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	ACCREDITED ASSESSOR PROACTIVE 
Face-to-face Audit Tool
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	AUDIT DETAILS

	Inspector
	Select Inspector	Date
	10 February 2025

	Accredited Assessor
	Select Accredited Assessor
	High Risk Work Class
	Select HRW Class
	RTO
	Select RTO

	Audit components
	☐  Pre-assessment Records
☐  Knowledge	
☐  Calculations
	☐  Performance
☐  Post-assessment
☐  General conduct


	AUDIT COMPONENTS / COMMENTS / NOTICES

	Note: a Written notice can include: Letter of Warning, Improvement Notice, Expiation Infringement Notice, Proposal to suspend or cancel

	1. Pre-Assessment Records
	Comments / Notices

	1A: Did the assessor sight and retain evidence of candidate satisfactorily completed current VET course related to the licence class prior to conducting the NAI assessment for HRW licensing? 
		Y ☐  N ☐
	☐ Written notice issued  Act s45; Reg 121: AA Condition 10 
 

	1B: Did the assessor check the candidate completed the Application for Assessment Form (AFA) in full; and ensure the candidate signs the AFA in the presence of the assessor prior to the assessment commencing?
		Y ☐  N ☐
	☐ Written notice issued   Act s45; Reg 121: AA Condition 12 


	1C: Did the Accredited Assessor confirm each candidate identity including residential address, date of birth and signature?
		Y ☐  N ☐
	☐ Written notice issued  Act s45; Reg 121: AA Condition 14 


	2. Knowledge Assessment
	Comments / Notices

	2A: Did the Assessor ensure candidates are positioned so they are unable to copy or otherwise exchange information during the assessment? 
	Y ☐  N ☐  NA ☐ 

	☐ Written notice issued  Act s45; Reg 121: AA Condition 25 


	2B: Did the candidates complete the assessment without any assistance from any other person? 
	Y ☐  N ☐  NA ☐ 

	☐ Written notice issued  Act s45; Reg 121: AA Condition 26 


	2C: Prior to marking the assessment, did the assessor 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?
	Y ☐  N ☐  NA ☐ 

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


	2D: Once formal marking begins, did the assessor not allow the candidate to make further changes to their responses?
	Y ☐  N ☐  NA ☐ 
	☐ Written notice issued  Act s45; Reg 121: AA Condition 28 


	2E: Did the assessor 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?
	Y ☐  N ☐  NA ☐ 
	☐ Written notice issued  Act s45; Reg 121: AA Condition 30 


	2F: When seeking verbal clarification, did the assessor?
· Document the candidate’s response on the assessment instrument 
· Ensure both the assessor and the candidate are to initial the response. 
· Not cross out the candidate’s original response.  allow the candidate to make further changes to their responses
	Y ☐  N ☐  NA ☐ 
	☐ Written notice issued  Act s45; Reg 121: AA Condition 32 


	3. Calculation Assessment
	Comments / Notices

	3A: Did the assessor ensure candidates are positioned so they are unable to copy or otherwise exchange information during the assessment?
	Y ☐  N ☐  NA ☐  
	☐ Written notice issued  Act s45; Reg 121: AA Condition 25 


	3B: Did the candidates complete the assessment without any assistance from any other person? 
	Y ☐  N ☐  NA ☐  
	☐ Written notice issued  Act s45; Reg 121: AA Condition 26 


	3C: Prior to marking the assessment, did the assessor 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?
	Y ☐  N ☐  NA ☐  
	☐ Written notice issued  Act s45; Reg 121: AA Condition 27 


	3D: Once formal marking begins, did the assessor not allow the candidate to make further changes to their responses?
	Y ☐  N ☐  NA ☐ 
	☐ Written notice issued  Act s45; Reg 121: AA Condition 28 


	3E: Did the assessor only mark a Calculation Assessment responses as correct, if the candidate response is the same as the acceptable responses provided in the Assessor version of the NAI; and has shown the applicable formula used and the correct metric unit for weight or measurement?
	 Y ☐  N ☐  NA ☐  
	☐ Written notice issued  Act s45; Reg 121: AA Condition 31 


	3F: When seeking verbal clarification, did the assessor:
· Document the candidate’s response on the assessment instrument?
· Ensure both the assessor and the candidate are to initial the response?
· Not cross out the candidate’s original response.  allow the candidate to make further changes to their responses?
	Y ☐  N ☐  NA ☐  

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


	4. Performance Assessment
	Comments / Notices

	4A: Did the assessor determine safe and serviceable plant to the NAI performance instructions prior to commencing performance assessments?. 
	Y ☐  N ☐  

	☐ Written notice issued  Act s45; Reg 121: AA Condition 34 


	4B:  Did the assessor only allow a candidate to use pre-start/operational checklists, logbooks, manufacturer specifications, applicable legislation, load charts or similar during an assessment only where specified by the relevant NAI or with written approval by SafeWork SA?
Note:  SafeWork SA has no written approvals prior to 25 January 2023
	Y ☐  N ☐

	☐ Written notice issued  Act s45; Reg 121: AA Condition 35 


	4C: Did the assessor conduct performance assessments one candidate at a time and out of the sight and sound of other candidates unless otherwise permitted by an NAI? (i.e., group tasks in rigging and scaffolding)
	Y ☐  N ☐  NA ☐  
NA only for rigging and scaffolding assessments
	☐ Written notice issued  Act s45; Reg 121: AA Condition 36 


	4D: Did the candidate undertake the assessment component without assistance from the assessor?
	Y ☐  N ☐
	☐ Written notice issued  Act s45; Reg 121: AA Condition 23 


	4F: Did the assessor mark and judge the candidate performance against the NAI performance task observation checklist during, or at the immediate conclusion of that individual assessment?
	Y ☐  N ☐   
	☐ Written notice issued  Act s45; Reg 121: AA Condition 32


	5. Post Assessment
	Comments / Notices

	5A: Did the assessor complete all sections in the  Assessment Summary (AIAS) and retain the original AIAS whether a full, partial, or cumulative assessment or reassessment was undertaken?
	Y ☐  N ☐  NA ☐  
	☐ Written notice issued  Act s45; Reg 121: AA Condition 44 


	5B: Did the assessor issue a successful candidate with a Notice of Satisfactory Assessment (NSA); Tax Invoice ‘A’; and the SafeWork SA publication HRW-Letter-to-Candidates?
	Y ☐  N ☐  NA ☐  

	☐ Written notice issued  Act s45; Reg 121: AA Condition 48 


	5C:If NYC, Did the assessor record the reasons in determining a candidate not yet competent (NYC) for an assessment on the AIAS?
	Y ☐  N ☐
	☐ Written notice issued  Act s45; Reg 121: AA Condition 24 


	5D: Was an AFA form and evidence of VET competency training or other applicable retained for each candidate?
	Y ☐  N ☐   
	☐ Written notice issued  Act s45; Reg 121: AA Condition 13 


	6. General Conduct
	Comments / Notices

	6A: Did the assessor make their accreditation document available for inspection under the Act.
Expiation fee: In the case of an individual—$144.
	Y ☐  N ☐    
	☐ Written notice issued  Act s43; Reg 124 


	6B: 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: 
· the mandated National Assessment Instruments (NAIs); and 
· the Guide for Assessors; and
· the Accredited Assessor Conditions
	Y ☐  N ☐    
	☐ Written notice issued  Act s45; Reg 121: AA Condition 18 


	6C: Did the assessor conduct assessments in the following order or provide evidence that exceptional circumstances exist:
	a) Knowledge
	b) Calculations where applicable
	c) Performance
	Y ☐  N ☐

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


	6D:  Did the assessor ensure NAI and records were not left unattended, secured; and ensure NAIs or completed assessments are not provided to unauthorised persons 
	Y ☐  N ☐  NA ☐ 

	☐ Written notice issued  Act s45; Reg 121: AA Condition 52 


	6E: Did the assessor demonstrate conformance with all other applicable conditions? 
Where non-conformances are identified, record the condition number and describe non-conformance. 
	Y ☐  N ☐
	☐ Written notice issued  Act s45; Reg 114 / Reg 121 




Accredited Assessor Conditions February 2025 Audited
[bookmark: Condition_10][bookmark: Condition_6]10.	An assessor must not commence a high risk work licence (HRWL) assessment without having evidence that the candidate has first satisfactorily completed the current VET course related to the licence class as specified in Schedule 4 of the Regulations current VET course qualification, as current on training.gov.au 
[bookmark: Condition_11][bookmark: Condition_12]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
[bookmark: Condition_13]13.  	The AFA form and evidence of VET competency training or other applicable evidence must be retained by the assessor prior, during and post assessment
[bookmark: Condition_14]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
[bookmark: Condition_18]18.	An assessor must deliver 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 
[bookmark: Condition_23]23.  An assessor must not assist a candidate in any part of any assessment component
[bookmark: Condition_24]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
[bookmark: Condition_25]25.	Assessors must ensure that candidates are positioned so they are unable to copy or otherwise exchange information during the knowledge assessment and, if applicable, the calculations assessment
[bookmark: Condition_26]26.	Assessors must ensure the knowledge assessment and, where applicable, the calculations assessment is completed solely by the candidate, without any assistance from any other person 
[bookmark: Condition_27]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
[bookmark: Condition_28]28.	Once an assessor begins to formally mark the assessment the candidate cannot make any further changes to their responses. The assessment must not be returned to the candidate once marking has commenced.
[bookmark: Condition_30]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. 
[bookmark: Condition_32]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: Condition_34]34.	Assessors must determine safe and serviceable plant to the NAI performance instructions prior to commencing performance assessments.
[bookmark: Condition_35]35.	An assessor may allow a candidate to use pre-start/operational checklists, logbooks, manufacturer specifications, applicable legislation, load charts or similar during an assessment only where specified by the relevant NAI or with written approval by SafeWork SA
[bookmark: Condition_36]36.	An assessor must conduct performance assessments on one candidate at a time and out of the sight and sound of other candidates unless otherwise permitted by an NAI, (i.e., group tasks in rigging and scaffolding)
[bookmark: Condition_44]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)
[bookmark: Condition_48]48.	An assessor must issue a successful candidate with the following within 7 days:
a)	an electronically-generated NSA for each class of assessment where full competency was achieved; and
b)	a Tax Invoice A; and
c)	the SafeWork SA publication HRW-Letter-to-Candidates as available on the Portal at the time of the assessment
[bookmark: Condition_52]52.	Assessors must not: 
a)	leave printed or electronic copies of any NAI unattended and or unsecured; or
b)	provide a copy of a candidates completed NAI to that candidate at the conclusion of an assessment; or
c)	provide copies of any version of an NAI’s in any format to any other person unless: 
i.	it is at a time allowed by the Guide for Assessors or the Assessor Instructions on the NAI; or
ii.	it is being provided to a regulatory officer performing a function under an Act of Parliament; or
iii.	it is being provided to a RTO for the purpose of assisting the assessor in pre and post assessment administration
[bookmark: _Toc113358577][bookmark: Appendix5]Appendix 3: Recognised Exceptional Circumstances
	Examples of what may be 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 of circumstances which are 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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