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1. Policy Statement 



 
 

 

Antrick Education Pty Ltd trading as Antrick Health Academy (the RTO) is committed to maintaining fit-for-
purpose assessment tools, robust validation processes and secure evidence-retention systems that support 
reliable assessment judgements, protect the integrity of nationally recognised training and enable auditability, 
reissue capability and continuous improvement. 

 

Assessment validation and evidence retention are linked controls. Validation requires access to the same 
evidence used by assessors, while evidence retention and document control ensure that assessment samples, 
certification records, templates and results remain complete, secure, retrievable and protected from 
unauthorised alteration. The RTO will therefore apply risk-based validation planning, controlled assessment 
tool management, secure storage, documented retention periods and clear responsibilities for handling 
evidence and certification-related records. 

 

This document establishes the organisation-wide framework for assessment validation tools and evidence 
retention. Detailed forms, registers, schedules, naming conventions, sampling methodologies and system 
workflows may be contained in supporting procedures and work instructions.  

 

2. Purpose 

• set the RTO’s requirements for review, validation and controlled management of assessment tools and 
associated evidence; 

• define evidence-retention periods, storage, security, retrieval and disposal controls for assessment and 
certification records; 

• support access by validators to the same evidence relied on by assessors when validating practices and 
judgements; 

• protect the integrity of certification templates, registers, results and document issuance processes; 
• support compliance with ASQA expectations on validation, authenticity, reliability, record retention and 

document control; 
• ensure validation and retention outcomes inform continuous improvement and audit readiness. 

 

3. Scope 

This policy applies to all assessment tools, mapping documents, benchmarks, observation instruments, model 
answers, validation samples, student assessment submissions, RPL evidence, moderation records, validation 
reports, results records, AQF certification registers, AQF certification documents, USI verification records, 
controlled templates and related records held by or on behalf of the RTO, including records generated by third-
party providers and offshore partners. 

 

 

 



 
 

 

4. Legislative and Regulatory Context 

ASQA’s Assessment Practice Guide states that every training product on scope must be validated at least once 
every five years, more frequently where risks or changes arise, and that a risk-based approach should be used 
to determine which components of the assessment system and which assessment samples are to be validated. 
It also states that validators must collectively hold relevant industry competencies, current industry 
understanding and credential requirements, and that validation outcomes must not be determined solely by a 
person who designed or delivered the training or assessment. 

 

The same guide indicates that assessment tools should be reviewed before use, including through industry 
consultation, moderation with current trainers and assessors, or trialling with representative learners. It also 
expects reliability controls such as clear evidence criteria and benchmarks, ongoing monitoring of assessor 
consistency, and authenticity controls including validation that evidence belongs to the student and that 
academic cheating or AI misuse risks are addressed. 

 

ASQA’s Integrity of Nationally Recognised Training Practice Guide requires RTOs to retain records of all AQF 
certification issued for 30 years, retain records of all student assessments for two years after completion of the 
training product, maintain a register of qualifications and statements of attainment, ensure students can 
access copies of retained certification records, and protect certification template integrity, USI verification 
processes and authorised issuance controls. The 2025 Standards for RTOs are the current standards context 
for this policy.  

 

5. Definitions 

• Assessment tool means the controlled set of instruments, instructions, mapping, benchmarks, observation 
documents, record sheets and supporting documents used to gather and judge assessment evidence. 

• Validation sample means the defined set of assessment tools, completed student evidence and related 
judgement records selected for validation review. 

• Evidence retention means the controlled storage, preservation, retrieval and disposal of assessment and 
certification-related records for required periods. 

• Controlled template means an approved version-controlled document used for AQF certification, 
statements of attainment, results records or other controlled records. 

• Assessment evidence means completed submissions, practical records, observation evidence, assessor 
notes, RPL evidence, supporting declarations and any other record relied on to make a judgement. 

• Document control means the process of approving, versioning, storing, restricting access to, changing and 
archiving official documents and templates. 

 

 

 

 



 
 

 

 

 

6. Policy Principles 

• Assessment tools must be fit-for-purpose, version controlled and reviewed before use. 
• Validation must be risk-based, documented and informed by access to the same evidence used by the 

original assessor. 
• Evidence and records must be retained for the required period in a secure, retrievable and understandable 

format. 
• Only authorised personnel may alter controlled templates, issue results or issue AQF certification 

documentation. 
• Third-party assessment records remain the responsibility of the RTO and must be accessible for monitoring, 

validation and audit. 
• Retention and validation systems must support continuous improvement, audit readiness and student 

access to retained certification records. 

 

7. Assessment Tool Development and Pre-Use Review 

Assessment tools must be developed, adapted, purchased or contextualised under controlled processes 
before implementation. Pre-use review should confirm alignment to the current training product, mapping 
completeness, benchmark quality, observation criteria, practicality, instructions for students and assessors, 
authenticity controls, reasonable adjustment considerations, resource requirements and version details. 

• Pre-use review may include industry consultation, moderation with current trainers and assessors, and 
trialling with representative learners or staff. 

• Generic or purchased tools must be reviewed and contextualised before use. 
• Superseded or withdrawn versions must be archived and withdrawn from active use promptly.  

 

8. Validation Planning and Frequency 

Every training product on the RTO’s scope of registration must be validated at least once every five years. 
Additional or earlier validation must occur where risks to training outcomes are identified, training products 
change, significant student or industry feedback is received, integrity concerns arise, delivery modes change, 
assessment tools are substantially revised, or third-party/offshore delivery creates higher risk. 

 

A documented validation schedule must identify each training product, planned validation window, lead officer, 
risk rating, sample methodology, participant capability needs, independence requirements where relevant, and 
status of completion.  

 

9. Risk-Based Sampling and Evidence Access 



 
 

 

The RTO must use a risk-based approach to determine which parts of the assessment system are to be 
validated and what sample size of completed assessments will be reviewed. Sampling must consider product 
risk, assessor spread, site profile, delivery mode, student cohort, assessment method, recent complaints, 
anomalies, integrity concerns and prior validation outcomes. 

Validators must be given access to the same evidence that the original assessor used to make the assessment 
judgement. Where this is not possible, the issue must be recorded and remediated because effective validation 
cannot be completed without sufficient evidence access.  

10. Reliability, Authenticity and Monitoring Controls 

The RTO must maintain reliability controls in its assessment system, including evidence criteria, practical 
benchmarks with observable behaviours, monitoring of assessor consistency, observation of tool use where 
appropriate, and sampling of completed assessments for patterns of judgement error or inconsistency. 

 

Authenticity controls must include measures to validate that evidence belongs to the student, identify 
plagiarism, collusion, impersonation, fabricated evidence or unauthorised AI generation, and verify that the 
person enrolled, trained and assessed is the same person who will receive certification. 

 

11. Validation Participants and Independence 

Validation must be undertaken by one or more people who collectively hold industry competencies, relevant 
skills and knowledge, a practical understanding of current industry practices and the required validation 
credentials. Validation outcomes must not be determined solely by the person who designed or delivered the 
training or assessment under review. Where independence requirements apply, including for relevant Training 
and Education products or where internal conflicts arise, the RTO must use appropriately independent 
validators. Participant roles, credentials, conflicts and independence declarations must be recorded.  

 

12. Evidence Retention Periods 

The RTO must retain records of all assessments submitted by a student to the organisation or a third party for a 
period of two years after the student has completed the training product. This includes written assessments, 
observation records, completed marking tools, digital submissions, practical evidence, RPL evidence and other 
records relied on in making assessment judgements. 

 

The RTO must retain records of all AQF certification documentation issued to students for a period of 30 years 
and maintain a register of all AQF qualifications and VET statements of attainment issued. Students, including 
previously enrolled students, must be able to access copies of retained AQF certification documentation.  

 

13. Storage, Security and Retrieval 

Assessment evidence and certification records must be stored in secure systems that protect confidentiality, 
integrity, availability and retrievability. Storage methods may include secure digital repositories, backed-up 



 
 

 

record management systems and approved physical archives. Records must remain accessible, legible and 
understandable for the full retention period, including where software or systems change. 

• Access must be restricted to authorised personnel according to role and need. 
• Back-up, disaster recovery and restoration testing should support record preservation. 
• Metadata, file names and indexing should allow efficient retrieval for validation, audit, student request or 

appeal. 
• Third-party records must be transferred, mirrored or otherwise accessible to the RTO within approved 

timeframes.  

 

14. Certification Registers, Templates and Issuance Controls 

The RTO must maintain a controlled register of AQF qualifications it is authorised to issue and of AQF 
qualifications and VET statements of attainment actually issued to students. Certification templates must be 
approved, version controlled and protected from unauthorised alteration. Only authorised employees may 
produce or issue AQF certification documentation or results records. 

USIs must be verified before use as required, and individual student identifiers must not be included on VET 
qualifications or VET statements of attainment. The integrity of the Student Management System templates and 
issuance workflow must be protected at all times. 

 

15. Third-Party and Offshore Record Controls 

Where third-party providers or offshore partners deliver training or assessment on behalf of the RTO, the RTO 
remains responsible for tool control, validation access, evidence retention and record integrity. Agreements 
must require timely provision of assessment evidence, use of approved tools and versions, cooperation with 
validation and audit, protection of privacy, and secure transfer or storage of records. 

 

16. Disposal, Archiving and Hold Orders 

Records may only be destroyed or permanently deleted after the applicable retention period has expired and 
where there is no current litigation hold, complaint, appeal, audit, regulator request, integrity investigation or 
other reason to preserve the record longer. Disposal must be authorised, documented and completed in a way 
that protects confidentiality. Permanent records such as certification registers and 30-year AQF documentation 
must not be disposed of before the lawful period ends.  

 

17. Continuous Improvement and Audit Readiness 

Validation findings, retrieval issues, record-access failures, storage incidents, complaints, audit findings, 
assessor inconsistency trends and template-control issues must be analysed and used to improve the 
assessment system, recordkeeping controls and staff capability. The RTO should periodically test retrieval of 
historical records and the ability to provide required reports to the National VET Regulator or students upon 
request. 



 
 

 

 

18. Roles and Responsibilities 

• Board / CEO / Executive: oversee governance of assessment quality, evidence retention and certification 
integrity. 

• Academic Manager / Head of Training: approve tool governance settings, validation planning and quality-
improvement actions. 

• Compliance Manager: monitor standards alignment, validation cycles, retention compliance and audit 
readiness. 

• Records Manager / Administration Manager: manage storage, retrieval, access controls, disposal approvals 
and certification registers. 

• Assessors and Trainers: use only approved tools, retain required evidence accurately and cooperate with 
validation and retrieval requirements. 

• Validators / Moderators: review samples, use the same evidence relied on by assessors and document 
findings and actions clearly. 

• Third-Party Providers: comply with tool-control, evidence-retention and evidence-access obligations and 
escalate any storage or integrity issues promptly. 

 

19. Non-Compliance and Escalation 

Failure to retain student assessments for the required period, failure to maintain 30-year AQF certification 
records, failure to maintain accurate certification registers, inability to provide validators access to the 
evidence used by assessors, use of uncontrolled assessment tools, unauthorised template changes, or 
unauthorised issuance of certification documents may constitute a serious quality and compliance breach. The 
RTO may escalate such matters immediately, suspend use of affected tools, quarantine results, remediate 
storage failures, notify regulators where required and take disciplinary or contractual action where lawful. 

20. Procedure 

20.1 Tool Approval and Version Control 
1. Develop, review or contextualise the assessment tool and complete pre-use review checks. 
2. Approve the tool, assign a controlled version number and store it in the authorised repository. 
3. Withdraw superseded versions from active use and archive them according to document-control rules. 

20.2 Validation Sample Preparation 
4. Confirm the validation scope, sample size and evidence requirements using the risk-based schedule. 
5. Collect the same assessment evidence, tools, mapping and judgement records used by the original 

assessor. 
6. Provide the sample securely to the validation participants and record access and version details. 

20.3 Retention and Retrieval 
7. Store assessment and certification records in the approved system with correct metadata and security 

settings. 
8. Retain student assessment evidence for at least two years after completion of the training product and AQF 

certification records for 30 years. 



 
 

 

9. Retrieve records promptly for validation, audit, student request, complaint, appeal or regulator request and 
log the retrieval where required. 

20.4 Disposal and Review 
10. Review retention status periodically and confirm no hold order or ongoing matter prevents disposal. 
11. Authorise and document secure disposal only after the lawful period has expired. 
12. Review storage, access and retrieval performance and implement improvements where needed. 
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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 formal issue, the RTO should complete all highlighted placeholders and 
ensure alignment with its assessment system, student management system, document-control framework, storage architecture, third-party agreements, 
backup processes and retention schedule. 

 

Source basis used in drafting: ASQA Assessment Practice Guide; ASQA Integrity of Nationally Recognised Training Practice Guide; and the current 
Standards for RTOs framework relevant to validation, assessment evidence, certification records and template integrity. 


