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1. Copyright Disclaimer

Not applicable.

2. Document Control

Owner Dean
Stakeholders All students and staff

Approving Body Academic Board

Version History
Version Date Description
Draft Version 0.1 | 1% October 2020 | Provided by Higher Education Leadership Institute (HELI).

Contextualised to Nova Anglia College requirements by Dr. Hamidreza
Mozayeni.

Amended by Ms. Carmen Ralph as per the minutes of the Academic Board
meeting as follows: replaced the term “mid-term exam” with the term “in-
semester exam” in Section 6.3.2 (Mid-Term Exam); updated the total mark
allowing a student to undertake a supplementary exam or resubmit an
Version 1.0 24" May 2022 | assignment to 45-49% in sections 6.11 (Requirement for the Successful
Completion of a Unit of Study) and 6.12 (Resubmission); and updated the
percentage for penalties given for late submission to 50% of the total mark
allocated to the assessment item in Section 6.7 (Penalties for Late
Submission).

Version 1.1 27" May 2022 | New template applied by Ms. Carmen Ralph.

Amended by Ms. Carmen Ralph as follows: Section 6.10 (Reasonable
Adjustments) updated to refer to the policy, procedure and form associated
with reasonable adjustments; and Section 8.2 (Appealing an Assessment
Review Decision) added to include the procedure for appealing the
assessment review decision as included in the Student Grievance Handling
Policy and Procedure.

Draft Version 0.2 | 17" May 2022

Version 1.2 20 June 2022

Version 1.3 7% July 2022 | Approved without amendments by the Academic Board.

Updated by Ms. Carmen Ralph as per the Executive Management
Committee meeting minutes as follows: separated the informal review
process from the formal review procedure in Section 8.1 (Review
Procedure); added Appendices to illustrate the separation between informal
and formal stages in the assessment review and appeal process;
reformatted section numbers; and updated the Table of Contents.

Amended by Dr. Hamidreza Mozayeni as per the minutes of Executive
Management Committee meeting of 30" August 2022 as follows: removed
references to the Unit Outlines from Section 6.5 (Timing and Weight of
Version 1.5 31% August 2022 | Assessment); replaced the word “assessor” in Section 6.5 with the word
“lecturer”; updated Section 6.8 (Special Consideration) with information
about how a student can submit special consideration requests, including
measures taken if a student becomes ill during an invigilated examination;

Version 1.4 28" July 2022
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included information about learning difficulties, learning disorders,
pregnancy and allergies in Section 6.10 (Reasonable Adjustments); changed
in Section 6.10 the timeframe for the students to be notified of the decision
to apply reasonable adjustments to the assessment procedures to “three to
five (3-5) working days from the date they submit the Reasonable
Adjustments Request Form”; included in Section 6.14 (Publication of Results)
reference to the Board of Examiners as the authorised body to publish
assessments results and removed information about the Teaching and
Learning Committee; included in Section 8.1.2 (Formal Review) information
about the timeframe needed to notify the student of the outcome of their
request to be “within 20 working days of lodgement of the Assessment
Review Form”; updated Section 9 (Examination Rules) with information
about the General Instructions and Rules of Assessment Tasks, the Student
Academic Integrity Policy and Procedure, the Student Assessment Policy and
Procedure and the Unit Outlines; and updated Section 11 (Related
Documents).

Amended by Dr. Hamidreza Mozayeni as per the minutes of Academic Board
meeting as follows: replaced in Section 6.13 (Grades) reference to Advanced
Standing (AS) with reference to Credit for Prior Learning (CPL); added in

Version 1.6 29% September | Section 6.14 (Publication of Results) a timeframe for moderating and
2022 publishing the assessment results; changed terminology from
“extenuating/mitigating circumstance” to ”compassionate or compelling
circumstances” in Section 10 (Definitions) and throughout the document;
and updated Section 11 (Related Documents).
Amended by Ms. Carmen Ralph as per the minutes of the Board of Directors
Version 1.7 29% November | meeting as follows: changed the campus address from Suite 28, Level 3, 240
2022 Queen Street, Brisbane City QLD 4000 to 29 Amelia Street, Fortitude Valley
QLD 4006.
Updated by Ms. Carmen Ralph to include Section 6.11 (Reasonable
Version 1.8 20" December | Adjustments Strategies Matrix) to provide information about lecturers’
2022 responsibility to complete the Reasonable Adjustment Strategies Matrix;
and updated Section 12 (Related Legislation).
Ms. Carmen Ralph included information about the General Instructions to
. nd Invigilators in Section 4 (Purpose) and Section 9 (Examination Rules); and
Version 1.9 22" March 2023 included information about the Aboriginal and Torres Strait Islander Peoples
Education Policy in Section 6.8 (Special Consideration).
Amended by Dr. Hamidreza Mozayeni in section 6.12, 6.13, 6.4 as
Version 2.0 24 April 2023 | recommended by the external auditor namely ‘Dr. John Capper’.
All the changes were approved by Academic Board on 28™ April 2023
th Approved by Academic Board and Amended by Dr. Hamidreza Mozayeni as
. 12" December . N . .
Version 2.1 2023 pl)erTEQSAAudlt report. Added Feedback timelines in section 6.9 & appendix
Version 2.2 20™ March 2024 | Added Provider ID and updated header.
Version 2.3 20™ August 2024 | CRICOS code added.
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3. Approval, Publication and Review

3.1 Approval

This Student Assessment Policy and Procedure was approved with amendments by the Academic Board members in
the meeting held on 24" May 2022. Next, this policy was reviewed and approved without amendments by the
Academic Board in the meeting held on 7t July 2022.

Further, this policy was reviewed and approved with amendments by the Executive Management Committee in the
meetings held on 28™ July 2022 and 30 August 2022. Recent amendments were approved by the Academic Board
in the meeting held on 29t September 2022.

3.2 Publication

This Student Assessment Policy and Procedure will be made available to the public domain including the students
and staff on the website at www.nac.edu.au. Alternatively, a copy of document can be requested by contacting the

Registrar Office at registrar@nac.edu.au.
3.3 Review

This Student Assessment Policy and Procedure is subject to change and will be reviewed at least once per year with
no gap of three years or more between two consecutive reviews.

Next review date: March 2026

4. Purpose

This Student Assessment Policy and Procedure is intended to outline the process of collecting relevant evidence and making
informed judgements to evaluate student learning outcomes at Nova Anglia College (hereinafter referred to as “NAC”).

This policy and procedure must be read in conjunction with the General Instructions and Rules of Assessment Tasks and
the General Instructions to Invigilators.

The scope of this document includes all students and staff members at NAC.

6. Policy and Procedure

NAC will implement this document to ensure that all student assessment tasks are appropriately designed to
determine the extent to which students have met the learning and skills outcome requirements within a unit of
study. This document has been also developed to assist the NAC’s teaching staff with evaluating the performance of
each student within a unit of study.

6.1 Assessment Rationale
The rationale for assessment is to:

e promote, enhance, and improve the quality of student learning through feedback that is clear, informative,
timely, constructive and relevant to the learning needs of the student;

e measure and confirm the standard of student performance and achievement in relation to the defined learning
outcomes of a unit of study;

e reward student effort and achievement with an appropriate grade;

Student Assessment Policy and Procedure This document is uncontrolled when printed.
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e provide relevant information to evaluate and improve the quality of the curriculum and the effectiveness of the
teaching and learning process continuously.

6.2 Assessment Forms

6.2.1 Formative Assessments

It is specifically intended to monitor student learning to provide ongoing feedback that can be used by students to

improve their learning, identify their strengths and weaknesses, and target areas that need work. It can also help

teachers and other support staff to recognise where students are struggling and address problems immediately.
6.2.2 Summative Assessments

Its objective is primarily to evaluate student learning by comparing ‘high stakes’ assessment tasks against specific
standards or rubrics to evaluate and measure progress towards achievement of learning outcomes. Summative
assessment results are recorded as marks or grades that are then factored into a student’s permanent academic
record. Teachers also provide constructive and timely feedback on summative assessment tasks to help students
improve their learning and achieve the required learning outcomes.

Furthermore, critical reflection on the outcomes of assessment tasks, both formative and summative, can inform
teachers and students, not only about the quality of student learning and achievement but also about the
effectiveness of teaching.

6.3 Types of Assessment Tasks

Normally, the assessment of a unit of study will:
e include a minimum of two but no more than four different types of assessment;
o include no single assessment task worth more than 50% of the total mark for the unit of study (except for Capstone units);
e limit each group assessment to 30% of the total mark for the unit of study.

The forms of assessment to be utilised for each unit of study will be clearly set out in the documentation given to
students at the commencement of each unit of study.

The types of assessment tasks to be utilised for a unit of study will be set out in the unit outline document of that
unit which will be distributed amongst students at the commencement of each unit of study.
6.3.1 Short Quizzes

The online quizzes are in the form of multiple-choice questions or short answer questions and can be conducted
online or paper based. This type of assessment task is delivered to provide students with immediate feedback on
their understanding of concepts and theory of the unit.

6.3.2 In-semester Exams

There might be one or multiple in-semester exams for each unit of study to evaluate the students’ learning from all
teaching activities including lectures, tutorials, and laboratory sessions from weeks 1 up to the exam date.

6.3.3 Final Exams

End-of-semester final exams evaluate the students’ knowledge acquired over the entire unit of study and may
include different types of questions such as multiple choice, short answers, fill-in blanks and problem-solving
exercises. The final exam is undertaken during the time tabled exam period at the end of each semester and must
be invigilated and valued at 50% or lower of the total unit weightage.

6.3.4 Laboratory Experimentation and Reports

Students may be required to complete a series of practical assignments designed to help students understand the
practical applications of theoretical concepts and test students’ practical abilities under ‘real world’ conditions. These

Student Assessment Policy and Procedure This document is uncontrolled when printed.
Version: V2.3 | Date: August 2024 Page 7 of 19




www.nac.edu.au
@ info@nac.edu.au

© 29 Amelia Street, Fortitude Valley, QLD 4006

assessment tasks also evaluate the students’ communication, teamwork and management skills and assess their
abilities in transmitting knowledge and ideas to others via the laboratory reports.

6.3.5 Written Assignments

Written assignments evaluate the students’ abilities to assess and analyse the provided data and information using
data synthesis techniques and deliver the requirements of the assignment in the format of a report. These
assessment tasks also assess research and critical thinking abilities of students on different issues or problems. The
report must be prepared according to the guidelines and instructions provided by the lecturers and checked for
plagiarism before submission.

6.3.6 Proposals

The proposal assessments evaluate the students’ abilities to perform literature study, expand the Capstone project
topic, identify the gaps and understand the problems / issues which need to be dealt with in the project. To achieve
a good mark in this assessment task, the students are expected to propose the best approach to address the
Capstone problem depending on its cost, feasibility, environmental impacts, timeframe, accuracy, reliability and
applicability. Students are also expected to discuss the activities that need to be undertaken to produce the
requested deliverables, major milestones of the project as well as their timeframes and required resources.

6.3.7 Oral Presentations

Oral presentations demonstrate the students’ abilities to prepare well-structured power point slides for public oral
presentations before technical referees, lecturers or supervisors, industry experts, stakeholders and students. This
assessment task also evaluates the students’ articulation and time management skills when presenting the outcomes
and achievements of their projects in the allocated time.

6.3.8 The Capstone Report

The Capstone Report assesses the knowledge and skills of students on documenting, justifying and discussing all the
steps conducted in their Capstone project. It is also intended to test the students’ abilities to write a report using
scientific language where all its elements are satisfactorily taken into account.

The Capstone Report must be prepared under the supervision of supervisor(s) and, if applicable, automotive experts.
The report must be submitted electronically to NAC library by its due date which is determined by the Dean. The
submitted report will be the asset of NAC and will be retained by the NAC library.

6.4 Notification of Assessment

A fundamental aspect of developing a unit of study is the specification of the prescribed assessment tasks in a way
that relates them directly to the unit objectives and learning outcomes, the course structure, the teaching methods
to be used, and the learning strategies to be fostered. By the end of the first week of the study period, lecturers will
ensure that students are fully informed about unit objectives and learning outcomes, study expectations and
assessment requirements.

The details of all assessment tasks should be stated clearly in the Unit Outline including the unit’s assessment plan,
the weighting of each assessable component, the date of taking the assessment, and the cross reference of each
assessment task with the unit learning outcomes.

Particular Assessment criteria or expectations of assessment (such as number of references, format for presentation,
marks allocated to particular criteria, and so on) will be provided as instruction to student before each assessment.

Student Assessment Policy and Procedure This document is uncontrolled when printed.
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6.5 Timing and Weight of Assessments

Students are expected to achieve the learning outcomes of a unit of study progressively throughout the duration of
the unit. They will be set tasks during the study period that allow their progress to be evaluated against established
criteria. Such tasks will contribute to the final assessment in a unit of study.

Assessment tasks will be designed carefully, first, to keep in proportion student time commitment and the weight of
the assessment task in the overall assessment, and second, to reflect, as far as possible, on the importance of each
task in determining the effectiveness of students’ having met the unit learning outcomes.

This might mean that an important task, such as a final assessment, is weighted heavily. Care will be taken to avoid
the imposition of a considerable imbalance of assessment load toward the second half of the study period.
Assessment will reflect both the level of the unit and the credit points assigned.

Normally, one or more assessment tasks will be set, submitted, marked and returned to students by the mid-point
of a unit. Although students need regular feedback on their progress, set assessment tasks will be kept to the
minimum that is sufficient to enable students to make judgements about their progress.

In foundational units this first assessment be undertaken within the first quarter of the unit’s duration and that
feedback be required and provided quickly to assist students

Due dates for assessment tasks will be well separated in time to give students periods of time for reflective learning
that are free from the pressure engendered by a looming deadline.

In some cases, students are expected to practise skill development continuously. To evaluate students’ ability to
perform such on-going tasks, consideration should be given to strategies for self-assessment. In this way, students
can obtain evidence concerning their level of understanding of the work and skill development, while avoiding the
stress of frequent formal appraisal by a lecturer.

Apart from examination scripts, all assessed work will be returned to the student giving opportunity for the student
to query the assessment result for clarification either then or later. Lecturers are encouraged to provide constructive
and timely feedback to students on all assessment events including final examinations.

Students will be advised at the beginning of a study period how all assessment results are to be combined to produce
an overall mark for the unit.

In particular, the unit outline will make expressly clear:
e the weight of each task in contributing to the overall mark;
e the marking criteria or rubrics used to determine the overall mark;
e minimum standards that are applied to specific assessment tasks, and the consequences if such standards are
not met (including failure to submit particular tasks);
e rules regarding penalties applied to late submissions; and
o precise details of what is expected in terms of presentation of work for assessment.

It will also be made clear to students to students that the aggregated mark for the unit of study will be moderated.
Moderation may result, in some cases, in a variation of the final grade awarded to the student for the unit of study
which is inconsistent with the individual marks awarded to the student for individual assessment items.

Emphasis will be placed on appropriate referencing conventions and requirements, on the degree of cooperation
permitted between students, and on what constitutes academic dishonesty and the consequences of committing it
as outlined in the Student Academic Integrity Policy and Procedure.
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6.6 Submission of Assessment [tems

Students are required to submit assessment items at the time and date specified in the Unit Outline. Assessment
items submitted after the due date will be subject to a penalty unless the student has been given prior approval in
writing for an extension of time to submit that item.

Assessments will be submitted by the due date in the form specified in the Unit Outline. Where assessment items
are submitted electronically, the date and time the email was received will be considered the date and time of
submission. Physical submissions are to be time and date stamped as a record of receipt.

6.7 Penalties for Late Submission

An assessment item submitted after the assessment due date, without an approved extension or without approved
mitigating circumstance, will be penalised. The standard penalty is the reduction of the mark allocated to the
assessment item by 10% of the total mark allocated to the assessment item for each day or part day that the item is
late (a ‘day’ for this purpose is defined as any day on which campus administration is open). The total percentage of
the penalty for late submission is restricted at 50% of the assessment item mark. Assessment items submitted more
than five (5) days after the assessment due date are penalised with a reduction of 50% of the total mark of the
assessment item.

Extensions to assessment deadlines based on compassionate or compelling circumstances shall be at the discretion
of the lecturer and must be granted in writing. Compassionate or compelling circumstances are those outside of the
student's control that have had an adverse effect on the student's work or ability to work.

6.8 Special Consideration

Students whose ability to submit or undertake an assessment item is affected by sickness, misadventure or other
compassionate or compelling circumstances beyond their control may be eligible for special consideration. No
consideration is given when the condition or event is unrelated to the student's performance in a component of the
assessment, or when it is considered not to be serious.

Under compelling or compassionate circumstances, students can send a request in writing via email for the
examination deferral. The request must be submitted to the Unit Coordinator at least three days before the exam
scheduled date. Students must support their request by providing a medical certificate.

If a student becomes ill during an invigilated exam up to the point that they are unable to continue, they should
follow the steps below:

e Stop taking the exam and record the time;

e Immediately advise the exam invigilator;

e Submit a request in writing for “Special Consideration” by declaring the reason to the Unit Coordinator; and
e Attach the medical certificate as evidence.

When considering the application for special consideration, the Unit Coordinator may consider one or more of the
following:

e the student’s performance in other assessment tasks in the unit;

o the severity of the event;

e the student's academic standing in other units and in the course; and

e any history of previous applications for special consideration, especially where they indicate a chronic problem.
If an application for special consideration is accepted, any one of the following outcomes may be appropriate:

e No action is taken;
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e Additional assessment or a supplementary examination is undertaken. Additional assessment may take a
different form from the original assessment. If a student is granted additional assessment, the original
assessment may be ignored at the discretion of the Course Coordinator. Consequently, a revised mark based
on additional assessment may be greater or less than the original mark;

e The marks obtained for the completed assessment tasks are pro-rated to achieve a final percentage result;
e The deadline for assessment is extended;

e The student is allowed to discontinue from the unit of study without failure. This is unlikely to occur after a final
assessment has taken place;

e An extension of time to finish an assignment is granted; or

e Examination deferral is granted —in compassionate or compelling circumstances the examination can be deferred to
a later date.

When reviewing requests for special consideration, particular attention will be given to the progression and
completion of Aboriginal and Torres Strait Islander students. For more information, please refer to the Aboriginal
and Torres Strait Islander Peoples Education Policy.

6.9 Assessment Feedback

To minimise the number of requests for reviews of an assessment decision and to provide feedback on formative
assessment that assists students to achieve the learning outcomes for a unit of study, NAC will ensure that students
are provided with constructive and timely feedback from lecturers that enables them to understand the reason for
their results for each assessment.

Lecturers are required to publish the formative assessment results and feedback within five business days from the
date of the formative assessment.

The timeframe to moderate and publish the final assessment results should not exceed ten working days from the
date of the last examination in the timetabled final exams period.

e NAC has established the formative assessments as key method to identify any academic support student will
receive in initial phase of the semester. Formative assessments play a crucial role in gauging the
preparedness of students in a learning environment.

e Formative Assessments are conducted in first quarter of the semester allowing teachers to monitor students'
progress on an ongoing basis and identify any additional support that student may need.

e This feedback is timely and actionable, enabling students to correct misconceptions and address gaps in their
understanding promptly.

e The information gathered from formative assessments guides Lecturers in adapting their instructional
methods to better suit the needs of the students or the Cohort.

e With insights gained from formative assessments, Lecturers can create personalized learning paths for

6.10 Reasonable Adjustments

Students with a disability may request reasonable adjustments to an assessment task to accommodate their
disability. Adjustments to an assessment must take into account the special characteristics of the student. Any
adjustments made must be ‘reasonable’ so that they do not impose an unjustifiable hardship upon NAC.

A request for reasonable adjustment is made by the student in writing by completing the Reasonable Adjustments
Requests Form and submitting it to the lecturer for the unit of study affected. Students should read the Inclusion,
Diversity and Equity Policy and Procedure before completing this form.

The Reasonable Adjustments Request Form can be completed for learning difficulties, learning disorders, pregnancy
and allergies.
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Making a reasonable adjustment will involve varying the procedures for conducting an assessment, for example:
¢ allowing additional time for the completion of an assessment;
o extending deadlines for an assessment;
* varying question and response modalities for an assessment; and
e providing or allowing additional resources in examinations.

Students will be notified of the decision to apply reasonable adjustments to the assessment procedures within three
to five (3-5) working days from the date they submit the Reasonable Adjustments Request Form.

6.11 Reasonable Adjustments Strategies Matrix

Students with carer responsibilities, cultural or religious obligations, English as an additional language or disability
can request reasonable adjustments. Academic standards of the unit/course will not be lowered to accommodate
the needs of any student, but there is a requirement to be flexible about the way in which it is delivered or assessed.
The Disability Standards for Education® requires institutions to take reasonable steps to enable the student with a
disability to participate in education on the same basis as a student without a disability.

The lecturer/assessor must complete the Reasonable Adjustments Strategies Matrix to ensure the explanation and
correct strategy have been recorded and implemented.

The lecturer/assessor must notify the administration/compliance and quality assurance department for any
reasonable adjustments made.

All evidence and supplementary documentation must be submitted with the assessment pack to the
administration/compliance and quality assurance department.

6.12 Requirements for the Successful Completion of a Unit of Study

The following requirements will ensure that a unit of study is completed successfully:

e Students must attempt all assessment tasks and achieve at least 50% of the total marks for the unit of study to
pass the unit;

e Students must achieve a mark of a least 40% in their final assessment; and

e |f a student has successfully completed all assessment tasks of a unit of study, however, their total mark is
between 45-49%, they are provided with another chance to undertake a supplementary final assessment. The
grade awarded after the supplementary final assessment is limited to P (Pass) or F (Fail). If the student does
not take up the opportunity to complete supplementary final assessment, the grade remains as an F (Fail).

6.13 Resubmission

Where a student has completed all assessment tasks and marginally fails a unit of study (i.e., has achieved an overall
score of 45-49%), the Course Coordinator may recommend that the student be offered the option of completing
additional assessable work which, if completed at the prescribed standard, will result in the student passing the unit.
The grade awarded after the additional assessment is finalised is limited to P (Pass) or F (Fail). If the student does
not take up the opportunity to complete additional assessment work, the grade remains as an F (Fail).

6.14 Grades

Students will receive a grade for each unit of study in which they are enrolled. The grade will be the addition of the
marks awarded for each assessment item.

! Department of Education, Skills and Employment (2015). Disability Standards for Education 2005 | Department of Education
and Training. [Online]. Available at: https://www.education.gov.au/disability-standards-education-2005 [Accessed 20 Dec 2022].
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During each unit of study, students will be provided with an evaluation of their individual performance with
reference to the marking criteria or rubric for each assessment task.

Student performance in individual units of study shall be graded in accordance with the following grading definitions:

Grade Definition

High Distinction
(outstanding performance)
Code: HD

Mark range: 85% and above

Distinction

(very high level of performance)
Code: D

Mark range: 75-84%

Credit

(high level of performance)
Code: C

Mark range: 65-74%

Pass

(competent level of performance)
Code: P

Mark range: 50-64%

Non-graded Pass

Code: NGP

Fail (not meet academic
standards)

(attempted all assessments but
did not achieve 50%)

Code: F

Mark range: below 50%

Fail (non-submission)

(did not attempt all assessments
and did not achieve 50%)
Code: FN

Mark range: below 50%
Withdraw with Failure

Code: WF

Grade Pending
Code: GP

Comprehensive understanding of the unit content; development of relevant
skills to an outstanding level; demonstration of an extremely high level of
interpretive and analytical ability and intellectual initiative; and excellent
achievement of all learning outcomes of the unit.

Very high level of understanding of the unit content; development of
relevant skills to a very high level; demonstration of a very high level of
interpretive and analytical ability and intellectual initiative; and
comprehensive achievement of all learning outcomes of the unit.

High level of understanding of the unit content; development of relevant
skills to a high level; demonstration of a high level of interpretive and
analytical ability and achievement of all learning outcomes of the unit.

Adequate understanding of most of the basic unit content; development of
relevant skills to a satisfactory level; adequate interpretive and analytical
ability and achievement of all learning outcomes of the unit.

Successful completion of a unit assessed on a pass/fail basis, indicating
satisfactory understanding of unit content; satisfactory development of
relevant skills; satisfactory interpretive and analytical ability and achievement
of all learning outcomes of the unit.

Inadequate understanding of the basic unit content; failure to develop
relevant skills; insufficient evidence of interpretive and analytical ability; and
failure to achieve some or all learning outcomes of the unit.

Inadequate understanding of the basic unit content; failure to develop
relevant skills; insufficient evidence of interpretive and analytical ability; and
failure to achieve some or all learning outcomes of the unit.

Withdrew from the unit after the census date.

Grade is pending due to various reasons such as pending an assessment
appeal decision.
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Withdraw without Failure Withdrew from the unit before census date or after the census date with
Code: WO special circumstances.

Credit for Prior Learning Credit has been granted for the unit of study following an application and its
Code: CPL approval.

6.15 Publication of Results

All results must be reviewed and approved properly before publication. The Board of Examiners should meet at the
end of each study period to review and approve assessments results prior to publication. The timeframe to moderate
and publish the assessment results depend on the marking workload and number of students doing the assessment.
However, this timeframe should not exceed ten working days from the date of the last examination in the timetabled
final exams period.

Once results have been approved, the Dean will ensure that the approved mark and grade is recorded in the student
database against the relevant unit of study. The students will be notified of their results via email and the NAC
student management system (SMS) portal.

7. Plagiarism and Academic Integrity

NAC upholds the principle that academic integrity relies on the application of honesty in all scholarly endeavour.
Students at NAC are expected to conduct themselves honestly in their academic studies and acknowledge the work
of others ethically and carefully in all their academic activities.

For further information please refer to the Student Academic Integrity Policy and Procedure.

8. Review of an Assessment Decision

Each student has the right to submit a request to review of an assessment decision. A request for a review may relate
to the decision regarding an individual assessment item or a final grade for a unit of study. This request must be sent
individually as group complaints will not be taken into effect. Confidentiality will be maintained by all staff members
during the review process.

The grounds upon which the student may request a review of an assessment decision are:
e the student believes that an error has occurred in the calculation of the grade; and/or

e ademonstration that the assessment decision is inconsistent with the published assessment requirements or
assessment marking criteria.

Students should note that each review against an assessment decision is determined on its own merits without
reference to other applications.

8.1 Review Procedure

Each student must carefully review the marks and comments provided by their associated marker. If students are
not satisfied with the provided marks and comments, they should consider the process described below.

8.1.1 Informal Review

e Inthefirstinstance and where appropriate, the student should approach the marking lecturer informally to discuss
their concerns about the marks within five (5) working days after receiving the assessment result notification.

e |f a student is not satisfied with the marks given, they are allowed to review the answer booklet of the
assessment. However, this review must be invigilated by an academic staff member. Students are never
permitted to take the examination or answer booklets with them in any form after completing their review.

Please refer to Appendix 1 in this document for a visual representation of this informal step in the review procedure.
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8.1.2 Formal Review

e Where the issue regarding the assessment decision is unable to be resolved at the informal level, the student
can make a request for a review to the Course Coordinator or the Dean in writing by completing the Assessment
Review Form and lodging it within 5 working days after the informal review decision was made.

e The Course Coordinator or the Dean will arrange an independent marker within 10 working days to review the
assessment. The student will be notified of the outcome of their request within 20 working days of lodgement
of the Assessment Review Form.

e |f the independent marker determines the variance in the original marking, the result (higher or lower) will be
amended immediately, and the student will be notified in writing. In case of final exams, both the lecturer and
the Course Coordinator will be notified to amend the result in the assessment records. Additionally, the
outcome of the assessment review request will be reported to the Dean.

e All decisions relating to reviews of assessment decisions are compiled by the Dean for an annual report, which
is further reviewed by the Teaching and Learning Committee.

Please refer to Appendix 2 in this document for a visual representation of this formal step in the review procedure.
8.2 Appealing an Assessment Review Decision

If a student remains dissatisfied with the outcome of the review of an assessment decision, they may utilise the
process described in Stage Two Internal Appeal Flowchart of the Students Grievance Handling Policy and Procedure,
included in Appendix 3 in this document.

9. Examination Rules

The General Instructions and Rules for Assessment Tasks intends to outline general rules and expectations for each
of the assessments. The General Instructions to Invigilators must be read in conjunction with the General Instructions
and Rules of Assessment Tasks.

The General Instructions and Rules of Assessment Tasks are developed in conjunction with the Student Academic
Integrity Policy and Procedure, the Student Assessment Policy and Procedure, and the Unit Outlines of the course.

Students with disabilities or medical conditions must refer to the Inclusion, Diversity and Equity Policy and Procedure
and act accordingly, as indicated in Section 6.10 Reasonable Adjustments of this document.

The General Instructions and Rules of Assessment Tasks are available on the Learning Management System (LMS)
portal.

10. Definitions

Examination Deferral: Postponement of commencement of an examination.

Compassionate/Compelling Circumstances: Circumstances beyond the control of the students and which have an
impact upon the student’s course progress and/or wellbeing, as described in
Standard 9 of the National Code 2018.

11. Related Documents

e Unit Outlines
e Student Academic Integrity Policy and Procedure
e Reasonable Adjustments Requests Form

e Inclusion, Diversity and Equity Policy and Procedure
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Aboriginal and Torres Strait Islander Peoples Education Policy

Student Grievance Handling Policy and Procedure

e Assessment Review Form

Student Appeal Form

Complaints and Appeals Register

General Instructions and Rules of Assessment Tasks

General Instructions to Invigilators

Reasonable Adjustment Strategies Matrix

e Grade Point Average Calculation Algorithm

Credit and Recognition of Prior Learning Policy and Procedure

12. Related Legislation

e Higher Education Standards Framework (Threshold Standards) 2021 — Standard 1.3 (Item 2)
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Appendices

Appendix 1: Informal Review [Flowchart\

Student has a
grievance
about an

assessment

result.

Student informally approaches the marking
lecturer to discuss their concerns within five (5)
working days after receiving the assessment
result notification. If the student requests, they
are allowed to review the answer booklet of the
assessment in the presence of academic staff.

No further
action
required.

-

NO

Student lodges a formal
written complaint (refer
to Formal Review
Flowchart below).
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Appendix 2: Formal Review Flowchart

Student requests
a formal review of
an nent

result.

Student formally requests the Course Coordinator or the
Dean review their concerns by completing the
Assessment Review Form and lodging it within 5 working
days after the informal review decision was made.

The Course Coordinator or the Dean
arranges an independent marker to review
the assessment within 10 working days of
lodgement of the Assessment Review Form.

Assessment review result is
amended immediately and
the student is notified in
writing. The outcome of the YES
assessment review requests is
reported to the Dean (for final
exams, the Unit Coordinator,
the Course Coordinator and
the Dean will be notified). NO

Student lodges a formal appeal
within 20 working days of
receiving notification of the
outcome of the formal
assessment review (refer to Stage
Two Internal Appeal Flowchart
below).
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Appendix 3: Stage Two Internal Appeal Flowchart

Formal appeal is lodged by completing the Student Appeal
Form or emailing the CEO within 20 working days of
receiving notification of the outcome of their formal

grievance or the outcome of the formal assessment review.

The CEO as Chair convenes the Appeals Committee to
consult with the complainant and other relevant parties
within 10 working days. The CEO will send academic
grievances to the Dean or a delegate for resolution.

Student lodges external appeal. § o —

Domestic

students contact
the Resolution

Institute.

Further
information
required?

YES

Meeting or phone call
to gather information.

NO

v

CEO, or their nominee, provides a written report to the
complainant advising the further steps taken to address the
grievance, including the reasons for the decision and the
right of the complainant to access the external appeal
process, within 20 working days of concluding the appeal.

NO YES

Documentation completed,
Complaints and Appeals
Register updated, PRISMS
updated (if the outcome
requires suspension of
cancellation of CoE) and
actions completed.

International
students contact the
Overseas Students
Ombudsman.
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