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Assessment Policy  

General information for all students 

Date of Implementation 

This policy applies from 1 November 2011 and will be reviewed at least annually. 

Purpose 

The purpose of the Assessment Policy is to provide: 

 a fair and equitable means of assessing each student’s skills, knowledge  
and/or competence 

 information to students about their obligations when undertaking assignments for  
award education 

 communication about the obligations of Kaplan Education in the assessment process. 

Scope 

This policy applies to the qualifications and individual units of competence listed below from 
the FNS10 Financial Services and CPP07 Property Services Training Packages, for which 
Kaplan Vocational Education Pty Limited is an approved provider. 
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FNS10 Financial Services 

 FNS30110 Certificate III in Financial Services 

 FNS40110 Certificate IV in Credit Management 

 FNS40610 Certificate IV in Accounting 

 FNS40810 Certificate IV in Finance and Mortgage Broking 

 FNS41010 Certificate IV in Banking Services 

 FNS50310 Diploma of Finance and Mortgage Broking Management 

 FNS50610 Diploma of Financial Planning 

 FNS50804 Diploma of Financial Services (Financial Planning) 

 FNS60104 Advanced Diploma of Financial Services (Financial Planning) 

 FNS60410 Advanced Diploma of Financial Planning 

BSB07 Business Services 

 BSB40807 Certificate IV in Frontline Management 

 BSB51107 Diploma of Management 

CPP07 Property Services 

 CPP30207 Certificate III in Property Services (Agency) 

 CPP40307 Certificate IV in Property Services (Real Estate) 

 CPP50307 Diploma of Property Services (Agency Management) 

In addition this policy also applies to the following vocational education courses and 
subjects:  

 Kaplan subjects that provide Tier 1 and Tier 2 compliance 

 Accredited Derivatives Adviser Courses 
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Assessment standards 

The following standards underpin assessment strategies applied by Kaplan and outline the 
requirements placed on Registered Training Organisations under the Australian Quality 
Training Framework (AQTF): 

 Assessment will comply with the principles of fairness, validity, reliability, flexibility, 
authenticity and sufficiency 

 Assessment materials and results will be internally moderated. 

 Assessment will comply with the Assessment Guidelines included in Australian nationally 
endorsed Training Packages.  

 Assessment will lead to the issuing of a qualification or a Statement of Attainment under 
the Australian Qualifications Framework. 

 Students will be provided with information about the assessment process, the context and 
purpose of the assessment tasks and the procedures for reassessment and appeals of 
assessment results 

 Assessment will, where relevant, focus on the application of knowledge and skill to the 
standard of performance required in the workplace and cover all aspects of workplace 
performance, including task skills, task management skills, contingency management 
skills and job role environment skills. 

 Assessment will involve the evaluation of sufficient evidence to enable judgments to be 
made about whether competency has been attained or the learning outcomes have been 
achieved. Evidence may be gathered across several assessment items with each one 
building on the previous as necessary. 

 The assessment process will provide for feedback to the applicant about the outcomes of 
the assessment process and guidance on future options. 

 The assessment process will provide for credit transfer, recognition of prior learning and 
recognition of professional and workplace experience. 
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Principles of assessment and rules of evidence 

Kaplan will, in the development of assessment systems, processes and tools, address the 
following principles of assessment. These principles are: 

 validity 

 reliability 

 flexibility 

 fairness 

 authenticity 

 sufficiency 

The following statements provide an explanation each of these principles: 

Validity 

A valid assessment system assesses what it claims to assess; evidence collected is relevant 
to the activity and demonstrates that the performance criteria have been met. 

Reliability 

Reliability refers to the consistency of the interpretation of the evidence and the assessment 
outcome. To make reliable assessments assessors must be competent in terms of their own 
assessor competencies, have relevant technical competencies or have access to a subject 
matter expert who can advise the assessor on the relevant vocational competencies at least 
to the level being assessed. 

Flexibility 

Flexibility in assessment allows for assessment either on or off the job and at mutually 
convenient times and situations. 

Fairness 

A fair assessment will not disadvantage any person and will take into account the 
characteristics of the person being assessed. 

Authenticity  

Authenticity refers to the confidence that an assessor has that the evidence provided by a 
learner as part of assessment is actually the learner’s own work. 

 (Source: ‘Maximising confidence in assessment decision-making’ (NCVER).) 
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Sufficiency 

Sufficiency refers to having enough suitable evidence presented by a learner to ensure that 
an accurate decision can be made about competency. 

 (Source: ‘Maximising confidence in assessment decision-making’ (NCVER).) 

Kaplan’s assessment philosophy embraces the principles set out above. It endeavours to 
present students with opportunities to explore and demonstrate mastery of theoretical and 
technical knowledge and skills by applying them to simulated workplace situations and 
conditions across the study period. 

Student obligations in assessment 

As well as successful completion of assessment requirements, a student’s progress in a 
qualification, subject, or against a unit of competence also depends on them meeting the 
obligations listed below.  

Students are informed of their obligations relating to assessment at the start of each subject 
in a number of ways. It is the student’s responsibility to familiarise themselves with these 
obligations.  

Information can be found:  

 in policies such as the Assessment Policy and the Student Misconduct Policy available on 
the Kaplan website on KapLearn  

 on the cover pages of assignments.  

Students complete a declaration:  

 upon enrolment that they will be bound by Kaplan’s rules, regulations, by-laws, 
procedural policies and any disciplinary decisions. 

 when they submit their assignment confirming that the assignment is their own work and 
that they are aware of the requirements relating to collusion and plagiarism, including the 
penalties. 

 students are responsible for providing an exam supervisor and providing Kaplan 
Professional Education of exam supervisor details.  No supervisor is required if the exam 
is being conducted in Kaplan Professional Education offices. 
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Academic misconduct 

Students are expected to observe all assessment rules and procedures. Proven acts of 
academic misconduct will incur penalties under Kaplan’s Student Misconduct Policy. 

For further information refer to the Definitions section of this policy and the Student 
Misconduct Policy. Students may obtain a copy of the Policy from Kaplan’s website. 

Collaboration 

Work produced in collaboration with other students, for example as part of group exercises, 
may be submitted as part of an individual’s assessment event provided that the work is 
attributed to the original source. 

Work which is based on, or uses templates or illustrative examples provided by Kaplan as 
part of the learning materials, may also be used as part of an individual’s assessment event 
provided that the source is fully acknowledged. 

For further information refer to the Definitions section of this policy and the Student 
Misconduct Policy. Students may obtain a copy of the Policy from Kaplan’s website. 

Collusion 

Collusion should not be confused with collaboration. Work produced in collusion with other 
students will be regarded as Academic Misconduct. Proven acts of collusion will incur 
penalties under the Student Misconduct Policy. 

For further information refer to the Definitions section of this policy and the Student 
Misconduct Policy. Students may obtain a copy of the Policy from Kaplan’s website. 

Plagiarism 

Plagiarism refers to any use, or attempted use by students, of the work or ideas of others 
without attribution of the author; or passing off or attempting to pass off the work or ideas of 
others as the writer’s own. 

Such acts are considered plagiarism whether they occur intentionally or carelessly. 

For further information refer to the Definitions section of this policy and the Student 
Misconduct Policy. Students may obtain a copy of the Policy from Kaplan’s website. 

Assignment submission 

It is the responsibility of students to submit their assignment by the due date.  

Extensions for assignments are only granted under exceptional circumstances and must be 
applied for via the Special Consideration process.  

Applications for assignment extensions will not be accepted on the day the assignment is 
due or after the assignment due date has passed unless the student can provide credible 
evidence that the request for special consideration could not be submitted prior to the 
assignment due date.  
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For further information please refer to the Special Consideration section of this policy and 
the Special Consideration Instructions and Application Form on Kaplan’s website.  

Assignments are to be successfully completed 12 weeks after activation of the subject. 

If a resubmission of an assignment is required payment must be made prior to 5pm Sydney 
time on or before due date.  Assignments can be submitted up to midnight (Sydney time) on 
the due date.  

Support for students with  
special needs or circumstances  

Reasonable adjustment 

Reasonable adjustment is an adjustment for students with special needs. It is available for 
students with a condition or special need existing at the time of their initial enrolment. It is 
provided for a student with a specific learning need, which, if not met, might place that 
student at an unfair disadvantage.  

Reasonable adjustments are made to ensure that students are not presented with artificial 
barriers to demonstrating achievement in their studies. NB Where unforeseen circumstances 
occur which a student believes may affect their performance in an assessment or in the 
completion of a subject or unit of competence they may qualify for Special Consideration.  

Reasonable adjustment may include:  

 the use of adaptive technology  

 educational support  

 alternative methods of assessment, such as oral assessment  

 individual conditions of assessment  

 enlarged print materials  

 scribes, or  

 additional time in the examination period. 

Students with special needs must complete the Application for Reasonable Adjustment Form 
outlining the nature of their need and submit it to Kaplan at the time of initial enrolment so 
that suitable adjustments may be made to course materials, class facilities and assessment 
events, as appropriate.  

The relevant Kaplan manager will assess the application and make a recommendation 
based on the evidence presented in the application. 

For further information refer to Kaplan’s Access and Equity Policy. Students may obtain a 
copy of the Policy from Kaplan’s website. 
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Learning support 

Where learning support is required for those with basic literacy, numeracy, English or other 
identified areas of learning difficulty, students may be referred to specialists in a particular 
area for assistance. 

Students with learning difficulties must inform Kaplan of the nature of their need at the time 
of enrolment so that suitable referrals or adjustments may be made. 

Special consideration 

A student may apply for special consideration if: 

 through events such as serious illness, bereavement or personal trauma they are 
prevented from completing an assignment or sitting an examination, or 

 they believe that their performance in an assessment has been affected by the event. 

Applications for special consideration must be made on the Application for Special 
Consideration form and submitted to Kaplan, accompanied by a medical certificate or other 
substantive and relevant documentary evidence. 

Kaplan will assess the application and advise the student of the outcome in timely fashion. 

Special Consideration requests will be considered on an individual basis, based on the 
circumstances, the evidence provided and the timing of the request. The student must 
advise Kaplan of their circumstances as soon as possible before the due date of the 
assessment. Special consideration will not be granted on the due date of the assessment,  
or after the assessment due date has passed, unless the student can provide credible 
evidence that the request for special consideration could not be submitted prior to the 
assessment due date. 

If an application is successful, the student may be offered the opportunity to: 

 sit the examination within 48 hours of the original exam date 

 sit another exam at a later date (if one is available) 

 resubmit the assignment 

 have their assessment grade or final grade adjusted, or 

 have extra time to complete their assignment NB Assignment extensions will not be 
granted on the due date of the assignment or after the assignment due date has passed 
unless the student can provide credible evidence that the request for special 
consideration could not be submitted prior to the assignment due date. 

Work pressures and other personal or business commitments, unless exceptional, will not be 
accepted as valid reasons for special consideration. Students feeling the negative impact of 
these pressures should formally withdraw from their study at the very latest 48 hours before 
the due date of the first assessment event. 

Kaplan will maintain a record of all applications for special consideration, the basis on which 
the decision is made and any changes made to a student’s records or results.  

For further information refer to Kaplan’s Access and Equity Policy. Students may obtain a 
copy of the Policy from Kaplan’s website. 
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Dealing with grievances and appeals 

As a Registered Training Provider (RTO), Kaplan is required to document and implement 
policies and procedures for dealing with customer grievances and appeals in a constructive 
and timely manner. A summary of the stages in the grievance process can be found below. 
Complete information on the grievance process is outlined in detail in the Student Grievance 
Policy. Students may obtain a copy of the policy from Kaplan’s website.  

Grievances  

Students may lodge grievances regarding the assessment process with Kaplan. Refer to the 
Kaplan Student Grievance Policy. 

Appeals 

Formal appeals lodged in relation to the determination of the assessment grievance process 
will be dealt with in accordance with Kaplan’s Student Grievance Policy. 

Assessment results 

Overall subject results and individual assessment event results for competency based 
subjects will be recorded and reported as follows. 

Result Definition 

Competent A ‘Competent’ result indicates that the assessment requirements for the subject or 
unit of competence have been met. 

Not yet competent A ‘Not Yet Competent’ result indicates that the assessment requirements for the 
subject or unit of competence have not yet been met. 

Other result codes 

Result Definition 

Exempt This code indicates that a student has achieved the assessment requirements for 
the subject through previous study or through mutual recognition. 

For more information 

Contact Kaplan Professional Education’s Student Services. 

Responsible officer 

The responsible officer for this policy is the Head of Operations and Customer Service or a 
delegated authority. 


