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ASSESSMENT AND ACADEMIC INTEGRITY POLICY AND PROCEDURES – ALL STAFF
The new Assessment and Academic Integrity Policy came into full effect on 1 January 2021. We've outlined keyinformation and changes that are associated
with six procedures and what they may mean for your work.
There are different implications depending on your role, for example if you are a chief examiner, unit coordinator or academic staff member or if you are a professional
staff member who supports education.
The scope of this policy includes all students, all locations (including all our overseas teaching locations and online) and all coursework units, including those taken by
students in graduate research degrees. Students enrolled at the former Monash South Africa campus are not in scope and the previous policy and procedures applyto
these students.
For support with these policy changes please contact us at assessment@monash.edu
The policy and all the procedures are available on the policy bank.

THE CONTEXT
Deans and campus Pro Vice-Chancellors have overarching responsibility for the standards, quality, strategic leadership and resource allocation to achieve learning and
teaching excellence within faculties and campuses under the broad oversight of the Academic Board.
Learning and teaching activities, assessment and feedback must align with the stated learning outcomes of units, and be designed to contribute to the overall course
and the student’s educational development. Where possible, learning activities should encompass academic, work-related and research skills, and cultivate students’
creativity and imagination through real-world problem solving and scenarios. [Learning and Teaching Policy]
Assessments within units must align with an approved assessment regime (which is the set of assessment tasks within a unit, their percentage contributions to the
overall result, and any hurdles), and must be equivalent across any different cohorts, locations and modes.
This resource outlines the responsibilities from the Dean to the teaching team members to implement the key policy and procedural requirements. These are outlined
across a lifecycle of preparing, delivering and finalising a unit and situated over a teaching period.
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UNIT LIFE-CYCLE

The key policy and procedural requirements have
been identified as they flow across a teaching period.
While they may flow over more than one phase in the
lifecycle, the key components that relate to each
phase have been identified in this workbook according
to when they are more conventionally addressed in
each of the three phases. They are organised as
follows and can be found in the related sections of
this workbook.
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ASSESSMENT PROCEDURES
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PRE-WEEK 1
Implementing the assessment regime (ie. all assessments in a unit)
Key information
Assessment tasks must be designed to minimise potential for academic integrity breaches (Section 2.8.1).
Renew assessment tasks each teaching period to minimise the risk of cheating and ensure no student has an unfair advantage if repeating the unit
(Section 2.8.2).
An assessment task must be validated by at least one other staff member to ensure it complies with assessment policy and procedure (Section 2.7)
Full assessment details are to be provided in Moodle (Section 7.1, Table 2).
Where the assessment regime is one task worth 100%, feedback must be given by the mid-point of the teaching period (Section 1.3).
Attendance can only be required for external accreditation or regulatory requirements (Section 1.4).
Assessment tasks must be submitted electronically and the use of similarity-detection software is required where the format of the assessment allows it
(Section 2.8.6).
Responsibility of the
Dean or delegate
Approve the
assessment regime,
designed by the
teaching faculty, at
the time unit approval.

Responsibility
of the ADE

Responsibility of the
Chief Examiner
● Implement the assessment regime as it was approved by the Dean.
● Ensure assessment details in Moodle and the Handbook are correct and aligned.

Policy links

Assessment Regime
Procedure

● Ensure assessment details outlined in Section 7.1, Table 2 are provided to
students.
● Ensure feedback timelines are included in Moodle as per Section 7.1, Table 2.
● Ensure assessment tasks as written are validated before the assessment is
published for students.
● Put a process in place to ensure assessment tasks are renewed every teaching
period.
● Ensure electronic submission and use of similarity-detection software.
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● Ensure attendance requirements are not included. If an assessment task requires
attendance (see above for allowance), it must be stated in Moodle.

Scheduling assessment
Key information
Assessment tasks need to be scheduled appropriately, to assess students’ achievement of learning outcomes through the teaching period, e.g. tasks should be
due after content has been taught.
Assessment scheduling should allow feedback to be provided in time to support further learning, and in consideration of the whole course workload for the
students (i.e. major assessment tasks across three different units in the same year of the course should not be due in the same week of the teaching period).
The assessment schedule must allow students to receive feedback to support their further learning early in the teaching period (i.e. before the mid-point in the
teaching period).
Assessment due dates must not be set during SWOT Vac or the scheduled final assessment period except in specific circumstances (Section 3.5.2).
Responsibility of the
Dean or delegate

Responsibility
of the ADE
Consider and
approve
assessment
scheduling
exceptions

Responsibility of the
Chief Examiner
● Ensure assessment dates are not set during SWOT Vac or the scheduled final
assessment period.
● Use the Assessment Timing Tracker to support assessment scheduling for students.

Policy links

Assessment
Regime
Procedure

● Apply to ADE for an exception to assessment scheduling if required.

Communicating assessment
Key information
Information about assessment tasks must be provided to all students via:
● Handbook entries
● Learning Management System (Moodle)
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Full assessment details which must be provided in Moodle are outlined in Section 7.1, Table 2.
Assessment task details do not have to be released to students before the unit opens, although many students appreciate having early access to task
information so they can manage their time effectively.
Responsibility of the
Dean or delegate

Responsibility
of the ADE

Responsibility of the
Chief Examiner
● Communicate all aspects to student at the right time in the Handbook or in Moodle, as
outlined in the table in Section 7.1.
● Authorise release of tasks and questions to students at an appropriate time during the
teaching period, and release any model answers etc. once marking is complete.

Policy links

Assessment
Regime
Procedure

● If tasks are not released at the beginning of the teaching period, provide students with
clear information about when the detailed task content will be made available.

Designing assessment to uphold academic integrity
Key information
All students are required to complete a compulsory unit on academic integrity (Section 1.10).
Assessment tasks should be designed so that they eliminate or minimise the potential for breaches of academic integrity, including ensuring significant
difference from previous unit offerings.
Electronic submission and the use of similarity-detection software is required where the format of the assessment allows it (Section 1.5).
Responsibility of the
Dean or delegate

Responsibility
of the ADE

Responsibility of the
Chief Examiner
● Redesign assessment tasks each teaching period to limit the potential for breaches
● Consider CE completion of the staff MEA module on Academic Integrity
● Inform staff in teaching team of their Academic Integrity responsibilities and about
availability of the staff module

Policy links

Academic
Integrity
Procedure

Version 26/10/2021

6

● Ensure clarity about the range of breaches. Definitions can be found in the procedures
(Sections 2.4-2.10) and in the MEA module
● Be aware of the Compulsory Student Academic Integrity module and other modules
● Ensure assessments are set up for Moodle submission and use of Turnitin or other
similarity-detection software for text or non-text based tasks (e.g. MOSS)
● For tasks that are not submitted through Moodle, implement assessment declarations by
students except for assessments completed and submitted in class under supervision.
For group tasks, each member of the group must complete an assessment declaration.

Hurdles
Key information
Implement the hurdles as approved by the Dean.
A hurdle must demonstrate achievement of specified learning outcomes.
There are two types of hurdles:
● Threshold hurdles – (Section 4.7-4.11) - a threshold mark applied to an assessment task that students must achieve to satisfy the hurdle. It can only
be applied to an assessment task, or collection of tasks, worth 20 per cent or more of the final unit results.
● Competency hurdles – used when a professional skill requirement must be successfully completed (Section 4.5-4.6). Competency hurdles may or
may not have assessment weighting attached.
If any hurdle is not met, the student fails the unit (Section 4.12).
Where a student fails a unit due to failing to complete one or more hurdle tasks, but would otherwise have achieved a mark of 45 or above, a mark of 45 and a
grade of NH will be recorded (Section 4.12.1, 4.12.2).
If the student fails to complete one or more hurdle tasks and would also have failed the unit with a mark of 44 or below, they will receive the mark earned
and an N grade for the unit.
If the unit includes multiple hurdle tasks, failure of any one hurdle will result in failure of the unit.
CEs may permit additional assessment for students who have failed to meet a competency hurdle, where that failure will significantly affect attainment of
professional competency (for example, where it will prevent a student continuing with their course until the unit runs again the following year).
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If additional assessment is used, it should be tailored to the learning outcomes assessed by the hurdle. If a student successfully completes the additional
assessment, the maximum mark awarded for the task is 50% of the available marks for the original hurdle task.
Responsibility of the
Dean or delegate

Responsibility
of the ADE

Responsibility of the
Chief Examiner
● Ensure hurdles are identified in the Handbook, including hurdle requirements, and
maximum number of attempts.
● Communicate threshold hurdle mark requirements – the mark to pass and the outcome
when the hurdle is failed but unit is passed (NH)

Policy links

Assessment
Regime
Procedure

● Ensure hurdle functionality is set up in Gradebook
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DURING THE TEACHING PERIOD
Educating for Academic integrity and responding to breaches
Key information
Students should be informed about academic integrity expectations at the start of every unit (section 1.4), including:
● Library resources
● faculty services and resources
● correct academic practice for the discipline (e.g. referencing, collaboration)
● Assessment submissions that are not accompanied by a declaration should not be marked.
● A person should be identified who will investigate suspected breaches of academic integrity within the unit (or nominating one or more other people to do
so, such as unit coordinators in different locations).
● The process for investigating potential breaches should be followed, evaluating evidence to determine if a breach has occurred, and if so, whether the
breach was ‘intentional and/or reckless’ or ‘neither intentional nor reckless’.
Responsibility of the
Dean or delegate

Responsibility
of the ADE
As Responsible Officer:
Receive reports of alleged academic
misconduct, including where a student who
is suspected of academic misconduct has
prior warnings or findings of misconduct on
the academic integrity register, or where a
chief examiner has determined a breach to
be serious and/or believes that the student's
conduct was reckless or intentional.
Consider allegations of academic
misconduct in accordance with the Student

Responsibility of the
Chief Examiner
● Educate students in the unit in the skills and knowledge
required to develop good academic practice specific to the
discipline
● Explain the difference between collusion and acceptable
collaboration to students with respect to each assessment
task
● Do not mark assessment submissions that are not
accompanied by a declaration.

Policy links

Student
Academic
Integrity
Procedure
Student
Academic
Misconduct

● Act on reports relating to suspected breaches of academic
integrity within the unit (or nominate one or more other people
to do so, such as unit coordinators in different locations).
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Academic Misconduct Procedure.
Determine whether to investigate the matter
as a minor breach or, where an allegation is
academic misconduct, report it to Student
Conduct and Complaints for investigation.
Impose penalties for academic misconduct
in accordance with the penalty guidelines.

● Evaluate the evidence of suspected breaches to determine if a
breach has occurred, and if so, whether the breach was
‘intentional and/or reckless’ and thus an allegation of
misconduct or ‘neither intentional nor reckless’ and thus due
to poor academic practice.
● Follow the process to report or investigate a suspected
breach and view the flow chart (also available in the MEA
Academic Integrity module for staff).

Record findings in writing and notify the
student of the outcome. All findings will be
recorded on the central register (supported
by SEBS).
Report to Deputy Vice-Chancellor
(Education) on academic integrity matters.

Extensions
Key information
Students can apply to the CE for an extension in exceptional circumstances (e.g. illness, carer responsibilities or car accident) for up to 5 days. Supporting
evidence is not required. Students mustapply for special consideration for longer extensions (Section 3.6.2).
Extensions are not available for tests during the teaching period, multi-week quizzes, scheduled final assessments or class tests (Section 3.6.5).
The process for investigating potential breaches should be followed, evaluating evidence to determine if a breach has occurred, and if so, whether the breach
was ‘intentionaland/or reckless’ or ‘neither intentional nor reckless’.
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Responsibility of the
Dean or delegate

Responsibility
of the ADE

Responsibility of the
Chief Examiner
● Include extension information in Moodle.
● Inform teaching staff of standard University extension
procedures and exclusions.

Policy links

Assessment
Regime
Procedure

Special consideration
Key information
SEBS handles all applications for special consideration and will consult CEs before making decisions in complex cases.
New exceptional circumstance added for technical disruptions during a scheduled final assessment
‘Complex’ assessments (e.g. group tasks) will be flagged so SEBS knows to discuss outcome with CE.
Students will apply via a central online form and be notified within 3 days (usually sooner).
A dashboard is accessible for CEs and UCs to monitor students’ special consideration applications.New outcome available for
tasks worth 5% or less (section 6.1).

Responsibility of the
Deanor delegate

Responsibility
of the ADE
Approve special consideration beyond the
end of the teaching period (ADE of the
teaching faculty).

Responsibility of the
Chief Examiner
● Respond to SEBS requests regarding special consideration
applications.
● Monitor and support students with special consideration.

Policy links
Special
consideration
Procedure

● Be aware of outcome for small tasks (5% or less).
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Assessment adjustments
Key information
Some students with medical conditions or caring responsibilities may be eligible for assessment adjustments. These may include requirements for additional
time, access to specific resources or support (such as an Auslan interpreter or text-to-voice software), assessment information in alternative formats, or rest
breaks in timed assessments or placements.
Some DSS-registered students will have been approved to have flexible assessment deadlines. In this case, students need to submit a Special Consideration
application form for any extension longer than 5 days, but no further evidence is required to support the application.
Students are expected to liaise with the Chief Examiner at least 10 working days before the due date for the assessment task to confirm any assessment
adjustments they wish to access.
Adjustments for scheduled final assessments are managed by the Assessment Operations team. Where assessment adjustments involve a student’s personal
equipment, DSS will consultwith the chief examiner (for tasks during the teaching period) or Assessment Operations (for scheduled final assessments) to
address any potential risks to academic integrity.
You can find out which students have Assessment Adjustments in place via Moodle:
● There are clear timelines for students to apply for adjustments to assessments (Section 6.3, 6.4, 6.17).
● Clear guidance on how assessments can be adjusted (Section 6.8).
● The responsibilities of students, CE and DSS (Section 6).
● Staff with specific roles (an administrator, lecturer or non-primary lecturer role) for the unit can access the assessment adjustment reports in Moodle
(Section 6.16).
Responsibility of the
Deanordelegate

Responsibility
of the ADE
Approve alternative assessment due date
beyond the end of the teaching period (ADE
of the teaching faculty).

Responsibility of the
Chief Examiner
● Ensure you are aware of how to adjust assessments for
students who are eligible for this and who are registered with
DSS.

Policy links

Assessment
Regime
Procedure

● Ensure that you can access assessment adjustment reports if
relevant.
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Quality assurance in marking
Key information
The CE is responsible for putting processes in place to ensure all assessments are marked fairly and consistently across all markers, modes and teaching
locations (Section 1.1, 2.3).
All markers have appropriate qualifications, discipline knowledge and experience for the tasks.
There are no perceived conflicts of interest for markers appointed to the unit.
A report will be provided to BOE including any recommendations to improve marking consistency (Section 2.3).
Marking must be completed on time so that timely feedback can be given to students (Section 1.2, 3.9). (for tasks during the teaching period, this is usually 10
working days from the due date, or any extended submission dates).
All major written and digital assignment submissions are marked anonymously where possible. For tasks where blind marking cannot be used, such as oral
presentations, performances or practical assessments, additional processes such as double marking (at the time or based on a video recording) or panel
marking must be used.
For theses and complex-to-mark tasks, alternative moderation approaches must be considered, including appointment of appropriate thesis examiners. (If the
chief examiner is a supervisor in the unit, the AD(GR) will appoint thesis examiners for that student.
In multi-level units, there must be a qualitative distinction in learning outcomes and assessment at each level, and this should be reflected in marking guides and
rubrics.
Responsibility of the
Deanordelegate

Responsibility
of the ADE

Responsibility of the
Chief Examiner

Ensure processes are in place to minimise
the risk of unintentional bias in marking such
as double marking, panel marking or second
marking, if blind marking is not practicable
and the unit's chief examiner is involved in
the assessment design.

● Implement assessment verification and moderation processes
● Provide markers with marking tools and resources (rubrics,
marking guides)

Policy links

Marking
and Feedback
Procedure

● Ensure markers in a unit have consistent interpretations of the
task requirements, criteria and standards before marking
commences

If the chief examiner is a supervisor for a
research-track coursework degree, appoint
Version 26/10/2021
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examiners for relevant minor theses. (For
major theses, the Associate Dean Graduate
Research will usually appoint the
examiners).
In the event of feedback for a continuous
assessment task being delayed by
unforeseen circumstances, receive
notification from the CE including the reason
for the delay.
Ensure the reason for marking delays are
communicated to students by the teaching
team.
Receive notification if feedback to support
future learning cannot be provided to
students by the mid-point in a teaching
period, for practical or pedagogical reasons.

● Markers should provide feedback with consistent form and
level of detail
● Implement feedback timelines and process and ensure
Moodle reflects feedback dates.
● If a breach in academic integrity is picked up, marking should
stop and the matter be referred to the CE or nominee for
academic integrity (Section 1.5).
● Review where there is need for two examiners for
performance-based tasks e.g. oral tasks.
● If the unit includes more than one mode or location, convene a
unit management group including coordinators from all modes
and/or locations, to ensure consistent and equivalent tasks
and marking standards are used.

Ensure that students are aware of feedback
arrangements for final assessments.

Blind marking and double marking
Key information
All written supervised assessments must be blind marked and all non-supervised must be blind marked, where practicable) (Section 1.6).
Where it is impracticable or unreasonable to blind mark, the CE is responsible for ensuring other processes are in place to minimise the risk of unintentional bias
(Section 1.8).
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Responsibility of the
Deanordelegate

Responsibility
of the ADE

Responsibility of the
Chief Examiner
● When an assessment is double marked, put a process is in
place for when two markers disagree on the mark for an
assessment (Section 1.9).

Policy links

Marking and
Feedback
Procedure

● Devise processes to minimise bias.

Marking penalties
Key information
Students who submit an assessment task after the due date will receive a late penalty of 10% of the available marks per day up to one week. Exceptions to this
penalty must be communicated to students in Moodle (Section 1.11). The CE may decide to not apply a late penalty where an assessment is submitted close to
the original submission time.
Marks for scheduled final assessments will not be released to students (Section 1.15).

Responsibility of the
Deanordelegate

Responsibility
of the ADE

Responsibility of the
Chief Examiner
● Ensure marking penalties are clearly communicated to
students in Moodle and late penalties are applied correctly.

Policy links

Marking and
Feedback
Procedure

Feedback
Key information
Effective feedback must accompany the mark and explanation for the mark given for the assessment (Section 3.3).
Effective feedback must be consistent, clear, unambiguous and provide guidance to the student about how to improve in future work.
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Feedback can take the form of annotations rubrics/marking guides, oral comments, sample answers, typical errors or areas of good performance, video, audio
or screencasts.
Feedback is required for all assessment - all through the teaching period and final assessment tasks .
Students must be provided with feedback within 10 working days of the assessment submission deadline or, if an extension is granted, within 10 working days
of the extended date. Alternate timelines can be specified in Moodle, with approval of the ADE (Section 3.9).
All students must be provided with feedback early in the teaching period (before the midpoint) (Section 3.10).
Students must be provided with effective feedback for assessment tasks that relate to the subject matter in the final assessment before the final assessment
due date or commencement of the scheduled final assessment period (Section 3.11).
Students can request additional feedback after they have accessed all forms from feedback available to them (Section 3.13). Further feedback may be
requested from the chief examiner, in writing within 10 days of feedback being received. The request must indicate:
●

What feedback has been received to date, and why the student considers it inadequate

●

Steps taken to access any additional feedback

●

Any exceptional circumstances that prevented access to additional feedback

Responsibility of the
Deanordelegate

Responsibility
of the ADE

Responsibility of the
Chief Examiner
● Be aware of the need for the mark, an explanation of the
assigned mark and feedback to be provided to students in the
required 10 day time frame.

Policy links

Marking and
Feedback
Procedure

● Ensure feedback contains more than a numerical or letter
grade and that feedback refers to performance against the
unit learning outcomes and requirements of the task
● Identify the form of feedback to be provided by the teaching
team
● Ensure students receive feedback early in the teaching period,
before the mid-point.
● Ensure assessment scheduling permits early feedback.
● Communicate feedback timelines to students in Moodle.
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Fail grades
Key information
Any major assessment task (with a weighting or 20% or greater) with a fail grade must be double marked by the teaching team before the grade is released
(Section 4.1)
Double marking must be completed by an appropriately qualified second marker who does not have access to the grades or comments of the original marker.
If double marking is not practical for the particular assessment task, second marking can be used instead. In this instance, the second marker will be aware of
the original marker’s grades and comments (Section 4.1.2).
If the two markers disagree by more than 10% of the available marks, the chief examiner will determine the final mark. For any discrepancy less than 10%, the
average of the two marks will be taken as the final mark for the task.
Responsibility of the
Deanordelegate

Responsibility
of the ADE

Responsibility of the
Chief Examiner
● Ensure processes are in place so that all major assessment
asks (including final assessments) with a fail grade are double
marked by an appropriate marker.

Policy links

Marking
and Feedback
Procedure

● Ensure processes are in place for second marking if double
marking is impractical.

Preparing for scheduled final assessments
Key information
‘Exams’ are now referred to as ‘scheduled final assessments’.
Chief Examiner is responsible for overseeing preparation of any scheduled final assessment materials required (written or practical).
Checklists - in addition to any faculty checklists, university or platform checklists/style guides must be used to proofread final assessments (section 1.1).
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Administering and scheduling - scheduled final assessments are held in the set university scheduled assessments period(Section 2.3). There are set
durations for final assessments and longerdurations must be approved by the Dean (Section 1.6) and are only permitted when the longer duration is
required for professional accreditation or where an academic case exists to indicate that a longer duration is essential to fully assess achievement of learning
outcomes.
Sessions in the main final assessment periods are held Monday to Friday between 8am and 10pm (Section 3.2).
Use of materials and equipment - Moodle and the assessment instructions must list any authorised material or equipment (Section 1.9).
Students who use unauthorised material may be in breach of student discipline or academic integrity (Section 4.9).
Rescheduling - The University may reschedule or cancel final assessments in the interest of safety or where a venue or delivery infrastructure or service is no
longer available (Section 5.1).
Security - CE and any staff involved in final assessments are responsible for keeping questions and marking guides secure (Section 6.1). Suspected breaches
of assessment security must be reported to the CE (Section 6.4).
Access to CE - when scheduled final assessments are taking place, the chief examiner and one other nominee must be available by phone for the duration of
the relevant assessment.

Responsibility of the
Deanordelegate
The Dean will be
notified by the office
of the Deputy ViceChancellor Educator
or the Chief Operating
Officer in the event of
a final assessment
being rescheduled.
The Dean is then
responsible for
notifying relevant
faculty staff of any
University

Responsibility
of the ADE
Approve any requests from CEs to schedule
final assessments that are not covered by
the scheduling principles (relating to size of
unit, number of teaching locations and
avoiding clashes, outlined fully in 3.4 of the
Scheduled Final Assessments Procedure).
In eAssessments, if a spell-checking facility
will NOT be used, the Associate Dean
(Education) must be involved in the decision,
and students must be informed of this via
Moodle.

Responsibility of the
Chief Examiner
Ensure use of university style guides and checklists and ensure
assessments have been:
● Prepared within the required timeframe

Policy links

Scheduled Final
Assessments
Procedure

● Thoroughly proofread
● Written in clear and unambiguous language
● Prepared using appropriate and current faculty templates (for
paper-based tasks)
Ensure teaching team and students are aware of final
assessment periods and durations
Ensure awareness of authorised use of materials and equipment.
Where students are permitted to use additional materials, such
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rescheduled final
assessments.
Where it is not
practicable to
reschedule an
examination, the
Deputy ViceChancellor (or, in their
absence, the Chief
Operating Officer)
may recommend to
the Dean (or their
delegate) cancelling
the examination. The
final decision to
cancel an
examination rests with
the Dean of the
teaching faculty. They
may consider
implementation of
alternative
assessment options,
such as a take-home
examination.

The Associate Dean (Education) may be
contacted by eAssessment team in the
event of the Chief Examiner being not
contactable when a query arises during a
scheduled final assessment.

as in open-book or open-notes tasks, clear details of the
materials permitted must be provided to students in Moodle and
in the task instructions.
Notify eAssessment team of CE and one other nominee’s contact
details and ensure your accessibility during the final assessment
session
Ensure awareness of grounds to reschedule or cancel scheduled
final assessments
Ensure awareness of University reporting on scheduled final
assessments.

Approve longer than
standard durations for
final exams.

Version 26/10/2021

19

Assessment security and record keeping
Key information
Assessment questions and marking guides containing answers must be kept secure from unauthorised access, whether in hard-copy or digital form. Likewise,
student’s work, marks and related notes must also be secured from access by unauthorised persons.
Any breaches of assessment security, at any time, must be reported to the unit's chief examiner, as well as the head of department or school, unit coordinators
for any international teaching locations, and the Associate Dean (Education) as soon as a staff member becomes aware of such a breach.
All staff involved in assessment must keep student work (including notes, cover sheets, marks) secure (Section 8.1).
Documents can be destroyed in the timelines required by Retention and Disposal Authority for Records of Higher Education Functions, section 2.3 (Section 8.1).
Report breaches of assessment security to ADE (Section 8.2).
Responsibility of the
Deanordelegate

Responsibility
of the ADE

Responsibility of the
Chief Examiner
● Implement assessment security approaches as relevant.
● Report breaches if relevant

Policy links

Assessment
Regime
Procedure
Marking and
Feedback
Procedure

Requests for remarking
Key information
Students can apply to have an assessment remarked due to an error only within a set timeframe (different timeline for assessments during the teaching period
and the final assessments) (Section 5.1, 5.3).
Students unhappy with the academic judgement used to mark their assessment should access additional feedback. If they are still unhappy, they must follow
stage 3 of the Student Complaints Procedure (Section 5.7).
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Responsibility of the
Deanordelegate

Responsibility
of the ADE

Responsibility of the
Chief Examiner
● Ensure you can communicate clearly to students in response
to requests for remarking.
● Be aware that the Faculty must keep records of re-marking
requests for at least 6 months (or long enough to resolve a
formal complaint if the student has lodged one).

Policy links

Marking
and Feedback
Procedure
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END OF TEACHING PERIOD
During exams
Key information
The chief examiner and one other staff member they nominate must be available by phone for the duration of the relevant scheduled final assessment.
Responsibility of the
Dean or Delegate

Responsibility
of the ADE
Be accessible to eAssessment
team in the event of the Chief
Examiner being not contactable
when a query arises during a final
assessment session.

Responsibility of the
Chief Examiner
● Ensure CE or nominee is accessible for the duration of
the relevant scheduled final assessment.

Policy links

Scheduled Final
Assessments
Procedure

Scaling
Key information
Marks can only be scaled when a review of student performance on an assessment task, or part of it, indicates that the task did not appropriately assess the
unit learning outcomes or that the difficulty level of the assessment was too high (Section 4.3).
Grades cannot be scaled to achieve an ideal distribution as Monash uses a criterion-referenced approach to assessment rather than a norm-referenced one.
No student can be disadvantaged (i.e. mark goes down) by scaling (Section 4.6).
The CE is responsible for making a recommendation to BOE to scale student marks. Scaling is to be approved by the BOE (Section 4.3).
Responsibility of the
Dean or Delegate

Responsibility
of the ADE

Responsibility of the
Chief Examiner
● Review current scaling practices and approaches taken
so that it complies.
● Ensure no student is disadvantaged by scaling.

Policy links

Marking
and Feedback
Procedure
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Finalising and amending final results
Key information
Each faculty's Board of Examiners meets at the end of the teaching period, and reviews reports and recommendations provided by chief examiners before
determining final marks and grades for each student enrolled in units taught by the faculty. The board also determines where unit reviews are needed. Where a
final grade cannot be determined by the board, due to incomplete information at the time of the meeting, an interim grade (DEF, WH) will be recorded before
results are released.
Responsibility of the
Dean or Delegate

Responsibility
of the ADE

Constitute one or more Board/s of
examiners, and appoint one of the
academic members as chair of the
board.

Direct a unit review prior to the
next offering of the unit (or within
an appropriate timeframe) where
an academic review of student
performance on assessment tasks
indicates that the assessment
design was not sufficiently
challenging to properly assess the
unit's learning outcomes.

In exceptional circumstances,
extend the date for converting
interim grades to final grades.
Either the Board of Examiners or
the Dean (or delegate) can
approve amendments to student
results after the Board of
Examiners meeting, using the
relevant result amendment form.
If the Chair of the Board of
Examiners is also the chief
examiner of the unit, the Dean
must approve the results.

Responsibility of the
Chief Examiner
Provide a report to the BOE with reference made to:
(Section 4):
● Methods used to detect breaches in academic integrity,
if the assessment was not submitted through a
similarity-detection system.

Policy links

Marking
and Feedback
Procedure

● Students who were granted additional assessments.
● Description of equivalence and marking methods used
to ensure consistency for all assessment tasks across
modes and locations.
● Recommendations and rationale to scale student
marks.
● Variations in unit results from those of similar
units, previous offerings, where differences are
seen across the mode of delivery or location or
any other reason determined by the chair.
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Grading schemas
Key information
There are a number of grading schemas that are applied to units – these are set up in Callista and do not change over the life of the unit (without approved
amendment from Dean or delegate) (Section 2.1, 2.2, Table 1):
●

standard grading schema

●

competency grading schema

●

honours degree grading schema

●

graduate research grading schema

The grade descriptors have been revised (Section 2.2, Table 1).
Responsibility of the
Dean or Delegate

Responsibility
of the ADE

Responsibility of the
Chief Examiner

Policy links

● Be aware of grade descriptor changes and the marks
available for a failed hurdle requirement.

Grading Schema
Procedure

● Be aware that honours degree grading schema is only
used to calculate the honours course grade, not to
assign grade tohonours thesis unit.

Assessment Regime
Procedure

Final assessment feedback
Key information
Feedback on final assessment tasks (scheduled or unscheduled) can take the form of feedback classes, and/or summaries provided in Moodle, and/or marking
guides or sample answers, and/or other forms of group feedback.
Students can apply to view their scheduled final assessment responses after results are published for the unit.
A staff member who must not be the marker, must be present at the assessment viewing with the student.
The student cannot copy or keep the scheduled final assessment responses. The marks or the markers comments must not be shared.
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Responsibility of the
Dean or Delegate

Responsibility
of the ADE

Responsibility of the
Chief Examiner
•

Awareness of the process for students to apply
to view their scheduled final assessment.

•

The marker cannot be present at the assessment
viewing with the student.

•

Students can seek additional feedback after they
have accessed all forms on feedback for the
assessment task (as indicated in Moodle)

Policy links

Marking
and Feedback
Procedure

Release of results
Key information
Marks for scheduled final assessments will not be released to students (Section 1.15).
Responsibility of the
Dean or Delegate

Responsibility
of the ADE

Responsibility of the
Chief Examiner
● Ensure that you do not communicate results of
scheduled final assessments to students.
● Be aware that Moodle gradebook has now been set up
for this and the new Final Exam Grade item and course
total are permanently hidden in the User Report
(student view).

Policy links

Marking
and Feedback
Procedure

Requests for remarking
Key information
Students can apply to have an assessment remarked due to an error only within a set timeframe (different timeline for continuous and final assessments)
(Section 5.1, 5.3).
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Students unhappy with the academic judgement used to mark their assessment should access additional feedback. If they are still unhappy, they must follow
stage 3 of the Students Complaints Procedure (Section 5.7).
Responsibility of the
Dean or Delegate

Responsibility
of the ADE

Responsibility of the
Chief Examiner
● Ensure you can communicate clearly to students in
response to requests for remarking.
● Be aware that the Faculty must keep records of remarking requests for at least 6 months (or long enough
to resolve a formal complaint if the student has lodged
one).

Policy links

Marking
and Feedback
Procedure

Supplementary assessment
Key information
Supplementary assessment is granted by the Board of Examiners and students cannot apply for it. The CE is responsible for designing the
supplementary assessment to assess failed learning outcomes.(Section 5.1 and 5.2).
Responsibility of the
Dean or Delegate

Responsibility
of the ADE

Responsibility of the
Chief Examiner
● Design, schedule and mark supplementary assessment
as required.

Policy links

Assessment Regime
Procedure

● In report to BOE, provide notes for students with marks
in 45-49 range (for both N and NH grades) to help BOE
determine whether to grant supplementary assessment.
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Honours course grade schemas
Calculations used for honours course grades
Key information
A standard mark range for all honours course grades applies. This applies to one-year honours degrees and bachelor honours degrees of four or more years
(Section 4.2).
Third class honours grade has been removed from the schema and is replaced with a pass grade (50 to <60) (Section 4.2).
These changes apply to all students commencing an honours degree on or after 1 January 2021 (Section 4).
There are standard calculations used for one-year honours and bachelor honours degrees of four years or more. These changes apply to all students who
commence an honours degree on or after 1 January 2021 (Section 5.2, 5.3).
Responsibility of the
Dean or Delegate

Responsibility
of the ADE

Responsibility of the
Chief Examiner
● Be aware of changes to the grading schema of Honours
degrees, if relevant.

Policy links

Grading Schema
Procedure

● Be aware of changes to calculations of Honours
course grades for honours courses.
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