
	
	

	

1	

Assessment,	Validation,	and	Moderation	Policy	
and	Procedures	

Purpose	and	Scope:	This	policy	and	procedure	document	outlines	the	
principles	and	processes	for	assessment,	validation,	and	moderation	in	the	
vocational	education	and	training	(VET)	sector.	It	aims	to	ensure	fairness,	
flexibility,	validity,	and	reliability	in	all	assessment	practices	within	our	
organization.	This	policy	applies	to	all	trainers,	assessors,	validators,	and	
moderators	involved	in	VET	programs.	

Principles:		

a.	Fairness:	Assessments	shall	be	conducted	in	a	fair	and	unbiased	manner,	
providing	equal	opportunities	for	all	learners	to	demonstrate	their	
competence.		

b.	Flexibility:	Assessment	methods	and	tools	should	be	flexible	enough	to	
accommodate	diverse	learner	needs,	contexts,	and	learning	styles.		

c.	Validity:	Assessments	shall	measure	the	required	skills,	knowledge,	and	
competencies	as	defined	in	the	relevant	training	packages	and	industry	
standards.	d.	Reliability:	Assessment	processes	and	outcomes	should	be	
consistent,	dependable,	and	replicable	across	different	assessors	and	
locations.	

Roles	and	Responsibilities:		

a.	Trainers	and	Assessors:	

• Design	and	develop	assessments	aligned	with	industry	standards	and	
training	package	requirements.	

• Deliver	assessments	in	a	fair,	consistent,	and	valid	manner.	

• Provide	timely	and	constructive	feedback	to	learners.	

• Keep	accurate	records	of	assessment	outcomes.	
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b.	Validators:	

• Validate	assessment	practices,	tools,	and	outcomes	for	compliance	
with	standards.	

• Review	assessment	instruments,	criteria,	and	evidence	to	ensure	their	
appropriateness	and	fairness.	

• Provide	recommendations	for	improvements	and	enhancements	to	
the	assessment	process.	

c.	Moderators:	

• Review	assessment	decisions	to	ensure	consistency,	fairness,	and	
adherence	to	the	assessment	requirements.	

• Conduct	sample-based	moderation	of	assessment	outcomes	to	
maintain	quality	and	standardization.	

• Provide	feedback	and	support	to	assessors	to	enhance	their	
professional	development.	

Assessment	Design	and	Development:		

a.	Assessments	shall	be	designed	to	align	with	the	specific	training	
package	units	of	competency	and	performance	criteria.		

b.	Assessment	tools	and	methods	should	accommodate	different	learner	
needs,	contexts,	and	assessment	environments.		

c.	Clear	assessment	instructions,	criteria,	and	benchmarks	should	be	
provided	to	learners	and	assessors.	

Assessment	Process:		

a.	Pre-assessment	activities	shall	be	conducted	to	clarify	expectations,	
address	learner	questions,	and	provide	necessary	support.	

	b.	Assessments	should	use	a	variety	of	methods	(e.g.,	written,	practical,	
observation,	projects)	to	capture	different	aspects	of	competence.		
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c.	Evidence	of	learner	performance	should	be	collected,	assessed,	and	
recorded	according	to	the	established	criteria.		

d.	Assessment	decisions	should	be	made	based	on	the	evaluation	of	
collected	evidence	against	the	defined	benchmarks.	

Validation:		

a.	Validation	activities	shall	be	conducted	to	ensure	the	quality,	
relevance,	and	fairness	of	assessments.		

b.	Validators,	including	industry	experts	and	experienced	trainers,	should	
review	assessment	tools,	criteria,	and	outcomes	for	compliance	and	
suitability.		

c.	Validation	outcomes	and	recommendations	should	be	documented,	
and	improvements	should	be	implemented	as	necessary.	

Moderation:		

a.	Moderation	aims	to	ensure	consistency	and	fairness	in	assessment	
decisions	and	outcomes.		

b.	Moderators	should	review	samples	of	assessments,	assessors'	
judgments,	and	evidence	to	ensure	compliance	with	standards.		

c.	Feedback	and	guidance	should	be	provided	to	assessors	to	enhance	
their	assessment	practices	and	decision-making.	

Continuous	Improvement:		

a.	Regular	evaluation	and	review	of	the	assessment,	validation,	and	
moderation	processes	should	be	conducted	to	identify	areas	for	
improvement.		

b.	Feedback	from	learners,	trainers,	assessors,	and	stakeholders	should	
be	considered	to	enhance	the	effectiveness	and	efficiency	of	the	
processes.		
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c.	Professional	development	opportunities	should	be	provided	to	
trainers,	assessors,	validators,	and	moderators	to	improve	their	skills	
and	knowledge.	

• Compliance	and	Reporting:		

a.	The	organization	shall	comply	with	all	relevant	regulatory	and	quality	
assurance	frameworks	governing	assessment	practices	in	the	VET	sector.		

b.	Reporting	requirements	should	be	met,	including	the	submission	of	
assessment	outcomes,	validation	results,	and	moderation	activities,	as	
per	regulatory	guidelines.	

• Documentation	and	Record-Keeping:		

a.	Accurate	and	comprehensive	records	of	assessments,	validations,	and	
moderation	activities	should	be	maintained	securely	and	confidentially.		

b.	Documentation	should	include	assessment	tools,	evidence,	assessment	
decision	records,	validation	reports,	and	moderation	feedback.	

• Appendices:	Include	relevant	forms,	templates,	and	supporting	documents,	
such	as	assessment	design	templates,	validation	checklists,	moderation	
guidelines,	and	record-keeping	templates.	

This	Assessment,	Validation,	and	Moderation	Policy	and	Procedures	document	
should	serve	as	a	guide	for	all	stakeholders	involved	to	ensure	the	highest	
standards	of	fairness,	flexibility,	validity,	and	reliability	in	assessment	practices.	
Regular	review	and	updates	to	this	policy	are	encouraged	to	reflect	changing	
industry	needs,	regulatory	requirements,	and	advancements	in	assessment	
methodologies.	

	

	


