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	ACCREDITED ASSESSOR PROACTIVE
NAI Desktop 

	[image: A close-up of a logo

Description automatically generated with low confidence]


	AUDIT DETAILS

	Inspector
	Select Inspector	Date
	Click or tap to enter a date.
	Accredited Assessor
	Select accredited assessor
	High Risk Work Class
	Select HRW Class	Booking Date
	Click or tap to enter a date.

	Candidate Name #1
	

	Candidate Name #2
	

	Candidate Name #3
	



	ASSESSMENT TOPICS / COMMENTS / NOTICES

	Notes: 1. Written notice can include: Letter of Warning, Improvement Notice, Proposal to suspend or cancel

	1. Pre-assessment matters
	
Comments / Notices


	1A: Did the Accredited Assessor notify SafeWork SA of the assessments at least five (5) calendar days prior to the assessment? and/or day prior for reassessments?
Check the ‘Notifications’ made to SWSACertification@sa.gov.au inbox.

	
Y ☐  N ☐    
  

	☐ Written notice issued  Act s45; Reg 121: AA Condition 8 


	1B: Did the completed assessment components completed match the dates and times notified?
Check the ‘Component’ and ‘Date’ on the notification 
Note: Notified ‘Start’ times should be similar or approximate to the recorded data

	Y ☐  N ☐
	☐ Written notice issued  Act s45; Reg 121:  AA Condition 6 CC-16



	1C:  Was an AFA form and evidence of VET course successful completion or other applicable provided for the candidate?
Check submission for 1. AFA form; 2. Retained VET course completion or other applicable evidence
	
Y ☐  N ☐


	☐ Written notice issued  Act s45; Reg 121:  AA Condition 13

	1D:  Did the assessor ensure a candidate AFA is completed in full; and does not contain false or misleading information?
Check the dates of the AFA against the dated NAI assessment; the HRW class stated on the AFA match the assessment records 

	Y ☐  N ☐
	☐ Written notice issued   Act s45; Reg 121: AA Condition 12   


	1E: Did the Accredited Assessor sight and record evidence of each candidate identity? 
Check detail match on retained evidence of identity against the AFA form

	
Y ☐  N ☐    


	☐ Written notice issued  Act s45; Reg 121: AA Condition 14  


	1F: Did the assessor ensure a full UOC and NAI were not conducted on the same day? 
Cross check the dates recorded AFA, ‘Notifications’, AIAS and portal data as required.

	
Y ☐  N ☐    


	☐ Written notice issued  Act s45; Reg 121: AA Condition 17





	2. NAI Knowledge Assessments
	
Comments / Notices


	2A : Did the assessor only mark a candidate’s Knowledge Assessment response as satisfactory if it is comparable to the acceptable responses provided in the Assessor version of the NAI? 
Check the 95% pass mark recorded. Mark the candidate NAI using the ‘Assessor Version’ in determining validity of assessor judgement

	Y ☐  N ☐  NA ☐  
NA only where knowledge assessment not conducted.

	☐ Written notice issued  Act s45; Reg 121: AA Condition 30 


	2B : Did Assessors ensure candidate changes to responses have a solid line drawn through the incorrect response and are initialled, with the new response on a new line or space available?
Check the NAI for consistency and any abnormalities, including changes made after marking has commenced, per condition 28. 

	Y ☐  N ☐  NA ☐  
NA only where knowledge assessment not conducted.

	☐ Written notice issued  Act s45; Reg 121: AA Condition 27 


	2C : When seeking verbal clarification to any partially correct responses, did the assessor?
a) document the candidate’s response on the assessment instrument.
b) ensure both the assessor and the candidate are to initial the response.
c) not cross out the candidate’s original response.
The assessor may only seek clarification where a reasonable person would not consider the response correct as the response does not correctly cover all key areas of the required response.

	Y ☐  N ☐  NA ☐  
NA only where knowledge assessment not conducted.

	☐ Written notice issued  Act s45; Reg 121: AA Condition 32 


	2D: Did the assessor correctly administer the assessment as per the requirements of the NAI Instructions and Guide for Assessors? including:
· Responses are marked   Satisfactory or  Unsatisfactory
The knowledge assessment must be taken as a written assessment unless literacy issues prevent a candidate from writing. 

	Y ☐  N ☐  NA ☐  
NA only where knowledge and/or calculation assessment not conducted.

	☐ Written notice issued  Act s45; Reg 121: AA Condition 18
 

	3. NAI Calculations Assessments
	
Comments / Notices


	3A: Did the assessor only mark Calculation Assessment responses as correct if:
a) the candidate response is the same as the acceptable responses provided in the Assessor version of the NAI? and
b) has shown the applicable formula used and the correct metric unit for weight or measurement? 
100% result required. Mark the candidate NAI using the ‘Assessor Version’ in determining validity of assessor judgement

	Y ☐  N ☐  NA ☐  
NA only where knowledge assessment not conducted.

	☐ Written notice issued  Act s45; Reg 121: AA Condition 31 


	3B: Did the Assessor must ensure candidate changes to responses have a solid line drawn through the incorrect response and are initialled, with the new response on a new line or space available?
Check the NAI for consistency and any abnormalities, including changes made after marking has commenced, per condition 28. 

	Y ☐  N ☐  NA ☐  
NA only where knowledge assessment not conducted.

	☐ Written notice issued  Act s45; Reg 121: AA Condition 27 


	3C: When seeking verbal clarification to any partially correct responses, did the assessor?
a) document the candidate’s response on the assessment instrument.
b) ensure both the assessor and the candidate are to initial the response.
c) not cross out the candidate’s original response.
The assessor may only seek clarification where a reasonable person would not consider the response correct as the response does not correctly cover all key areas of the required response.

	Y ☐  N ☐  NA ☐  
NA only where knowledge assessment not conducted.

	☐ Written notice issued  Act s45; Reg 121: AA Condition 32 


	3D:  Did the assessor correctly administer the assessment as per the requirements of the NAI Instructions and Guide for Assessors? including:
· Responses are marked   Satisfactory or  Unsatisfactory
Calculations cannot be conducted through oral assessment. Candidates must complete the calculations unassisted. 
	Y ☐  N ☐  NA ☐  
NA only where knowledge and/or calculation assessment not conducted.

	☐ Written notice issued  Act s45; Reg 121: AA Condition 18
 

	4. NAI Performance Assessments
	
Comments / Notices


	4A: Did the assessor mark the observation checklist boxes for each criteria as follows?
 if the candidate demonstrated the task satisfactorily, or
 if the task was not demonstrated satisfactorily, or
N/A if the observable criteria is “Not Applicable” 
Look at comments column that the assessor has recorded explanations for criteria outside ‘plant type’ limitations or environmental ‘hazard not present’.  Evidence of misuse of the N/A outcome in the observation criteria may result in the candidate’s licence being revoked.

	Y ☐  N ☐  NA ☐

	☐ Written notice issued  Act s45; Reg 121: AA Condition 18 


	4B: Did the assessor ensure performance assessments were not conducted at the same time as a knowledge or calculations assessment? 
Check all relevant sections of the AIAS are complete including assessment dates, times, result, assessment outcome and signed declarations. 

	
Y ☐  N ☐  NA ☐     


	☐ Written notice issued  Act s45; Reg 121: AA Condition 22


	5. Post-assessment matters
	
Comments / Notices


	5A: Did the assessor complete all sections in the AIAS and retain the original AIAS whether a full, partial, or cumulative assessment or reassessment was undertaken? 
Check all relevant sections of the AIAS are complete including assessment dates, times, result, assessment outcome and signed declarations. 

	
Y ☐  N ☐    


	☐ Written notice issued  Act s45; Reg 121: AA Condition 44


	5B: Where a second attempt for an assessment component has been provided to the candidate, did the assessor must note ‘second attempt’ and state the corresponding assessment in the comments section? 
Check the AIAS Comments/feedback section. 

	
Y ☐  N ☐    


	☐ Written notice issued  Act s45; Reg 121: AA Condition 46


	5C: Where applicable, did the assessor:
· record the reasons in determining a candidate not yet competent (NYC) for an assessment?
· mark the AIAS part as “unsatisfactory”
· mark the AIAS as “not yet competent”
Review the  AIAS for assessment part marked “unsatisfactory”; assessment out come “Not yet competent”; and Comments/feedback 

	
Y ☐  N ☐  NA ☐  


	☐ Written notice issued  Act s45; Reg 121: AA Condition 24


	6. General
	
Comments / Notices


	6A: Were the assessment components completed in a singular assessment? 
Inspect the completed NAI for abnormalities; This condition is not applicable to rigging or scaffolding performance assessments.

If no, did the assessor provide evidence of exceptional circumstances exist?

	
Y ☐  N ☐  NA ☐  

Y ☐  N ☐  

	☐ Written notice issued  Act s45; Reg 121: AA Condition 20


	6B: Did the assessor conduct assessments in the following order or provide evidence that exceptional circumstances exist?
	a) Knowledge
	b) Calculations where applicable
	c) Performance
Review that dates and times on the AIAS match the portal records in the PAR.

	
Y ☐  N ☐    


	☐ Written notice issued  Act s45; Reg 121: AA Condition 15  


	6C:Did the assessor conduct all pre, during and post HRWL assessment services in full to the performance standards and with the equipment described in the following documents as available on the Portal at the time of the assessment? Including:
a) the mandated National Assessment Instruments (NAIs); and
b) the Guide for Assessors; and
c) these Accredited Assessor Conditions
Check all relevant sections of the AIAS are complete including assessment dates, times, result, assessment outcome and signed declarations. 

	
Y ☐  N ☐    


	☐ Written notice issued  Act s45; Reg 121: AA Condition 18


	6D: Where any other non-conformances identified?

	
Y ☐  N ☐    


	☐ Written notice issued 




Accredited Assessor Conditions February 2025 Audited
6. 	An assessor must comply with the South Australian Accredited Assessor Code of Conduct detailed at Appendix 2 of the conditions
Appendix 2: CC-16	An assessor must not make false or misleading declarations, either verbally or in writing, while performing their role as an assessor or during the delivery of assessment services more generally. 
8. 	An assessor must notify SafeWork SA via email to swsacertification@sa.gov.au of all impending initial assessments at least five (5) calendar days prior to the assessment; and impending reassessments at least the day prior to the reassessment
12. 	An assessor must ensure a candidates AFA:
a) is completed in full; 
b) is completed prior to the assessment commencing; 
c) states the assessment class applied for and is commensurate with the assessment being undertaken; and
d) is signed by the candidate in the presence of the assessor
13.  	The AFA form and applicable evidence of VET competency training or other applicable evidence must be retained by the assessor prior, during and post assessment.
14. 	Assessors must confirm that the details of a candidate identity, residential address and age match the information provided on the AFA foreach candidate, by sighting and recording details from one or more physically verifiable material.
15. 	An assessor must conduct assessments in the following order unless exceptional circumstances exist:
a) Knowledge
b) Calculations where applicable
c) Performance
16.	An assessor must not apply any part of a theory or practical activity, or the outcome of a part or full assessment undertaken during VET UoC training and or assessment as part of achieving competency in any component of a HRWL NAI assessment or vice-versa.
17.	An assessor must not conduct all assessment components for a candidate on the same day where training and or assessment in the required VET course UoC is completed in full.
18. 	An assessor must conduct all pre, during and post HRWL assessment services in full to the performance standards and with the equipment described in the following documents as available on the Portal at the time of the assessment:
a) the mandated National Assessment Instruments (NAIs); and
b) the Guide for Assessors; and
c) these Accredited Assessor Conditions
20. 	An assessor must conduct and complete any singular assessment component of a candidate fully and in one sitting unless exceptional circumstances exist
22. 	An assessor must not conduct a performance assessment at the same time as a knowledge or calculations assessment.
24. 	In the event a candidate is deemed not yet competent (NYC) for an assessment or assessment component, an assessor must:
a) explain the reasons why to the candidate; and
b) record those reasons on the Comments/feedback area of the Assessment Instrument Assessment Summary (AIAS) form; and
c) mark the AIAS part as “unsatisfactory”; and
d) mark the AIAS as “not yet competent”; and
e) provide a copy of the completed AIAS form to the candidate
27.	Assessors must ensure candidate changes to responses have a solid line drawn through the incorrect response and are initialled, with the new response on a new line or space available.
30. 	An assessor must only mark a candidate’s Knowledge Assessment response as satisfactory if it is comparable to the acceptable responses provided in the Assessor version of the NAI.
31.	An assessor must only mark Calculation Assessment responses as correct if:
a) the candidate response is the same as the acceptable responses provided in the Assessor version of the NAI; and
b) has shown the applicable formula used and the correct metric unit for weight or measurement.
32. 	When seeking verbal clarification to any partially correct responses, the assessor must:
a) document the candidate’s response on the assessment instrument.
b) ensure both the assessor and the candidate are to initial the response.
c) not cross out the candidate’s original response.
[bookmark: _Toc113358577]44. 	An assessor must complete all sections in the AIAS and retain the original AIAS whether a full, partial, or cumulative assessment or reassessment was undertaken; An assessor must provide the candidate with a copy of the AIAS for incomplete partial assessments and where the candidate was deemed not yet competent (NYC).
46.	Where a second attempt for an assessment component has been provided to the candidate, the assessor must note ‘second attempt’ and state the corresponding assessment in the comments section.
Appendix 3: Recognised Exceptional Circumstances
	… Examples considered exceptional circumstances include:
· sudden illness or death
· family emergency
· natural disasters or extreme weather events
· public health declarations
· plant failure.
· an assessor filling in for another assessor due to an exceptional circumstance
· Extreme heat or cold or inclement weather
	Examples not considered exceptional include:
· administrative error or oversight
· issues with the Portal or other technology where SafeWork SA has not been    contacted at the time of the issue
· change required for convenience
· hot or cold environments where the candidate ordinarily conducts work
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