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1. Associated Policy
This Assessment Procedure $ilaeen developed in conjunction with the Assessment Polieywd RPL Procedure.

2. Scope
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Step Action Responsibility
accreditedtraining product

X reviewing current industry needs and workplace practices
x selectingelectives suitable for industry needs
x clarifyingthe studentcohortandtheir characteristics

X analysngthe outline of the nationally accredited training product
anddetermining clustering options and thappropriateassessment
instruments to be used

3 In consultation with @rogram Services Education Advisor, design and | Head of Department
write the assessment® cover all the requirements of the nationally Educator(SME)
accredited training product including:

X elements andoerformancecriteria

x foundationskills

x performanceevidence

X knowledgeevidence and assessmerdraitions.

Use consistent naming and numbering conventions throughout the full
suite of assessment tools.

Complete full suite of assessment tools using CIT approved templates
including

X mapping
X Student instructions
X educator/teacherguide

X subjectguides

4 Conduct a praleliveryvalidationreviewfor all assessmest whether Head of Department
written, purchased or obtained from other sourggsior to delivery tothe | Educato(SME)
first student cohortto ensure they meet: Education Advisor
x allrequirements of nationally accreditedaining
x all regulatory requirements
x the Principles of Assessment
x the Rules of Evidence.
Owner:Executive Director, Education Futures and Students Page3/ 10
TRIM Number: CIT2024/613 Approval Date: B\pril 2024
CategoryTraining Next Review Due Date:April 2026

Approval for Open Accesges Version:1.1



Canberra Institutoe
of Technology [

RTO Code 0701 | CRICOS No. G=1,001K B 4E ESN B



OFFICI/

Canberra Instit:tge
of Technology [

RTO Code 0701 | CRICOS No. G=1,001K B 4E ESN B

Step Action Responsibility

2 Adviseeligiblestudentsto register with Disability Education Advisor or
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Action

Review written assessments for any evidence of chegitagiarismor
misuse of generativerdficial intelligence(Al), not identified in the student
assessment instructions toolslanage any suspected cheatipdagiarism
or use of Alsing theAcademic Integrity and Misconduct Policy and
Student Conduct Policy.

Responsibility
Educato(SME)

Review completed assessment evidence against assessment criteria in
Educator/teachefGuide to determine competency.

tBducato(SME)

10

Determine competency, record assessment outcome and provide feedl
to the student using appropriate method for papleased and/or online
and electronic submissions.

pdatucator(SME)

11

12

Recordall finalassessment results in Student Management Systetimn
two working days after the assessment outcome is finalised

Educator(SME)

Retain all assessment evidence for use in validation and for audit purposes

and whererequired by policy, legislation, or regulation (
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Step Action Responsibility
X appoint a subject matter expert and a qualified asse$san
EducationQualityor Program Servicds make the assessment
judgment.
X appoint an external assessor (this couttract an additional
cost)
3.6
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Competency The consistent application of knowledge and skills to the standard of performan
required in the workplace. It embodies the ability to transfer and apply skills an
knowledge to new situations and environments.

Predelivery Validation All assessment resources for new anelleveloped training products,
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