance with ASQA Outcome Standards for Registered Training Organisations (RTOs) 2025 



	Policy scope

	This policy and procedure apply to all assessment practices for all Trainers, Assessors and contractors engaged by WTS. Assessment practices involve:
· VET learners/candidates (potential or current)
· VET RTO employees
· training locations, including online training
· training products (courses) in the RTOs scope of registration as per www.training.gov.au.
This policy and procedure reflect the following legislations, regulations, standards, and/or guidelines:
· Standards for Registered Training Organisations (SRTOs) 2025
· Revisions to the Standards for Registered Training Organisations - Department of Employment and Workplace Relations, Australian Government
· National Vocational Education and Training Regulator Act 2011.
The Assessment Policy applies to all organisational trainers and assessors who conduct assessment for national qualifications, VET accredited courses, skill sets and units of competency.  
It also includes external personnel conducting assessments on the organisation’s behalf as part of partnership agreements.

	
	

	Policy statement
	All students are assessed according to the requirements of the VET Quality Framework, which includes the Australian Qualifications Framework, the Revised Standards for Registered Training Organisation (RTOs) 2025.
Standard 1.3: The assessment system is fit-for-purpose and consistent with the training product 
WTS demonstrates: 
a. the assessment is consistent with the requirements of the training product; 
b. b. assessment tools are reviewed prior to use to ensure assessment can be conducted in a way that is consistent with the principles of assessment and rules of evidence set out under Standard 1.4; and 
c. the outcomes of any such reviews inform any necessary changes to assessment tools
Standard 1.4: The assessment system ensures assessment is conducted in a way that is fair and appropriate and enables accurate assessment judgement of VET student competency.
WTS demonstrates
the assessment system facilitates assessment which must be conducted in accordance with the following principles: 
i. fairness – assessment accommodates the needs of the VET student, including implementing reasonable adjustments where appropriate and enabling reassessment where necessary 
ii. ii. 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;
iii. validity – assessment includes practical application components that enable the VET student to demonstrate the relevant skills and knowledge in a practical setting; and 
iv. reliability – assessment evidence is interpreted consistently by assessors and the outcomes of assessment are comparable irrespective of which assessor is conducting the assessment 
b. assessors make individual assessment judgements that are justified based on the following rules of evidence: 
i. 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; 
ii. 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; 
iii. authenticity – the assessor is assured that a VET student’s assessment evidence is the original and genuine work of that VET student; and 
v. currency – the assessment evidence presented to the assessor demonstrates the VET student’s current skills and knowledge.
Standard 1.5: The assessment system is quality assured by appropriately skilled and credentialled persons through a regular process of validating assessment practices and judgements
WTS through its practice demonstrates
a. validation of assessment practices and judgements ensure the assessment system produces assessment judgements that are consistent with the training product and comply with the requirements set out in this instrument; 
b. every training product on the organisation’s scope of registration is validated at least once every five years and on a more frequent basis where the organisation becomes aware of risks to training outcomes, any changes to the training product or any feedback from VET students, trainers, assessors, and industry; 
c. it utilises a risk-based approach – informed by any risks to training outcomes, any changes to the training product or any feedback from VET students, trainers, assessors, and industry – to determine: 
i. the components of the assessment system for a training product which are to be validated; and 
ii. the sample size of assessments that are to be validated in respect of a particular training product. 
d. in addition to the requirement in paragraph (b), the assessment system for an AQF qualification or skill set from the Training and Education Training Package that enables individuals to make assessment judgments (as specified in the Credential Policy) has been or will be validated: 
i. once the first cohort of VET students with the organisation have completed their training and assessment; and 
ii. by a person who is independent, not employed or subcontracted by the organisation to provide training and assessment, and has no other involvement or interest in the organisation’s operations. 
e. validation is undertaken by one or more people who collectively have: 
i. industry competencies, skills and knowledge relevant to the training product;
 ii. a practical understanding of current industry practices relevant to the training product; and 
iii. one of the credentials for validation specified in the Credential Policy. 
f. the outcome of an assessment validation is not solely determined by a person who has designed or delivered the training or assessment; and 
g. how outcomes of an assessment validation are used to inform changes to the assessment system.
This Organisation accepts AQF certification documentation issued by other RTOs in accordance with the Standards.

	

Legislative/statutory requirements

	· Standards for Registered Training Organisations (SRTOs) 2025
·  National Vocational Education and Training Regulator Act 2011.
· Australian Qualifications Framework (AQF)
· Privacy of Information legislation

	
	Responsible parties
Training Manager
It is the role and responsibility of the Training Manager to:
· Coordinate and oversee the processes outlined in this policy and procedure.
· Ensure assessment activities undertaken are accurately reflected in the relevant Training and Assessment Strategy (TAS).
· Ensure assessment activities are systematically monitored. 
· Ensure assessment activities are amended and improved to ensure quality assessment and compliance. 
· Ensure Assessors are available (where practicable) to undertake assessment activities as required.
Trainer & Assessors
It is the role and responsibility of the Trainers & Assessors to:
· Read and comply with the processes outlined in this policy and procedure. 
· Access the current Training and Assessment Strategy for each course. 
· Consult with stakeholders (employers, industry personnel) to identify any special workplace requirements and adjust to meet student/contextual needs.
· Ensure learners/candidates are aware of assessment resources, methods, and timeframes. 
· Facilitate assessment attempts for each student. 
· Facilitate reasonable adjustment when required. 
· Use recognition of prior Learning (RPL) assessment when appropriate. 
· Acknowledge and grant credit transfer when appropriate. 
· Mark and judge assessment items submitted by learners/candidates in a timely manner. 
· Ensure the requirements of the training product are met using appropriate, WTS approved assessment tools. 
· Ensure that all assessments conducted are valid, fair, reliable, and flexible. 
· Provide feedback to learners/candidates on their assessment items/activities. 
· Provide feedback on any changes that could be made to improve the program delivery and assessment outcomes. 
· Participate in activities, as needed, for internal pre assessment validation, industry engagement and post-validation assessment.
Trainer and Assessor Requirements 
All trainers and assessors should meet the requirements of the Trainer/Assessor Credential Policy Overview - Credential Policy and Compliance Requirements.docx and requirements of  
Standard 3.2: Training and assessment is delivered to VET students by credentialled people with current skills and knowledge in training and assessment.  And
Standard 3.3: Training and assessment is delivered by persons with current industry skills and knowledge relevant to the training product.
All trainers and assessors must have their qualifications verified by the RTO (on their Trainer and assessor profile) with a copy of the verified documents held on their personnel file. Please refer to the Trainer/Assessor Recruitment Checklist 
Trainers and assessors must have worked in industry for at least three years post qualification, where they have applied the skills and knowledge unless determined otherwise by the CEO or nominee.
All Trainers and Assessors must have completed a Trainer and Assessor Competency Profile via aXcelerate
No trainer and assessor is to be employed without all of the requirements and no one is to be employed to work under supervision.
Learners
It is the role and responsibility of the learner to:
· Read and comply with the processes outlined in this policy and procedure. 
· Be aware and consider all training and assessment requirements of a course so an informed decision can be made regarding enrolment. 
· Manage their individual study and assessment workload to ensure they can attend all training requirements and meet all relevant assessment requirements. 
· Submit assessment items on or before due dates. If a student is unable to submit an assessment item on or before the due date, they must make a written request for an extension to their Trainer/Assessor using an extension request form 
· Seek assessment feedback from Trainer/Assessor, workplace supervisor (practical placements) during their learning journey and upon completion of the assessment task
· Participate in Learner surveys conducted by WTS and provide feedback in relation to their learning journey at WTS AQF Learner Questionnaire 

Learner Rights
All candidates undertaking training and assessment with WTS 
must afforded the following rights:
· To be fully informed. 
· To have access to all required materials and resources to successfully participate. 
· To be given assessments activities that meet the Principles of Assessment and Rules of Evidence. 
· To have specialist support provided and reasonable adjustments made were identified and reasonable. 
· To be judged on their own performance. 
· To appeal an assessment decision. 
· To be given feedback for improvement.
Definitions
Assessor Is a person who assesses a student’s competence in accordance with Standards for Registered Training Organisations (SRTOs) 2025.
Assessment Activity Is an activity used to document knowledge, skills and abilities that have been acquired by a student, and as measured against the requirements of a unit of competency.
Assessment Feedback is an explanation as to why a student has received a satisfactory or unsatisfactory outcome for an assessment activity.
Assessment Procedure are instructions; to the assessor, and to the student on how to use the assessment instruments. These must give information on how assessment will be conducted, and how results will be interpreted and recorded.
Assessment Tool Is a set of assessment instruments. The instruments are typically in the form of documents, checklists, task instructions, judgement criteria etc. that make up the complete evidence requirements for a particular unit, or units, of competency.
Recognition of prior learning (RPL)
is a process that assesses competency—acquired through formal and informal learning—to determine if it meets the requirements of a Unit of Competency.

Training and Assessment Strategy (TAS)
Training and Assessment Strategies are formally developed in consultation with industry for each training product according to the workplace and the individual learner cohorts.
These Training and Assessment Strategies provide information to guide Trainers and Assessors and ensure that learners receive training and assessment that meet their needs as well as current industry requirements. The TAS is a roadmap for the course.
Sufficient details and specifications are provided so that anyone who reads it will know how the course is to be run. The link to the Checklist for the Components of TAS is here: FN006 Checklist for Components of Training and Assessment Strategies .docx
These strategies:
· Are developed in consultation with industry stakeholders and validated through internal and external review processes.
· Course implementation details are clearly documented and recorded.
· RPL and CT arrangements
· Reasonable adjustments 
· Identify the relevant learners and specify the resources (human and physical) that will meet the requirements of the relevant training package or accredited course. 
· Describe a delivery program (units, prerequisites, LLN requirements, scheduling etc.) that meets all requirements of the training package or accredited course. 
· Include assessment method and assessment tool details 
· Program Delivery Plan, Volume of Learning and Amount of training details to ensure the delivery meets the AQF requirements.
Foundation Skill Requirements and Reasonable
Adjustment
Where a student has a learning difficulty, disability, or other unique circumstance they may be eligible for reasonable adjustment. 
Learners/candidates must inform their Trainer and Assessor that they have a circumstance that may affect their ability to participate in the assessment activity prior to commencement of training and before the assessment due date.
Consideration of reasonable adjustment must be done by the Trainer and Assessor, prior to commencement of the unit, and/or assessment task. If the Trainer/Assessor is unsure of whether the reasonable adjustment should be granted, they are to seek advice from the Training Manager OR the Foundation Skills Specialist (see Organisational Chart).
Plagiarism
WTS is committed to quality training and assessment and will not tolerate plagiarism in any circumstances. Plagiarism is the act of using someone else’s work or ideas as if they were your own without giving proper credit to the source. 
Here is the link to Plagiarism Policy and procedure PN 1.4 010 Plagiarism Policy and Procedure.docx

Assessment Submission
It remains the student’s responsibility to ensure each assessment item/s are:
· Submitted by the due date unless an extension has been granted. 
· Submitted to the assessor using the nominated submission method such as, via the Learning Management System or a hard copy.
· Fully completed, legible and understandable. 
· Referenced, if required.
Please note, where assessments are not lodged on time, they will be deemed unsatisfactory and count as one (1) of the two (2) assessment submission attempts allowed.
Complaints and Appeals
All learners/candidates have the right to complain and/or appeal against an assessment outcome and have their complaint or appeal heard, recorded and addressed. Complaints and/or appeals regarding assessment items and/or outcomes are considered an academic matter.
The management of academic complaints and/or appeals are to be forwarded in writing to the Training Manager.
Procedure
Planning and Preparing Assessment
Step 1 – Determine assessment requirements
Step 2- Brief/inform the leaner about the assessment process
Step 3- Facilitate assessment activities 
Moderation (teaching teams)
Step 4- Seek feedback

	
Associated documents

	· Credit Transfer Policy and procedure PN1.7.003 V2.0
· PDP
· LLN/PTR Policy and procedure
· VOL and Amount of Training template
· Professional development Log
· Recognition Policy and Recognition Procedure
· Statement of Attainment Checklist Template
· Trainer and Assessor Competency Profile
· Training and Assessment Strategy Template
· FN003 Assessment Validation Template.docx 
· Data provision Policy and procedure
· Complaints Policy and Procedure

	Measure of policy effectiveness
	The effectiveness of this Policy will be determined by:
· Effective implementation of the Policy and related Procedures represented by zero discrepancies reported in cross-organisation checking of assessment practice and outcomes
· Outcomes from internal and external audits

	Induction
	Refer to organisational and induction processes to confirm specific induction requirements related to this Policy.

	Definitions/acronyms

	ASQA: The Australian Skills Quality Authority (ASQA) is the national regulator for Australia’s vocational education and training sector.
TGA: National Training Register (www.training.gov.au)
AQF: Australian Qualifications Framework
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