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Assessment Policy 
 

Purpose 
ANMF (Vic Branch) Education Centre is committed to a fair and transparent assessment process, 

ensuring that the individual needs of the learner are considered without compromising the validity 

of the assessment itself or the assessment process.   

As such a robust system of checks and balances is in place to ensure that assessments reflect all the 

requirements of the Training Package and associated performance criteria across each unit.  The 

document outlines the approaches taken to ensure fair and transparent assessment processes by 

ANMF (Vic Branch) Education Centre and the assessment arrangements of the qualifications and 

courses provided by ANMF (Vic Branch) Education Centre. 

 

Scope 
The Assessment Policy applies to all learners within ANMF (Vic Branch) Education Centre, and all 

assessment(s) undertaken by learners ANMF (Vic Branch) Education Centre of nationally recognised 

units of competency or qualifications. This includes predesigned assessment procedures and RPL 

assessments undertaken by, learners, staff, contractors and other third-party providers who work on 

behalf of the RTO. 

 

Conducting Assessments at the ANMF (Vic Branch) Education 
Centre 
All assessment activities delivered at the ANMF (Vic Branch) Education Centre will be conducted in 

accordance with the Standards for Registered Training Organisations (RTOs) 2015 as regulated by 

ASQA, the Conditions and Standards of the AQTF, the Guidelines for VET Providers by the VRQA, and 

Skills First funding requirements. The ANMF (Vic Branch) Education Centre is committed to delivering 

assessments that are valid, fair, reliable, and flexible while accommodating the diverse needs of 

learners. 

1. Assessment Delivery 

1.1. Assessments will be conducted at ANMF (Vic Branch) Education Centre’s approved 

locations, including the premises at 535 Elizabeth St, Melbourne 3000, through online 

platforms, simulated environments, and work placements where applicable. 

1.2. The ANMF (Vic Branch) Education Centre uses a competency-based assessment system 

which ensures that learners are assessed against clearly defined industry standards and 

performance criteria. This system verifies that learners have the required skills and 

knowledge to perform tasks to the level of competency expected in the workplace. 
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1.3. The mode of assessment delivery will be clearly communicated to learners prior to course 

commencement, including details on location, duration, pre-requisites, and any required 

work placement. 

1.4. Learning and assessment resources will be provided through the Education Portal (EP), 

ensuring learners have access to all necessary materials and support. 

1.5. For remote and external learners, two-way communication with educators will be facilitated 

primarily via the EP messaging system, discussion forums, and where accredited, via 

educator email with oversight by the Education Coordinator. 

1.6. In the event of educator unavailability, the ANMF (Vic Branch) Education Centre will strive to 

provide an alternate qualified assessor promptly to avoid disruption to learner assessment. 

2. Assessment Principles and Compliance 

2.1. All assessments will comply with the Principles of Assessment — validity, reliability, fairness, 

and flexibility — ensuring assessments measure what they are intended to, produce 

consistent results, treat learners equitably, and adapt to learner needs where appropriate. 

2.2. The Rules of Evidence — validity, sufficiency, authenticity, and currency — will be applied to 

ensure assessment evidence is relevant, adequate, genuine, and recent to support 

competency judgments. 

2.3. Assessment tools and processes will be regularly validated and moderated to maintain 

consistency, accuracy, and alignment with industry and regulatory standards. 

2.4. Reasonable adjustments will be made to accommodate learners with disabilities or special 

requirements to ensure equitable assessment opportunities. 

2.5. Trainers and assessors will receive ongoing professional development and resources to 

ensure assessments are delivered effectively and in line with best practice. 

3. Communication and Changes 

3.1. Course details including assessment timetables, delivery mode, and scheduling are 

published on the ANMF (Vic Branch) Education Centre website, learner handbook, and 

course guide to ensure transparency. 

3.2. Any changes to assessment schedules or delivery methods will be communicated promptly 

via the ANMF website, emails and Education Portal. 

3.2.1. If an accredited course learners are currently enrolled becomes superseded and goes 

into transition, all learners will be informed via email with any available options for 

them to complete their course or transition into the new course. 

3.2.2. If any operations with the ANMF (Vic Branch) Education Centre change that affect 

learners and their completion, they will be informed by email. 

3.3. Should changes in delivery or assessment disadvantage learners, reasonable measures will 

be taken such as refunds, course referrals, or encouragement to re-enrol, in line with the 

Fees, Charges and Refunds Policy. 

4. Learner Support 

4.1. Learners requiring additional support with assessment are encouraged to access the 

Learner Support Framework. 

4.2. The ANMF (Vic Branch) Education Centre is committed to ensuring all learners have the 

necessary assistance and adjustments to successfully complete assessments. 

5. Assessment Methodology 

5.1. Assessments will be delivered in a manner that allows learners to demonstrate their 

competence in accordance with the relevant Training Package or qualification Assessment 
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Conditions. The ANMF (Vic Branch) Education Centre uses a range of assessment methods 

to produce valid decisions and recognises that learners demonstrate competence in a 

variety of ways, including:  

5.2. Direct observation: in real time in the workplace or in a simulated off-the-job situation that 

reflects the workplace. Learners will be required to demonstrate skills within the classroom 

or simulated environment while being observed by an assessor.  

5.3. Product based methods: structured assessment activities such as reports, displays, work 

samples, role plays and presentations. 

5.4. Portfolio: a purposeful collection of work samples of annotated and validated pieces of 

evidence, compiled by the learner. Evidence could include written documents, photographs, 

videos, or logbooks. 

5.5. Questioning: applicable to the assessment of knowledge evidence and could be written or 

oral questions, conducting interviews and questionnaires. Written responses may include 

short answer questions, or problem-solving exercises or questions that require critical 

thinking and research. 

 

Assessment Records Management Retention 
The ANMF (Vic Branch) Education Centre will operate and maintain a consistent, secure, and reliable 

system for recording and storing all assessment decisions and related documentation to ensure 

compliance with Outcome Standards 2025, Skills First Funding, VRQA Guidelines and relevant 

regulatory requirements. 

• The ANMF (Vic Branch) Education Centre will retain records of all assessments submitted by 

a VET learner to the ANMF (Vic Branch) Education Centre or a third party for a period of two 

(2) years after the learner has completed the training product. 

• For candidates funded under the Skills First program, records will be retained for a period 

between three (3) to seven (7) years, depending on the specific terms of the funding contract 

under which the leaner was enrolled. 

• Overall competency results for each learner will be maintained for a minimum of thirty (30) 

years, in accordance with regulatory and qualification integrity requirements. 

 

What is Competency Based Assessment? 
As a provider of vocational training and education programs, the ANMF (Vic Branch) Education 

Centre provides competency-based training and assessment.  This means that learners are assessed 

against industry determined competency standards which are set out in the related Training Package 

or Accredited Course guidelines.  These competency standards describe the discrete work tasks and 

knowledge as well as the technical and employability skills that a person needs to perform effectively 

in the workplace.   

According to the Standards for RTOs 2015, competency is defined as “the consistent application of 

knowledge and skill to the standard of performance required in the workplace. It embodies the ability 

to transfer and apply skills and knowledge to new situations and environments.” 
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Assessment Submissions at the ANMF (Vic Branch) Education 
Centre 
Learners are required to submit all assessment tasks by the specified deadlines to ensure timely and 

fair assessment. All submissions must adhere to the assessment requirements outlined in the 

relevant training program materials. 

Learners are encouraged to familiarise themselves with the assessment submission requirements 

below to ensure compliance and to maximise their opportunity for successful competency 

demonstration. 

Assessment Submission Requirements 

1. All assessment submissions must comply with the ANMF (Vic Branch) Education Centre’s Rules of 

Evidence Conditions. 

2. Assessments are to be submitted on the Education Portal (EP) following completion of the 

theoretical component. 

3. All learners must complete and submit the Assessment Declaration on the EP for each 

assessment workbook prior to beginning assessment. 

4. Learners are responsible for uploading all assessments and supporting documents correctly 

within the Education Portal (EP). 

5. Assessments submitted via email will not be accepted. 

6. All assessments must be completed within the timeframe specified in the Timetable, Training 

Plan and Letter of Offer. 

7. Requests for assessment extensions must be made at least 14 days prior to the due date. 

7.1. All assessments must be finalised and resulted within 60 calendar days after course 

completion. 

7.2. Assessments submitted more than 60 calendar days after course completion will not be 

accepted. 

7.3. Late assessment submissions will not be accepted as the submission portal on the EP will 

automatically close. 

7.3.1. Learners must contact the Education Centre to request unlocking the submission portal 

if necessary. 

8. Failure to submit or submitting a partially completed assessment by the due date will result in a 

‘Not Yet Satisfactory’ outcome, which counts as an assessment attempt. 

9. Learners are entitled to a maximum of three (3) attempts to achieve a Satisfactory outcome per 

assessment workbook. 

9.1. Where a learner does not demonstrate competency on their first assessment attempt, 

structured re-attempt opportunities will be provided to allow them to address gaps in their 

knowledge and skills, in accordance with the ANMF (Vic Branch) Education Centre’s 

Principles of Assessment and Rules of Evidence Conditions. 

9.2. If a learner does not achieve a Satisfactory result after three (3) assessment attempts for a 

given assessment workbook, they will be required to re-enrol in the relevant unit or cluster 

of units. Re-enrolment must be completed at the learner’s own cost, and the learner will be 

required to repeat the associated training and assessment in full. 
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10. Learners are responsible for reporting any technical issues with the Education Portal or resource 

access to the Education Coordinator promptly. 

11. Learners must retain copies of all completed assessments and produce them upon request for a 

minimum of two (2) year’s following course completion. 

 

The ANMF (Vic Branch) Education Centre’s Rules of Evidence 
Conditions 
The ANMF (Vic Branch) Education Centre has developed and implemented assessment submission 

requirements that align with the Rules of Evidence as defined under the Outcome Standards 2025. 

These requirements ensure that all evidence submitted by learners for assessment is valid, sufficient, 

authentic and current, and complies with all relevant regulatory obligations. 

Valid 

This means that assessors must be able to make a well-founded and reasonable judgment that the 

learner has acquired the skills and knowledge specified in the relevant training product. 

Learner Evidence Conditions – Valid 

To uphold the rule of validity, the following conditions apply to the submission of assessment 

evidence: 

1. Directly Addresses Unit Requirements 

1.1. Responses and tasks must clearly and fully address the elements, performance criteria, and 

knowledge and performance evidence outlined in the relevant unit or module. 

1.2. Learners must read all instructions carefully to ensure their evidence aligns with what is 

being assessed. 

2. Provides Adequate Detail and Context 

2.1. Evidence must demonstrate a depth of understanding and practical application — for 

example, through written responses, examples, scenarios, or step-by-step descriptions. 

2.1.1. Short or superficial answers may not be accepted as valid evidence. 

2.2. Learners must provide evidence through a combination of knowledge-based responses 

(e.g., short answers, case studies, quizzes) and practical application tasks (e.g., role plays, 

simulations, workplace observations, projects). 

2.3. Learners may be required to perform tasks multiple times (e.g., three demonstrations) 

where specified in the assessment instructions, to meet performance criteria and support 

assessor confidence in validity. 

3. Includes All Required Components 

3.1. Learners are required to complete all components of the assessment for each unit to enable 

assessors to make a valid competency decision. 

3.2. Missing or incomplete evidence may result in a Not Yet Satisfactory outcome. 

4. Reflects Realistic and Job-Relevant Scenarios 

4.1. Where scenario-based or simulated tasks are used, responses must reflect real-world 

expectations and industry standards. 

4.2. Practical tasks must be approached as if performed in a real workplace or under realistic 

conditions. 
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5. Includes Supporting Documentation Where Required 

5.1. Learners may be required to submit supporting documents such as workplace logbooks, 

third-party reports, checklists, completed project templates, or photographs of practical 

activities. 

5.2. All supporting evidence must relate directly to the assessment task and demonstrate the 

required skill or knowledge. 

Sufficient 

This means the quality, quantity, and relevance of the evidence must enable the assessor to make an 

informed and reasonable judgement about the learner’s competency in the knowledge and skills 

described in the training product. 

Learner Evidence Conditions – Sufficient 

To uphold the rule of sufficiency, the following conditions apply to the submission of assessment 

evidence: 

1. Provide a Complete Set of Responses 

1.1. All tasks within the assessment workbook or project must be fully completed — partial 

submissions may not be sufficient for a competency decision. 

1.2. Each component must be clearly labelled and submitted according to the instructions 

provided. 

2. Demonstrate Depth of Understanding and Skill 

2.1. Responses must show both theoretical knowledge and practical application. This includes 

well-reasoned answers, sound explanation, and examples that reflect real or simulated 

workplace contexts. 

3. Submit Multiple Types of Evidence Where Required 

3.1. Learners may need to submit a variety of evidence types such as written answers, projects, 

practical demonstration checklists, third-party reports, or logbooks. These support a 

complete view of their competency across required performance criteria. 

4. Follow Specific Performance or Frequency Requirements 

4.1. If the unit or task specifies that a skill or activity must be demonstrated multiple times (e.g. 

completing a procedure 3 times), learners must ensure this is clearly documented and 

evidenced. 

4.2. Similarly, learners must follow all word count or response length guidelines. Submissions 

that fall significantly short of required detail may be considered insufficient. 

5. Use Realistic and Relevant Examples 

5.1. Where learners are asked to provide workplace examples, these must be relevant to the 

task, align with industry expectations, and reflect genuine or simulated practice. 

6. Ensure All Required Attachments Are Included 

6.1. Supporting documentation (e.g. supervisor reports, signed logs, checklists, screenshots, 

photos, or video recordings) must be attached and referenced in the workbook. 

Current 

This means the learner’s evidence must be recent enough for the assessor to be confident that the 

skills and knowledge demonstrated are still valid, accurate, and reflective of current workplace 

expectations and the requirements of the relevant unit(s) of competency. 
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Learner Evidence Conditions – Current 

To uphold the rule of currency, the following conditions apply to the submission of assessment 

evidence: 

1. Evidence Timeframes 

1.1. Evidence submitted for Recognition of Prior Learning (RPL) must be no more than 18 

months old from the date of the RPL application and assessment decision. 

1.2. All assessment evidence must accurately reflect the current version of the relevant unit(s) of 

competency and must be assessed against the requirements that are in effect at the time of 

the assessment. 

2. Transferred Learners – Assessment Re-use Conditions 

Where a learner transfers between course intakes or delivery schedules, the re-use of 

assessment evidence is subject to the following conditions: 

2.1. Same Assessment Version Control – within 6 months 

2.1.1. If an assessment was previously marked as Satisfactory and was completed under the 

same version control, it may be re-used only if the result was recorded within the past 

six (6) months at the time it is due in the current course intake. 

2.2. Same Version Control – older than six (6) months 

2.2.1. If the assessment result was recorded more than six (6) months ago at the time of 

assessment in the current course intake, the previous assessment result cannot be 

accepted. The learner must complete the current version of the assessment again. 

2.3. Different Assessment Version Control 

2.3.1. Assessments completed under a different version control will not be accepted under 

any circumstances. The learner is required to complete the current assessment tool(s) 

aligned with the new version control to demonstrate competency. 

Authentic 

This means the learner must provide genuine evidence that directly reflects their own skills, 

knowledge, and competency. The assessor must be reasonably assured that the VET student 

personally completed all tasks required for assessment. 

Learner Evidence Conditions – Authentic 

To uphold the rule of authenticity, the following conditions apply to the submission of assessment 

evidence: 

1. Identity Verification 

1.1. Learners are required to submit a clear photograph of themselves at enrolment. 

1.2. This image is stored securely and used by trainers and assessors to verify the identity of the 

person submitting assessment evidence. 

2. Completion of Own Work 

2.1. Learners must complete, declare and submit their own assessment evidence. 

2.2. Submission of work completed by another person, or any attempt to misrepresent 

authorship of the work, will be considered a breach of authenticity. 
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2.3. Where required, learners may be asked to validate their work through an interview, 

demonstration, or additional evidence. This interview will be included in assessment 

workbooks and cover each unit of competency. 

3. Consequences of Inauthentic Work 

3.1. Where an assessor has reasonable grounds to believe that the submitted evidence is not 

the original work of the learner, the matter will be referred to the Education Coordinator. 

3.2. The Plagiarism Policy will apply, and disciplinary action may follow in accordance with the 

policy. 

 

The ANMF (Vic Branch) Education Centre’s Principles of Assessment 
Conditions 
The ANMF (Vic Branch) Education Centre has developed and implemented assessment practices that 

align with the Principles of Assessment as defined under the Outcome Standards 2025. These 

principles ensure that all assessments conducted are valid, reliable, fair, and flexible, and that 

learners are provided with equitable and consistent opportunities to demonstrate their competency. 

Valid 

This means that that all assessment tasks measure what they are intended to measure and are 

directly aligned to the skills and knowledge specified in the relevant unit(s) of competency. 

To uphold the principle of validity the ANMF (Vic Branch) Education Centre provides: 

1. Compliant Assessments 

1.1. Assessment tasks are mapped to the requirements of each training product to ensure the 

training product is fully assessed.  

1.2. Learners are required to demonstrate both knowledge and practical application in 

observations. 

1.3. Practical observation assessment tasks are designed to replicate real-world conditions as 

closely as possible and enable the learner to demonstrate the relevant skills and knowledge 

in a realistic or actual workplace or simulated environment. 

Flexible 

This means assessment tools and processes are designed to recognise and accommodate varying 

learner contexts, including recognition of prior learning, workplace experience, and individual 

learning needs. 

To uphold the principle of flexibility the ANMF (Vic Branch) Education Centre provides: 

1. Assessment Extensions 

1.1. Learners may apply for assessment extensions where genuine needs exist. Assessment 

extensions may be granted for valid reasons, including but not limited to: 

• Medical reasons 

• Family emergencies 

• Personal crises 

• Technical issues affecting online assessments 
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1.2. There is no penalty applied for requesting an assessment extension as long as the extension 

is submitted prior to the due date.  

1.3. A maximum of two (2) extensions per assessment workbook can be granted.  

1.4. Extension requests submitted after the assessment due date will count as an assessment 

attempt.  

1.5. Extension requests: 

1.5.1. Must be submitted no later than 14 calendar days before the scheduled due date. 

1.5.2. Must result in the assessment being finalised and resulted within 60 calendar days of 

course completion. 

1.5.3. May be used as Evidence of Participation for Skills First funded learners. 

1.5.4. May be used as evidence of engagement. 

2. Adaptable Assessment Methods 

2.1. Assessment tools are designed to: 

2.1.1. Be adaptable across different delivery modes (e.g., in-person, blended, online). 

2.1.2. Be responsive to individual needs without compromising the integrity of the 

assessment or training product. 

2.1.3. Recognise prior experience or learning, allowing learners to demonstrate competency 

regardless of how or where knowledge and skills were acquired such as RPL. 

2.1.3.1. The ANMF (Vic Branch) Education Centre offers Recognition of Prior Learning 

(RPL) as a formal assessment pathway. This allows learners to demonstrate 

competency based on prior formal, informal or non-formal learning. Eligibility 

criteria must be met in accordance with the RPL Assessment Policy, available 

upon request. 

3. Contextual and Relevant Assessment 

3.1. Assessment practices are aligned with the learner’s context, ensuring that: 

3.1.1. Assessment methods and design suit the learner’s environment and access needs. 

3.1.2. Skills and knowledge demonstrated are directly relevant to the requirements of the 

training product. 

Reliable 

This means practices ensure that assessments produce consistent and dependable outcomes, 

regardless of when or by whom the assessment is conducted. 

To uphold the principle of reliability the ANMF (Vic Branch) Education Centre provides: 

1. Consistency of Assessment Judgements 

1.1. Assessors use clearly defined benchmarks, marking guides, and mapping documents. 

1.2. Assessment decisions are made against the requirements of the training product, marking 

guide and benchmark answers and aligned to industry expectations. 

1.3. All assessors are trained in the use of the ANMF (Vic Branch) Education Centre’s assessment 

tools to promote consistency. 

2. Moderation and Validation Processes 

2.1. Systematic validation is conducted to ensure assessment practices are reliable and continue 

to meet regulatory and training package requirements. 

2.2. Discrepancies in judgement are reviewed and resolved collaboratively, with outcomes used 

to inform assessor training. 
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3. Assessor Competence and Training 

3.1. All assessors hold the required qualifications as per the 2025 Credential Policy. 

3.2. Participate in regular professional development to ensure currency and consistency in 

assessment practice. 

3.3. Are supported with guidance materials and assessment tool training to maintain reliability 

in evidence evaluation. 

4. Assessment Tool Quality Assurance 

4.1. Assessment tools are designed and tested to: 

4.1.1. Ensure they consistently measure the required skills and knowledge. 

4.1.2. Include clear, unambiguous instructions and decision-making rules. 

Fair 

This means all learners are given equitable opportunities to demonstrate competence, and that the 

assessment process is inclusive, transparent, and supportive of individual learner needs. 

To uphold the principle of fairness the ANMF (Vic Branch) Education Centre provides: 

1. Accommodating Learner Needs 

1.1. The ANMF (Vic Branch) Education Centre makes reasonable adjustments to assessment 

methods where required, in line with documented learner needs or support Individual 

Learning Plans. 

1.2. Adjustments may include modified formats, additional time, or alternative delivery 

methods—without compromising the integrity of the unit or training product. 

1.3. Learners are informed of their right to seek support or adjustment as early as possible. 

2. Reassessment Opportunities 

2.1. The ANMF (Vic Branch) Education Centre allows three (3) assessment attempts for each 

assessment workbook to support learner success. 

2.2. The learner is provided with written feedback after each attempt, clearly outlining any 

identified skill or knowledge gaps with a new submission date. 

2.3. There is no penalty applied for re-submission for second and third attempts. 

2.4. If the learner does not submit their second attempt by the due date a final attempt will be 

granted.  

2.5. If the learner does not submit or have a Satisfactory outcome on the third and final attempt 

the Education Coordinator will discuss the options of re-enrolment in the unit(s). 

2.6. If a learner is still deemed Not Yet Satisfactory after three (3) attempts to re-assess, the 

matter will be referred to the Education Coordinator for discussion and resolution. The 

learner may be required to undertake further learning and possibly re-enrol in the relevant 

unit of competency, therefore paying a further course fee for that unit. 

3. Clarity and Transparency in Assessment 

3.1. Clear instructions and defined assessment criteria are provided to both assessors and 

learners. 

3.2. Assessment resources are accessible and designed to support fair evidence collection and 

judgement. 

3.3. Assessment conditions are consistent for all learners unless an approved adjustment is in 

place. 

4. Assessment Dispute and Appeals Process 
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4.1. A formal Complaints and Appeals Policy is available and accessible to all learners. 

 

Reasonable Adjustment  

Reasonable adjustment refers to modifications or accommodations made to assessment processes 

and conditions that enable learners with disabilities or specific needs to demonstrate their 

competencies while maintaining the integrity and standards of the assessment. These adjustments 

aim to provide equal opportunity for all learners to access and participate in assessments without 

unfairly disadvantaging those with disabilities or unique requirements. 

Reasonable Adjustment, as outlined by the Outcomes Standards 2025:  

“Reasonable adjustments include any adjustments for a VET student with a disability made by an 

NVR registered training organisation in a manner consistent with the Disability Standards for 

Education 2005.” 

• Adjustments may be made to delivery or assessment methods—but not to the assessment 

criteria or competency standards. 

• Adjustments may be considered reasonable if they: 

• Are required because of a learner’s disability or medical condition; 

• Do not compromise the integrity, rigour, or fairness of the assessment process; 

• Do not alter the intended learning outcomes or industry standards; 

• Do not impose an unjustifiable hardship on the RTO. 

Important Note: 

While reasonable adjustments can be applied in a classroom or simulated setting, they must not 

compromise the assessment’s alignment with real-world industry standards. If a learner is unable to 

demonstrate competence in the way the industry requires (e.g., without the presence of assistive 

staff or technology not normally available in the workplace), then competency may not be achieved. 

This ensures that learners are genuinely job-ready upon course completion. 

Declaration of Disability or Support Needs 

Learners are supported to disclose any disability, long-term health condition, or support need that 

may affect their participation in training and assessment. Non-disclosure also limits the ability of the 

ANMF (Vic Branch) Education Centre to provide adequate support and may lead to disadvantage 

during assessment. Disclosure should occur at the following stages: 

• On the Enrolment Form 

• During the Pre-Training Review (PTR) assessment 

• During the Pre-Training Review (PTR) interview 

• When finalising the Training Plan. 

Examples of Disabilities 

Disabilities may be: 

• Sensory impairments (vision or hearing loss) 
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• Physical conditions (mobility limitations, chronic illnesses) 

• Mental health conditions (e.g., depression, PTSD) 

• Learning disabilities (e.g., dyslexia, specific comprehension difficulties) 

• Neurological conditions (e.g., ADHD, autism) 

• Medical conditions that affect stamina, cognition or alertness. 

Examples of Reasonable Adjustments 

Examples of appropriate adjustments may include depending on the circumstance: 

• Additional time during written assessments 

• Use of assistive technologies (e.g., text-to-speech software) 

• Modified materials (e.g., large print, coloured paper) 

• Oral delivery of questions (where literacy is not a core competency) 

• Use of ergonomic equipment or quiet settings 

• Scheduled breaks for medical reasons. 

However, all adjustments must allow the learner to demonstrate actual competence. For example, if 

the assessment requires independent completion of a task (e.g., manual handling, client 

communication), a support worker cannot perform those tasks on the learner’s behalf, as this would 

not reflect workplace conditions or genuine competence. 

Read the following example of what is considered reasonable adjustment and what is not considered 

reasonable adjustment. 

Reasonable adjustment: If an assessment requires a learner to answer questions but the learner is 

having trouble reading the question, reasonable adjustment may include adjusting the format of the 

text or the assessor verbalising the exact question without making any changes to what was written. 

Not reasonable adjustment: HLTAID011 Provide first aid performance evidence requires learners to 

perform at least 2 minutes of uninterrupted single rescuer cardiopulmonary resuscitation (CPR) on an 

adult resuscitation manikin placed on the floor.  If a leaner cannot get on the floor due to difficulty or 

injury and requests the manikin to be placed on a table this is NOT reasonable adjustment as the 

training package requirement specifically states, the manikin must be on the floor. 

Requesting Reasonable Adjustment 

1. Learners will need to apply for reasonable adjustment by contacting the Education Coordinator. 

2. This request must be received prior to the due date of an assessment. The reasons for requiring 

the special consideration should be clearly documented on the Special Consideration application 

form and forwarded to the Education Coordinator. Evidence to support the request (e.g., medical 

certificate) should be submitted.  

3. Reasonable adjustment will only be applied if it does not compromise the integrity of the 

assessment.  

4. The Compliance Team will review the application and consider if and how reasonable adjustment 

is appropriate or can be made. 

5. Where reasonable adjustment cannot be applied or is not appropriate, the Education 

Coordinator will contact the learner in writing by email advising the learner of the outcome and 

the reasons for the decision as soon as reasonably practicable. 
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5.1. The written communication will be provided to the learner within 48hours of an outcome 

decision. 

6. Learners can appeal if reasonable adjustment is not granted in line with the Complaints and 

Appeals policy of The Organisation and does not compromise the integrity of the assessment and 

training package requirements. 

7. Records of applied reasonable adjustment will be documented on assessment checklists or the 

Training Plan. 

 

Video Recording Assessment Conditions 

The following conditions outline the requirements for video-recorded assessments to ensure 

compliance with assessment integrity, privacy obligations, and regulatory expectations. 

1. Verification of Identity 

o The assessment candidate must have their face clearly visible to the camera for the 

duration of the assessment recording to confirm identity. 

2. Age Requirement 

o All participants involved in the assessment activity must be over the age of 18 years. 

No individuals under 18 are permitted to be recorded. 

3. Consent and Permissions 

o At the start of the video recording, the assessment candidate must clearly state on 

camera that they: 

▪ Have obtained permission from all participants involved in the recording. 

▪ Acknowledge that the recording may be viewed by staff for assessment, 

validation, and/or auditing purposes. 

o If the assessment is conducted in a workplace setting, explicit verbal confirmation 

must be provided on camera that the candidate has obtained consent from the 

employer or relevant authority to use the location for this purpose. 

4. Professional Environment 

o Recordings must take place in a professional setting suitable for assessment 

purposes. Casual or informal settings such as lounges or bedrooms are not 

acceptable. Workplaces may be used if prior consent has been obtained and 

documented. 

5. Participant Engagement 

o Participants may choose to keep their backs to the camera to maintain privacy, 

provided their actions and engagement can still be clearly demonstrated. 

o All participants must actively participate in the assessment activity being recorded. 

Passive presence or observation alone is not sufficient. 
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6. Commencement Protocol 

o No assessment activity is to commence until the above conditions are confirmed in 

the recording. Only after identity, consent, and setting requirements are addressed 

may the assessment begin. 

Non-Compliance 

Failure to comply with these conditions may result in the recording being deemed invalid for 

assessment purposes and may require re-submission under compliant conditions. This will count an 

assessment attempt. 
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