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	Application for Assessment by 

Recognition of Prior Learning (rpl)

	RTO and national provider #
	Bookkeeping Institute of Australia Pty. Ltd

ASSESSOR: Marian Brown
	Provider # 32190

	AQTF Qualification
	Certificate IV in Bookkeeping
	FNS40210

	Name of Applicant
	     

	Date of Application
	     /     /     

	Recognition of prior learning (RPL) 
Assessment Process

	Introduction
Recognition of prior learning (RPL) may be defined in a number of ways, some more expansive than others. However, all definitions include the key notion that RPL involves the assessment of previously unrecognised skills and knowledge an individual has achieved outside the formal education and training system. RPL assesses this unrecognised learning against the requirements of a qualification, in respect of both entry requirements and outcomes to be achieved. By removing the need for duplication of learning, RPL encourages an individual to continue upgrading their skills and knowledge through structured education and training towards formal qualifications and improved employment outcomes.

Definition

RPL is an assessment process that assesses the individual's non-formal and informal learning to determine the extent to which that individual has achieved the required learning outcomes, competency outcomes, or standards for entry to, and/or partial or total completion of, a qualification.
RPL assessment processes
In order to recognise prior learning it is necessary to:

· Compare the informal or non-formal learning the individual has achieved against the learning outcomes or performance criteria of the course or qualification for which the student is using as a basis for seeking entry or the award of credit, and 

· Determine appropriate evidence to support the claim of prior learning.

The processes used to assess RPL applications may take the following forms, which are not mutually exclusive:

1. Participation in exactly the same or modified versions of the assessment unit (i.e. recognition of a current competency); 
2. Assessment based on a portfolio of evidence; 

3. Direct observation of demonstration of skill or competence if possible; 
4. Reflective papers, journals or portfolios that relate past learning to the learning or competency outcomes of the current course or qualification; 
5. Provision of examples of the student's work drawn from the workplace, social, community or other setting in which the student applies their learning, skill or competence; 

6. Testimonials of learning, skill or competence; and combinations of any of the above.
(source: http://www.aqf.edu.au/rplnatprin.htm)


	RPL Application Form

	Personal Contact Details
	Name
	     
	     
	     

	
	Preferred name and title
	     

	
	Physical home street address
	     

	
	City, State and post code
	     
	     
	     

	
	PO Box, City, State and post code
	     
	     
	     
	     

	
	Home, work, fax and Mobile phone numbers
	     
	     
	     
	     

	
	Age, gender and date of birth
	     
	 FORMCHECKBOX 
  Male
 FORMCHECKBOX 
 Female
	     /     /     

	
	Country of origin and are you a permanent resident of Australia?
	     
	Permanent Resident

 FORMCHECKBOX 
  Yes
 FORMCHECKBOX 
  No

	
	Email address


	     

	Employer Details [could be self-employed]
	Employment situation
	 FORMCHECKBOX 
 Employed

 FORMCHECKBOX 
 Looking for Employment              FORMCHECKBOX 
 Contract Bookkeeper








[self-employed]
 FORMCHECKBOX 
 Business Owner
 FORMCHECKBOX 
 Student              

 FORMCHECKBOX 
 Other


	
	Current employer [or self] 
	     

	
	Address
	     

	
	ABN if self-employed
	     

	
	Industry
	     

	
	Length of employment/or years in business
	     

	
	Please attach the following evidence:
	-
a detailed CV in ‘Word’ format including job descriptions, skills and contact names and phone numbers of previous managers and colleagues who can vouch for your competency
-
Transcript of any studies you have completed
-
2 written references to support the above competencies

-
any other documents to support your competencies


	
	Qualifications or Course of Study
	Institute or University
	Year started
	Year finished

	
	     
	     
	     
	     

	
	     
	     
	     
	     

	
	     
	     
	     
	     

	
	     
	     
	     
	     

	
	     
	     
	     
	     

	
	Please ensure that you attach certified copies of all qualifications and certificates specified above which can be used as a cross-credit  [ie exactly the same unit] to the Certificate IV in Bookkeeping.



	RPL Application Form (cont.)

	Professional Memberships
	Organisation
	Year joined
	post nominal letters  

	
	     
	     
	     

	
	     
	     
	     

	
	     
	     
	     

	
	     
	     
	     

	
	     
	     
	     

	Professional Reference 
	Name
	     

	
	Position
	     

	
	Organisation
	     

	
	City, State and post code
	     
	     
	     

	
	Work, fax and Mobile phone numbers
	     
	     
	     

	
	Email address
	     

	
	Relevance to your work situation
	     

	
	The above referee may be contacted by the assessor for validation of your competencies.



	Documents Attached (certificates, awards, photos, resume, etc.)
	Document
	Significance

	
	     
	     

	
	     
	     

	
	     
	     

	
	     
	     

	
	     
	     

	
	     
	     

	
	     
	     

	
	     
	     

	
	     
	     


	Application for Assessment by 

Recognition of Prior Learning (rpl)

Declaration of Applicant

	I declare that the information contained in this application is true and correct and that all documents are genuine.

I give my permission for any staff member of BIA or their assessment partners to contact any of the named references in this application for the purpose of confirming the accuracy of my statements and to discuss my competency in this assessment. 
If lodging electronically, please scan this page containing signatures before submitting.



	Name of Applicant
	Signature of Applicant

	     
	     

	
	Date:
     /     /     

	

	Name of Witness (not a relation)
	Signature of Witness

	     
	     

	
	Date:
     /     /     

	Relationship of witness to applicant:
	     

	Phone number of witness:
	     


	Steps in the RPL Process

	Step 1 – Provide information of your skills and experience

Complete the form and provide as much information of your previous experience in the financial services and bookkeeping industries as you can. This is your first opportunity (but not the last) to provide proof of your variety of experience in the industry. Here you can supply examples of your work history which could include:
General employment documents [please supply with this application]
· detailed CV or work history

· position descriptions

· certificates/results of assessment

· details of in house courses, workshops, seminars, orientation or induction sessions

· references/letters from previous employers/supervisors

Workplace documents (NB: please block out any confidential client information)

· task sheets / job sheets

· documents you have produced that show you can use software eg. letters, memos, spreadsheets

· copies of equipment maintenance registers you have completed (eg. organising printer repairs and service, equipment log books)

· financial reports and period-end financial statements you have prepared

· taxation documents and reconciliations you have completed

· working papers for operational budgets you have prepared

· asset and inventory records you have maintained

· file notes or memos showing where you have provided advice in a legal context

· any other documentation that may demonstrate industry experience

Depending on the industry you have worked in, you may or may not have documentary evidence available. This should not deter you from seeking RPL as the Assessor will work with you during the RPL process.

You will also need to supply contact details of two work referees who can confirm your skills in the industry.

Step 2 – Conversation with Assessor 

An assessor will review the information you have provided and begin to match up your skills to the units/subjects in the qualification. At this point, you will have the opportunity to discuss and identify your previous experience with the assessor who will understand your industry experience and conduct a competency conversation with you. 
If your assessor is not able to visit you, this conversation will take place over the telephone.
Step 3 – Practical demonstration of your skills

If appropriate and possible the assessor will conduct a practical skills test at your workplace or at another suitable venue. This, again, is an opportunity to demonstrate your level of competence. This assessment will be focussed on skills that are required in the qualification. Your assessor will identify the skills that he/she will want you to demonstrate.
Further steps

After you have completed the above steps, your assessor will give you information about the skills that have been recognised and whether you have gained the full qualification. If you do have skill gaps, these may be addressed through flexible training and specific assessments. Some assessments may be necessary to provide evidence of your current competencies.
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