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1. Copyright Notice and Disclaimer

Copyright © 2022 Nova Anglia College Pty Ltd. All rights reserved.

Copyright of this document is the property of Nova Anglia College under Australian and international copyright laws
unless otherwise stated. Any unauthorized use of this document or its contents may violate copyright under the fair
dealings provisions of the Copyright Act 1968. No part of this document may be photocopied, reproduced, altered
or translated in any form or by any means, or stored in a retrieval system or transmitted electronically, or otherwise
used without the prior written consent of Nova Anglia College.
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Version History

Version Date Description
Draft Version 0.1 16" June 2022 Created by Dr. Hamidreza Mozayeni.

Approved with amendments by the Academic Board and amended by
Ms. Carmen Ralph as per the minutes of the meeting as follows: included

Version 1.0 7t July 2022 in Item 6.3 a definition of internal moderators; and included in Item 7.1.2
information about experts from equivalent overseas higher education
organisations.

Version 1.1 12" August 2022 | Document reformatted and proofread by Ms. Carmen Ralph.

1% September Amended by Dr. Hamidreza Mozayeni as follows: added Section 6

Version 1.2 2022 (Moderation); and added reference to the General Instructions and Rules
for Assessment Tasks in Iltem 7.2 and Section 9 (Related Documents).
Amended by Dr. Hamidreza Mozayeni as follows: added Section 6 (Pre-
Assessment Validation); updated Section 7 (Moderation) with

Version 1.3 50t October 2022 informatiqn about. the mode.ration process and unit moderators and
removed information about internal and external moderators; added
items 8.9 and 9.3.8; and added a timeframe of “at least once every two
years” in ltem 9.3.1.

Version 1.4 25t October 2022 Dr. Har_nidre.zalMozayeni added reference to the Teaching and Learning
Committee in items 8.8 and 9.3.6.
Amended by Ms. Carmen Ralph as per the minutes of the Board of

Version 1.5 29™ November Directors meeting as follows: changed the address from Suite 28, Level

2022 3, 240 Queen Street, Brisbane City QLD 4000 to 29 Amelia Street,

Fortitude Valley QLD 4006.

Version 1.6 27 April 2023 Amended Mi‘nor changes to section 7 by Harpreet Kaur as suggested by
External Auditor Dr John Capper.

Version 1.7 20™ March 2024 | Added Provider ID and updated header.

Version 1.8 20" August 2024 | CRICOS code added.
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3. Approval, Publication and Review

3.1 Approval

This Internal and External Moderation Policy and Procedure was approved with amendments by the Academic Board
in the meeting held on 7" July 2022.

3.2 Publication

This Internal and External Moderation Policy and Procedure will be made available to individuals, including current
and prospective students seeking to enrol in Nova Anglia College, by publication on the website at www.nac.edu.au.
Alternatively, a copy of this document can be requested by contacting the Registrar Office at registrar@nac.edu.au.

3.3 Review

Nova Anglia College’s policies are reviewed on a regular basis. The review cycle may vary depending on the type of policy
and its scope, but every year would be typical, and there must be no more than three years between policy reviews.

Next review date: March 2026

4. Purpose

This document intends to define the policy and procedure required for pre-assessment validation and internal and
external moderation at Nova Anglia College (hereinafter referred to as “NAC”). It assists NAC in monitoring its
education operations constantly to ensure national education standards are satisfactorily met.

This document is an extension of the Quality Assurance Framework.

5. Scope

This document applies to all NAC’'s academic staff members as well as all external contributors, auditors, and
moderators who are involved in external moderation at NAC.

6. Pre-assessment Validation

Validation is a process of ensuring that assessment validly and reliably measures achievement of expected learning
outcomes in a unit. Pre-assessment validation checks the appropriateness, fairness, clarity, accuracy and standard
of assessment tasks and materials before they are used for assessment. The Course Coordinator is responsible for
pre-assessment validation of assessment tasks before first use.

New or revised assessment tasks will be subject to pre-assessment validation before they are used to ensure:
e that they align to unit learning outcomes, content and assessment requirements listed in the unit outline;
e that they provide consistent results;
e that they are flexible enough to cater for the needs of different learners;
e that they actually work in practice;
e that assessment content and instructions are clearly, comprehensibly and accurately presented;
e that the academic challenge they present the student is consistent with the level of the unit;
e where feasible, assessment tasks within and between units are integrated; and
e all relevant resources required for the assessment task are available.
Pre-assessment validation will occur before a unit is first delivered and whenever a unit is modified.
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The unit moderator will prepare a pre-assessment validation report in the prescribed form and present it to the
Course Coordinator at the commencement of the teaching period in which the unit (or modified unit) is to be first
delivered.

7. Moderation

Moderation is a process in which the assessment tasks developed for selected units of study offered in a course are
reviewed to assure these tasks are aligned with the education plans and ensure the learning outcomes associated
with the course, unit, and assessment tasks are satisfied. The moderation of grades in a unit of study seeks to ensure
that there is a fair allocation of grades. The unit moderator will consider samples from students at all locations
studying a particular unit in each study period to determine the fairness of the application of the assessment criteria
for all students, the appropriateness of the assessment scheme and all summative assessment items for students in
a unit.

The unit moderators will ensure that:

e the standard of achievement is uniform, particularly for units being delivered to different groups of students by
different staff in different locations;

e assessment is consistent through “double-marking” a sample of submitted tasks; and
e marking of assessment tasks are deemed reliable within a margin of +/-10 percent.

Where the same unit is offered across different courses, post-assessment moderation will be common across all
courses to ensure consistency of standards.

There are two main types of moderation:

- Internal moderation, in which summative assessment items of selected units and their marks/grades are
moderated at the end of each study period by internal moderators who are teaching staff employed by NAC on
a fixed term, permanent or sessional basis.

- External moderation, in which summative assessment items of selected units and their marks/grades are
moderated by external moderators. For more information about external moderators, please refer to Section
9.1 (External Moderators).

8. Internal Moderation Policy and Procedure

8.1 The course coordinator is responsible for explaining and clarifying to the academic staff the assessment
standards and how to use the assessment rubrics to grade the students’ submitted work. This can be done
through meetings or written communications.

8.2 At the end of each study period, the assessment items of selected units are subject to internal moderation to
ensure assessment grading processes and marks are fair, consistent, accurate and in accordance with the
published rubrics and NAC's Student Assessment Policy and Procedure and General Instructions and Rules for
Assessment Tasks. The internal moderation is conducted particularly amongst units being delivered by different
teaching staff at different locations.

8.3 The course coordinator is required to assign internal moderators who are teaching staff employed by NAC on a
fixed term, permanent or sessional basis. Internal moderators are expected to demonstrate comparable
experience teaching similar units and express willingness and commitment to improve the quality of the units
being moderated.

8.4 Each internal moderator is provided with samples of students’ submitted assessment tasks of a unit of study to
be moderated internally.
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8.5 Once the moderation is completed, each of the internal moderators should compile the identified deficiencies
and inconsistencies as well as requirements for re-marking or amendments of grades as an internal moderation
report using the developed tools and templates and submit the report to the course coordinator within a
reasonable time.

8.6 The Course Coordinator should review and adjust the internal moderation reports. The reports should be next
submitted to the Board of Examiners to be discussed in the internal moderation meeting.

8.7 The Board of Examiners are required to check the moderation reports thoroughly and ensure any necessary
actions, for instance re-marking or amending the grades, have been taken into account before accepting the
assessment results as a true and accurate reflection of students’ academic performance in the given semester.

8.8 A report of the recommended improvements and actions agreed upon by the Board of Examiners will be
presented to the Teaching and Learning Committee, Academic Board and the Board of Directors.

8.9 The Course Coordinator will maintain a record of the outcomes of all assessment moderation. The record will,
at a minimum, contain information on the units and assessment tasks moderated, the number of instances in
which marking discrepancies were identified, and any follow-up actions.

9. External Moderation Policy and Procedure

9.1 External Moderators

9.1.1 External moderators are responsible to monitor and provide advice on quality, credibility, and appropriateness
of assessment items and their gradings within NAC. They are also responsible for monitoring and offering
advice on moderation processes and procedures.

9.1.2 External moderators should be enrolled in academic positions in comparable higher education institutions
within Australia or they should be experts from equivalent overseas higher education organisations as there
might be few professionals in universities in Australia specializing in automotive courses.

9.1.3 External moderators should have a similar academic qualification at least one level above the qualification
which is moderated.

9.1.4 External moderators are expected to demonstrate willingness and commitment to share their relevant
experiences and improve the quality of the courses being moderated.

9.2 Responsibilities

External moderation activities should be conducted as a collaborative process between the Dean, course
coordinators and administrative and academic staff. These activities should also be collaboratively conducted with
external moderators who are pioneers in the areas similar to those of NAC. External moderators are expected to
demonstrate good performance in the area/s which is/are going to be moderated.

The Dean, the course coordinators and the academic staff are required to undertake specific responsibilities in the
external moderation process as follows.

9.2.1 The Dean

The Dean’s responsibilities are:

- toidentify and recommend external moderators from comparable higher education institutions within Australia
or overseas. The list of moderators should be presented to the Academic Board for their approval and reviewed
every three years;

- to monitor external moderation processes to ensure these processes are properly resourced;
- toreview and adjust external moderation proposals and reports prepared by course coordinators;
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to cooperate with the registrar to present the external moderation proposals and final reports to the Board of
Examiners, the Academic Board and any other governing academic bodies; and

to cooperate with the course coordinators, the unit coordinators and the academic staff to implement the
recommendations and considerations outlined in the external moderation reports.

9.2.2 Course Coordinators

The Course Coordinators’ responsibilities are:

to engage external moderators in moderation processes;

to engage the Board of Examiners, the administrative and academic staff and the students in external
moderation processes;

to prepare external moderation proposals and reports in accordance with the NAC's Student Assessment Policy
and Procedure and present them to the Dean; and

to ensure the recommendations made by external moderators are properly incorporated and implemented in
the moderated units in the subsequent semester.

9.2.3 Academic Staff

The Academic Staff’s responsibilities are:

to participate in external moderation processes and cooperate with the course coordinators in preparing the
proposals and reports; and

to provide the course coordinators with qualitative and quantitative data and information regarding the
external moderation processes.

9.3 Procedure

9.3.1 The Course Coordinator prepares a proposal at least once every two years which includes details on scope,

objectives, specific areas, timings, and required resources. The proposal should also source and recommend
the external moderators. This proposal should be submitted to the Dean for review and amendments, where
applicable.

9.3.2 The Dean presents the external moderation proposal to the Academic Board for approval.

9.3.3 Once the proposal has been reviewed and approved, the external moderators are assigned and informed of

requirements of the moderation. They are also provided with resources and documents required to be
moderated which include random samples of student assessment tasks representing all delivery locations
and teaching staff delivering the unit. The selected assessment tasks must include at least one sample per
grade and all borderline fail papers.

9.3.4 The external moderators evaluate and assess the credibility, quality and reliability of the provided

documents and assessment tasks. Their findings and recommended improvements and actions should be
compiled as a post-assessment moderation report using the developed tools and templates and submitted
to the Course Coordinator.

9.3.5 Once the moderation processes are concluded by the external moderators, the course coordinator prepares

a moderation report incorporating the findings and recommendations provided by the external moderators.
This moderation report is submitted to the Dean for review and adjustment.

9.3.6 The Dean prepares the final moderation report in cooperation with the Registrar and presents it to the Board

of Examiners, Teaching and Learning Committee, and the Academic Board for final approval.
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9.3.7 The Course Coordinator ensures that the recommendations described in the final moderation report are
properly incorporated and implemented into the unit/s in the subsequent study period.

9.3.8 The Course Coordinator will maintain a record of the outcomes of all assessment moderation. The record
will, at a minimum, contain information on the units and assessment tasks moderated, the number of
instances in which marking discrepancies were identified, and any follow-up actions.

10. Related Documents

e Student Assessment Policy and Procedure
e General Instructions and Rules for Assessment Tasks

e Quality Assurance Framework

11. Related Legislation

e Higher Education Standards Framework 2021 — Standard 1.4 and Standard 5.3
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