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1. Policy Statement 

Antrick Education Pty Ltd trading as Antrick Health Academy (the RTO) is committed to assessment that is fair, 
flexible, valid and reliable; produces evidence that is valid, sufficient, authentic and current; and results in 
defensible, evidence-based competency judgements that are consistent with the requirements of each training 
product. 

 

Assessment must be fit-for-purpose, appropriately contextualised, supported by suitable tools and 
instructions, undertaken by appropriately skilled and credentialed persons, and quality assured through review, 
validation, monitoring and continuous improvement. Assessment decisions must preserve the integrity of 
nationally recognised training, the credibility of AQF certification documentation and public confidence in the 
RTO. 

 

This policy establishes the RTO’s overarching assessment rules and governance settings. Detailed operational 
work instructions, templates and forms may be contained in supporting procedures, assessment tool 
standards, validation schedules and student-facing guidance.  

 

2. Purpose 

• set the principles and rules governing assessment design, conduct, judgement, recording and review; 
• ensure assessment is consistent with training product requirements and current regulatory expectations; 
• embed the principles of assessment and rules of evidence across all assessment activities; 
• require appropriate reasonable adjustment, learner support, assessment integrity and identity verification 

controls; 
• support valid assessor judgement, consistency of outcomes, and defensible decision-making; 
• support quality assurance through pre-use review, validation, monitoring, appeals and continuous 

improvement. 

 

3. Scope 

This policy applies to all assessment conducted by or on behalf of the RTO for nationally recognised training, 
accredited courses, skill sets, units of competency, workplace assessment, practical assessment, online 
assessment, simulation, challenge testing, recognition of prior learning where applicable, reassessment and 
any assessment evidence relied on for issuance of AQF certification documentation. 

 

4. Legislative and Regulatory Context 

ASQA’s Assessment Practice Guide states that the assessment system must be fit-for-purpose and consistent 
with the training product; assessment tools should be reviewed before use; assessment must be conducted 



 
 

   

 

according to the principles of assessment; assessors must make justified judgements based on the rules of 
evidence; and assessment practices and judgements must be quality assured through regular validation by 
appropriately skilled and credentialed persons. 

ASQA’s Training Support Practice Guide states that students must have access to support and that reasonable 
adjustments should be made where appropriate for students with disability, while preserving the integrity of the 
training product. The Integrity of Nationally Recognised Training Practice Guide also requires systems that 
prevent certification from being issued before competency is demonstrated, require identity verification and 
USI controls, restrict issuance to authorised staff and prohibit third parties from issuing AQF certification on the 
RTO’s behalf. 

 

AQF guidance on certification confirms that statements of attainment and qualifications must meet the 
applicable sector standards and AQF issuance requirements. This policy should therefore be read together with 
the RTO’s certification issuance controls, student records controls and any course-specific licensing or 
regulator requirements.  

 

5. Definitions 

• Assessment system means the integrated arrangements for assessment design, conduct, evidence 
collection, judgement, recording, review, validation and quality assurance. 

• Assessment tool means the set of instruments, instructions, benchmarks, observation criteria, mapping 
and recording mechanisms used to gather and judge evidence. 

• Principles of assessment means fairness, flexibility, validity and reliability. 
• Rules of evidence means validity, sufficiency, authenticity and currency. 
• Reasonable adjustment means a change made to enable a learner with disability to participate in 

assessment on an equal basis without compromising the integrity of the outcome. 
• Validation means a quality review process that confirms assessment tools, practices and judgements 

produce valid, sufficient, authentic and current evidence and support consistent decisions. 
• Moderation means activities used to improve consistency of assessor judgement before, during or after 

assessment. 
• Assessment integrity means controls that protect the authenticity of student work, the identity of the person 

assessed, the security of evidence and the legitimacy of certification outcomes. 

 

6. Assessment Principles 

• Assessment must be consistent with the requirements of the training product and any mandated 
workplace, practical or licensing outcomes. 

• Assessment must be designed and contextualised for the learner cohort, mode of delivery and industry 
context without reducing required standards. 



 
 

   

 

• Assessment methods must enable students to demonstrate practical application as well as required 
knowledge. 

• Assessment decisions must be made by appropriately skilled and credentialed persons who can justify 
their judgement. 

• Assessment evidence and records must be sufficient to support auditability, appeals and certification 
decisions. 

• Assessment quality must be monitored and improved using review findings, validation, complaints, 
feedback and outcome data. 

 

7. Principles of Assessment 

• Fairness: assessment must accommodate the learner’s needs, include clear instructions, provide 
information about the process, allow appropriate reasonable adjustment, and enable reassessment where 
required by policy. 

• Flexibility: assessment should reflect the context, training product and learner, and may use different 
methods or evidence sources provided the required outcomes are still demonstrated. 

• Validity: assessment must assess what it claims to assess and include practical application components 
where required by the training product. 

• Reliability: assessment evidence must be interpreted consistently, and assessment outcomes should be 
comparable across assessors, locations and cohorts. 

 

8. Rules of Evidence 

• Validity: the evidence gathered must directly address the assessment requirements and demonstrate the 
required skills and knowledge. 

• Sufficiency: the quality, quantity and relevance of evidence must allow an informed and defensible 
judgement. 

• Authenticity: the assessor must be satisfied that the evidence is the learner’s own work and that the learner 
performed the tasks claimed. 

• Currency: the evidence must demonstrate the learner’s current competence, knowledge and capacity to 
perform to the required standard. 

 

9. Assessment Design and Pre-Use Review 

Assessment tools must be developed, purchased or adapted using documented standards and reviewed before 
use. The review must check alignment to the training product, mapping, benchmark answers or decision rules, 
observation requirements, resource lists, reasonable adjustment considerations, instructions for students and 
assessors, plagiarism / AI misuse controls, and recording requirements. Generic or purchased tools must be 
contextualised and quality checked before implementation. 



 
 

   

 

Where assessment is clustered, integrated or conducted in workplace or simulation settings, the RTO must 
document the rationale and ensure the design still allows clear evidence against all requirements.  

 

 

 

10. Assessment Conduct 

Assessors must explain the assessment process, timing, expectations, evidence requirements, academic 
integrity expectations, reassessment rules and appeal options to students. Assessment must be conducted in 
a controlled, safe and suitable environment, using the approved tool and version. Changes to the approved 
assessment approach may only occur where permitted by policy and where the integrity of the assessment is 
maintained. 

• Students must be given clear instructions and sufficient opportunity to understand the task requirements. 
• Assessment environments must be suitable, safe, accessible and appropriate to the task. 
• Where workplace assessment is used, supervisors, hosts or third parties must understand their role and the 

boundaries of assessor judgement. 
• Assessment records must be completed contemporaneously and retained in accordance with records 

requirements. 

 

11. Reasonable Adjustment and Learner Support in Assessment 

The RTO must support students to disclose disability or other support needs and must consider reasonable 
adjustment in assessment where appropriate. Adjustments may include additional time, alternative formats, 
assistive technology, adapted scheduling, oral rather than written responses where appropriate, reader / scribe 
support or other equivalent arrangements, provided the integrity of the competency outcome is not 
compromised. 

Where an adjustment is not appropriate or would compromise the requirements of the training product, the 
reasons must be documented and communicated promptly to the student. Support arrangements and 
adjustment decisions must be recorded.  

 

12. Assessor Judgement and Decision-Making 

Assessors must make individual judgement decisions based on the full body of evidence gathered and the 
assessment requirements. Judgements must not be based on assumptions, irrelevant factors, convenience, 
student pressure or incomplete evidence. The assessor must be able to explain how the evidence satisfied the 
requirements and how any borderline issues were resolved. 

• Assessment decisions must distinguish between competence, not-yet-competent outcomes and any 
staged evidence completion allowed by the tool. 

• Judgements must be documented clearly enough to support review, moderation, appeals and validation. 



 
 

   

 

• Where multiple assessors contribute to one outcome, responsibilities for evidence review and final 
judgement must be clear. 

• Where the assessor also delivered the training, independence safeguards such as moderation, observation, 
peer review or validation scheduling should be used as required by risk. 

 

 

 

13. Assessment Integrity and Academic Integrity Controls 

The RTO must implement controls to preserve the authenticity of student work and the integrity of outcomes. 
This includes identity verification, secure assessment administration, supervision where needed, plagiarism 
detection, misuse-of-AI controls, declaration statements, version control, evidence retention, and escalation of 
suspected cheating, collusion, impersonation, contract cheating or fabricated workplace evidence. 

• The RTO must verify that the enrolled student is the person who completes the assessment, especially for 
online, remote or third-party supported assessment. 

• Only authorised staff may access controlled assessment materials and results systems. 
• Assessment evidence must be stored securely and protected from unauthorised alteration, loss or 

disclosure. 
• Third parties must not issue AQF certification documentation on behalf of the RTO and must not override 

assessor judgement or records controls. 
• Suspected integrity breaches must be investigated and managed under the RTO’s misconduct and appeals 

framework.  
 

14. Reassessment, Resubmission and Extensions 

The RTO may allow reassessment, supplementary evidence, resubmission or extension arrangements in a 
structured and transparent way that is communicated to students. Any such arrangement must remain 
consistent with the principles of assessment and must not amount to lowering the benchmark or coaching to 
the point that the integrity of the judgement is compromised. 

• The number of reassessment opportunities and any fees or conditions must be clearly documented and 
communicated in advance 

• Extensions should be approved on documented grounds and recorded consistently. 
• Where repeated reassessment indicates systemic issues, the matter should be reviewed for learner 

support, training quality or assessment tool quality concerns. 

 

15. Validation, Moderation and Quality Assurance 

Assessment practices and judgements must be quality assured through regular validation and, where 
appropriate, moderation. Every training product on scope must be validated at least once within the required 



 
 

   

 

cycle, with increased frequency for higher-risk products, changed products, complaints, poor outcomes or 
integrity concerns. Validators must collectively hold the required vocational competence, current industry 
knowledge and validation credentials, and independence requirements must be met where specified. 

Moderation activities may be used before, during or after assessment to improve consistency of judgement, 
especially where multiple assessors, multiple sites, online delivery, offshore delivery or workplace evidence are 
involved. Validation and moderation outcomes must be recorded and acted on.  

 

 

 

16. Recording, Records and Certification Readiness 

Assessment evidence, outcomes, feedback, observation records, mapping records, adjustment decisions, 
reassessment records and validation-related records must be retained in controlled systems. The RTO must 
not issue AQF certification documentation until all required assessment is finalised, the student has been 
judged competent in the full training product requirements, and any required student identifier checks and 
issuance controls have been completed. 

• Results entry must follow authorisation and verification controls. 
• Certification templates must be quality controlled and issued only by authorised staff. 
• USI or student identifier verification requirements must be completed before issuance, unless a lawful 

exemption applies. 
• Assessment records must be retrievable for complaint handling, audit, replacement certification requests 

and regulatory review. 

17. Third-Party and Offshore Assessment Controls 

Where assessment is conducted by or with a third party, the RTO remains responsible for compliance and 
outcome integrity. Written agreements, role clarity, credential verification, monitoring, evidence review, result 
approval and records access must be in place. Third-party arrangements must not prevent the RTO from 
monitoring quality or accessing assessment evidence and records promptly. 

 

18. Student Feedback, Complaints and Appeals 

Students must be informed of how to raise concerns or appeal an assessment decision. Assessment appeals 
must be handled fairly, promptly and by a person or panel with suitable authority and independence from the 
original decision where appropriate. Complaint, appeal and feedback trends must be analysed for continuous 
improvement. 

 

19. Roles and Responsibilities 

• Board / CEO / Academic Governance Forum: oversee assessment integrity and quality at a governance 
level. 



 
 

   

 

• Academic Manager / Head of Training: approve assessment frameworks, monitor quality risks and ensure 
fit-for-purpose implementation. 

• Compliance Manager: monitor standards alignment, records, validation cycles, certification controls and 
regulatory changes. 

• Assessors: conduct assessment using approved tools, make justified judgements, maintain records and 
identify integrity or support issues. 

• Trainers: prepare students appropriately, clarify evidence expectations and escalate support or integrity 
concerns. 

• Administration / Student Records Staff: maintain controlled records and issue certification only under 
authorised procedures. 

• Validation Participants / Independent Reviewers: conduct quality review and provide documented findings 
for improvement. 

• Students: complete their own work honestly, comply with instructions and raise support needs or concerns 
promptly. 

 

20. Non-Compliance and Escalation 

Use of unapproved tools, unsupported or undocumented judgement decisions, inadequate evidence, failure to 
consider reasonable adjustment appropriately, failure to verify identity, compromised assessment security, 
premature certification issuance, or failure to act on validation findings may constitute a serious quality and 
compliance breach. The RTO may suspend assessment activity, quarantine results, withhold certification, 
retrain or remove staff, require re-assessment, notify regulators where required and take disciplinary or 
contractual action where lawful. 

 

 

21. Procedure 

21.1 Assessment Planning and Approval 
Develop or review the assessment tool using current training product requirements and approved design 

standards. 
Complete pre-use review, mapping and contextualisation checks. 
Confirm assessor capability, assessment environment and resource readiness before use. 
Approve the assessment tool and version through the designated governance process.  

21.2 Assessment Delivery and Judgement 
Inform the student of the assessment requirements, integrity expectations, support options and appeal rights. 
Conduct the assessment using the approved tool and make any approved reasonable adjustments. 
Collect and review evidence against the benchmark and assessment requirements. 
Record the decision, feedback and any follow-up actions in the approved system. 

21.3 Post-Assessment Quality Assurance 
Retain the assessment evidence and records in the controlled recordkeeping system. 



 
 

   

 

Refer assessment samples, outcomes or identified risks into moderation or validation as scheduled or triggered. 
Investigate complaints, appeals, integrity incidents or anomalies and implement improvements as required. 
Only release results and progress certification after required checks are completed. 

  

Supporting Forms and Registers    

Form / Register    

Assessment Tool Pre-Use Review Checklist 

Assessment validation Checklist:  

Assessor Judgement and Integrity Registry 

Approval and Endorsement    

Name    Position    Signature    Date    

    

Dimity Leech    CEO    

    

    01/3/2026     

Tony Yeung    COO/Compliance     

    

   01/03/2026    

   

 
Printed copies are uncontrolled unless verified against the current controlled version. This document is company confidential and may only be used, 
disclosed or reproduced with authorisation except where required by law. Before issue, the RTO should complete all highlighted placeholders and ensure 
alignment with its validation procedure, misconduct framework, certification issuance controls, appeals procedure, student handbook and course-
specific assessment tools. 

 

Source basis used in drafting: ASQA Assessment Practice Guide; ASQA Training Support Practice Guide; ASQA Integrity of Nationally Recognised Training 
Practice Guide; and AQF guidance relating to certification for individuals and issuance expectations. 


