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[bookmark: Purposeandapplication][bookmark: _Toc240889101]Purpose and application
[bookmark: _Toc162273225][bookmark: _Toc240889102]Purpose
(1) These Procedures:
(a) support the Coursework Students Policy (‘the Policy’); and
(b) explain our approach to assessing coursework.
[bookmark: _Toc240889103]Start date
(1) These Procedures commence on 1 January 2027.
[bookmark: _Toc240889104]Application
(1) These Procedures apply to:
(a) staff, affiliates, and students, for any coursework award course; and
(b) non-award students, exchange students and study abroad students enrolled with us.
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[bookmark: _Toc240889105]General Requirements
[bookmark: _Toc240889106]Alignment to assessment principles
(1) We align our assessment practices to the core assessment principles set out in Part 5 of the Policy.
[bookmark: clause2_2][bookmark: _Toc240889107]Common academic grades
(1) We award the common academic grades listed in Schedule 1.
[bookmark: _Toc240889108]Professional development – Principles 2 and 4
We will:
provide professional development opportunities for staff with teaching responsibilities, which cover assessment: 
design,
implementation;
moderation; and 
quality assurance;
and
create opportunities to recognise and share effective assessment practices.
The Division of Teaching and Learning: 
provides training on the examination security for staff who design online assessments; and
Note: 	Online final examinations must follow the security protocol in the Examinations Process Guide.
together with faculties, supports professional development for assessment review as part of the course quality improvement process.
[bookmark: _Toc240889109]Effectiveness of assessment policies – Principle 4
(1) The Academic Board assesses the effectiveness of assessment practices and policies by:
(a) comparing our standards with those of other institutions;
(b) reviewing information from thematic and course reviews; and
(c) considering student feedback including from:
(i) unit of study evaluations; and 
(ii) other feedback tools.
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[bookmark: _Toc240889110]Assessment Design and Equity
[bookmark: _Toc240889111]Standards, design and quality assurance – Principles 1, 5 and 6
Standards of expected performance should:
provide enough detail to help students improve the quality of their work;
be defined in the context of the discipline, course or level of the unit; and
align with disciplinary and professional standards.
Faculties are responsible for the quality assurance of assessment tasks. They must establish processes to:
assess academic integrity risks;
conduct peer review or moderation; and
check compliance with the Policy and these Procedures.
Program learning outcomes must measure student achievement at appropriate points throughout the course.
Faculties should give students an opportunity to practice each type of assessment instrument before they use it to determine final grades.
[bookmark: _Toc234511511][bookmark: _Toc240889112]Inclusivity, validity and fairness - Principle 3
(1) For written assessment tasks, students should be identified by Student Identification Number only.  Names should not be used.
(a) This applies to any examination, test or other written assessment.
(2) Assessments should be scheduled at a program level to take account of other academic demands on a student’s time.
Note:	For example, the requirements of other assessment tasks or units of study.
(3) Programs should include:
(a) open assessments, which allow students to demonstrate learning outcomes across a range of unsupervised tasks; and
(b) secure assessments, which assure learning in supervised settings.
(4) Assessment tasks for submitted work must be released to students at least 72 hours before the due submission time.
(5) Moderation of marking between markers should result in:
(a) shared understandings of the expected standards; and
(b) consistent application of these standards.
(6) Feedback on student work should be provided with enough time to allow improvement.
(7) All 1000 and 2000 level units of study must include an early feedback task. This assessment:
(a) provides feedback to students on whether they are ready for academic success in the unit; 
(b) may have low weight or no weight; and
(c) allows academic staff to inform students about:
(i) their progress; and 
(ii) available support services.
Note:	The Deputy Vice-Chancellor (Education and Students) may exempt a unit of study from this requirement. See clause 2.1(4) and Schedule 3 of the Support for Students Policy.
(8) 3000 and higher-level units should include:
(a) an early feedback task; or 
(b) an appropriate alternative activity.
(9) Special consideration is not available for early feedback tasks that have no weight.
(10) Feedback:
(a) may be provided individually or in a group;
(b) should provide enough detail to identify strengths and areas for improvement;
(c) should not be so detailed as to discourage self-reliance in learning and assessment.
(11) Teachers should:
(a) seek feedback from students about assessments; and
(b) incorporate this feedback into teaching and learning strategies and future assessments, as appropriate.
[bookmark: _Toc240889113]Informing students – Principles 1 and 2
(1) The unit of study outline for each unit of study should:
(a) be published no later than 2 weeks before the semester or teaching block begins; and
(b) clearly describe the scope and nature of each assessment task.
(2) The unit of study outline should include:
(a) the learning outcomes to be tested;
(b) the standards that will measure student performance;
(c) an assessment table that sets out:
(i) the weighting and type of each assessment; and
(ii) due dates and times;
(d) information about any hurdle task;
(e) examination conditions and settings, including whether the it will take place online or in person;
(f) whether students may use generative AI tools and, if so, which tools;
(g) the conditions for granting an extension of time; and
(h) penalties for late submission or failure to meet requirements such as word limits.
Note: 	Clause 4.9 of the Learning and Teaching Policy sets out our assessment framework. Part 5 of the Policy and these Procedures set out assessment requirements. Clause 3.4 of the Learning and Teaching Procedures specifies unit of study outline requirements.
(3) Faculties should:
(a) use the standard assessment table in Schedule 2 for all units of study; and
(b) include the same information in the LMS.
(4) Unit of study coordinators must ensure that each unit of study outline complies with the Learning and Teaching Policy.
(5) [bookmark: clause3_3_5]After the unit of study outline is published, the nature, weighting or due date of an assessment task may only be changed:
(a) in exceptional circumstances;
(b) with the approval of the Associate Dean, after consulting the Pro Vice-Chancellor (Teaching and Learning); and
(c) for examinations, after consulting the Examinations Office.
(6) Any changes must:
(a) be approved in a way that meets faculty requirements;
(b) be notified to students in writing before the halfway point of the unit; and
(c) avoid causing an unfair disadvantage to any student.
(7) Students must be:
(a) informed of which academic referencing style they must use; 
(b) given opportunities to practise academic writing and relevant scholarly conventions and receive feedback; and
(c) informed about how to apply for a simple extension.
[bookmark: _Toc240889114]Integrated program design – Principle 5
(1) There must be an assessment plan for each degree and curriculum component. 
Note:	See clause 4.8 of the Learning and Teaching Policy for information about curriculum components.
(2) Assessment plans must:
(a) show how the assessment practice is integrated with the course and curriculum design;  
(b) show how the curriculum learning outcomes and graduate qualities will be achieved and validated for each student; and
(c) map curriculum learning outcomes and graduate qualities to assessment tasks within the units in the curriculum.
(3) Assessment plans may map assessments in collections of units of study, to measure and combine learning outcomes. Assessments may be mapped across a:
(a) single level (e.g. all or selected 1000 level units); 
(b) group of units (e.g. all core units); or 
(c) curriculum (e.g. all or selected units in a major or degree).
[bookmark: _Toc240889115]Contemporary capabilities and ethical practice – Principle 6
(1) Unit of study coordinators must specify for each assessment task:
(a) if generative AI tools are permitted;
(b) which tools are permitted; and
(c) how to acknowledge their use.
(2) Assessments designed to assure learning unaided by generative AI must be:
(a) secure; and 
(b) risk-assessed for possible academic integrity breaches.
(3) The Deputy Vice-Chancellor (Education and Students) may exempt an assessment from the requirement to be a secure assessment. 
(4) Where generative AI tools are permitted for an assessment, learning outcomes should include the knowledge and skills for their ethical use.
Note:	See clause 16 of the Academic Integrity Policy for information on responsible use.
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[bookmark: _Toc240889116]Marking and Grading
[bookmark: _Toc240889117]Consistency and fairness – Principles 2 and 3
(1) We use a standards-based approach to assess student achievement.
(2) Staff must:
(a) allocate grades using pre-determined standards;
(b) not allocate grades by reference to predetermined distributions;
(c) apply grades consistently; and
(d) use the prescribed grade descriptors.
Note: 	See clause 2.2 and Schedule 1.
(3) Each faculty should publish a written statement that:
(a) explains the standards that apply; and 
(b) how they assure those standards.
(4) Staff must: 
(a) mark assessment tasks using the criteria provided to students;
(b) evaluate assessment solely against the specified criteria, standards, and benchmarks;
(c) assess all students in a unit of study: 
(i) against the same standards; and
(ii) by using the same or comparable assessment instruments.
(5) Before releasing results, staff must formally moderate marks and grades for each unit against the standards.
(6) Staff who teach the unit and comparable units must discuss the outcomes to refine the standards.
(a) The faculty assessment board must monitor the moderation process.
(7) Staff must base any assessment-related decision that may prevent, delay or adversely affect a student's progression or graduation:
(a) solely on the assessments set for that purpose; and
(b) on the judgement of more than one marker or reviewer.
(8) Staff should use statistically and educationally sound methods to combine marks from assessment tasks.
(9) Staff must take account of any special consideration or reasonable adjustment approved for a student. 
Note:	See Part 5 and Part 6 of these Procedures for further guidance.
[bookmark: _Toc234511517][bookmark: _Toc240889118]Information for students – Principle 2
(1) For each unit of study, faculties should provide benchmark examples of work which are characteristic of achievement for at least two different merit grades. 
(2) If real students’ work is used, faculties must:
(a) obtain each student author’s prior written consent; and
(b) retain the consent document for as long as the example is used.
(3) When it is not possible to provide benchmark examples, faculties should provide: 
(a) a description of the task; and 
(b) details of the expected standards required for each level of achievement.
(4) Faculties should provide students with grade descriptors which set out the differences between work at different achievement levels.
(a) For example: “At HD level, a student shows a comprehensive understanding of the unit material and exhibits initiative and self-reliance in critically evaluating and synthesizing ideas related to the unit”.
(5) Open Learning Environment units will be graded on a pass or fail basis only. 
(6) The Pro Vice-Chancellor (Curriculum Futures) manages the assessment of Industry and Community Project Units.
(a) This includes:
(i) the moderation of assessment design and marking to maintain valid and reliable assessment;
(ii) developing and implementing assessment consistently with these Procedures;
(iii) consulting and coordinating with faculties to align assessment with curriculum assessment plans;
(iv) managing the moderation of assessment design and marking to maintain valid and reliable assessment;
(v) ensuring that all staff involved in teaching and assessment, including seasonal and casual staff, understand the assessment requirements; and
(vi) reviewing student assessment outcomes and survey results and updating the assessment strategy where needed.
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[bookmark: Part5][bookmark: _Toc240889119]Adjustments to assessment: case by case
[bookmark: _Toc240889120]General principles
(1) We recognise that a student’s ability to complete assessments or meet deadlines may be genuinely and significantly affected by:
(a) exceptional and extenuating circumstances outside their control, such as:
(i) acute illness; 
(ii) bereavement; 
(iii) hardship;
(iv) trauma; or 
(v) disability; and
(b) events of national or state significance in cultural, sporting, military, emergency service; or 
(c) legal matters that require their participation.
(2) We use a range of equity measures to:
(a) address circumstances that may adversely impact a student’s ability to prepare for or complete an assessment task; and
(b) reduce any unfair disadvantage as far as possible.
[bookmark: _Toc234511520][bookmark: _Toc240889121]Simple extensions – tasks other than examinations
(1) [bookmark: clause5_2_1]A unit of study co-ordinator may allow a student to submit a non-examination task up to 5 calendar days after the due date without penalty.
(2) [bookmark: clause5_2_2]This permission is an informal arrangement between the unit of study co-ordinator and the student. It does not:
(a) affect the student’s right to apply for special consideration under these Procedures;
(b) alter any time limits or other requirements for applying for special consideration; or
(c) count as an academic decision under the Student Academic Appeals Rule.
Note:	A faculty resolution or local provision that prohibits simple extensions is inconsistent with these Procedures.
(3) For Industry and Community Project Units, the project supervisor may grant simple extensions under clause 5.2(1).
(4) Faculties decide how students apply for simple extensions. The application method must:
(a) require written communication between the student and the unit of study co-ordinator; and 
(b) record the:
(i) student’s name;
(ii) Student Identification Number; and
(iii) unit of study code.
[bookmark: _Toc240889122]Automated simple extensions – other than examinations
(1) The Special Consideration Unit may approve a simple extension of up to 5 calendar days from an assessment task’s due date if: 
(a) the student applies for the extension through the Special Consideration student portal;
(b) the unit outline identifies the assessment as:
(i) experimental design;
(ii) data analysis;
(iii) case study;
(iv) research analysis;
(v) creative work; or
(vi) written work;
(c) the assessment is not group work; and
(d) for one of the following reasons
(i) illness;
(ii) injury;
(iii) misadventure;
(iv) study commitments;
(v) work commitments;
(vi) approved special arrangements; or 
(vii) illness, injury or misadventure to a person for whom the student is a carer.
(2) Extensions approved under this clause do not affect special consideration rights or time limits as set out in clause 5.2(2). 
(3) An application under this clause is not an application for special consideration. 
(a) A student who seeks special consideration must submit a separate application.
[bookmark: _Toc234511522][bookmark: _Toc240889123]Special consideration: General circumstances 
(1) We generally take illness, injury or misadventure into account when considering a student's performance in a course or unit of study.
(a) We consider all requests for special consideration consistently, but the response may vary according to the circumstances.
Note:	Schedule 4 sets out the standard responses to the most common circumstances.
(2) A student who is a carer or has primary parental responsibility for a child may also qualify for special consideration if the person they care for is affected by illness, injury or misadventure.
(3) Non-award students may also apply for and receive special consideration. 
(4) The relevant decision-maker decides the appropriate form of special consideration by considering:
(a) the nature of the issue or condition affecting the student; and 
(b) its impact on their ability to complete the assessment or examination.
(5) Longer-term circumstances may substantially affect a student's ability to study or complete assessment tasks. 
(a) In these cases, students should discuss their circumstances with an adviser or counsellor before they apply for special consideration.
(6) Multiple or recurring requests for special consideration may indicate that a student is at academic risk. 
(a) They may be referred to the faculty for consideration.
(7) A student must still show that they have achieved the designated learning outcomes, even if they receive special consideration.
(8) Students must make requests for special consideration genuinely and in good faith.
(a) We will reject any request that seeks to use the special consideration process to gain an unfair advantage in an assessment.
[bookmark: _Toc240889124]Examinations
(1) We presume that any student who attempts an examination is fit to do so.
(a) Students should not attempt an examination if doing so would further compromise their own health or the health of other people.
(2) A student who is adversely impacted by an illness, injury or misadventure occurring on the day of an examination may apply for special consideration.
(a) A student who unexpectedly falls ill after beginning an examination should:
(i) immediately cease work;
(ii) close the test or examination material; 
(iii) report the illness to an invigilator; and 
(iv) leave the examination room. 
(b) The invigilator will report the matter to their supervisor.
(c) A student who leaves an examination in this way may apply for special consideration, provided that a professional practitioner certificate confirms that they unexpectedly fell ill during the examination.
(d) Students who sit the entirety of the exam are not generally eligible for special consideration.
(i) A student may be eligible for special consideration if they can show they were prevented from making an informed decision to leave due to extenuating circumstances, including incapacity caused by health or other personal reasons.
(3) Submitting a request for special consideration does not guarantee that it will be granted.
(a) Despite this, we give every student at least one further opportunity to sit an examination unless the relevant delegate is satisfied on reasonable grounds than a special consideration application has not been made in good faith.
Note:	See clause 5.7 of these Procedures.
(4) We do not grant special consideration for:
(a) balancing workloads from other units of study, disciplines or faculties;
(b) information and communications technology-related problems, except where they could not have been prevented, avoided or minimised by reasonable diligence by the student; 
(c) jury service;
(d) military service; 
(e) sporting commitments; 
(f) religious commitments; 
(g) cultural commitments; or
(h) events for which special arrangements may be provided as set out in these Procedures.
(5) Special consideration granted to one student should not disadvantage other students.
[bookmark: _Toc240889125][bookmark: _Toc234511524]Requesting special consideration 
(1) Students should lodge requests for special consideration no later than 3 working days after the assessment.
(a) If this is not possible, a student may still request special consideration but must provide a reasonable explanation for the delay.
(b) We will not reject a late request if a reasonable explanation is provided.
(2) A request for special consideration must:
(a) be made through the electronic form;
(b) clearly state the reasons for the request;
(c) for illness or injury, include an appropriate professional practitioner certificate; 
(d) for misadventure, which is not an illness or injury, include a declaration in the form set out in Schedule 3 that:
(i) sets out the length and degree of the impact on the student’s ability to attend classes, learn or complete assessment requirements; and 
(ii) includes relevant supporting documents; and
(iii) provides details of any affected group work.
(3) Professional practitioner certificates must:
(a) be completed by a registered health practitioner or counsellor who is:
(i) operating within the scope of their practice; and 
(ii) not a member of the student’s family; and
(b) include:
(i) the practitioner’s name, contact details, provider number and signature; 
(ii) the date of consultation;
(iii) details of the length and degree of impact on the student’s ability to attend classes, learn or complete assessment requirements; and
(iv) the date the certificate was issued.
(4) If a professional practitioner certificate is not available for an injury or illness, a student may provide a student declaration in the Schedule 3 form, along with secondary evidence.
(5) If a student does not provide requested supporting evidence within 10 business days, the application will be closed. 
(6) We may contact the author of a professional practitioner certificate or other supporting document to verify its authenticity.
(7) Students must retain the originals of any documents submitted in support of a special consideration request until:
(a) their degree has been conferred; or 
(b) their candidature is terminated in some other way.
Note:	We may require students to supply the originals of any documents submitted in support of a special consideration request at any time during their candidature.
(8) International students should also contact us for information about possible impacts on visa and other arrangements.
(9) A student may withdraw a request for special consideration before:
(a) release of results for that assessment; or
(b) completion of a replacement assessment;
whichever is earlier.
(10) A student may seek academic advice before withdrawing a request for special consideration, but not from an academic involved in the assessment.
(11) We keep records of the decision-making process and outcome of each special consideration request.
[bookmark: clause5_7][bookmark: _Toc240889126]Forms of special consideration
(1) The relevant delegate decides the form of special consideration for individual work.
Note: 	Where appropriate, we apply standard determinations on the form of special consideration to be provided. See Schedule 4.
(2) Replacement assessment
(a) For an assessment in the final examinations or in-semester test categories set out in Schedule 2, we may offer a replacement assessment. 
(i) For all other assessment types, such as weekly quizzes, the relevant delegate may instead use an extension or a mark adjustment. 
Note:	See clauses 5.7(3) and 5.7(4).
(b) A replacement assessment should assess the same knowledge and skills as the original assessment.
(c) If a replacement assessment is granted: 
(i) it is treated as the student's first attempt; and 
(ii) the original attempt is disregarded.
(d) The Examinations Office schedules and manages replacement examinations during the replacement examination period. 
(i) The relevant delegate sets the date for other replacement assessments.
						Note:	See the Delegations of Authority Rule.
(e) The Associate Dean may permit a further secure assessment after a replacement assessment if:
(i) they consult with the unit of study coordinator; and
(ii) the student provides the Special Consideration team with documentary evidence showing exceptional circumstances beyond their control.
(f) The further secure assessment:
(i) may be written, oral or practical, as decided by the Associate Dean and unit of study coordinator based on the circumstances of each case;
(ii) must be designed to assess the same learning outcomes that were assessed in the original assessment; 
(iii) must use the same academic grades as the original assessment; and
Note: 	See the ‘Common academic grades’ in Schedule 1. 
(iv) take place within 3 weeks after the end of the first replacement examination period. 
(3) [bookmark: clause5_7_3]Extension
(a) We may grant an extension for an assessment task other than an examination or test.
(b) The relevant delegate decides the length of the extension after considering how much the student's circumstances affected their ability to prepare.
(c) We will only grant an extension of more than 20 working days if it will not unfairly advantage the student over the rest of the cohort.
(i) If it would, the faculty must set an alternative assessment.
(4) [bookmark: clause5_7_4]Mark adjustment
(a) We may apply a mark adjustment to assessments:
(i) that occur regularly throughout the semester; and 
(ii) where no single assessment contributes a large proportion of the final mark. 
Note:	These include weekly class tests, tutorial participation and laboratory work.
(b) A student's failure to complete a minor assessment component must not compromise the integrity of curriculum assessment. 
(c) Where academic considerations make a mark adjustment inappropriate, the faculty must:
(i) state this in the assessment description for the unit of study or curriculum; and 
(ii) provide an alternative assessment.
(d) If a student misses more than 30% of the regular assessment components, the faculty must require the student to complete an alternative assessment.
(e) The faculty will use the mark for that assessment to replace the missing assessment components.
(5) Not examinable (NE) under extenuating circumstances
(a) The relevant delegate will award an NE (not examinable) outcome if a student is prevented from attempting further assessments or examinations because of:
(i) ongoing injury, illness or misadventure;
(ii) approved exchange or study abroad commitments; or 
(iii) compulsory placement.
(b) A student who receives an NE grade may apply for a DC grade under clause 3.1 of the Academic Progress Procedures.
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[bookmark: Part6][bookmark: _Toc234511526][bookmark: _Toc240889127]Reasonable adjustments: ongoing
[bookmark: _Toc234511527][bookmark: _Toc240889128]Eligibility
(1) A student may qualify for reasonable adjustments or accessible examination and assessment arrangements if they:
(a) have a permanent or temporary disability; or
(b) care for a person with a disability; and
(c) register with our Inclusion and Disability Services; and
(d) provide the supporting documentation that we require.
Note:	See the Inclusion and Disability Services website.
(2) Reasonable adjustments help students:
(a) achieve the learning outcomes of their units of study; and 
(b) meet the inherent requirements of their course. 
(3) We will not approve an adjustment if it:
(a) undermines the academic integrity or standards of a degree or discipline; or
(b) creates an unreasonable risk to the health or safety of any person, including the student.
[bookmark: _Toc234511528][bookmark: _Toc240889129]Applying for reasonable adjustments – Principle 3
(1) A student who seeks reasonable adjustments must submit an Academic Plan request to Inclusion and Disability Services.
(2) If the student is registering with Inclusion and Disability Services for the first time, they should submit this request as soon as possible after registering.
(3) If the student is already registered, they should submit the request:
(a) when they receive the unit of study outline; or
(b) as soon as possible after they identify any additional adjustment needs.
(4) Inclusion and Disability Services:
(a) decides the student's eligibility for reasonable adjustments after:
(i) consulting the student; and 
(ii) considering the supporting documentation; and
(b) notifies the faculty of the approved reasonable adjustments through the student's Academic Plan.
(5) Faculties and the Students team in the Division of the Academic Registrar must implement the reasonable adjustments set out in each student's Academic Plan.
(6) Staff should be familiar with the Disability Standards for Education. 
(7) Staff with concerns about a student's Academic Plan should raise them with Inclusion and Disability Services.
Note:	See the Disability Standards for Education for further information.
(8) Faculties manage faculty-coordinated examinations, tests, take-home tests, in-semester assessments, practical assessments and oral assessments. They must:
(a) notify students promptly of:
(i) approved adjustments or arrangements; and
(ii) the time and location of any adjusted examination;
(b) provide the approved adjustments and accommodations, including supervision, scribes and equipment; and
(c) provide adjustments or arrangements for any replacement assessment.
Note: 	Inclusion and Disability Services assists with specialist equipment, ergonomic furniture and access to assistive technology. It can also provide a list of trained scribes and invigilators.
(9) Reasonable adjustments and accessible arrangements do not affect a student's right to apply for special consideration because of illness or misadventure.
(10) The Students team in the Division of the Academic Registrar manages all requests for special consideration and special arrangements.
Note:	See Schedule 4.
[bookmark: _Toc234511529][bookmark: _Toc240889130]Available adjustments
(1) Reasonable adjustments may include:
(a) extensions;
(b) alternative assessments;
(c) extra time for reading, writing, resting or toilet breaks;
(d) use of a reader or scribe or both;
(e) examination papers in alternative formats;
(f) use of assistive technology;
(g) ergonomic furniture;
(h) using a designated room and experienced supervisors;
(i) using a separate room with a scribe or assistive technology;
(j) rescheduling or spacing examinations into the deferred examination period; and
(k) placement adjustments.
[bookmark: _Toc234511530][bookmark: _Toc240889131]Reasonable adjustments in examinations
(1) Before the formal examination period, Inclusion and Disability Services contacts eligible students to confirm their:
(a) examination adjustments; or 
(b) accessible arrangements.
(2) Adjustments for the formal examination period also apply to the replacement examination period.
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[bookmark: Part7][bookmark: _Toc240889132]Special arrangements for assessments
[bookmark: _Toc234511532][bookmark: _Toc240889133]Availability of special arrangements 
(1) The relevant delegate may make special arrangements for a student who cannot attend an examination or other time-bound assessment.
(2) Special arrangements support our commitment to flexible learning.
(3) We will make reasonable efforts to meet a student's needs. 
(a) However, we may not be able to provide special arrangements in every case, particularly for clinical placements and practicums.
(4) Special arrangements can be made for:
(a) carer responsibilities.
Note: 	See the definition of carer in the Policy.
(b) primary parental responsibility for a child who has experienced illness, injury or misadventure;
(c) essential religious, cultural or ceremonial commitments, or beliefs;
(d) a compulsory legal obligation, such as jury service or a court summons;
(e) sporting, cultural, political or union commitments when the student represents us, a state or a nation;
(f) the birth or adoption of a child;
(g) commitments to the Australian Defence Force or an emergency service, including the Army Reserve;
(h) employment that the relevant delegate considers essential, if the student has little or no control over the work requirement and the absence would jeopardise their employment; or
(i) students who are:
(i) registered with the Australian Health Practitioner Regulation Agency as a health practitioner or student health practitioner; and
(ii) providing, or will provide, professional services at short notice in a pandemic, or national health emergency.
(5) The relevant delegate may approve special arrangements for other circumstances beyond the student's reasonable control.
[bookmark: _Toc234511533][bookmark: _Toc240889134]Implementing special arrangements
(1) Faculties should follow the special consideration process in Part 5 when they arrange assessment or examination adjustments.
(2) If a faculty expects that a student will need an extended absence before the census date, the faculty should discuss with them the option of withdrawing without failure.
(3) A student who seeks special arrangements should apply as soon as they become aware of the need to miss an activity.
(a) A student with an ongoing commitment, such as a religious obligation, should apply at the beginning of the semester or teaching block.
(4) Faculties must tell students about any deadline for requesting special arrangements for assessments.
(a) We will consider a late request only if the student explains the delay and provides supporting documentation.
(5) A student who requests special arrangements for an examination must:
(a) submit the request; and
(b) all required forms and supporting documents
no later than 14 days after we publish the examination timetable.
(6) Students must provide all supporting documentation in English. Appropriate documents include:
(a) for religious obligations, a letter from the student's imam, pastor, rabbi or another recognised spiritual or community leader;
(b) for compulsory legal obligations, a copy of the summons, subpoena, court order or jury service notice;
(c) for sporting, cultural, political or union commitments, documentation from the relevant organisation;
(d) for the birth or adoption of a child:
(i) a certificate from a medical practitioner or midwife stating the expected birth date; or 
(ii) documentation from an adoption agency stating the expected placement date;
(e) for primary parental responsibility for a child who has experienced illness, injury or misadventure:
(i) a certificate from an appropriate health professional; or
(ii) a statutory declaration that explains how the circumstances affected the student's ability to complete the assessment or examination;
(f) for other carer’s responsibilities:
(i) a certificate from an appropriate health professional;
(ii) a letter from an NDIS provider or another appropriate health professional; or
(iii) a statutory declaration that explains the student's carer responsibilities and how they affected the student's ability to complete the assessment or examination.
(g) for Australian Defence Force or emergency service commitments, documentation from the student's brigade or unit;
(h) if employment is at risk, documentation from the student's employer; and
(i) for any other circumstance, any documentation that we request.
(7) A student who requests special arrangements must provide contact details for every person or organisation that supplies supporting documentation.
(a) This will help us obtain further information, if needed.
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[bookmark: _Toc240889135]Late penalties
[bookmark: _Toc240889136]Application of late penalties
(1) Unless the faculty or course resolutions state otherwise, faculties must apply late penalties consistently with this Part.
(2) Unit of study outlines must state the conditions for submitting work after the due date.
(3) For each assessment task, the unit of study outline must state whether the faculty:
(a) applies the late penalties in this Part;
(b) prohibits late submissions and if so, the consequences of submitting work late; or
(c) does not apply late penalties.
(4) Students must submit written work electronically before 11.59 pm on the due date. 
(a) We will treat work submitted after that time as late.
(5) The marker must deduct 5% of the maximum available marks for each calendar day that work is late, up to and including 10 calendar days after the due date.
(a) The marker must first mark the work and then deduct 5% of the maximum available marks for each late day.
(6) The marker must award a mark of zero for work submitted more than 10 calendar days after the due date.
(a) The marker may provide feedback on that work, but does not have to do so.
(7) Faculties must keep copies of all late work, including work they do not mark, consistently with the Recordkeeping Policy.
Note: See also the Student Academic Appeals Rule.
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[bookmark: Part9][bookmark: _Toc240889137]Examinations
[bookmark: _Toc234511536][bookmark: _Toc240889138]Conducting examinations – Principles 1–4
(1) A single examination must not count for more than 60% of the total marks for a unit of study.
(2) An examination may include written elements, non-written elements, or both.
(3) The Examinations Office must administer all examinations except those that include non-written elements.
(4) The Examinations Office must:
(a) manage examination bookings;
(b) consult the relevant faculty about remote online:
(i) examinations;
(ii) tests; or
(iii) replacement examinations;
(c) print examination papers and manage examination security;
(d) keep final examination papers in our archives;
(e) schedule undergraduate examinations during normal class times;
(f) where possible, schedule postgraduate coursework examinations during normal class times;
(g) arrange appropriately trained invigilators; and
(h) stop students from leaving the examination venue with examination materials.
(5) The principal examiner must:
(a) complete all administrative requirements by the specified deadline;
(b) provide the examination paper and first replacement examination paper to the Examinations Office by the specified deadline;
(c) keep all examination working papers secure; and
(d) account for every paper used in a secure assessment.
(6) If the Examinations Office does not receive the examination paper and first replacement examination paper by the specified deadline, it will follow up:
(a) with the Associate Dean after 2 working days;
(b) with the Dean after 4 working days; and
(c) with the Senior DVC & Provost after 7 working days.
(7) Unless the Associate Dean and the Pro Vice-Chancellor (Teaching and Learning) approve otherwise, examinations must run for one of the following periods:
(a) 1 hour;
(b) 1.5 hours;
(c) 2 hours; or
(d) 2.5 hours.
(8) Except in the Sydney Law School, every examination must include 10 minutes of reading time in addition to the examination time.
(a) Law School examinations must include 30 minutes of reading time.
(b) These times do not include the time students need to log in, register or upload their work during a remote online examination.
(9) University-approved invigilators must supervise every:
(a) examination; and 
(b) in-semester test.
(10) A unit of study worth 6 credit points or fewer must not include more than 1 examination.
(a) The relevant Dean may approve an additional examination in exceptional circumstances.
(11) A unit of study worth more than 6 credit points should not include more than 2 examinations.
(12) We must not require a student to sit more than 2 examinations on the same day.
(a) If the examination timetable gives a student 3 examinations on the same day, the Examinations Office must reschedule 1 of them.
(13) For examinations other than remote online examinations, the Examinations Office must not:
(a) admit anyone more than 30 minutes after the published start time; or
(b) give extra time to students who arrive late.
(14) For remote online examinations, the Examinations Office may admit students who arrive late consistently with the published examination procedures.
(15) We will hold a study break (Stu-Vac) during the week after teaching ends each semester. 
(a) The formal examination period will begin the following week.
(16) Faculties must not set the due date for a written assignment during the study break.
(a) A faculty may set the due date:
(i) before the study break begins; or
(ii) during the formal examination period.
(17) Unless the Associate Dean and the Pro Vice-Chancellor (Teaching and Learning) approve otherwise, faculties must hold all invigilated in-semester tests during classes scheduled through the timetabling process.
(18) Faculties may hold tests during scheduled classes if they ensure that assessment across all units of study remains reasonable and does not disrupt attendance at other classes.
(19) [bookmark: clause9_1_19]A principal examiner who wants to administer a written examination without the involvement of the Examinations Office must obtain written permission each year from the Deputy Vice-Chancellor (Education and Students).
(a) A request for permission must:
(i) explain why the Examinations Office cannot or should not administer the examination; and
(ii) describe the arrangements for secure printing and storage of examination papers.
(20) [bookmark: clause9_1_20]If the Examinations Office does not administer a written examination, the principal examiner must:
(a) give the Examinations Office the information it needs to schedule the examination within the required timeframe;
(b) ask the Examinations Office to book a suitable venue;
(c) arrange secure printing and storage of examination papers;
(d) give the Examinations Office a copy of the final examination paper for our archives; and
(e) arrange for University-approved invigilators to supervise the examination.
(21) The Examinations Office must manage all online examinations and in-semester tests consistently with the Examinations Process Guide.
[bookmark: _Toc234511537][bookmark: _Toc240889139]Securing examination papers – Principles 1–4
(1) Staff must: 
(a) keep examination questions and papers secure while they prepare examinations;
(b) only use online examination software that the Deputy Vice-Chancellor (Education and Students) has approved;
(c) keep examination results secure while they enter and calculate them; and
(d) not reuse examination questions unless the Academic Integrity Policy allows them to do so.
Note: See clauses 22(2) and (3) of the Academic Integrity Policy.
(2) Faculties must keep students' examination scripts for the required retention period of 6 months, and then destroy them.
Note: 	See the Recordkeeping Manual.
(3) Students may access their own written examination scripts if they make the request during the retention period.
(a) Students may copy answers from examinations that we will not reuse.
(b) Students may view, but not copy, answers from secure or confidential examination papers. 
(i) Staff may supervise students individually or in groups while they view the scripts.
(4) Staff should report any: 
(a) unusual event;
(b) security breach; or 
(c) problem; 
with: 
(d) setting examinations; 
(e) transporting papers or scripts; 
(f) marking; or 
(g) entering results; 
to the principal examiner as soon as possible.
Note:	See the Academic Integrity Policy and Academic Integrity Procedures.
(5) If a security breach may have compromised an examination paper, the principal examiner should prepare a new paper.
[bookmark: _Toc234511538][bookmark: _Toc240889140]Emergencies during examinations – Principles 1–4
(1) If an emergency requires an evacuation:
(a) invigilators must:
(i) record the time when the examination stops; and
(ii) follow all directions from Protective Services and emergency services;
(b) the relevant precinct officer must immediately inform the Examinations Office; and
(c) Central Operations Services and Protective Services will direct students and invigilators to a safe area. 
(2) Students must stay in the safe area until they receive further instructions. 
(3) Unless staff direct them to leave, students must remain near the examination venue.
(4) Invigilators must tell students that they must not:
(a) communicate with each other; or
(b) use electronic or smart devices;
until they are dismissed from the examination or it is cancelled.
(5) If an emergency affects one or more examination venues, the Examinations Office will:
(a) resume the examination if:
(i) no more than 30 minutes have passed since the evacuation; and
(ii) Protective Services or emergency services confirm that it is safe to do so;
(b) cancel the examination if:
(i) more than 30 minutes have passed since the evacuation;
(ii) Protective Services or emergency services advise that it is not safe to resume; or
(iii) the emergency may have compromised the integrity of the examination.
(6) As soon as the Examinations Office decides whether to resume or cancel the examination, it will notify:
(a) the principal examiner;
(b) each relevant Associate Dean (Education);
(c) the Deputy Vice-Chancellor (Education and Students); and
(d) each relevant precinct officer.
(7) Invigilators must tell students whether the examination will resume or is cancelled.
(8) If the Examinations Office resumes the examination, invigilators must give students the full amount of lost time plus 5 additional minutes.
(9) If the Examinations Office cancels the examination; 
(a) invigilators must tell students that:
(i) the Examinations Office will contact them through their student email account about a replacement examination; and
(ii) they must stay close to the campus until the Examinations Office tells them otherwise because they may need to sit the replacement examination on the same day.
(b) markers must not mark the students' work;
(c) the principal examiner must arrange for the faculty to keep the examination work until the end of the following semester; and
(d) the Examinations Office must consult the principal examiner and arrange a replacement examination as soon as possible.
(10) If a security breach has compromised the original examination paper, the principal examiner must either:
(a) instruct the Examinations Office to use the replacement examination paper; or
(b) give the Examinations Office a new examination paper.
(11) If the Examinations Office uses the replacement examination paper, the principal examiner must also provide:
(a) a third examination paper for the replacement examination period; or
(b) an alternative assessment.
(12) For online examinations, the Examinations Office must apply the Online Exam Outage Decision Protocol.
[bookmark: _Toc234511539][bookmark: _Toc240889141]Handheld computing devices – Principle 3
(1) Items with internet connectivity, Bluetooth connectivity or smart technology capability are not normally permitted in examinations.  
(2) This includes:
(a) laptop or personal computers (except if it is the device on which the examination is taken or is specifically permitted);
(b) electronic communication devices;
(c) recording devices;
(d) mobile phones;
(e) tablet computers;
(f) smart watches; 
(g) headphones, earphones or earbuds; and
(h) other wearable digital or communication devices, except those required for accessibility such as hearing and sight assistance.
(3) Students who bring such devices must switch them off and leave them in their bags or under their desk in the examination venue. 
(a) For remote online examinations, students must switch off and remove devices from the room in which they are taking the examination.
(4) Invigilators must report any use or attempted use of an unauthorised device in an examination.
(5) Faculties may develop examinations and assessments in which such devices are permitted. If they do so, they must consider the equity, supervisory and logistical implications of their use.
[bookmark: _Toc240889142]Breaches during examinations – Principles 2 and 3
(1) Staff must report every possible security breach or suspected misconduct during an examination to:
(a) the principal examiner; and
(b) where appropriate, the Registrar.
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[bookmark: _Toc240889143]Results and appeals
[bookmark: _Toc234511541][bookmark: _Toc240889144]Processing and release of results – Principles 1–4
(1) The relevant delegate sets the dates for releasing results to students. 
(2) At the request of the relevant Dean or Associate Dean, the delegate may approve an earlier release date for a specific unit of study.
Note:	See the Delegations of Authority Rule.
(3) The principal examiner must:
(a) collect all marks and assessment records for the unit of study;
(b) keep marks secure;
(c) collate the marks;
(d) verify the final result against evidence such as mark sheets, annotated examination scripts and meeting minutes;
(e) submit the results by the required date; and
(f) keep appropriate records.
Note:	See the Recordkeeping website.
(4) The Dean and the head of the relevant academic unit must ensure that:
(a) all unit results comply with our policies, procedures and local provisions;
(b) a faculty or school examination board oversees the moderation of marks and grades;
(c) staff receive appropriate information and training about entering results; and
(d) staff enter and confirm final results in the student management system by the required date.
(5) If staff submit results after the deadline, the head of the relevant academic unit must approve the late results. 
(6) Staff must:
(a) enter the results into the student management system as soon as they become available; and
(b) release the results as soon as possible after the approved release date.
(7) If staff need to change a mark or grade after they enter it into the student management system, they must:
(a) obtain approval from the relevant delegate, who must consider the reason for the change;
(b) submit and enter the change in the manner specified by the Deputy Vice-Chancellor (Education and Students); and
(c) release the updated result as soon as possible after the approved release date.
(8) If the student management system records an "Incomplete" (IC) grade and staff do not enter another result by the required date, the system will automatically convert the grade to:
(a) “Absent Fail" (AF); or
(b) the grade that matches the recorded incomplete mark if one was entered.
Note: 	When staff record an IC grade with an incomplete mark, they should record the highest mark the student could achieve if the student does not complete the outstanding assessment.
(9) The Deputy Registrar and Executive Director, Students, must release results to students by the specified dates.
(a) We publish final results for completed units of study through the student management system.
(b) On request, faculties must give students the numerical mark for each assessment task that contributed to the final mark shown on the student's Examination Result Notice.
(c) Faculties must keep these records for 12 months.
(10) Staff must not display students' results in public places.
(11) Faculties must establish processes to review results, including the results of students affected by illness or misadventure, consistently with our policies.
Note: 	See clause 10.2 of these Procedures and the Student Academic Appeals Rule.
(12) The faculty decides whether to award honours degrees and the level of each award.
(13) After the retention period ends, the head of the academic unit may authorise the destruction of examination scripts and marking sheets. 
(a) Staff must record the destruction consistently with the requirements of Archives and Records Management Services.
[bookmark: clause10_2][bookmark: _Toc234511542][bookmark: _Toc240889145]Appeals – Principles 1–4
(1) Students may appeal an academic decision consistently with the Student Academic Appeals Rule.
(2) If a student appeals, staff must:
(a) place all documents relevant to the student's assessment on the student's appeal file;
(b) keep all other annotated scripts together for each examination until the appeal period ends;
(c) keep mark sheets for 12 months; and
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(d) file meeting minutes in a central location.
[bookmark: _Roles_and_responsibilities][bookmark: _Toc240889146]Roles and responsibilities
[bookmark: _Toc234511544][bookmark: _Toc240889147]Academic Board
(1) assesses the effectiveness of assessment practices and policies.
[bookmark: _Toc234511545][bookmark: _Toc240889148]Deputy Registrar and Executive Director, Students 
(1) oversees the release of grades to students.
[bookmark: _Toc234511546][bookmark: _Toc240889149]Pro Vice-Chancellor (Curriculum Futures) 
(1) manages assessment for Industry and Community Project Units.
[bookmark: _Toc234511547][bookmark: _Toc240889150]Deans and Associate Deans
(1) implement these Procedures across all faculty programs and units;
(2) ensure that faculty assessment practices and standards comply with these Procedures; 
(3) approve changes to assessment tasks after publication of a unit of study outline under clause 3.3(5); and
(4) permit a further secure assessment after a replacement assessment.
[bookmark: _Toc234511550][bookmark: _Toc240889151]Unit of study coordinators 
(1) manage assessment in their units of study, except industry and community project units;
(2) ensure that the unit of study outline complies with the Learning and Teaching Policy; 
(3) determines appropriate form of special consideration for assessments; and
(4) specifies for each assessment task:
(a) if generative AI tools are permitted;
(b) which tools are permitted; and
(c) how to acknowledge their use.
[bookmark: _Toc240889152][bookmark: _Toc234511551]Principal examiners
submit the examination paper and replacement paper to the Examinations 
keep all examination working papers secure;
respond to reports of security breaches, misconduct, or problems during exams;
collect, secure, collate, and verify all marks and assessment records;
submit results by the required date and keep appropriate records; and
for written examinations administered without the Examinations Office, obtain approval from the Deputy Vice-Chancellor (Education and Students) and coordinate arrangements consistently with clause 9.1(19) and clause 9.1(20).
[bookmark: _Toc240889153]Lecturers and teachers
(1) assess student work fairly, consistently and on time;
(2) give timely feedback that helps students improve their learning and performance where possible; 
(3) explain the expectations for each assessment task; 
(4) mark assessment tasks; and
(5) allocate grades consistently using pre-determined standards.
[bookmark: _Toc234511552][bookmark: _Toc240889154]Students team, Division of the Academic Registrar
(1) manages all requests for special consideration and special arrangements.
[bookmark: _Toc234511553][bookmark: _Toc240889155]Examinations Office
(1) administers all examinations except those that include non-written elements; 
(2) manages examination bookings; and
(3) arranges for trained invigilators for examinations.
[bookmark: _Toc234511554][bookmark: _Toc240889156]Students
(1) complete assessment tasks, submitting their own authentic work, and meeting submission deadlines;
(2) submit written work on time;
(3) seek clarification or advice when needed;
(4) consider and act on feedback;
(5) provide constructive feedback about assessment; 
(6) understand and follow our policies and faculty procedures;
(7) make requests for special consideration genuinely and in good faith, consistently with these Procedures;
(8) apply for special arrangements as soon as they are aware of the need for them; 
(9) submit requests for examination special arrangements no later than 14 days after the examination timetable is published;
(10) for reasonable adjustments, submit Academic Plan requests to Inclusion and Disability Services, register and provide supporting documents; and
(11) follow all examination instructions set out in these Procedures. 
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[bookmark: Definitions][bookmark: _Toc240889157]Definitions
(1) In these Procedures:
(a) a reference to ‘we’, ‘our’ or ‘us’ means the University; and
(b) words and phrases used and not otherwise defined in this document have the meanings they have in the Policy.
	academic unit
	a faculty, University school, or school.

	assessment rubric
	a guide that states the criteria for marking an assessment.

	due date
	for any assigned work, means the later of:
· the date originally specified for submission, or any amended date;
· the date specified for submission after grant of any:
· simple extension; or
· special consideration;
· special arrangements; or
· reasonable adjustments.

	early feedback task
	an assessment completed before the census date of the semester or teaching block.

	examination
	the final examination of a unit of study.

	Examinations Office
	the University unit which manages all examinations held during the formal examination period.

	formal examination period
	the two weeks following the end of the study break.

	hurdle task
	an assessment task which a student must complete to a specified standard in order to pass a unit of study. The student must meet the specified standard required for the hurdle task in order to pass the unit of study, regardless of their results in other assessments.

	LMS
	learning management system. This is the online learning system used for unit of study websites.

	mark adjustment
	making changes to marks within a set of assessments. This may include averaging, reweighting or other changes decided by the unit of study coordinator.

	open assessment
	has the meaning given in the Academic Integrity Policy. This is:
an unsupervised assessment used for learning.

	remote online examination or test
	an examination or test taken online in a space decided by the student.

	replacement exam period
	a period set during which replacement examinations may be held.

	retention period
	the mandatory period for which records must be maintained, as mandated by the NSW State Records Authority under the State Records Act 1998 (NSW).
Note: See also the Recordkeeping Policy.

	secure assessment
	has the meaning given in the Academic Integrity Policy. This is:
an in-person supervised assessment.

	Student Identification Number
	the unique identification number assigned to each student upon their first enrolment at the University.

	study break (also Stu-Vac)
	the week following the last week available for teaching in a semester.

	test
	any test which is not an examination.


	[image: Home outline]
	[image: Bullseye outline]
	[image: ]
	[image: ]
	[image: ]
	[image: ]
	[image: Open book outline]

	Contents
	Purpose and application
	Adjustments to assessment
	Special arrangements for assessments
	Examinations
	Roles and responsibilities
	Definitions




[bookmark: _Toc240889158]Notes
[bookmark: _Toc135744609][bookmark: _Toc135747361]Rescissions and replacements
This document replaces the following, which are rescinded from the date this document commences:
(1) Assessment Procedures 2025, which commenced on 25 November 2024.
Assessment Procedures 2027
	Date approved
	[date]

	Date commenced
	[date]

	Date for review
	[date]

	Approver
	Deputy Vice-Chancellor (Education and Students)

	Owner(s)
	Deputy Vice-Chancellor (Education and Students)

	Date last amended
	

	Related documents
	State Records Act 1998 (NSW)
Delegations of Authority Rule
Student Academic Appeals Rule
Academic Integrity Policy 
Coursework Students Policy 
Learning and Teaching Policy 
Recordkeeping Policy
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Academic Progress Procedures
Learning and Teaching Procedures
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[bookmark: _Toc240889159]Amendment history
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[bookmark: Schedule][bookmark: _Toc240889160]Schedules
[bookmark: _Toc234511559][bookmark: _Toc240889161]Schedule 1: Common result grades and administrative outcomes
Academic grades (Common Result Grades) and administrative result codes (Administrative Outcomes) are common to all undergraduate and postgraduate courses.  They are used to record: 
the merit grades awarded for coursework; or
where an administrative outcome has been implemented instead of a merit grade.
Learning outcomes for units of study are reported:
by grade and mark;
the mark and grade must correspond as shown in the Schedule below; or
by grade only;
the grade should be either Satisfied Requirements (SR) or Failed Requirements (FR).
Learning outcomes for a unit of study must be reported in the same way for all students enrolled in the unit.
Table 1 Common Result Grade
	
	Grade
	Description 
	Mark Range
	Use
	Implications 


	1
	PS
	Pass
	Range from 50 to less than 65

	Awarded to students who demonstrate the learning outcomes for the unit at an acceptable standard as defined by grade descriptors or faculty exemplars.

	Use in WAM:
Yes

Impact on at risk/
progression 
status:
Counts as Pass

Recorded on external transcript:
Yes


	
	Grade
	Description 
	Mark Range
	Use
	Implications 

	2
	CR
	Credit
	Range from 65 to less than 75
	Awarded to students who demonstrate the learning outcomes for the unit at a good standard as defined by grade descriptors or faculty exemplars .
	Use in WAM:
Yes

Impact on at risk/
progression 
status:
Counts as Credit

Recorded on external transcript:
Yes 

	3
	DI
	Distinction
	Range from 75 to less than 85
	Awarded to students who demonstrate the learning outcomes for the unit at a very high standard as defined by grade descriptors or faculty exemplars.
	Use in WAM:
Yes

Impact on at risk/
progression 
status:
Countsas Distinction

Recorded on external transcript:
Yes


	4
	HD
	High Distinction
	Range from 85 to 100 inclusive

	Awarded to students who demonstrate the learning outcomes for the unit at an exceptional standard as defined by grade descriptors or faculty exemplars.

	Use in WAM:
Yes

Impact on at risk/
progression 
status:
Counts as High Distinction

Recorded on external transcript:
Yes


	5
	FA
	Fail
	Range from 0 to less than 50
	Awarded to students who fail to demonstrate the learning outcomes for the unit at an acceptable standard. This grade, with corresponding mark, should also be used in cases where a student fails to achieve a mandated standard in a hurdle task. The student will receive the mark awarded by the faculty up to a maximum of 49.
Note: See the definitions section for the definition of ‘hurdle task’.
	Use in WAM:
Yes

Impact on at risk/
progression 
status:
Counts as Fail

Recorded on external transcript:
Yes


	6
	AF
	Absent fail
	Range from 0 to 49

	Awarded to students who fail to demonstrate the learning outcomes for the unit at an acceptable standard through failure to submit or attend compulsory assessment tasks or to attend classes to the required level. 
Where a student receives some marks but fails the unit through failure to attend or submit a compulsory task, the mark entered shall be the marks awarded by the faculty up to a maximum of 49. 
This grade should not be used in cases where a student attempts all assessment tasks but fails to achieve a mandated minimum standard in one or more task.  In such cases a Fail (FA) grade and a mark less than 50 should be awarded.

	Use in WAM:
Yes

Impact on at risk/
progression 
status:
Counts as Fail

Recorded on external transcript:
Yes


	7
	FR
	Failed Requirements
	No mark
	Awarded in units of study where student achievement is measured either as Satisfied Requirements or Failed Requirements only, without a mark. Awarded to students who fail to demonstrate the learning outcomes for the unit at an acceptable standard established,
	Use in WAM:
No

Impact on at risk/
progression 
status:
Counts as Fail

Recorded on external transcript:
Yes


	8
	SR
	Satisfied Requirements
	No mark
	Awarded in units of study where student achievement is measured either as Satisfied Requirements or Failed Requirements only, without a mark. Awarded to students whoto students who, demonstrate the learning outcomes for the unit at an acceptable standard as defined by grade descriptors or faculty exemplars.
	Use in WAM:
No

Impact on at risk/
progression 
status:
Counts as Pass

Recorded on external transcript:
Yes



Table 2 Administrative outcomes
	
	Grade
	Description 
	Mark Range
	Use
	Implications

	9
	CN
	Cancelled
	No mark
	Used when an enrolment is cancelled
	Use in WAM:
No

Impact on at risk/
progression 
status:
No impact

Recorded on external transcript:
Yes

	10
	DC
	Discontinued not to count as failure
	0
	Used where a student has been granted late discontinuation under special circumstances.

Note:   See clause 3.1 of the Academic Progress Procedures.
	Use in WAM:
No

Impact on at risk/
progression 
status:
Does not count as Fail

Recorded on external transcript:
Yes

	11
	DF
	Discontinue – Fail
	0
	Used where a student discontinues a unit of study after the  census date but before the last date to discontinue.  The student has not been granted late discontinuation under special circumstances.
	Use in WAM:
No

Impact on at risk/
progression 
status:
Does not count as Fail

Recorded on external transcript:
Yes

	12
	IC
	Incomplete
	Range from 0 to 100 inclusive
	This is a temporary administrative result code. Used when examiners have grounds (such as illness or misadventure) for seeking further information or for considering additional work from the student before confirming the final result.

Except with approval by the relevant delegate, this result is converted: 

· to a normal permanent grade by the Dean at the review of examination results; or 

· automatically to an AF grade by the third week of the next academic period or, for Semester 2, by mid-February.
	Use in WAM:
No

Impact on at risk/
progression 
status:
No impact 

Recorded on external transcript:
Yes

	13
	J2
	Incomplete
	Range from 0 to 100 inclusive
	This is a temporary administrative result code. Used where a student’s conduct or work is under investigation for a potential academic integrity breach or misconduct.
	Use in WAM:
No

Impact on at risk/
progression 
status:
Not included

Recorded on external transcript:
Yes

	14
	NE
	Not Examinable
	No mark or 0
	Used where a student has exhausted options to sit replacement exams or submit replacement assessment tasks.
	Use in WAM:
No

Impact on at risk/
progression 
status:
Does not count as Fail

Recorded on external transcript:
Yes

	15
	RI
	Result Incomplete
	Range from 0 to 100 inclusive 
	This is a temporary administrative result code. Used where a result will remain incomplete for a longer period than allowed for the IC result. For example, in Honours programs that run overtime, or for exchange students.
	Use in WAM:
No

Impact on at risk/
progression 
status:
Not included

Recorded on external transcript:
Yes

	16
	UC
	Unit of Study Continuing
	No mark or 0
	This is a temporary administrative result code. Used at the end of a semester for units of study approved to extend into the following semester. No final result is required until the end of the last semester of the unit of study.
	Use in WAM:
No

Impact on at risk/
progression 
status:
Progression status assessed at the last semester of the unit of study

Recorded on external transcript:
Yes

	17
	WD
	Withdrawn
	No mark
	Used where a student discontinues a unit of study on or before the census date.
	Use in WAM:
No

Impact on at risk/
progression 
status:
No impact 

Recorded on external transcript:
No



[bookmark: _Toc136000007][bookmark: _Toc228883130][bookmark: _Toc240889162]Weighted average mark
The weighted average mark (WAM) takes the average of a student’s marks over a selected period. Each mark is weighted according to an agreed value according to its credit point value and, optionally, a weighting according to level.  
It is calculated according to the following formula:
å (mark * credit point value*level weight)/å (credit point value*level weight)

The table in Schedule 1 sets out the circumstances in which marks are included or excluded in the WAM. 
Faculties may use average mark calculations other than the WAM if: 
specified in faculty resolutions; and 
approved by the Academic Board. 
After consulting the Vice-Chancellor and Chair of the Academic Board, the Deputy Vice-Chancellor (Education and Students) may designate a particular teaching period or component part of a teaching period as being subject to an extraordinary adverse impact.
The Deputy Vice-Chancellor (Education and Students) must:
make any such designation in writing; and 
publish it on our website. 


[bookmark: Schedule2][bookmark: _Toc234511560][bookmark: _Toc240889163]Schedule 2: Standard Assessment Tables
The categories and types of assessments set out in these tables must be used when creating or updating an assessment schedule: 
for a unit of study outline; and 
in each unit’s Canvas site. 
The tables also specify mandatory requirements for entering assessment information into the unit of study outline system. 
The information in the unit’s LMS site must match the details in the unit of study outline. 
Additional information can be included in Canvas as detailed instructions for students on how to complete each assessment.
Note:	‘Examination’ is shortened to ‘exam’ in this table.
Table 3. Secure: secure, in-person supervised assessment to validate learning
	Type 
	Description
	Mandatory Requirement (Specify for each assessment)

	Final Exam - secure

	Written exam	
	Live written exam; written exam with non-written elements; or non-written exam, however administered. Worth between 30-60%.
	· Assessment title
Specify for each assessment
· Individual or Group 
Specify if group work
· Duration (word or time limits) 
Select duration from dropdown
· Weight
Specify percentage contribution to final mark (%) for each assessment
· Week due 
Select Exam Period
· Due date and time
Set by the Exams Office
· Hurdle task
Specify if the assessment is a hurdle task
· Use of AI 


	Practical exam
	Practical exam; or practical exam with non-practical elements, however administered. Includes assessment of laboratory, clinical and performance skills. Worth between 10-60%.
	

	Oral exam	
	Live oral exam. Worth between 10-60%. For a hurdle task, the oral exam component may have zero weight.
	




	Type 
	Description
	Mandatory Requirement (Specify for each assessment)

	In-semester test - secure

	Written test	
	Live written test; written test with non-written elements; or non-written test, however administered. Worth between 20-60%.
	· Assessment title
Specify for each assessment
· Individual or Group 
Specify if an assessment is group work
· Duration (word or time limits) 
Select duration from dropdown
· Weight
Specify percentage contribution to final mark (%) for each assessment
· Week due 
Select a week (for Semesters 1 and 2, this must be either week 7 or 8)
· Due date and time
Usually according to scheduled timetable
· Hurdle task
Specify if the assessment is a hurdle task
· Use of AI 

	Practical test	
	Practical test; practical test with non-practical elements, however administered. Includes assessment of laboratory, clinical and performance skills. Worth between 10-60%.
	

	Oral test	
	Live oral test. Worth between 10-60%.
	

	In class - secure

	Interactive oral
	Scenario-based conversations to demonstrate, synthesise, and extend knowledge and skills. Unlike an oral exam, oral test or viva voce, this is a practical application of what has been learned often with a real-world scenario. Examples include Objective Structured Clinical Examination (OSCE).
	· Assessment title 
Specify for each assessment
· Individual or Group 
Specify if an assessment is group work
· Duration 
Enter duration (e.g. ‘10 minutes’)
· Weight
Specify percentage contribution to final mark (%) for each assessment
· Week due 
Select week due
· Due date and time
Specify for each assessment 
· Hurdle task
Specify if the assessment is a hurdle task
· Use of AI

	In person practical, skills, or performance task or test
	Observation and assessment of live demonstrated practical, skills or performance tasks. Includes tests of clinical, laboratory, field or other skills in supervised environment.
	

	In person written or creative task
	Observation and assessment of live written or creative tasks.
	

	Q&A following presentation, submission or placement
	Live question and answer session following a live performance, presentation, placement or submission of an artefact.
	

	Placement, internship, or supervision - secure

	Peer or expert observation or supervision
	Live observation by a peer or expert or supervisor on a placement, internship or in another supervised environment.
	· Assessment title
Specify for each assessment
· Individual or Group 
Specify if an assessment is group work
· Duration 
Enter duration (e.g. ‘10 minutes’)
· Weight
Specify percentage contribution to final mark (%) for each assessment
· Week due 
Select week due
· Due date and time
For peer or expert observation or supervision or for in person practical or creative task, enter last day of placement or internship session. Due date and time required for clinical exam.
· Hurdle task
Specify if the assessment is a hurdle task
· Use of AI

	In person practical or creative task
	Live observation and assessment of practical or creative tasks on a placement, internship or in another supervised environment.
	

	Clinical exam
	Live clinical exam on a placement, internship or in another supervised environment.
	





Table 4. Open: scaffolded learning including use of appropriate technologies
	Type 
	Description
	Mandatory Requirement (Specify for each assessment)

	Practice or application: Open

	In-class quiz 
	Quiz held in a live class such as a tutorial. Used for students to practice, apply or gauge their learning.
	· Assessment title 
Specify for each assessment
· Individual or Group 
Specify if an assessment is group work
· Duration (word or time limits) 
Specify word limit or time limit for each assessment
· Weight
Specify percentage contribution to final mark (%) for each assessment
· Week due 
Select week due
· Due date and time
Cut-off date and time for a single quiz. For continuous or weekly quizzes, select the appropriate category from the dropdown in Week due. Due date and time required for practical skill.
· Hurdle task
Not applicable
Use of AI - Not applicable

	Out-of-class quiz
	Quiz not held in live class, may be online. Used for students to practice, apply or gauge their learning.
	

	Practical skill
	Development and application of technical, laboratory, creative, professional or other disciplinary skill in or out-of-class.
	

	Inquiry or investigation - open

	Experimental design
	The process of planning and/or conducting investigations, including hypotheses and methods, in or out-of-class (e.g. scientific experiments, market research, creative testing, etc).
	· Assessment title
Specify for each assessment
· Individual or Group 
Specify if an assessment is group work
· Duration (word or time limits) 
Specify word limit or time limit for each assessment
· Weight
Specify percentage contribution to final mark (%) for each assessment
· Week due 
Select week due
· Due date and time
Specify for each assessment
· Hurdle task
Not applicable
· Use of AI
Not applicable

	Data analysis
	The process of collecting, analysing, and or visualising data to generate and communicate meaningful insights (e.g. statistical analyses, qualitative coding, business intelligence, etc).
	

	Case studies
	The process of analysing real-world scenarios to identify problems, propose solutions, and or justify decisions (e.g. business cases, patient scenarios, engineering problems, etc).
	

	Research analysis
	The critical examination and interpretation of research data, methodologies and findings.
	

	Production and creation - open  

	Portfolio or journal
	The production and curation of work samples, documentation, reflections, drafts, laboratory report and or other evidence and small writing tasks demonstrating development over time.
	· Assessment title
Specify for each assessment
· Individual or Group 
Specify if an assessment is group work
· Duration
Specify word limit or time limit for each assessment
· Weight
Specify percentage contribution to final mark (%) for each assessment
· Week due 
Select week due
· Due date and time
Cut-off date and time
· Hurdle task
Not applicable
· Use of AI
Not applicable

	Performance
	The creation and delivery of live or recorded performance (e.g. artistic, dramatic, musical) work.
	

	Presentation
	The production and delivery of live or recorded oral, visual, and or multimedia communications for specific audiences.
	

	Creative work
	The creation and production of original and creative work, including short creative writing tasks.
	

	Written work
	The development and production of structured and  or long form writing (e.g. essay, report).
	

	Dissertation or thesis
	A written manuscript presenting the findings of a substantial original research project. Includes projects completed as part of an honours program.
	

	Discussion - open  

	Debate
	A structured, evidence-based discussion, held live or over a period of time,  where students present and defend positions using research, data, and or disciplinary knowledge and applying critical thinking and argumentation skills.
	· Assessment title
Specify for each assessment
· Individual or Group 
Specify if an assessment is group work
· Duration
Specify word limit or time limit for each assessment
· Weight
Specify percentage contribution to final mark (%) for each assessment
· Week due 
Select week due
· Due date and time
Specify for each assessment
· Hurdle task
Not applicable
· Use of AI 
Not applicable

	Contribution
	Meaningful participation in live or other environments demonstrating knowledge application, peer engagement, and or advancement of collective understanding.
	

	Conversation
	A structured or informal dialogue demonstrating disciplinary knowledge, critical thinking, and/or communication skills (e.g. seminar discussions, professional interviews, client consultations).
	

	Evaluation
	Assessment of the quality of one’s own and others’ work by applying criteria to make informed and objective judgements.
	

	Attendance - accreditation or faculty requirement
	Attendance requirements consistent with professional accreditation conditions, or faculty or course resolutions.
	· Assessment title
Specify for each assessment
· Individual or Group 
Specify if an assessment is group work
· Duration
Specify word limit or time limit for each assessment
· Weight
Specify percentage contribution to final mark (%) for each assessment
· Week due 
Select week due
· Due date and time
Specify for each assessment
· Hurdle task
Not applicable
· Use of AI 
Not applicable





[bookmark: _Toc234511561][bookmark: _Toc240889164][bookmark: Schedule3]Schedule 3: Student Declaration
Student Declaration
Name:
SID:
I solemnly and sincerely declare to the University of Sydney that:
……………………………………………………………………………………………………………........
……………………………………………………………………………………………………………........
……………………………………………………………………………………………………………........
…………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………
……………………………………………………………………………………………………………........
…………………………………………………..….................................................................................

and I make this declaration conscientiously believing its contents to be true.
I understand and agree that:
(a) in accordance with the University’s Student Charter, I am required to act honestly and ethically in all dealings with the University and members of its community;
(b) the University may take steps to confirm the authenticity and accurateness of the contents of this declaration at any time during my candidature; and
(c) knowingly making a false declaration will constitute student misconduct and may result in the imposition of a penalty under the Student Discipline Rule, including the suspension or termination of my candidature, or my temporary exclusion or permanent expulsion from the University. 
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The Deputy Vice-Chancellor (Education and Students) approves a Decisions Matrix for special consideration and special arrangements.
The Decisions Matrix is published on the Education and Students portfolio website.
The Decisions Matrix is a summary table indicating how standard requests for special consideration and special arrangements are processed. 
The Students team in the Division of the Academic Registrar use the Decisions Matrix to manage requests consistently.  
Assessment types or decisions not explicitly covered in the Decisions Matrix are considered non-standard decisions. 
The unit of study coordinator decides the appropriate form of consideration for these assessments. 
This includes group work assessments. 
Alternative forms of consideration for secure assessments must be delivered by an alternative form of secure assessment. 
The Students team gather data from faculties before the beginning of every semester to compile the “non-repeatable” and “no mark adjustment allowed” lists. 
The Decisions Matrix is applied to the first special consideration request for each assessment item. 
Additional requests for the same assessment item are non-standard decisions and are referred to the unit of study coordinator. 
The Students team makes a special consideration report listing all assessments and the form of consideration granted available to unit of study coordinators.
Table 5: Decisions Matrix - Secure: secure, in-person supervised assessment to validate learning
	Assessment type 
	Form of consideration
	Conditions for standard decision
	Mandatory requirements

	Final exam – Secure
Written exam
Practical exam
Oral exam
	Replacement exam (written, practical or oral as applicable)
	Replacement exam scheduled and managed centrally
	Registrar
Select standard form of consideration from Decisions Matrix.
Schedule and manage replacement exam. 
Manage and implement Inclusion and Disability Services adjustments.
Inform student of the replacement exam schedule.
Faculty or School
Where the student is unable to attempt a second replacement exam, or a valid form of replacement or alternative assessment is not possible, certify that the faculty has taken all reasonable action to facilitate the student’s request for special consideration. Relevant Associate Dean (Education) to refer the matter for consideration under clause 5.7.
Unit of study coordinator
Download special consideration report.
Provide replacement exam by specified deadline.
Construct a valid form of replacement assessment or an alternative means of assessment from the options in the ‘Final exam – secure’ category, where the student is unable to attempt the replacement exam.

	In-semester test – secure
Written 
Practical 
Oral 
	Replacement test (written, practical or oral as applicable)
	Replacement test scheduled and managed locally
	Registrar
Select standard form of consideration from Decisions Matrix.
Provide training to in-semester test supervisors.
Provide additional test supervisors requested.
Faculty or School
Where the student is unable to attempt a second replacement test or a valid form of replacement, or alternative assessment is not possible, certify that the faculty has taken all reasonable action to facilitate the student’s request for special consideration. Relevant Associate Dean (Education) to refer the matter for consideration under clause 5.7.
Unit of Study Coordinator
Download special consideration report.
Schedule and manage replacement test.
Inform student of replacement test schedule.
Manage and implement Inclusion and Disability Services adjustments.
Construct a valid form of replacement assessment or an alternative means of assessment from the options in the ‘In-semester test – secure’ category, where the student is unable to attempt the replacement test

	In-class – secure
· Interactive oral
· In person practical, skills, or performance task or test 
· In person written or creative task 
· Q&A following presentation, submission or placement
	Replacement interactive oral, written or creative task, practical, skills, or performance task, Q&A unless alternative form of consideration selected (must be an alternative form of secure assessment).
	Replacement will be scheduled and managed locally
	Registrar 
Select standard form of consideration from Decisions Matrix
Unit of Study Coordinator
Implement special consideration outcome. 
Provide replacement interactive oral, written or creative task, practical or skills test, or alternative form of consideration if pre-determined.
For Q&A tasks following presentation, submission or placement, implement special consideration outcome only

	Placement, internship, or supervision – secure
Peer or expert observation or supervision
In person practical or creative task
Clinical exam
	Replacement peer or expert observation or supervision, in person practical or creative task or clinical exam unless alternative form of consideration selected (must be an alternative form of secure assessment).
	
	Registrar 
Select standard form of consideration from Decisions Matrix
Faculty or School
Implement special consideration outcome 
Provide replacement peer or expert observation or supervision, in person practical or creative task or clinical exam
Unit of Study Coordinator
Implement special consideration outcome





Table 6: Decisions Matrix - Open: scaffolded learning including use of appropriate technologies
	Assessment type 
	Form of consideration
	Conditions for standard decision
	Mandatory requirements

	Practice or application - open
In-class quiz 
Out-of-class quiz
Practical skill
	New or varied assessment OR mark adjustment	
	
	New or varied assessment managed locally OR mark adjustment
	Registrar 
Select standard form of consideration from Decisions Matrix
Faculty or School
Implement special consideration outcome.
Provide replacement quiz or mark adjustment
Unit of Study Coordinator
Implement special consideration outcome

	Inquiry or investigation – open
Experimental design
Data analysis
Case studies
Research analysis
	Extension of time up until closing date. After closing date alternative form of consideration required.	.
	
	Extension of time up until closing date and alternative form of consideration after closing
	Registrar 
Select standard form of consideration from Decisions Matrix
Faculty or School
Implement special consideration outcome 
Unit of Study Coordinator
Implement special consideration outcome
Provide alternative form of consideration for after closing date.

	Discussion – open
· Debate
· Contribution
· Conversation
· Evaluation
	New or varied participation OR mark adjustment	
	
	New or varied assessment managed locally OR mark adjustment
	Registrar 
Select standard form of consideration from Decisions Matrix
Faculty or School
Implement special consideration outcome. 
Unit of Study Coordinator
Implement special consideration outcome	

	Production and creation – open
· Portfolio or journal
· Performance
· Presentation
· Creative work
· Written work
· Dissertation or thesis
	Extension of time up until closing date. 
After closing date alternative form of consideration required (portfolio only)
For dissertation or thesis – Determined by faculty	
	Extension of time up until closing date and alternative form of consideration after closing.
	Registrar 
Select standard form of consideration from Decisions Matrix
Faculty or School
Implement special consideration outcome 
Unit of Study Coordinator
For portfolio or journal
Implement special consideration outcome
Provide alternative form of consideration for after closing date 
For performance, creative or written work
Implement special consideration outcome
Unit coordinator to provide closing date
For dissertation or thesis
Determine outcome based on Faculty or School guidelines

	Attendance – accreditation or faculty requirement
	Absence noted or alternative form of consideration
	Absence noted or alternative form of consideration	
	Registrar 
Not applicable
Faculty or School
Note absence 
Unit of Study Coordinator
Note absence
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