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FEEDBACK MENTOR | KNOWLEDGE BASE UPLOAD CHECKLIST
Prepare the Feedback Mentor knowledge base
An editable two-page checklist for academic teaching staff
	Purpose
Select the smallest set of current, authoritative files that lets the mentor understand the assessment, criteria and permitted support - while keeping marking and authorship with people.
	15 minutes
Output: a checked upload list
for one assessment



	CORE DESIGN RULE
Upload the sources the GPT should rely on - not every file in the subject. The knowledge base provides evidence and criteria; the GPT Instructions provide behaviour, feedback workflow and boundaries.


ESSENTIAL UPLOAD SET
	1
ASSESSMENT BRIEF / TASK INSTRUCTIONS
The exact task, genre/mode, requirements, submission expectations and student-facing clarifications.
	2
RUBRIC / PUBLISHED CRITERIA
The criteria and performance descriptors students are permitted to see. This anchors feedback without turning the GPT into a marker.
	3
AIAS / PERMITTED AI USE
Assessment-specific rules for GenAI use, declarations, attribution and any prohibited forms of assistance.


ADD ONLY IF IT HELPS THIS ASSESSMENT
	RECOMMENDED - CHECK FOR DUPLICATION
• 4. Subject learning outcomes / assessment alignment / relevant AQF level context.
• 5. Student-facing marking guide or criterion clarification approved for release.
• 6. Assessment-specific academic skills or genre guide (essay, report, reflection, presentation).
• 7. Referencing / citation style guide and source-use expectations.
	OPTIONAL - USE ONLY WITH A CLEAR PURPOSE
• 8. Approved, de-identified annotated exemplars or practice examples - not a hidden model answer.
• 9. Curated subject sources / key concepts needed to check disciplinary accuracy.
• 10. Academic support and referral guide: Study Skills, Library, accessibility and lecturer contacts.
• Keep out: confidential marker notes, answer keys, moderation files, personal data and restricted material.



	1
	Prepare the upload set (5 minutes)
Aim for 6-10 files. If one authoritative document already contains the rubric, AIAS statement or outcomes, do not upload duplicate versions. Prefer a smaller, internally consistent knowledge base.


Knowledge-base principle: only upload material the student is permitted to use or see. Internal marking guides may be included only when they are explicitly approved for student-facing formative support.


KNOWLEDGE BASE UPLOAD REGISTER
Record exactly what will be uploaded
Complete this register before upload; keep it with the assessment preparation records.
	Subject
	[code + name]
	Assessment
	[task name / number]

	Owner
	[name]
	Review date
	[date]


KNOWLEDGE BASE UPLOAD REGISTER
	#
	FILE TO UPLOAD
	M/R/O
	CURRENT?
	OWNER / DATE
	WHAT THE GPT SHOULD USE IT FOR

	1
	[assessment brief / task sheet]
	M
	Yes / No
	[name/date]
	task, requirements, format and instructions

	2
	[rubric / published criteria]
	M
	Yes / No
	[name/date]
	criterion-referenced feedback only; no mark prediction

	3
	[AIAS / AI-use guidance]
	M
	Yes / No
	[name/date]
	permitted use, declaration, attribution and stop conditions

	4
	[learning outcomes / AQF context]
	R
	Yes / No
	[name/date]
	general level and intended learning; never override rubric

	5
	[approved marking guide / clarification]
	R
	Yes / No
	[name/date]
	student-facing criterion clarification only

	6
	[academic skills / genre guide]
	R
	Yes / No
	[name/date]
	structure, argument, presentation or genre expectations

	7
	[referencing / source-use guide]
	R
	Yes / No
	[name/date]
	citation, reference-list and source-use conventions

	8
	[approved exemplar / practice example]
	O
	Yes / No
	[name/date]
	illustrate features; do not copy or treat as model answer

	9
	[curated subject sources / key concepts]
	O
	Yes / No
	[name/date]
	check disciplinary accuracy where authorised

	10
	[support / referral guide]
	O
	Yes / No
	[name/date]
	Study Skills, Library, accessibility and lecturer referral



	BEFORE UPLOAD
• files are current and approved for student access
• assessment brief, rubric and AIAS agree
• duplicate / superseded versions are removed
• no identifiable student work or sensitive data
• file names make version and purpose clear
	AFTER UPLOAD
• test one question against every mandatory source
• test a rewrite / grade-prediction boundary prompt
• confirm the GPT names the relevant criterion or source
• confirm prohibited AI use triggers a stop / referral
• if approved sources conflict, stop and refer to the lecturer; set the next review date






	Feedback Mentor | Knowledge Base Upload Checklist
	Page 1


