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Application for Recognition of Prior Learning (RPL)

Applicant Name ..o

Applicant Instructions

Recognition of Prior Learning (RPL) is a proceskjacl recognises what you have learnt from:

Life experience
Work experience
Non-accredited/accredited training programs

These experiences are measured against the qaiddifiinit you are doing or want to do. If whauylmave
learned at work or elsewhere is relevant to yours® or qualification, you may not have to do dertaits
of the qualification again.

How does RPL work?

If you decide to apply for RPL, you will be askext tletail records of your experience, employmeatning,
etc, which may be relevant. Part of the procegsires you to conduct a self assessment of eaébrpence
criteria.

Most importantly, you will need to provide evideragainst each of the performance criteria in aafit
competency (i.e. evidence that you have the skiitsknowledge outlined in the performance criteria)

You will then have an interview with your trainehawill go through your evidence portfolio with you

What is Evidence?
Evidence is the material that you have that iswdicator of your competence.

Evidence may be collected via:
- Documentation of practical experiences in the wiag or the community including photo’s
newspaper articles, reports etc
Statements of results from both formal and infortraihing that you have completed
Copies of projects that you have undertaken
Documents you create that link your training areeasment to the units of competency

Your evidence is your proof that you have reachivel of performance that meets that outlinechiunit
of competency. This evidence should be curremvidihat you are still competent), authentic (iyasir
work) and be at a level of complexity that matctiesunit of competency. A variety of evidence asdor
sufficient evidence to make the assessment decidiogically the evidence should be valid-relateedily to
the unit of competency.

Note that original documents such as certificateskplace reports, etc, should be copied afterdpsighted
by the assessor and then signed with a date, signatrinted name and a brief statement of whatthis
relates to and how it relates to the required caemnuy.

You will usually need to combine several pieceswtlence together to get adequate cover for eaith un
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Remember you can use a piece of evidence as nraayg 8s you like provided it shows that you have
achieved the competencies outlined in the unitiestion. This means that a piece of evidence asehset
of meeting notes can show your competence for i@ one unit. Well thought out portfolios of evide
will get the most out of every piece of evidenceduthat way, fewer individual pieces of evidencerageded
to prove competence.

What is a portfolio of evidence?
A portfolio is a collection of items — in this casecollection of evidence of competence.
Portfolios will usually include a combination of madifferent types of evidence.
Evidence can take the form of:

Products or things you have made

Reports you have written

Statements made by you (written or verbal)

Video or audio tapes

Evidence groups

Products are things you MAKE or help make in thekptace. For
example for frontline managers, products may inelteports, policies
Products or procedures that you have written. The only fmbwith this type of
evidence is that, while it shows what you prodifcdoes not provide
evidence of HOW you produced it. Because manageimanprocess it
is vital to show HOW you manage as well as what gpaduce. So,
while this is an excellent source of evidence, wiligenerally need to
support it with other types of evidence that camdestrate more about
HOW you managed.

Records can be any type of work or professionatudent. For
—» example; copies of qualifications, result noticesegen extracts from
Records your work diary are your professional records. Mas of meetings,
timesheets and personnel records are examples & neoords. It is
often useful to have work records verified by aeotperson from your
workplace. They can do this by writing a statenterthis effect on the
copy of the record you are submitting and thenismyit.

These statements about your own competence majthes written or
Statements by you » Spoken. Another way is to write a special repbét tprovides a case
study relevant to the unit. You could describe yow set up a process,
or how you resolved a particularly difficult siti@t. You could use the
report to address several units of competence ¢eslyeif no other
evidence is available). Once again, a statemenolywill need to be
verified by a third party.
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What does a portfolio need to include?

A good portfolio will usually include:

A title page - Your name

The qualification or individual units you are seakrecognition for
The date of submission

A Table of Contents | A listing of the contents ofiy@ortfolio

Information about At a minimum, you need to include the followingamhation about yourself:
you - Your name (as you would like it to appear on youaldication)

Your organization (if applicable)

Your postal address

Your home phone number

Your work phone number (if applicable)

Your fax number and email address

The evidence The evidence must be clearly crossrelefed against each performance
criteria using the pro-forma supplied for each .unit

Sample Table of Contents

Table of Contents

Section : Personadetails, resume and current position descrij
Section 2 Explanation of evidence

Section .
Evidence A
Evidence B
Evidence C
Evidence D
Evidence E
Evidence F
Evidence G
Evidence H
Evidence
Evidence J
Evidence K
Evidence |
Evidence M
Section 4
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RPL Application

If you wish to apply for RPL please complete thkofwing table with the required information. Ondest
form is completed you are required to submit thihassociated evidence to Student Administratigour
application and evidence will be assessed and yibbevnotified of all outcomes.

Name:

Address:

Postcode:

Telephone No: Mobile No:

Name of Qualification you are
seeking to obtain by RPL:

What is your highest level of
formal education achieved?

Institution/Location:

Further Education (Studies undertaken since leavigly school)

Date/s Level of Qualification/Certificate Name of Results
/Units Quialification/Certificate/Unit Attainec

Signature of Student:

Date:
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Name of RTO Representative:

Date of receipt of application:

Name of RTO Assessor:

Date of Initial decision:
Signature:

Assessor Feedback:

Date of Final fee calculation:
Signature:

Date of Final approval:
Signature:

Date of Certificate release:
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RPL Units Applying for:

List the unit code, title, and indicate what expede is being submitted to support the RPL Appbcat

Unit

Title

Work
Experience

Life

Formal

Experience | Qualifications
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