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1. Preamble 

1.1 Purpose 

The Assessment Policy and Procedure outlines the Canterbury Institute of Management’s (‘the 

Institute’ or ‘CIM’) commitment to the design and delivery of assessments that facilitate 

achieving the specified learning outcomes of a course of study. This Policy enables the 

development of rules and procedures that facilitate the management of student assessment 

and related activities. 

The Policy specifies minimum requirements for design and delivery of assessments. It does not 

constrain the development of alternative or additional forms of effective assessment, provided 

such assessments are consistent with the principles stated in this Policy. 

1.2 Background 

1.2.1 The Institute aims to preserve scholarly values and foster curiosity, experimentation, 

critical appraisal and integrity, and to cultivate these values in its students. 

1.2.2 The Institute acknowledges that the development, implementation and marking of 

assessment activities is a fundamental part of learning. Some assessment is formative 

and is intended to assist students in enhancing their learning, for example by identifying 

weaknesses in and providing feedback on, their understanding and/or performance. 

Other assessments are summative; their objectives being primarily to pass judgment on 

the quality of a student’s learning, generally in terms of assigned marks and grades. 

1.2.3 The Institute recognises the importance of employing a range of assessment techniques 

appropriate to these purposes and encourages the development of innovative and 

contextually relevant assessment tasks that facilitate achieving these goals.  

1.2.4 The Institute sees the embedding of relevant graduate attributes into units and 

assessment tasks, in the context of disciplinary and cross-disciplinary learning, as 

essential to the development of an individual student’s learning. Furthermore, critical 

reflection on the outcomes of unit assessment, both formative and summative, has the 

potential to inform academic staff and students, not only about the quality of student 

learning, but also about the effectiveness of teaching and learning. 

1.3 Principles 

1.3.1 In the design and administration of summative assessments and the reporting of 

assessment results, the Institute has a commitment to promoting open, equitable and 

accountable procedures.  

1.3.2 The Institute is committed to providing valid and reliable assessment information, in 

accordance with standards in which students, potential employers and accrediting 

bodies can have confidence.  

1.3.3 In the design and administration of formative and summative assessments, the Institute 

has a commitment to enhance the quality of student learning. 

 

2. Scope 

This Policy applies to all students, academic staff and contracted professionals who have the 

responsibility of designing, administering and/or making decisions relating to assessment by, or on 

behalf of, the Institute for assessment of all courses offered by the Institute. 

 

3. Definitions 

For definitions, please refer to Glossary of Terms. 
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4. Notification of Assessment Requirements to Students 

4.1 The Institute enacts its responsibilities with respect to assessment by providing effective 

communication of course assessment requirements by clearly informing students about: 

a. the expectations and requirements of all assessment tasks in a course; 

b. the marking criteria and standards for each assessment task (approaches that make 

expected standards of performance explicit for both students and examiners are 

preferable, although such standards may not be able to be precisely specified for 

assessments that focus on creativity and reflective learning); 

c. the submission dates and presentation requirements; 

d. how assessment tasks relate to course-specific graduate attributes and course learning 

outcomes; 

e. provision for extension and resubmissions. 

4.2 Details of the assessment tasks, weighting, due dates and marking criteria including the linking 

to graduate attributes, program learning outcomes and the course learning outcomes are 

specified and made available to students in the Course Outline. In particular, students are 

informed as to when the results (i.e. marked work and/or feedback) are available. Students are 

notified in writing of any changes to the assessment, should this be required. 

 

5. Providing Effective Assessment in Courses 

5.1 Assessments are: 

a. be inclusive and equitable; 

b. be designed to allow students sufficient time for completion of each task; 

c. be aligned to and consistent with the aims, desired learning outcomes and programmed 

activities of the Course; 

d. provide an appropriate number of assessable tasks, in a range of formats which are aligned 

with developmentally appropriate learning experiences, to evaluate students’ progress; 

e. be tailored to specifically address graduate attributes embedded within the Course; 

f. be spread, in terms of both load and intensity, across the course and be consistent with 

the overall credit value of the Course; 

g. in the case of first year Courses, include an early assessment task no later than week four 

(4) of the Course; 

h. be organised so that for Courses with formal examinations, there can be no further 

assessable tasks due after the last day before the final exam; while for Courses without 

formal examinations, an assessable task may be scheduled during the examination period; 

i. be evaluated normally on a periodic cycle for reliability and validity (summative 

assessment) and for effectiveness (formative assessment). 

 

6. Providing Effective Student Feedback 

6.1 Formative feedback is provided within two (2) weeks of completion of a task and in a form, 

that: 

a. assist students in preparing for future tasks; 

b. enable students to make judgements about their learning and how they can improve 

their learning outcomes; 

c. allow evaluation against explicitly stated assessment criteria and standards. 
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6.2 Courses are designed so that all students receive feedback within a reasonable amount 

of time. 

 

7. Forms of Assessment 

7.1 In general, the Institute uses a range of assessment methods, as appropriate to the nature of 

individual Courses. A combination of the following forms of assessment items may be used  in 

Courses (additional forms of assessment which are not listed below could also be used in the 

Courses with prior approval of the Campus Director & Dean): 

a. examinations; 

b. essays; 

c. written reports; 

d. quizzes; 

e. presentations; 

f. case study analysis; 

g. projects; 

h. reflective learning journals; 

i. class participation. 

 

8. Weighting of Assessments 

8.1 In each Course, there are more than one assessment item from which the final mark and grade 

for a Course is derived. A specific weighting for each item of assessment must be nominated 

(e.g. 25%) in the Course Outline. The weighting is not expressed as a range (e.g. between 20 

and 35%). 

8.2 A course does not have more than two (2) formal examinations. 

8.3 The maximum weighting for any one assessment item does not exceeds 50% unless otherwise 

approved by the Academic Board. 

8.4 Group work carries a maximum weighting of 30% unless otherwise approved by the Academic 

Board. 

8.5 Final examinations carries a minimum weighting of 40% unless otherwise approved by the 

Academic Board. 

8.6 The Institute reserves the right for it to be necessary for a student to pass a particular 

assessment task or tasks in order to pass the Course (even if the total mark amounts to more 

than 50%). Where this is the case, it is clearly stated in the Course Outline. 

8.7 The Program Director and/or the Course Lecturer might lodge an application to the Academic 

Board to revise/amend the assessment weighting. Any such applications must be lodged prior 

to the start of the teaching term. 

 

9. Penalties for Late Submission 

9.1 Where an assessment task is submitted after the due date, and where no extension has been 

granted by the Program Director, the following penalties may apply: five (5) percent of 

awarded 
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marks per day for up to five (5) days; thereafter assessment submissions are not accepted, and 

zero marks awarded. 

9.2 Penalties for late submission are clearly set out in the Course Outline for each Course. 

 

10. Grading of Assessment 

10.1 Grades denoting the final result for a course of study are awarded based on the aggregate 

mark of assessment tasks in a course as follows: 
 

Grade Description Result Range 

HD High Distinction 85 – 100 

DI Distinction 75 – 84 

CR Credit 65 – 74 

PA Pass 50 – 64 

PX Pass Conceded 45 - 49 

In rare situations, the Teaching & Learning Committee 

may determine the eligibility and awarding of 

Conceded Pass in a unit. Only one PX grade can be 

awarded to a student.  

SP Supplementary Pass Denotes a pass achieved via supplementary 

assessment  

F Fail 0 – 49 

IF  Incomplete Fail 0 – 49 

Students who did not attempt two or more 

assessment tasks 

WD Withdrawn from Course Denotes that a student withdrew from the Course 

after the census date. 

Note: There is no academic penalty if the student withdraws 

from a course after census date and before final assessment 

due date. 

DEF Deferred Assessment Denotes that a deferral has been granted for one or 

more assessment tasks via Special Consideration 

CT Credit Transfer CT is for internal credit transfer of a course that a 

student might have studied as part of another program 

or major at CIM. CT could be allocated to transfer 

successfully achieved grades of same courses only. 

 

11. Reasonable Adjustment 

11.1 Students with a disability may request reasonable adjustment to an assessment task to 

accommodate their disability. While adjustments to assessment tasks takes into account the 

special characteristics of the student, any adjustments made must be ‘reasonable’ and not 

impose an unjustifiable hardship upon the Institute. 

11.2 A request for reasonable adjustment of an assessment task must be made by the student in 
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writing to the Program Director and/or the Course Lecturer. 

11.3 Making a reasonable adjustment involves varying the procedures for conducting an 

assessment, for example: 

a. allowing additional time for the completion of an assessment; 

b. extending deadlines for an assessment; 

c. varying question and response modalities for an assessment without altering the intent 

of assessment of specific learning outcomes; 

d. providing or allowing additional resources in examinations. 

 

11.4 All adjustments made by the Program Director and/or the Course Lecturer under this 

section are approved by the Program Director and reported to the Campus Director & 

Dean for inclusion in their report to the Academic Board. 

11.5 A student offered ‘Reasonable Adjustment’ of assessment may request a review of the 

decision through a written appeal to the Campus Director & Dean as outlined in the Student 

Grievance Management Policy. 

12. Supplementary Assessment/Exam Approval Process 

12.1 Students who have received a fail in the assessment may apply for supplementary 

assessments in writing to the Student Support Manager by submitting Special Consideration 

Application Form. The Student Support Manager will submit the Form to the relevant 

Program Director(s) for approval.  

12.2 Granting of a supplementary assessment is not automatic. Application must be made in 

writing within five 5 days of the official notification of results. 

12.3 The supplementary assessment will be of the type/form, as closely as possible, of the 

assessment item that was failed. The supplementary assessment must be approved by the 

Program Director.  

12.4 The grade for the supplementary assessment can be awarded as a grade no higher than 50% 

and this will replace the original mark. Where the result of supplementary assessment is 

poorer, the original mark will stand.  

12.5 There can be only one supplementary assessment for a failed assessment. 

 

13. Moderation of Assessment 

The Institute applies assessment moderation to all written assessment items worth twenty-five 

(25) percent or more. Detailed information on assessment moderation is contained in the 

Assessment Moderation Policy and Procedures. 

 

14. Publication of Results 

14.1 The Teaching & Learning Committee reviews each listed student’s result and resolve to 

submit those results to the Academic Board for ratification and final approval; 

14.2 The Academic Board ratifies and approve the results of each semester for publication; 

14.3 The Student Support Manager is responsible for publication of the official examination 

timetable, authorising the release of official result statements and authorising academic 

records. 

14.4 Results in individual assessments and grades awarded in a Course are displayed or published 

to each student on the Institute’s Learning Management System. 

14.5 No student’s grade or mark is lowered after it has been officially released except in the case 
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of proven academic misconduct by the student or an administrative error, with the final 

decision to be made by the Campus Director & Dean. 

 

15. Change of Result  

15.1 Changes to grades can only be made in the following circumstances: 

a. When a student lodges a grade appeal in accordance with this Policy; 

b. When a student sits a Supplementary Exam or submits a Supplementary Assessment;  

c. To correct a data entry or administrative error.   

15.2 In each of these instances listed above, the relevant Program Director will finalise the grade 

appeals, mark supplementary assessments and examinations or review errors and omissions 

and complete the prescribed “Change of Result” Form.  

15.3 The Program Director will submit the duly completed Change of Result Form and will 

present it to the Campus Director & Dean for approval of change of result. 

15.4 The approved Change of Result Form will be sent to the Student Support Manager to check 

the data accuracy for publication of new result in the Institute’s Student Records Portal 

(Meshed). All change of results is reported to the Teaching & Learning Committee. 

 

16. Special Consideration and Misadventure 

16.1 A student whose work during a semester or whose performance in an examination or other 

assessment has been affected by acute illness or other exceptional circumstance beyond 

their control may apply in writing to the relevant Program Director for special consideration 

within five (5) days of the assessment’s due date. 

16.2 Accepted causes of misadventure are acute illness, loss or bereavement or hardship/trauma 

or the combination of pressures faced by students as result of the global pandemic as 

circumstance warranting ‘special consideration’ without the need for supporting 

documentation allowing students study adjustments including but not limited to extensions, 

deferrals, resubmission of assessments, re-weighting the assessment items (where it does 

not affect the learning outcomes or academic standards), option to redo one or more 

assessment tasks, reduced study load; and authorisation for late withdrawal from a course. 

16.3 Applications for special consideration must be supported by appropriate evidence and 

supporting documentation except applications based on the combination of pressures faced 

by students as result of the global pandemic. 

16.4 Applications for special consideration must be lodged with the Program Director. 

16.5 Supporting documentation can include one or more of the followings: 

a. Evidence provided by medical practitioners. Medical certificates must state 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. Where a student has applied for special 

consideration in more than one semester, the Institute is entitled to seek from the student 

the details of specific medical conditions suffered. 

b. Death notice or certificate. 

c. Police report. 

d. Statutory declarations from the relevant people. 

 

17. Appeals 

17.1 A student may appeal against an assessment decision. Appeals must be made in writing and 

lodged with the Program Director within five (5) working days of the student receiving 
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formal notification of the assessment result. 

17.2 The grounds upon which the student may appeal an assessment decision include 

demonstrating that the mark is inconsistent with the assessment requirements or with the 

assessment criteria. 

17.3 The following grounds cannot be used as a basis for appealing an assessment decision: 

a. close proximity of the result to another level of grade; 

b. a comparison with the performance of another student or students; 

c. the student’s belief that the result is not commensurate with his or her effort; 

d. issues relating to the permanent residency status or potential status of the student; 

e. the visa status of the student; 

f. financial difficulties experienced by the student; 

g. issues relating to the employment prospects of the student. 

17.4 Each appeal is determined on its own merits without reference to other applications. 

17.5 The Program Director responds to the appeal in writing within ten (10) working days of 

receipt of the appeal and may confirm or vary the original decision. Where the decision is 

varied the mark may be higher or lower. 

17.6 If a student remains dissatisfied with the process of his or her appeal, they may use the 

Institute’s grievance handling procedures as outlined in the Student Grievance Management 

Policy 


