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Approval Date 31 March 2026 

Review Date 31 March 2027 

Policy Context 
Registration Manager Australian Skills Quality Authority (ASQA) 

Conditions of Registration 

2025 Standards for RTOs, Compliance 
Requirements, Credential Policy, and 
applicable ESOS / CRICOS requirements 
where relevant 

Codes and Standards 

2025 Standards for RTOs – Outcome 
Standards 1.3, 1.4 and 1.5; Credential Policy 
requirements relating to trainer, assessor and 
validator credentials; Principles of 
Assessment and Rules of Evidence; National 
Code 2018 where applicable for overseas 
students 

Legislation or Other Requirements 

National Vocational Education and Training 
Regulator Act 2011; Education Services for 
Overseas Students Act 2000 where 
applicable; Privacy Act 1988; applicable 
training package and accredited course 
assessment requirements 

Related Documents 

Training and Assessment Policy and 
Procedure; Validation Policy and Procedure; 
Recognition of Prior Learning Policy and 
Procedure; Complaints and Appeals Policy 
and Procedure; Student Support Policy and 
Procedure; Records Management Policy and 
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Procedure; Continuous Improvement Policy 
and Procedure 

1. Purpose 

This policy and procedure sets out how MBC designs, conducts, records, reviews and 
continuously improves assessment so that assessment decisions are valid, fair, reliable, flexible 
and consistent with the requirements of the relevant training product. 

2. Objective 

The objective of this policy and procedure is to ensure that assessment practices are planned, 
documented and implemented in a way that supports student learning, meets regulatory 
requirements, and produces sound and defendable assessment judgements. 

3. Scope 

This policy applies to all MBC staff, trainers, assessors, validators, support staff, students, third-
party delivery arrangements where relevant, and all training products on MBC’s scope of 
registration, including CRICOS courses where applicable. 

4. Policy Statement 
MBC is committed to assessment practices that comply with the relevant training package or 
accredited course requirements, the Principles of Assessment and the Rules of Evidence, and 
MBC’s internal quality assurance, validation and recordkeeping processes. 

5. Assessment Principles 

• Assessment tools, processes and judgements must align with the requirements of the 
relevant training package or accredited course. 

• Students must be advised of assessment requirements, methods, due dates, evidence 
expectations, reassessment opportunities and appeals pathways at the commencement of 
the unit or course. 

• Assessment must support fairness and inclusion, including reasonable adjustment where 
this does not compromise the integrity of the unit requirements. 

• Assessment outcomes must be recorded accurately, retained securely and reviewed 
through validation, moderation and continuous improvement processes. 

6. What Assessment Involves 

Assessment is the process of collecting evidence and making judgements about whether a 
learner has demonstrated the competency requirements of a unit or module. Evidence may be 
direct, indirect or supplementary and may include observation, questioning, projects, 
assignments, simulations, workplace evidence, third-party reports or evidence from prior 
achievement. 

7. Competency-Based Assessment 
Competency-based assessment confirms whether the learner can perform to the standard 
expected in the workplace. Students are assessed as Competent or Not Yet Competent based 
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on the evidence gathered against all relevant requirements of the unit of competency, including 
performance evidence, knowledge evidence and assessment conditions. 

8. Assessment Tools and Evidence 

• Assessment tools must include the assessment instrument and clear instructions for the 
student and assessor. 

• Evidence gathered must be valid, sufficient, authentic and current. 
• Where simulation is used, it must reflect the requirements of the training product and any 

mandatory workplace or industry conditions. 
• RPL and Credit Transfer must be handled under the relevant MBC policy and procedure. 

9. Role of the Assessor 

Assessors must hold the required credentials, vocational competency, current industry skills and 
assessment capability relevant to the training and assessment being conducted. Assessors are 
responsible for planning assessment, explaining requirements, gathering and reviewing 
evidence, making fair judgements, providing feedback, maintaining records and participating in 
validation and continuous improvement activities. 

10. Conducting Assessment 
• Establish the assessment context and confirm the applicable unit requirements, assessment 

tools and conditions. 
• Prepare the student by explaining the assessment process, evidence requirements, timing, 

conditions and available support. 
• Plan and organise resources, equipment, facilities and any workplace or simulated 

environment requirements. 
• Gather evidence and make the assessment decision in accordance with the Principles of 

Assessment and Rules of Evidence. 
• Provide timely and constructive feedback, including any gaps identified and reassessment 

options where relevant. 
• Record and report outcomes promptly and securely in the approved MBC systems. 
• Review the assessment process and contribute to ongoing improvement. 

11. Reporting and Recording Results 

Assessors must keep appropriate records of the assessment conducted, evidence reviewed, 
decisions made and feedback provided. Assessment outcomes are to be submitted to the 
authorised administration or student support function for checking and entry into the Student 
Management System. Records must be retained in accordance with MBC recordkeeping 
requirements and regulatory obligations. 

12. Reassessment, Feedback and Appeals 

Students will receive clear advice on assessment outcomes and, where applicable, the reasons 
for a Not Yet Competent outcome. Students may access reassessment opportunities in 
accordance with MBC policy. Students who disagree with an assessment decision may access 
the Complaints and Appeals Policy and Procedure. 
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13. RPL, Credit Transfer and Student Support 
Students seeking Recognition of Prior Learning or Credit Transfer must be managed under the 
relevant MBC procedures. Learners requiring additional support, including language, literacy 
and numeracy support or reasonable adjustment, are to be identified through enrolment, 
induction and ongoing support processes and referred appropriately. 

14. Learners with Special Needs 

MBC will take reasonable steps to ensure that learners with disability, low confidence, low LLN 
skills, cultural or language barriers, or other identified needs have fair access to assessment. 
Adjustments may include adaptive technology, modified presentation formats, additional time, 
support persons, or alternative evidence collection methods where these do not compromise 
competency requirements. 

15. Procedure 

Step Procedure Responsibility Reference 

1 

The assessment 
requirements for each 
unit are planned and 
documented, including 
tools, methods, timing, 
resources and 
assessment 
conditions. 

Trainer / Assessor 

Training product 
requirements; TAS; 
session and 
assessment plans 

2 

Students are informed 
of assessment 
requirements, 
evidence 
expectations, due 
dates, reassessment 
opportunities and 
appeals pathways. 

Trainer / Assessor 

Student information; 
unit overview; 
assessment 
instructions 

3 

Assessment is 
conducted using 
approved tools and 
appropriate facilities, 
equipment and 
assessment 
conditions. 

Trainer / Assessor 

Approved assessment 
tools; facilities and 
equipment 
requirements 

4 

Reasonable 
adjustment and 
support arrangements 
are considered and 
implemented where 
appropriate without 

Trainer / Assessor / 
Student Support 

Student support 
processes; access 
and equity obligations 
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compromising 
assessment integrity. 

5 

Assessment evidence 
is reviewed and the 
outcome is 
determined against 
the relevant unit 
requirements. 

Trainer / Assessor 
Principles of 
Assessment; Rules of 
Evidence 

6 

Feedback is provided 
to the student and 
outcomes are 
recorded and 
submitted for entry 
into the Student 
Management System. 

Trainer / Assessor / 
Administration 

Assessment records; 
SMS requirements 

7 

Assessment practices, 
outcomes, feedback 
and identified issues 
are reviewed through 
validation, moderation 
and continuous 
improvement 
processes. 

Management / 
Trainers / Validators 

Validation plan; 
continuous 
improvement register 

16. Continuous Improvement 
A summary of assessment-related matters, outcomes, feedback, validation findings, appeals, 
recurrent issues and identified risks will be reviewed through management and continuous 
improvement processes so that MBC can address trends, strengthen practice and maintain 
compliance. 

17. Confidentiality and Privacy Statement 
For more information, refer to MBC’s Privacy and Confidentiality Policy. Assessment records, 
student evidence and related information will be handled in accordance with privacy, 
confidentiality and recordkeeping requirements. 

18. Publication 

This policy and procedure, once approved, will be made available to relevant staff and students 
through approved document locations, staff induction, student information channels and on 
request. 

19. Review Processes 

This policy and procedure will be reviewed at least annually, or earlier where legislative, 
regulatory, operational or organisational changes require amendment. 


