ASSESSMENT IN COURSEWORK
UNITS: ADJUSTMENT TO
ASSESSMENT PROCEDURES
SCOPE
This procedure applies to:
●

all coursework units at the former Monash South Africa campus, excluding the thesis component or equivalent of a graduate
research course; and

●

all teaching periods commencing on or after 3 August 2020. For teaching periods that commenced before 3 August 2020, refer to
version 2.1 of these procedures.

Where a student has been granted supplementary assessment by a Board of Examiners under the Monash University (Academic Board)
Regulations section 19, the adjustments to assessment provisions set out in these procedures apply.
These procedures must be read in conjunction with Monash University (Academic Board) Regulations Part 3, and Assessment in
Coursework Units Policy.

PROCEDURE STATEMENT
1. Adjustments to assessment
1.1

All students undertake assessment tasks to demonstrate their acquisition of the learning outcomes of the units for which they
are enrolled. Each student undertakes each assessment task once.

1.2

When circumstances arise in which students may not be able to complete assessment tasks by or at the required time,
students should seek to proactively manage these situations and alert teaching and student services staff to their situation as
soon as possible so that appropriate alternatives may be put in place.

1.3

When the University agrees to modifications to assessment tasks to assist students to meet individual circumstances, the
alternative assessment task must have the following characteristics in relation to the original assessment task:
●
●
●
●
●

equivalent standard;
assess the same learning outcomes;
consistent with the principles of academic integrity and the assessment policy;
represent no disadvantage to other students enrolled in the unit; and
time proximate.

2. Types of adjustments
2.1

The types of adjustments that are available to students depend on the length of time which the student is affected by the
serious circumstances and the point of time when the impact on the students becomes evident. The principle mechanisms for
adjustments are:
2.1.1

Alternative assessment arrangements: Students with ongoing medical or mental health conditions, disability or who
have responsibilities as student carers may apply to IIE MSA Student Services for alternative assessment
arrangements. Where students are experiencing ongoing issues which they expect will prevent or impede their
ability to complete assessment tasks, they are advised to contact the managing faculty for course and progression
advice.
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2.1.2

Special consideration and deferred assessment: Special consideration and deferred assessment may be granted
to a student whose performance of an assessment task has been affected by a short-term or acute illness or other
exceptional cause beyond their control.

2.1.3

Allocation of a WI grade: The Withdrawn Incomplete (WI) grade is a compassionate response for students who are
prevented from completing unit assessment due to extreme circumstances beyond their control.

3. Alternative assessment arrangements
3.1

A student with an ongoing medical or mental health condition, disability or who has responsibilities as a student carer may
apply for alternative assessment arrangements to IIE MSA Student Services. Registered students are assisted to study
independently by accessing appropriate services and/or through reasonable adjustments to teaching and assessment
practices.

3.2

Reasonable adjustments may include but are not limited to:
●
●
●
●

teaching delivery and format, such as lecturers providing slides and other teaching material to students in advance of
class, or the recording of lectures;
alternative formats for course materials, such as text books in electronic format;
use of assistance equipment and services, such as assistive software or note takers; and
amendments to assessment arrangements, such as flexible assignment deadlines or extra time or a break during inclass tests and examinations.

3.3

Alternative assessment arrangements can apply to both in-semester and end-of-semester tasks.

3.4

IIE MSA Student Services will make information available to faculties about which students have alternative assessment
arrangements in place.

Alternative arrangements for assessment conducted by faculties
3.5

Students must provide confirmation of their requirement for alternative arrangements to the Academic Operations Coordinator
(AoC) responsible for administering the arrangements no later than two weeks before the assessment.

3.6

IIE MSA Academic Operations will communicate the required accommodations to the chief examiner or appropriate faculty
contact person no later than one week before the assessment.

3.7

IIE MSA Academic Operations will seek approval from the Head of Student Services when a change to the time or the
substance of assessment is required.

3.8

The student and the AoC contact person must liaise concerning these arrangements.

3.9

A student who has an arrangement in place that allows flexible assignment deadlines may from time to time require additional
time to meet assessment deadlines. Where such arrangements are in place, students may not need to provide evidence for
this request for a deadline extension with a medical certificate. Faculty staff may refer to IIE MSA Academic Operations
information to verify a student’s eligibility for flexible deadlines to support an application for a further extension.

Alternative assessment arrangements for a centrally run final examination
3.10

Applications for alternative assessment arrangements for an examination must be submitted to IIE MSA Academic
Operations at least one month prior to the commencement of the examination period. Exceptions to this timeline may be
made when injuries or illnesses are sustained within one month of the exam. Students should give as much notice as
possible and check with IIE MSA Academic Operations regarding cut-off dates for late applications.

3.11

The applicant must lodge a IIE MSA Academic Operations registration form or an equivalent written report completed by a
registered health professional qualified to assess the relevant disability or ongoing medical or mental health condition. The
report must include an assessment of the impact of the disability or condition on the student’s ability to complete the
assessment and must make specific recommendations on alternative arrangements as indicated on the registration form.
Further details of what supporting documentation may be required are available from IIE MSA Academic Operations.

3.12

Applications that are based on short-term injury/conditions will be processed on an individual basis and will be dependent on
resources available at the date of application.
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3.13

IIE MSA Academic Operations will seek approval from the Head of Student Services when a change to the time or substance
of assessment is required.

3.14

Where an alternative arrangement may involve the use of a student’s personal equipment, IIE MSA Academic Operations will
consult with the chief examiner to ensure any potential integrity issue is addressed.

3.15

Alternative assessment arrangements for an examination may include but are not limited to:
●
●
●
●
●
●
●
●

variation in the time of the examination;
splitting the examination across two or more sessions;
variation in the structure or format of the examination, including the use of a reader, large print, audio examination
papers;
variation in the duration of the examination, including extra time or rest breaks;
use of an alternative examination venue, including a separate examination venue and/or ergonomic furniture;
assistance of a scribe, reader or South African Sign Language (SASL) interpreter;
use of a computer; and
use of other adaptive technology provided or approved by IIE MSA Student Services.

3.16

Where an application for alternative assessment arrangements is refused, IIE MSA Academic Operations staff will notify the
student.

3.17

The student is required to comply with any conditions determined by IIE MSA Head of Student Services or IIE MSA
Assessment Office and notified to the student. Failure to comply with any conditions may breach the Examinations rules and
may result in action under Monash University (Academic Board) Regulations (regulation 23).

3.18

Where alternative assessment arrangements are granted:
●

●
●

IIE MSA AoC will provide IIE MSA Assessment with the details of accommodations and conditions of alternative
assessment arrangements for all approved applications three weeks prior to the commencement of the examination
period;
IIE MSA AoC or IIE MSA Assessment will notify each student in writing of the accommodations and conditions not less
than two weeks prior to the commencement of the examination period; and
in the case of a late application, IIE MSA AoC will notify the applicant as soon as possible.

4. Special consideration and deferred final assessment tasks
Eligibility
4.1

Special consideration may be provided to students who are unable to undertake an assessment task, such as an exam, due
to exceptional circumstances beyond their control. Special consideration seeks to ensure that all students have one
opportunity to demonstrate the achievement of the learning outcomes of a unit.

4.2

There are many different circumstances which could give rise to a special consideration application. The most common are:
●
●
●
●
●
●

●
●
4.3

short-term serious medical condition, such as serious injury, severe asthma, severe anxiety or depression, or that
requires hospitalisation;
loss or bereavement of a close family member or person with whom the student has a significant relationship;
family relationship breakdown;
hardship or trauma, including as a victim of crime, sudden loss of income or employment, or severe disruption to
domestic arrangements;
obligations to military, jury or emergency services;
a student who is participating in a recognised national/international competition as an official representative of a
province/South Africa, or has been appointed as an official at such an event by a recognised sporting body (supported by
documentation from the sports body/team manager/event organiser confirming details of the event);
for student carers, where acute illness or other exceptional cause affects the person for whom they care and impacts on
the student’s ability to prepare for or perform the assessment;
religious or cultural obligations for students who hold strict religious observance in line with the Monash Equity and
Diversity Guidelines (for invigilated assessments with a set date) or those with cultural duties and ceremonial obligations.

Special consideration will not be granted for:
●

managing workload from other units of study;
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●
●
●
4.4

managing activities arising from voluntary representation as a member of a club or society;
misreading the examination timetable; or
problems with information and communications technology, except where they could not have been prevented, avoided
or the effects minimised by reasonable diligence by students.

Multiple and recurring applications for special consideration may indicate a student is at academic risk and such students may
be asked to meet staff for course and academic progress advice and/or referred to university support services (e.g. study
skills, counselling).

Applying for special consideration
4.5

Applications for special consideration must be genuine and made in good faith.

4.6

Lodging an application does not guarantee that the request will be granted.

4.7

All applications for special consideration must be made using one of the University’s forms or online system.

4.8

The Special Consideration website contains links to the application forms.
●
●
●

In-semester assessment task
End-of-semester/final assessment task: deferred exam
End-of-semester/final assessment task: non-exam

Privacy
4.9

Applications for special consideration will be dealt with in accordance with the Data Protection and Privacy Procedure. Any
personal information will be held securely and will be used by the relevant staff members involved in or responsible for the
processing and assessing of special consideration applications.

Supporting documentation
4.10

The student must provide genuine, well-attested evidence of the illness or other circumstances to support an application for
special consideration. The evidence must demonstrate the impact the circumstances had on the student’s ability to undertake
the assessment task.

4.11

Students must ensure that all evidence related to the special consideration application is submitted with the application.
Failure to submit all relevant evidence may result in the application being rejected.

4.12

Supporting evidence must be clear and legible:
●
●

In the case of electronic documents submitted with online applications, the University may reject an application on the
basis of documentation being unclear or not easily legible.
The University may request to see the original or certified documents of those submitted to support an online application
for special consideration. If a student is unable to produce the original, the University may reject the application for
special consideration.

4.13

The date attached to the supporting evidence must correspond as closely as possible with the date on which the student was
affected by the exceptional circumstances.

4.14

The type of documentation required to support a special consideration application will depend on the reasons for the
application.

4.15

Where the application is as a result of an acute illness or other health-related issue, acceptable evidence must specify that
the student was unfit to sit the examination on the relevant date or unable to complete work for assessment on or before the
relevant date. Acceptable forms of documentation include:
●
●
●

4.16

medical certificate following a face-to-face consultation between the student and the health professional,;
medical letter of support provided when the student was unable to obtain medical advice on the date the student was
affected by exceptional circumstances; and
professional certificates provided by persons registered with a relevant professional body, such as psychologists.

If a faculty or area suspects a medical practitioner has acted improperly in providing a medical certificate, the relevant faculty
general manager or director should report the matter to the Deputy Vice-Chancellor (Education).
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4.17

The University may seek further detail to support the student’s application from the student and, with the student’s
permission, directly from the medical practitioner where a better understanding of the student’s future capacity to complete
the assessment is needed to determine outcome of the application. A detailed statement from IIE MSA Student Services may
also be utilised where the student is registered with the service. A request for permission to contact a medical practitioner
directly would normally be made where the student has applied for special consideration or deferred final assessment in more
than one teaching period. Staff should also be aware that students may be charged by the practitioner for this service.

4.18

Where the application is as a result of an unavoidable obligation for military, jury or emergency service or participation in an
elite athlete, artist or performer event, or where the student is representing the University at an event, the acceptable
documentation may consist of notification from the appropriate authority of the student’s obligation, stating the relevant dates,
for example:
●
●
●

4.19

defence reservist’s military unit;
juries commissioner’s office;
emergency service authority.

Some applications for special consideration will require documentation such as:
●
●
●
●

death notice or certificate;
police report;
statutory declarations from the student or other relevant people; or
professional certificates provided by persons registered with a relevant professional body, such as social workers and
lawyers.

4.20

Where the application is for religious or cultural obligations, students must provide a personal letter of support from a
recognised cultural or faith leader outlining their relationship with the student and explaining how the obligation will prevent
the student from attempting or completing the assessment task, or a statutory declaration from the student or other relevant
persons.

4.21

Where the application is in relation to the student’s responsibilities as a student carer and the student is registered as a carer
with IIE MSA Student Services, the acceptable evidence must show that the student’s ability to prepare for or perform the
assessment was due to acute illness or other exceptional cause affecting the person for whom they care.

4.22

Students registered as having a disability or as a student carer will have provided supporting medical documentation to IIE
MSA Student Services and the staff may be able to provide advice to faculties on a case-by-case basis on the student’s
condition and/or requirements, and possible alternative assessment arrangements. In some cases, support for an application
may be in the form of confirmation from IIE MSA Student Services that a registered student has provided appropriate medical
documentation supporting the need for flexibility with assessment.

Deadlines
4.23

For assessment tasks during the teaching period, students must apply for special consideration no later than two University
working days after the due date of the affected assessment.

4.24

For final assessment tasks:
●
●

4.25

students may seek early approval of a deferred examination up to five University working days before the examination
for which special consideration is sought; or
if students are unfit to sit on the day of an examination, they may apply for special consideration no later than two
University working days after the student’s last scheduled examination.

IIE MSA Student Services is responsible for determining if a late application for special consideration will be accepted.

Decision-making body
In-semester assessment task
4.26

Students submit applications to IIE MSA Student Services which decides the outcome of the special consideration application
and notifies students.

4.27

Once special consideration has been granted for a given set of circumstances, further special consideration will not normally
be granted for the same assessment task.
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End-of-semester/final assessment task: deferred exams
4.28

IIE Head of Student Services will decide the outcome of special consideration applications and notify students of the
outcome.

4.29

Students who complete their final examination or task are not eligible for deferred final assessment.

4.30

Students who attend and attempt part of the exam are not eligible for a deferred examination.

4.31

The dean of the teaching faculty (or delegate) may approve a deferred examination if they are satisfied there are exceptional
circumstances. In this case the result from the original exam will not be counted towards the student’s final unit result. The
result of the deferred assessment will be final.

End-of-semester/final assessment task: non-exam
4.32

For units where the dean has delegated this responsibility to IIE MSA, IIE MSA will decide the outcome of special
consideration applications and notify students.

4.33

Students who complete their end-of-semester assessment task are not eligible for deferred final assessment.

Outcomes of a special consideration application
4.34

Outcomes of applications for special consideration may include:
●
●
●

one opportunity to complete an equivalent assessment task (e.g., a deferred exam); or
extension of a deadline for assessment; or
Rejection of the application.

4.35

Where a student is enrolled in a course that has a different managing faculty to the teaching faculty, the managing faculty will
be advised of the outcome of the application to ensure that course progression is considered if relevant.

4.36

A special consideration application will not result in the adjustment of a mark given for a student’s assessment task.

4.37

If a student presents for the final examination after receiving early approval for a deferred examination, the deferred final
assessment decision will be revoked, and the mark achieved for the final examination will count towards their final unit result.
No further deferred final assessment applications can be lodged for that examination.

4.38

Where a special consideration application is rejected, the faculty may consider whether it is appropriate for the student to
discontinue from the unit and apply for a WI grade.

Scheduling deferred examinations
4.39

Centrally run deferred examinations will be scheduled during the official deferred examination period for the teaching period,
as determined and publicised by SEBS:
●
●
●

For summer semester or semester 1 units: August - September, or prior to that period at the discretion of the teaching
faculty;
For semester 2units: January - February, or prior to that period at the discretion of the teaching faculty;
For units taught over two semesters: August - September or January - February, whichever occurs first, or prior to that
period at the discretion of the teaching faculty.

4.40

Where the faculty conducts the deferred assessment, a minimum of five University working days' notice will be given to the
students, using the students Monash University email account.

4.41

Deferred examinations must be sat within twelve months of the date of the end of the examination period when the unit was
originally undertaken by the student,
4.41.1

4.42

Deferred exams for units undertaken in Semester 2, 2022 must be finalised ahead of the completion of teach-out.

A student must make themselves available to sit a deferred examination at the scheduled time.

Rescheduled deferred final assessment
Refer to Monash University (Academic Board) Regulation 22
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4.43

Under certain circumstances a student may apply for a rescheduled deferred final examination or further extension for
submission of a final assessment task, as the case requires, on one further occasion if the student has failed to undertake or
complete the assessment due to:
an ongoing disability, and the student is registered with IIE MSA Student Services; or
the circumstances for which the deferred final assessment task was granted are unresolved; or
the existence of exceptional circumstances, as determined by the dean (or delegate) of the managing faculty.

●
●
●
4.44

A rescheduled assessment must occur within 12 months of the end of the examination period when the unit was originally
undertaken by the student.

4.45

The student must apply in writing within two working days of the day of their deferred final assessment task, providing
supporting documentation that clearly demonstrates circumstances that fall within the criteria set out in section 4.44.

4.46

The application must be considered by the dean (or delegate) of the managing faculty. The dean (or delegate) may seek a
meeting with the student to enable consideration of the application and active case management of the student's enrolment.
Students may take a support person to that meeting.

4.47

The dean (or delegate) must consult with the chief examiner of the unit prior to determining the outcome of the application.

4.48

The dean (or delegate) may make whatever enquiries are deemed necessary to make a decision including:
●
●
●

4.49

consulting other parties, such as the faculty general manager or the faculty's student services manager and relevant
members of academic staff;
consulting the dean (or delegate) of the teaching faculty where the managing faculty is not also the teaching faculty;
and
requesting further evidence from the student, such as an impact statement from a health professional.

The dean (or delegate) may:
●
●
●

recommend one further deferred assessment opportunity (timing based on supporting evidence); or
approve a Withdrawn Incomplete result; or
recommend that no further action be taken and that the relevant Board of Examiners finalise the result.

4.50

If the managing faculty is not also the teaching faculty, the dean (or delegate) of the managing faculty must advise the dean
(or delegate) of the teaching faculty of the outcome of the application.

4.51

The dean (or delegate) of the managing faculty will develop a study plan to manage the students' progression through the
course and may impose conditions on study load until the deferred assessment has been completed.

4.52

Where the student is on a student visa the implications of placing conditions on the study load must be considered by the
Dean (or delegate).

Complaints and Grievances
4.53

The decision on the outcome of a special consideration application is final.

4.54

Students who are dissatisfied with a decision relating to special consideration should refer to the Student Complaints and
Grievances Policy. A grievance must be lodged with the teaching faculty as soon as possible as delays may affect the
possibility of further assessment adjustments.

5. Eligibility for a Withdrawn Incomplete (WI) grade
5.1

The Withdrawn Incomplete (WI) grade is a compassionate response for students who are prevented from completing unit
assessment due to extreme circumstances beyond their control and having effect after the start of the withdrawn fail period. It
is a withdrawn grade, not a passing grade, awarded where the student has not completed the requirements of the unit.

5.2

A student may apply for a WI if they have been affected by:
●
●
●
●
●

a serious medical condition necessitating admission to hospital;
severe mental health condition;
death of a person with whom the student had a significant relationship;
obligations to emergency or military service or civic obligations; and
other extreme circumstances beyond the student’s control, such as a natural disaster or serious accident.
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5.3

WI grades may be awarded to allow students to deal with both the immediate aftermath and ongoing issues following the
death of a person with whom the student had a significant relationship.

5.4

A student who attends or attempts the whole or part of a final examination is not eligible for a WI grade. The dean (or
delegate) of the managing faculty may allow exemptions in exceptional circumstances that they deem relevant.

5.5

Applications must be in writing, and must be lodged with the managing faculty.

5.6

Applications for a WI must be lodged as soon as possible and no later than 10 University working days after the release of the
results. In exceptional circumstances, the President of Academic Board may grant a longer period of time for lodgement, such
as where the student was not capable of lodging an application for a WI.

5.7

Applications must provide evidence that the circumstances resulting in the failure to complete unit assessment were beyond
the student's control, and either:
●
●
●

arose during the withdrawn fail period or later of the relevant semester; or
did not have their full impact until the commencement of the withdrawn fail period or later of the relevant teaching period,
and this impact was not foreseeable earlier; or
prevented the student from withdrawing from the unit prior to the commencement of the withdrawn fail period of the
relevant teaching period.

5.8

Applications must include evidence that details the severity of the situation, that the circumstances relate to the acceptable
grounds, as set out in section 5.2 above, and the timing of the circumstances.

5.9

Acceptable forms of evidence include a death notice, records of hospital admission, police reports, notifications of obligations
to emergency or military services or civic obligations, and an impact statement from a health professional as appropriate.

5.10

Where the application is made with regards to the death of a person with whom the student had a significant relationship, the
student must provide evidence of the significance of that relationship. In the case of extreme and ongoing grief, appropriate
evidence is a document from the student’s doctor or counsellor that substantiates the claim.

5.11

If the application concerns a unit for which the student was granted deferred final assessment, the application must provide
evidence that the circumstances resulting in failure to complete the deferred final assessment either:
●
●

occurred after the deferred final assessment was granted; or
prevented the student from undertaking or completing the assessment in ways that could not have been foreseen when
the deferred final assessment was granted.

5.12

When considering the application, the dean (or delegate) of the managing faculty will take into account the supporting
evidence provided by the student and may consider additional evidence drawn from the student’s record if it is relevant to the
current application. This could include details of special consideration applications made by the student and any academic
progress processes underway.

5.13

The dean (or delegate) may:
●
●

5.14

grant a WI grade; or
reject the application.

The Dean (or delegate) will notify the student of the decision within 15 University working days of lodgement of the complete
application, including all the required evidence.

DEFINITIONS
Alternative assessment
arrangements

Any variations in the duration, structure, format or venue of an academic assessment to accommodate the
needs of students with disabilities, chronic medical conditions and short-term injuries.

Alternative assessment task A form of special consideration providing an alternative and equivalent assessment task to replace the
required assessment task listed in course and unit information.
Chief examiner

Managing faculty

The academic staff member responsible for the implementation of a unit’s assessment regime and
recommending the final result for each student. A dean must appoint a chief examiner for each unit taught
by the faculty.
The faculty assigned responsibility for coordinating administrative matters for a course (including but not
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restricted to admission, enrolment, course advice, academic progress and academic referral). For double
degree courses the managing faculty is as specified in the University Handbook.
Deferred examination

A final examination that has been delayed to a later date, normally resulting from a successful application for
special consideration.

Disability

As defined in the Disability Discrimination Act 1992 and “in relation to a person", means:
total or partial loss of the person's bodily or mental functions; or
total or partial loss of a part of the body; or
the presence in the body of organisms causing disease or illness; or
the presence in the body of organisms capable of causing disease or illness; or
the malfunction, malformation or disfigurement of a part of the person's body; or
a disorder or malfunction that results in the person learning differently from a person without the disorder
or malfunction; or
a disorder, illness or disease that affects a person's thought processes, perception of reality, emotions
or judgment or that results in disturbed behaviour; and includes a disability that:
o presently exists; or
o previously existed but no longer exists; or
o may exist in the future; or
o is imputed to a person.

●
●
●
●
●
●
●

For purpose of this Procedure, ‘disability’ may be used interchangeably with ‘differently abled’ in regards to
the IIE Assessment Strategy and Policy, and associated appendices.
Final result

The final mark and/or grade awarded to a student on completion of assessment for a unit.

Final examination

An invigilated or supervised examination held after the end of the teaching period, the results of which are
partly used to determine the final result for the unit concerned. A final examination may consist of one major
assessment task or may include more than one major assessment task.

IIE MSA Academic
Operations

The unit responsible for co-coordinating support for registered students with disabilities undertaking studies
at the University.

Medical certificate (or
doctor’s certificate)

A statement on medical practitioner’s letterhead, signed by the practitioner which attests to the result of a
medical examination of the student.

Medical letter of support

A statement on the health professional’s letterhead that includes the provider number, is signed by the
health professional, and attests to the result of a medical examination of the student.

Strict religious observance
obligations

Practices required by a religious doctrine to be precisely obeyed by followers of the religion. These are
recognised in Article 18 of the International Covenant on Civil and Political Rights.

Student carer

A student registered with IIE MSA Student Services as a student carer who provides personal care, support
and assistance to another individual in need of support due to disability, medical condition, including
terminal or chronic illness, mental illness or is frail and aged.
A person is not a carer merely because they are the spouse, de facto partner, parent, child, other relative or
the guardian of an individual or because they live with an individual who requires care.

Teaching faculty

The faculty responsible for teaching the unit or, where teaching is shared among faculties, the faculty
with the greatest percentage of teaching responsibility.

Working day

A day other than:
(a) a day that is a University holiday under Part 9 of the Monash University (Vice-Chancellor) Regulations; or
(b) in relation to an international location, a day that is a public holiday in that location.

GOVERNANCE
Parent policy

Assessment in Coursework Units Policy

Supporting schedules

N/A

Associated procedures

Grading Scale Procedures
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