Dealing with Incorrect, Impractical or Unsafe Assessment Item(s) within the ETB Training Centre Assessment Instruments
1.0 

Purpose

1.1 To provide Assessors and/or Assessment Supervisors, Training Standards Officers and the ETB Training Centre Management with the process to: 
(a) deal with incorrect, impractical and unsafe assessment item(s)
(b) ensure that learners are not disadvantaged by error(s) that may occur in assessment materials and 
(c) minimise occurrences of disruption to, or cancellation of, valid occasions of assessment. 

2.0 
Scope and Application
2.1
This procedure applies to all the ETB Training Centre Assessments. 

2.2
Assessment items are tools or methodologies employed to assess a learner’s attainment of required standards of knowledge, skills and competence within an overall assessment instrument. For example, short answer theory question or assignment, skill demonstration, project work and portfolio instructions.

3.0  
Responsibility

3.1
Assessor and/or Assessment Supervisor 
3.2
Training Standards Officer
3.3
ETB Training Centre Managers

3.3
The ETB Training Centre Curriculum and Assessment Development Units (as relevant)
4.0 
Procedure: Incorrect
 or Impractical
 Assessment Item(s)
4.1
In the case of an incorrect or impractical assessment item(s) arising within an assessment, the Assessor shall immediately inform the Training Standards Officer.

4.2
Since immediate clarification and advice is required during assessment(s), the Training Standards Officer shall then ask the Assessor to apply their technical and professional judgement to make an appropriate recommendation to correct the incorrect or impractical assessment item(s).  Recommended corrective action may include one of the following action(s): 

· rectify the technical and or grammatical error(s) or,

· remove the incorrect assessment item from the assessment event and replace with appropriate item (if applicable) or, 

· use an alternative assessment version.

4.3
The Training Standards Officer, in consultation with the Assessor shall make the final decision on the recommended corrective action relating to incorrect or impractical assessment item(s) within an assessment event.
4.4
The Assessor and/or Assessment Supervisor shall make any corrections known to the assessment candidate(s) at the time of the assessment event.

4.5
In the event of an incorrect assessment item being removed from the assessment, the Assessor shall favour the assessment candidate(s) when marking the assessment.
4.6
A Corrective Assessment Item(s) Authorisation Form should be completed and signed by the Assessor and Training Standards Office and retained in the Training Standards Office.

4.7
Following corrective action, the Training Standards Officer shall log a non-conformance/preventative action/suggested improvement/change request, and should specify the Assessment Title, Code, Version and Footer Date. The Description should specify the Incorrect, Impractical or Unsafe Assessment Item(s) detail, corrective action taken and recommended solution, if any. 

4.8
This request is assigned to the relevant Manager and actioned, as appropriate.
4.9
The approved action relating to the non-conformance/preventative action/suggested improvement/change request is approved.  Amended assessments will be notified and re-issued.

5.0 
Procedure: Unsafe Assessment Item
(s)
5.1
If an Assessor and/or Assessment Supervisor judges practical assessment item(s) to compromise the safety of the assessment candidate(s) and/or the Assessor and/or Assessment Supervisor, the Assessor and/or Assessment Supervisor shall immediately inform the Training Standards Officer. 

5.2
The Training Standards Officer should immediately issue, where practicable, an alternative version of assessment and inform the relevant ETB Training Centre Manager of the action taken. 

5.3
A Corrective Assessment Item(s) Authorisation Form should be completed and signed by the Assessor and/or Assessment Supervisor and Training Standards Officer and retained in the Training Standards Office.
5.4
Following corrective action, Training Standards Officer shall log a non-conformance/preventative action/suggested improvement/change. The Summary Section should specify the Assessment Title, Code, Version and Footer Date. The Description should specify the Incorrect, Impractical or Unsafe Assessment Item(s) detail, corrective action taken and recommended solution, if any. 

5.5
This request is assigned to the relevant ETB Training Centre Curriculum and Assessment Manager and actioned, as appropriate.
5.6
The approved action relating to the non-conformance/preventative action/suggested improvement/change request is updated.  Amended assessments will be notified and re-issue.
Corrective Assessment Item(s) Authorisation Form

Training Centre:  __________________________________________________________
Adult Training Assessment:  ________________________________________________

Date of assessment event:
____/____/_______

Date of contact:
____/____/_______

	Theory

	
	Skills Demonstration
	
	Portfolio
	
	Project
	


Assessment type:

Assessment Title:  
_________________________________________________________
Assessment Code:
_______________
Version:  ______________________
Footer Date: 
____/____/______
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Assessor or Assessment Supervisor:
________________________________________

Date:
______/_______/______

Training Standards Officer:
________________________________________

Date:
______/_______/______
Incorrect/impractical Item Details:





Unsafe Assessments:





Corrective Action Taken:





Suggested Solution:








� 	An incorrect assessment item is a question or answer that is either technically or grammatically not accurate.


� 	An impractical assessment item results in a practical assessment item being incorrect because of missing or inaccurate assessment criteria, measurements, tools, equipment and materials list is incomplete. 


� 	An unsafe assessment item is an assessment instruction or criterion that provides a potential endangerment and/or immediate risk to assessment candidates, the Assessor/Supervisor and/or other personnel and trainees within the training environment. 
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