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Higher Education Assessment Procedure - Box Hill Institute  

Related Policy Higher Education Assessment Policy -BHI 

Procedure Responsibility 

1. Principles 

The following Principles of Assessment will be applied to all Higher Education 
student assessments conducted within the institute. 

a) Assessment promotes, recognises and rewards all students learning that 
leads to the achievement of knowledge and skills through an approved 
course of study. 

b) Assessment has both formative and summative purposes. In its formative 
role it is an essential part of the teaching and learning process because it 
aims to help students to identify strengths and weaknesses, and ways by 
which to improve. In its summative form it provides information that is 
used to judge the students’ knowledge and skills in relation to the 
objectives of a subject. For students and teaching staff, assessment is an 
integral part of the learning and teaching process, rather than a final 
adjunct to it. 

c) All teaching staff operate within an assessment system as prescribed by 
Box Hill Institute and clearly defined by the relevant Curriculum 
Committee. 

d) The design of assessment for each course is based on, and appropriate to, 
the stated educational outcomes of the course. Students are assessed on 
the full range of knowledge and skills as specified in the curriculum 
document with reference to the degree graduate attributes. 

e) In accordance with the Institute’s grading schema, grades are awarded 
consistently within a course to establish common standards of 
achievement. This enables students and stakeholders to have a standard 
measure of the level of a student’s knowledge and skills. 

f) A range of assessment systems is used for each course. The principles of 
assessment are applied to all forms of assessment, including examinations. 

g) Students are encouraged and assisted to claim recognition of knowledge 
and skills currently held, regardless of how, when or where the learning 
occurred. 

h) All assessment processes are fair and considerate of learners’ 
characteristics. 

i) Assessment practices are equitable to all groups of students, including 
students with disabilities. They minimise disadvantage by using a variety of 
assessment models and avoid gender, racial, cultural or other bias. 
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j) The expectations of each assessment task, its relationship to the course 
aims and the knowledge and skills, by which performance is to be judged, 
will be documented and made clear to students from the commencement 
of a subject. 

 

 

k) Students are provided with information about their rights and  
given opportunities to negotiate assessment processes, dispute assessment 
outcomes and seek reassessment. 

l) Assessment is regularly validated to ensure that assessment  
within each course is consistent, fair, valid and reliable.  
Mechanisms to reduce discrepancies in assessment will be  
established for each course by the relevant Degree Committee. 

m) Plagiarism is managed appropriately to protect the Institute’s reputation 
and standards for current and future students. 

 

2. Preparing for assessment 
When preparing for assessment, the following must be considered and/or actioned: 

a) Design and specify the number and type of assessment tasks and their 
respective weightings in the subject guide 

b) Ensure all assessment is relevant to the subject and the course, and clearly 
pertains to specified learning objectives 

c) Develop a marking guide for each assessment task that clearly outlines the 
criteria for the assessment 

d) Ensure that all assessment tasks to be undertaken throughout each subject, 
and across any given semester, are communicated to the Course Manager 
(Higher Education) electronically prior to the start of the subject 

e) Make Subject Outlines available electronically to students enrolled in the 
subject during the first week of subject commencement 

f) In exceptional circumstances and where the need arises, seek approval 
from the Course Manager (Higher Education) to change assessment tasks or 
criteria for a subject after the first week of commencement.  Such changes 
should not result in disadvantage to any student and all students must be 
advised of approved changes via email. 

 

 
 
Course Manager 
(Higher Education) / 
Teacher 
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3. Special consideration in assessment 
Where a student anticipates that a result will be impacted by special circumstances 
, for example ill health or bereavement: 

a) The student should consult with the subject teacher (in the first instance), 
and with the Course Manager (Higher Education) as early as possible  

b) Complete a Special Consideration in Assessment Application and together 
with supporting evidence submit to the Course Manager (Higher Education) 
of the discipline in which the student is studying within ten (10) working 
days prior to the examination/assessment. 

c) The student may be referred to Student Support Services for assistance 
with their application. 

d) The Course Manager (Higher Education) will determine if the application 
should be supported, and will forward the outcome to the Registrar. 

e) The Registrar will advise the student of the outcome of the Special 
Consideration application, within three (3) working days of receipt of the 
application. 

 
 
 
 
Student 
 
 
Student 
 
 
 
 
 
Course Manager 
(Higher Education)  
Registrar 
 

4. Disability consideration – Reasonable adjustment 

a) Students who have a disability and believe they are eligible for alternative 
assessment procedures should contact the Institute’s Disability Liaison 
Service to gain assistance regarding alternative assessment. 

b) Prior to assessment:  
• Student to consult the Disability Liaison Services as early as possible 

about any disability 

• Student to consult with the subject teacher (in the first instance), and 
with the Course Manager (Higher Education) as early as possible if 
personal circumstances are affecting participation or performance of 
assessment 

c) Following advice from the Disability Liaison Services the subject teacher will 
make appropriate learning and assessment adjustments for students with 
disabilities. Such adjustments shall be in accordance with the student’s 
Education Inclusion Plan, where one has been approved. 

 
 
Student 
 
 
 
 
Student 
 
 
Student 
 
 
 
Subject Coordinator/ 
Teacher 

5. Undertaking assessment 
In undertaking an assessment, students will: 

a) Meet assessment requirements as specified in the subject guides, including 
submission of work by the due date. 

b) Refer to special consideration policies and procedures as outlined above if 
personal circumstances have affected participation or performance in 
assessment. 

c) Refer to the terms of penalty pertaining to the late submission of 
assessment as set out in the subject guides alongside the rules and 
procedures for the granting of extensions; (refer to student handbook). 

 
 
 
Student 
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6. Overseeing assessment 
a) Where compulsory attendance is specified in the subject outline for 

designated classes, maintain and collate records of attendance. 
b) Maintain and collate records of each student’s marks for all assessment 

components in accordance with the assessment schedule in the subject 
outline. 

c) Allocate final result grades or interim results for ratification by the Course 
Manager (Higher Education) by the date specified and where requested 
provide substantiation. 

d) Provide final result grades to replace interim grades by the date specified 
by the Registrar. 

e) Ensure that any necessary changes to results are made within six months of 
ther original allocation and approved by the Course Manager (Higher 
Education) 

 
 
Teachers 
 
 
 
 
 
 

Course Manager (Higher Education) will: 

a) Evaluate and approve requests from teachers to change assessment tasks.  
Note: Changes to assessment tasks cannot be made after the first week of 
semester commencement. 

b) Ensure that subject outlines are reviewed and accurate prior to publication. 

c) Ensure that examination papers are reviewed and accurate prior to 
submission, and are submitted by the relevant due date. 

d) Consider student applications for special consideration and disability 
support and liaise with relevant staff, as required. 

e) Ensure teachers receive appropriate guidance on how to provide 
appropriate adjustments in a manner that is compliant with the Disability 
Standards for Education and the Disability Discrimination Act. 

f) Distribute Education Inclusion Plans of students with a disability to 
Teachers of the subjects in which the student is enrolled. 

g) Oversee the status of interim grades and ensure their timely conversion to 
final grades. 

h) Allocate final result grades in accordance with the Higher Education 
Assessment Work Instruction (linked below) and any teaching Faculty 
specific criteria authorised by the Faculty Dean.  

i) Ensure all ratified grades are submitted by the due date.  Any amendments 
to ratified grades are to be approved by the Faculty Dean (see 6k) 

j) Ensure that Institute quality assurance processes for assessment, such as 
moderation of assessment in subjects, are followed. 

 
Course Manager 
(Higher Education)  
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k) Consider requests for review of grades, re-assessment and changes to 
ratified final results. 

It is the responsibility of the Faculty Deans to: 

a) If required, follow the process outlined in the Student Grievance Policy and 
Procedure regarding a grade in a subject. 

Faculty Deans 

7. Administration of assessment results 
Student Administration will: 

a) Apply the procedures relating to recording, amendment and issuing of 
results. 

b) Provide advice to the teaching Faculties relating to the requirements for 
submission of results. 

c) Ensure the efficient and timely publication of results and notification to 
students. 

 
 
 
Student 
Administration 

8. Supporting Assessment 

Student Support Services: 
a) Will offer assistance to students in regard to their performance at the 

Institute and/or their academic progress. 
b) May receive information through the student relevant to an assessment 

and which will be revealed to the Course Manager (Higher Education) or 
Teacher responsible with adherence to privacy policy and legislation, 
respect of the dignity and privacy of the student and in most cases, to the 
extent authorised by the student. 

c) Will advise upon and coordinate requests for learning and assessment 
arrangements from students who have permanent or temporary 
disabilities. 

d) Will recommend a range of inclusive strategies, including adjustments to 
teaching, learning and assessment, alternative assessment, and 
consideration for factors affecting assessment performance. 

 
 
Student Support 
Services 
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9. After assessment 

Teachers are required to: 

a) Liaise with the relevant Course Manager (Higher Education) with 
regard to applications for consideration of personal circumstances 
affecting assessment. 

b) Provide final result grades to replace any interim grades by the date 
specified. 

c) Provide timely feedback to students on their results. 

d) Ensure that where an inbound international student fails an 
assessment and this is likely to impact on the student’s ability to 
complete the course within the expected duration, liaise with the 
International department and ensure that an appropriate intervention 
strategy is implemented. 

 
 
Teachers 
 
 
 
 
 
 
 
 
Course Manager 
(Higher Education) 

10. Procedure on the Resubmission of Failed Assignments 
a) At a teacher’s discretion, a major assignment that has been submitted 

by the due date and awarded a fail grade can be revised/rewritten and 
resubmitted by a date prescribed by the teacher. 

b) The maximum grade that can be awarded to a resubmitted assignment 
is a pass grade of 50%. 

c) Revised/rewritten assignments will not be accepted after the specified 
submission date and the fail grade originally awarded will stand. 

d) The Rationale for Resubmission form must be completed and the 
Course Manager (Higher Education) must approve the resubmission. 

e) Resubmitted assignment must have a cover sheet and an Assignment 
Resubmission Application form attached; and they must be submitted 
directly to a teaching Faculty Administrative Officer. 

 
 
Teacher 
 
 
 
 
 
 
 
 
Teacher and Course 
Manager (Higher 
Education) 
 
Student 

11. Double marking of assessments 
a) Where a work submitted for assessment is given a fail grade by an 

examiner, that piece of work will be handed to a second examiner 
who will independently evaluate the work prior to the result being 
conveyed to the student. 

b) No student will be awarded a fail grade for final examinations that fall 
in the range of 30 – 49 or for a non-examination assessment task, 
without an independent examiner confirming the result. 

 
 
Independent 
Examiner 

12. Student request for re-assessment 

a) Where a student disputes the result of an assessment, the student 
should discuss this with the teacher and the Course Manager (Higher 
Education) to resolve any issues and to discuss any circumstances 
which may have affected their results within 5 working days.  

b) Informally review the matter with the student and teacher within five 
(5) working days of being approached by the student and inform the 
student of the outcome and the student’s right to a formal re–
assessment.  

 
 
Student 
 
 
 
 
Course Manager 
(Higher Education)  
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c) If this does not result in a resolution, the student may apply for a 
formal re-assessment.  The application has to be in writing and lodged 
within ten (10) working days of receiving their results.  Application 
forms are available on the registrar website. 

d) If an application for re-assessment is received, a Higher Education 
Appeals Committee will be formed inclusive of three members of 
HEBOS or Higher Education teachers, and an administrative officer.   
The Administrative Officer will not have voting rights. 

e) The Higher Education Appeals Committee will: 
• Notify the relevant Course Manager (Higher Education) 
• Request any additional information from the Course Manager 

(Higher Education)  
• Invite the Course Manager (Higher Education) of the relevant 

area to be represented at the meeting 
• Obtain necessary information from the student if required 
• Hold the hearing and decide whether to grant re-assessment or 

not 
• Write to the Registrar providing the outcome of the application 
• Write to the student within three (3) working days informing 

them of the outcome of the appeal process 
f) If the student is not satisfied with the outcome, the student may 

lodge a formal grievance in accordance with the Student Grievance 
Policy and Procedure. 

Student 
 
 
 
 
 
 
 
 
 
Higher Education 
Appeal Committee 
 
 
 
 
 
 
 
 
 
Registrar 
 
 
Student 
 

Approval Body CEO 

Approval Date 29/11/16 

Document ID ACA-AA-PRO0003 

Amendments 19 Sep 2017  – Minor Administrative amendments made to position 
titles/teaching faculty 
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Linked Files 
1. Higher Education Assessment Policy - BHI 
2. Conduct of Examinations Policy– BHI and CAE 
3. Higher Education Student Progression Policy - BHI 
4. Student Grievance Policy – BHI and CAE 

5. Learners with a Disability Policy – BHI and CAE 
6. Higher Education Student Progression Procedure - BHI  
7. Conduct of Examinations Procedure - BHI and CAE 
8. Student Grievance Procedure – BHI and CAE 

9. Learners with a Disability Procedure – BHI and CAE 
10. Higher Education Assessment Work Instruction - BHI 
11. Special Consideration in Assessment Application 
12. Rationale for Resubmission Form 

13. Assignment Resubmission Application form 
 


	Higher Education Assessment Procedure - Box Hill Institute
	Related Policy
	Procedure
	1. Principles
	2. Preparing for assessment
	3. Special consideration in assessment
	4. Disability consideration – Reasonable adjustment
	5. Undertaking assessment
	6. Overseeing assessment
	7. Administration of assessment results
	8. Supporting Assessment
	9. After assessment
	10. Procedure on the Resubmission of Failed Assignments
	11. Double marking of assessments
	12. Student request for re-assessment
	f) If the student is not satisfied with the outcome, the student may lodge a formal grievance in accordance with the Student Grievance Policy and Procedure.
	Approval Body
	Approval Date
	Document ID
	Amendments
	Linked Files

