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Using this template
1. Use this template for every new Academy assessment tool and for every tool changed at its next review (SRA-RTO-003 section 13 step 5). Keep all 13 sections, in this order. Delete the guidance panels before the pre-use review.
1. Map the tool in full on SRA-RTO-026 Assessment Mapping Template. Section 12 holds only the summary.
1. Save a new tool as version 0.1 DRAFT and keep "DRAFT" in the version until it is approved (SRL-CR-019 numbering). Put the version in the file name, for example "TLIA0004 Assessment Tool v0.1 DRAFT.docx", and in the footer with the page numbers.
1. Write for the people who use each section: plain English for candidates and supervisors, precise decision rules for assessors. Name every SteelRiver procedure with its version.
1. Keep a development log with the tool (SRA-RTO-003 section 13 step 4) and self-review the tool on the SRA-RTO-028 pre-use review checklist before the trial.
1. Copyright and sources: state at the end of section 13 where any material came from and under what licence. Original Academy material needs no permission; bought or borrowed material is used only within its licence.
	SRA-RTO-025 Assessment Tool Template (v1.1, December 2025): sections
	What goes in it

	1. Cover
	Unit code, title and release; qualification; tool version and date; developer; approval; "uncontrolled when printed"

	2. Assessment overview
	Purpose, pathway, target group, tasks and methods at a glance, how the decision is made

	3. Context and conditions
	Where and when, resources, WHS controls, supervision, simulation (if any) and why, reasonable adjustment and customisation, assessor requirements

	4. Instructions for the candidate
	Plain-English instructions, what to bring, time allowed, how results and feedback are given, resubmission and appeals

	5. Instructions for the assessor
	Preparation, how to run each task, third parties, adjustments, WHS stop rules, how to judge and record

	6. Assessment tasks
	Each task with the evidence to be collected

	7. Observation checklist(s)
	Observable behaviours, each with what "satisfactory" looks like

	8. Questions and model answers
	Questions, model answers and the minimum for a satisfactory response

	9. Third party report
	Prompts the workplace supervisor answers with examples

	10. Marking guide
	Decision rules for each task and for the unit

	11. Assessment record
	Outcome, feedback, candidate and assessor signatures, appeal information

	12. Mapping summary
	Summary table; full mapping on SRA-RTO-026

	13. Version history
	Version, date, change, approved by


1. Cover
	What goes in it
Unit code, title and release; qualification; tool version and date; developer; approval; "uncontrolled when printed"


	Unit code, title and release (training.gov.au, release date)
	

	Qualification (code, title, release) and unit type (core or elective group)
	

	Tool version and date (for example 0.1 DRAFT, date)
	

	Developer
	

	Approval (pre-use review date; approved by the Quality and Compliance Coordinator)
	

	Status: Uncontrolled when printed
	


2. Assessment overview
	What goes in it
Purpose, pathway, target group, tasks and methods at a glance, how the decision is made


	Purpose of the tool
	

	Pathway (training then assessment, RPL, single unit)
	

	Target group (from the TAS and the learner profiles)
	



	Task
	Method
	Instrument (section)
	When and where

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	How the decision is made (which instruments must be satisfactory)
	


3. Context and conditions
	What goes in it
Where and when, resources, WHS controls, supervision, simulation (if any) and why, reasonable adjustment and customisation, assessor requirements


Quote the unit's assessment conditions and say how the tool meets each one.
	Unit assessment condition (quoted)
	How this tool meets it

	
	

	
	

	
	

	
	

	
	



	Where and when (workplace, shift, area)
	

	Resources (equipment, documents, systems, PPE; SteelRiver procedures with versions)
	

	WHS controls
	

	Supervision
	

	Simulation (if any) and why
	

	Reasonable adjustment and customisation (what may and may not change; record on the Customisation and Adjustment Record)
	

	Assessor requirements (credential, vocational competency, currency; SRA-RTO-041)
	


4. Instructions for the candidate
	What goes in it
Plain-English instructions, what to bring, time allowed, how results and feedback are given, resubmission and appeals


	What you will do
	

	What to bring and wear
	

	Time allowed
	

	How you get your results and feedback (within 5 business days)
	

	If you are not yet competent (up to two further attempts)
	

	Appeals (SRA-RTO-008, within 30 days)
	


5. Instructions for the assessor
	What goes in it
Preparation, how to run each task, third parties, adjustments, WHS stop rules, how to judge and record


	Preparation (notice at least 5 business days before; briefing; bookings; equipment)
	

	How to run each task
	

	Third parties (who, what they report, how it is verified)
	

	Adjustments (how to apply and record them)
	

	WHS stop rules
	

	How to judge and record (S or NYS with reasons; Competency Judgement Record; results to Student Services within 5 business days)
	


6. Assessment tasks
	What goes in it
Each task with the evidence to be collected


	Task
	What the candidate does
	Evidence to be collected
	Conditions and resources

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


7. Observation checklist(s)
	What goes in it
Observable behaviours, each with what "satisfactory" looks like


	Candidate, assessor, date, time and location
	

	Contingency: natural, prepared or none
	



	Item
	Observable behaviour
	Satisfactory looks like
	S / NYS
	Time and what was seen

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


8. Questions and model answers
	What goes in it
Questions, model answers and the minimum for a satisfactory response


	No.
	Question
	Model answer
	Minimum for a satisfactory response

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


9. Third party report
	What goes in it
Prompts the workplace supervisor answers with examples


Check every prompt against the mapping, so that no requirement depends on a prompt that cannot collect it (SRA-RTO-003 section 13.1).
	Candidate
	

	Third party name, role and relationship to the candidate
	

	Period observed
	



	Prompt
	Yes / No
	Example (date and what you saw)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



	Third party signature and date
	

	Verified by the assessor (method, date, notes)
	


10. Marking guide
	What goes in it
Decision rules for each task and for the unit


	Task or instrument
	Decision rule (Satisfactory when)

	
	

	
	

	
	

	
	

	
	



	Unit decision rule (Competent when)
	


11. Assessment record
	What goes in it
Outcome, feedback, candidate and assessor signatures, appeal information


	Candidate and SMS student ID
	

	Notice given and briefing held (dates)
	

	Customisation or adjustment applied
	



	Instrument
	S / NYS
	Reasons

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



	Evidence relied on; rules of evidence met
	

	Moderation (if required)
	

	Outcome: Competent or Not Yet Competent, with reasons
	

	Feedback to the candidate
	

	Appeal information given (SRA-RTO-008)
	



	Role
	Name
	Signature
	Date

	Candidate
	
	
	

	Assessor
	
	
	


12. Mapping summary
	What goes in it
Summary table; full mapping on SRA-RTO-026


	Unit requirement
	Mapped to (section and item or question numbers)

	Element 1 (PCs ...)
	

	Element 2 (PCs ...)
	

	Element 3 (PCs ...)
	

	Performance evidence
	

	Knowledge evidence
	

	Foundation skills
	

	Assessment conditions
	


13. Version history
	What goes in it
Version, date, change, approved by


	Version
	Date
	Change
	Approved by

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Copyright and sources (original Academy material; any licensed material and its licence terms)
	


Document history
	Version
	Date
	Summary of change
	Approved by

	1.1
	December 2025
	Updated for the Registration Standards 2025 (pre-use review of every new or changed tool, Standard 1.3). Version history and copyright and sources note made compulsory.
	Gemma Whitfield

	1.0
	2025
	First issue.
	Gemma Whitfield
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