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Recognition of Prior Learning (RPL)
Candidate Information and Application Form

Custodian of document: Director Training Services 

RPL: What is it?

Recognition of Prior Learning (RPL) is an assessment process that recognises the knowledge and skills that you have gained through non-formal and informal learning through life and work experience.  It gives you the opportunity to have your knowledge and skills assessed against competencies in training packages and accredited courses to achieve partial or full completion of the qualification. 
Through the RPL process an individual is not required to undertake training in areas where they are already competent. 

What you need to do

To apply for RPL, you will need to do the following: 

· Contact the lecturer/assessor in the relevant area about RPL before applying, and obtain the unit of competency or qualification information.
· Read the information about the unit of competency or qualification for which you are seeking recognition, and complete the self assessment questions.  This will assist the assessor to determine if you are a candidate for RPL. 
· If you are an eligible candidate, complete the attached application form.

· Negotiate an Assessment Plan with the assessor. This will outline the when, where, how, what and who of your assessment process.  This is a holistic assessment process, which will focus on practical demonstration of knowledge and skills, interview with the assessor, as well as the use of supporting evidence.
· Enrol and Pay for the RPL assessment. You must pay for the unit of competency, competencies or qualification for which you are applying prior to being assessed.  The charge for your RPL assessment is the same as for the unit of competency fees, less any unused resource fees. 
You must provide evidence that you are entitled to a concession on your fees. 
· Collate and present your evidence to the assessor. 

· The assessor will assess your evidence against the unit(s) of competency according to the Assessment Plan details, and will make a professional judgement as to whether you are competent.

· If competency is not demonstrated and skill gaps are identified, then the assessor will outline alternative training and assessment options.

· If are not satisfied with the assessment decision, then you may seek an appeal.
The supporting evidence you should collect

Your competencies will need to be substantiated.  To support your application you will need to supply evidence that will demonstrate that your competencies are current.  You should forward any evidence of your current knowledge, current skills and current experience that are relevant and appropriate to the unit(s) of competency that you are applying for recognition against.   You will need to provide as much evidence as possible. This may include (but is not limited to):

· copies of any statements, reference or articles about your employment or community involvement that will verify and validate your current skills by a supervisor at work, or an office bearer of a club or society in which you are involved;

· documents that you have produced as part of your work, community involvement, previous study or other relevant samples such as memos, assignments, completed work products or folios;

· details or outlines of any qualifications which you have undertaken; 

· awards/qualifications you have received: prizes, certificates, licences, company or industry  training certificates;

· any other information which you feel might aid the assessment of your request; and/ or 

· letters of validation 
Important:  Please check your evidence carefully to ensure it is complete.  You are able to make one presentation of evidence to the assessor. If further evidence is required it may be treated as a new application. This means that you will be required to pay the RPL fee again.  

Letters of Validation

Letters of validation are a means of confirming and supporting the authenticity of your claims. They must:

· be written by a person who knows you and who has direct knowledge of the activity for which you have claimed the RPL;

· state the relationship between the writer and yourself;

· be written on the official stationery of the business or organisation;

· include a description of duties, responsibilities and other activities that are an integral component of your knowledge, skills and experience (e.g. what, when, for how long, where etc.); 

· evaluate the level of your understanding and performance during the experience.

The RPL Assessment

The purpose of the RPL assessment is to confirm and clarify your request for the recognition of your current competencies and to make sure that all relevant experiences have been identified.  You should bring to the assessment your completed application form, supporting evidence and any other information that you believe could assist us in assessing your application.  During the assessment you will be asked questions about the skills and knowledge you have gained from your current and /or previous work experience, training, education, hobbies and interest as they relate to the outcomes of the qualification.

The RPL assessment may require you to participate in activities, which may include:

· a practical demonstration

· an interview

· a written test

· a project; and /or

· the provision of documentation.

Each RPL candidate will receive a copy of the assessment instrument(s) to be used by the assessor and will be made aware of the context and purpose of each assessment task. Candidates are encouraged to seek clarification at any stage of the assessment process and are able to receive feedback at any stage of the assessment process.

After the Assessment

At the conclusion of the assessment a decision will be made as to whether RPL should be granted. Every candidate will receive a copy of the assessment instrument with the assessor’s comments and recommendations and will be invited to seek clarification if required.

If RPL is granted you will be immediately given status for the units of competency in which you have been successful and this will be reflected on your Statement of Academic Record.
Seeking an Appeal?

If your application has been unsuccessful you may decide to:

· accept the decision (in which case you will need to enrol in the qualification/unit of competency, pay the appropriate fees and continue training); or

· seek reconsideration via reassessment  through the appeal process – information on this process is available through the office of the Campus Manager.

If you choose to appeal the outcome of your assessment, lodge an appeal to the relevant Campus Manager who will review the process and evidence presented. There is a fee for this procedure.  The outcome of this appeal is final.

	APPLICATION FOR RECOGNITION OF PRIOR LEARNING (RPL)


	Purpose of form:  Allows for the applicant to have recognised the knowledge and skills that they have gained through non-formal and informal learning, life and work experience. 


	FAMILY NAME (PLEASE PRINT):

DATE OF BIRTH:


	GIVEN NAME(S):
	

	STUDENT ID NUMBER: (if known) 
	USI: 



	RESIDENTIAL ADDRESS

POST CODE

POSTAL ADDRESS (if different from residential)

POST CODE



	HOME PHONE:

WORK PHONE:
	MOBILE:


EMAIL:


	


	
	
	
	$
	Student Services receipt number or cash register receipt below

	Course Fees:
	
	
	
	

	
	
	
	
	

	
Total $_______
Candidate’s concession details (if applicable): ______________________________________

	
	
	
	
	
	

	Entered on ASRI?
	NO  FORMCHECKBOX 
 
YES  FORMCHECKBOX 


	Appeal requested?
	NO  FORMCHECKBOX 
 
YES  FORMCHECKBOX 
    If Yes please attach the completed Academic Appeal 

   
Application form


	CANDIDATE DECLARATION

	I, ____________________________________________, confirm that all information included and referred to within this RPL application can be verified and that all original copies of attached documents can be supplied.

	Candidate signature:  ______________________________________   Date: ______________

	

	YOU HAVE NOW COMPLETED THE APPLICATION FORM

	1. Check this application over to make sure you have included all relevant information.
2. Attach copies of all relevant and appropriate documentation that supports this application.
3. Return this form to your lecturer (or to your Campus Manager for campuses other than Bunbury).  Forms can be mailed to your lecturer (include their name) at:

South Regional TAFE
PO Box 1224
BUNBURY  WA  6231
Telephone: (08) 9780 7000

Fax number: (08) 9780 7100 (Please mark for the attention of relevant lecturer)


For South Regional TAFE Use Only 
[image: image3.jpg]
ASSESSOR INFORMATION -   The following documents must be attached to this sheet:
· A Learning Plan and Assessment Summary for the unit of competency or qualification being assessed

· All Assessment Tools used in the assessment procedure

· Assessment evidence per unit of competency

· Any other documents supplied by the candidate to support claims against the units of competency elements
· All units must have evidence of participation supplied before a result can be recorded: this includes UR (Unsuccessful RPL). 
	ASSESSOR TO COMPLETE:
	

	Qualification Number


	Qualification Description



	e.g.
	S
	2
	9
	2
	Diploma of Children’s Services
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Unit of Competency Code
	Unit of Competency Description
	Granted
	Result Awarded
	Assessor Sign off of UOCs applied for on this form

	e.g. 
S3045
	Plan Care Routines 
	________________________________________

Assessor’s Name

________________________________________

Assessor’s Signature

___________________

Date 



	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	



Issue Date: 18/4/2016 – PIR 5228 
Review Date: 2017
Version: 12
Student Name: ______________________________








Student ID No: ______________________________
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