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THE RTO ASSESSMENT PROCEDURE 

1 PURPOSE 

1.1 This procedure outlines how The RTO meets its obligations to the principles of assessment, 
the rules of evidence and the Training Package requirements when conducting assessment. 

1.2 This procedure also outlines how The RTO conducts assessment validation to ensure 
quality in relation to assessment tools and processes. 

2 SCOPE 

2.1 The Assessment Procedure, including Validation, applies to all staff, Trainers/Assessors, 
contractors and consultants working on assessment related activities at The RTO. 

3 ASSESSMENT CONTEXT 

3.1 The RTO establishes the correct context for candidates to undertake their assessment. To 
achieve this, The RTO may apply the following strategies: 

3.1.1 Incorporation of the candidate’s own workplace policies and procedures into the 
assessment scenario or task. 

3.1.2 Conduct of the assessment in the candidate’s workplace performing real workplace 
tasks, where possible and provide alternatives where not possible. 

3.1.3 Integration of relevant industry codes of practice and other relevant information 
into the assessment activity. 

3.1.4 Alignment of industry job descriptions with realistic workplace scenarios and case 
studies. 

3.1.5 Incorporation of regulatory information relating to licensing (where applicable to 
the unit of competency). 

3.1.6 Tailoring the assessment to meet an organisation’s goals without compromising the 
Training Package requirements. 

3.1.7 Creating assessment activities which require the student to conduct specific research 
relating to industry situations and occurrences, where applicable. 
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4 REASONABLE ADJUSTMENT 

4.1 The RTO provides equal opportunity to all candidates attempting their assessments and 
promotes inclusive practices to integrate the principles of access and equity into all 
assessment strategies.  

4.2 Reasonable adjustment strategies ensure all students can participate in assessment 
activities equally. Reasonable adjustment does not give some students an advantage over 
others, change course standards or outcomes, or guarantee success. A reasonable 
adjustment in assessment activities needs to be justifiable and uphold the integrity of the 
unit of competency/ qualification. 

4.2.1 Examples of Reasonable Adjustment in assessment include: 

�y Extend or modify timeframes for assessment. 

�y Extra reading/writing/performance time for completion. Where speed is an 
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5.2.1 Valid – 
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9 ASSESSMENT ONLY (AO) 

9.1 Assessment Only (AO) is offered to students where they are unable to gather sufficient 
evidence to support an RPL application for a unit of competency. AO allows a student to by-
pass the learning content and class attendance and attempt the assessment tasks for the 
unit. The student is assessed for AO suitability through a process of proving their prior 
knowledge and workplace experience. This is conducted through a verbal conversation by 
an Assessor and documented on the Assessment Only Application, in consultation with the 
Lead Trainer/Assessor. 

9.2 Assessment outcomes is recorded as Satisfactory/ Not Yet Satisfactory and final Competent 
and Not Yet Competent outcomes for the unit. Only whole units can be granted AO.  

9.3 Further information can be found in the RTO Recognition of Prior Learning and Credit 
Transfer Procedure.  

10 CREDIT TRANSFER (CT) 

10.1 The RTO recognises and grants credit transfer/s where: 

10.1.1 An 
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Further information can be found within T
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dates are unique to each delivery of a course and correspond with dates set for each course 
in the Student Management System and in the Learner Management System. 

14.6 Assessment turnaround times 

Assessors are required to complete the assessment of written assessments within 14 days of 
the assessment being due. Where an Assessor is 
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�x 
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�x Maintain records of the assessment procedure, evidence collected and the outcome. 

�x Maintain confidentiality of the assessment outcome. 

�x All completed assessments must be returned to the RTO office for processing within 
five (5) working days from the date the assessment was completed. Assessors must 
comply with this requirement to allow sufficient time for the results to be recorded 
into Student Management System and the certificate to be produced and dispatched 
to the student. 

�x Issuance of Statements of Attainments or Qualifications according to The RTO 
Qualifications and Statements Issuance Policy. 

To comply with the requirement under the Standards for Registered Training Organisations 
(2015) certificates must be issued within 30 calendar days of the student being assessed as 
meeting the requirements of the training product.  

All unit results must be entered into the Student Management System within 10 working 
days from the date the final assessment was completed (final determination). 

Refer to the RTO Records and the RTO Qualifications and Statements Issuance Policies for 
further guidance in requirements. 

15.1.7 Step 7: Management of written assessment documents 

Protecting the security of assessment evidence is an essential part of maintaining integrity 
of the assessment process. After marking assessments, where students have submitted 
written /word-processed assessments in hard copy, Trainers/Assessors are required to 
return the marked assessments to The RTO office for secure storage/filing at the end of the 
teaching session. Where the Trainer/Assessor is operating from a site other than the RTO’s 
office, the completed assessments MUST be: 

(a) scan and email marked assessments to the Course Coordinator within 14 business 
days or where the time periods are governed by regulatory body; and 

(b) send marked assessments by regular Australian Post service to 

The College RTO 
PO Box 224 
Quakers Hill NSW 2763 

15.1.8 Step 8: Review the assessment process. On completion of the assessment 
process, the Assessor must: 

�x Review the assessment process. 

�x Report on the features of the assessment to those responsible for the assessment 
procedures. 

�x If necessary, suggest to The RTO ways of improving the assessment procedures 
through raising a Continuous Improvement Report or by providing input to the next 
scheduled assessment validation. 
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15.1.9 Step 9: Participate in the reassessment and appeals process. The 
assessor must: 

�x 
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THE RTO ASSESSMENT PROCEDURE 
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