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This guide has been produced to assist people that are seeking 
recognition for experience, skills and knowledge for which they do not 
hold a vocational qualification or statement of attainment.  The skills you 
may want recognised may have been obtained through:
• work experience
• voluntary work
• while at school
• life experience
• sporting experience

This guide has been developed to assist you to gain an understanding of:
• your eligibility for  recognition of prior learning
• the assessment process
• how you can apply

This guide will help you to:
• become more informed about recognition
• understand the recognition process.

This guide will assist you to answer questions such as:
• How does recognition work?
• How do I get involved?
• Who else is involved?
• What does it mean for me?
• How do I prove my skills and knowledge?
• Do I need to have a lot of documents?
• What happens if I don’t succeed?

How do I apply?
RPL Application Forms are 
available on our website: 
www.youstudy.edu.au

Email: enquiries@youstudy.edu.au

Phone: 1 300 887 886 to talk to a 
course advisor and book your 
initial meeting with an assessor in 
your area of expertise

Recognition of Prior Learning (RPL) Guide 
FAQs



FAQs
What is Recognition of Prior Learning (RPL)?

Recognition of Prior Learning is the acknowledgement of 
skills and knowledge obtained through learning achieved 
outside the formal education and training system and 
includes work and life experience including paid and 
volunteer work.

Recognition can result in the awarding of a nationally 
recognised qualification or the issuing of a statement of 
attainment in your area of expertise.

Recognition of prior learning is an assessment process 
that involves assessment of your relevant prior learning 
(including formal, informal and non-formal learning) to 
determine the credit outcomes of an individual 
application for credit.

What is Credit?

Credit reduces the amount of learning required to 
achieve a qualification and may be through credit 
transfer, articulation, recognition of prior learning or 
advanced standing.

What are the benefits of Recognition 
of Prior Learning?

• your skills are formally acknowledged with a nationally  
 recognised qualification

• you don’t have to waste time studying something 
 you can already do

• you may have increased career opportunities 
 due to holding a qualification

• you could open up more career pathways

• you may complete your qualification more quickly

Can anyone apply for Recognition of 
Prior Learning (RPL)?

Your eligibility for recognition of prior learning is 
considered as part of the enrolment process for all 
candidates when enrolling at YouStudy, and you can 
also apply for RPL at any time during your studies.

What will it cost?

• There is no cost for your initial meeting with an RPL 
 assessor to decide whether you are a candidate for  
 RPL they will explain the RPL process and the fees,  
 and they will explore suitable courses.  

• The cost of the RPL assessment will vary depending  
 on the qualification and the amount of RPL you  
 undertake.

• You may be required to undertake 'Gap Training' to 
 complete the qualification. This is an additional cost 
 to the RPL process.

• RPL will never cost you more than the training it 
 replaces and can cost you a lot less. 

How do I know if I may be eligible for RPL?

To assess whether you may already have competency 
in a qualification or unit of competency a preliminary 
discussion will be arranged for you with an assessor 
with experience in your area of expertise.  There is no 
charge for this service.  During the meeting they will 
assess whether you are a candidate for RPL, they will 
explain the RPL process and the fees, and will explore 
suitable courses.

In order to approve an RPL application, YouStudy 
must be confident that the student is currently 
competent against the endorsed industry or enterprise 
competency standards or outcomes specified in 
Australian Qualifications Framework (AQF) accredited 
programs.

What does being competent means?

• you can perform a task/job/activity to an 
 industry standard
• you can do a work task in a consistent way, over time
• you have sufficient knowledge to enable you 
 to perform this task in a range of situations.



What is the RPL process?

RPL Steps Explained
1. Applying for RPL

• Contact YouStudy to arrange an initial meeting with  
 an RPL assessor with experience in your area of  
 expertise. There is no charge for this service.  
• Complete an Application For RPL Form and send  
 your supporting General Employment Documents to  
 your assessor prior to the initial meeting.  
• This documentation could include:
 o Your current resume or work history including paid  
  or unpaid work
 o Your current or previous position description 
 o Certificates /results of previous assessment
 o Certificates – supplier training courses, evidence  
  of your attendance at workshops, seminars, first  
  aid, in house courses
 o Photographs or videos of work undertaken
 o Workplace inductions
 o Performance appraisals
 o Membership 
 o References/letters from previous employers or  
  supervisors
 o Any other documentation that might demonstrate  
  your industry experience

2. Initial meeting with RPL assessor

• During this meeting your RPL assessor will decide  
 whether you are a candidate for RPL, they will  
 explain the RPL process and the fees, and they will  
 explore suitable courses.  
• Your assessor will discuss and agree with you on the  
 specific types of evidence to be collected to support  
 your RPL application and the timelines for submission  
 of this evidence. 

3. Self evaluate your documentary evidence

• When you are collecting your evidence, protection   
 of privacy and confidential client/organisational   
 information may vary and in some instances the   
 assessor need only to sight these sensitive 
 documents.  
• Please ensure that you do not breach your    
 organisation’s policy on privacy and confidentiality.  

4. Competency Conversations 

Your assessor will conduct one or more interviews with 
you for each unit of competency, called a 
‘competency conversation’ either face-to-face, by 
telephone or other means.  These conversations are a 
common part of any recognition process. This will allow 
your assessor to:

• Ask questions to explore the extent of your 
 knowledge
• Seek clarification about items of evidence
• Ensure the whole competency is demonstrated.

How will I be able to prove 
my skills and knowledge?
Your assessor will support you to gather your evidence 
to prove you have the necessary skills and knowledge 
to be eligible for RPL by discussing and agreeing with 
you on the specific types of evidence to be collected to 
support your RPL application and the timelines for 
submission of this evidence. 

This evidence could be in the form of relevant 
documentation (as explained under Step 1. applying for 
RPL), photographs, video/audio tapes, presentations, 
observations or workplace visits by the assessor,. 
YouStudy will take into account any confidentiality and 
privacy issues.



TAELLN411 Address adult language, literacy and
numeracy skills
This unit describes the skills and knowledge a
vocational trainer or assessor requires to identify
language, literacy and numeracy (LLN) skill
requirements of training and the work environment,
and to use resources and strategies that meet the
needs of the learner group.

RPL Tips for you consider
Here are some tips and hints for you to consider:

1. To put you at ease when you start the RPL process, a  
 good starting point is to discuss your current job  
 role, or if you are not currently working, you should  
 have provided your past work history in your RPL  
 application in the form of a resume or CV.  Talking  
 about where you have worked, either paid or unpaid,  
 will put you at ease with the RPL process.

2. Be prepared to discuss the duties and 
 responsibilities that have been provided in a position  
 description in your current or a recent job role.

3. If your previous employer or your supervisor have  
 provided a reference to support your RPL application  
 they should be prepared to be contacted by your  
 assessor so that your skills in the workplace can be  
 confirmed by them or someone that works, or has  
 worked with you.

4. Your assessor will also contact members of the  
 community regarding any unpaid or volunteer work  
 you have done and nominated to support your RPL  
 application.

5. Be prepared to talk about any supplier training  
 courses, evidence of your attendance at workshops,  
 seminars, first aid, and in house courses that you  
 have provided as evidence in your RPL application.

6. Be prepared to discuss any photographs or video  
 evidence that you have provided of work you have  
 undertaken that you have provided as RPL evidence.   
 Visual evidence is a great tool to provide actual  
 evidence of your skills to an assessor, in a working  
 environment.

7. You should advise any previous employers or your  
 supervisor that have provided references or letters  
 of support of your skills that they may be contacted  
 by your assessor to verify their statements.

What sort of evidence do I have to provide?

Evidence for recognition might include 
any combination of:

• Questioning – the assessor may give you written   
 questions, or interview you and ask questions verbally
• Observation of practical tasks - the assessor may   
 observe you performing tasks in the workplace, in a   
 simulated environment, in the classroom or any 
 combination of locations
• Work Documents – such as relevant     
 qualifications/transcripts, project plans and reports,   
 minutes of meetings, correspondence, resources   
 developed
• Presentations – the assessor observing 
 presentations made by you
• Video and/or audio taped evidence – showing you   
 completing tasks
• Third party reports – references or answers given by   
 third parties to questions from the assessor, providing  
 examples of your work ability relating to the standards  
 – this can be verbal or in writing
• Anything else that you or the assessor/RTO can think 
 of that is relevant and proves your competence.

What happens after the evidence is gathered?

Once you have submitted your evidence the assessor 
reviews it against the units of competency from the 
qualification that you have chosen.  The evidence is 
reviewed together as a whole and recorded by the 
assessor using documents developed by YouStudy.

Is valid: does your evidence relate directly to the unit of competency; 
demonstrate relevant skills & knowledge; and is it appropriate to the 
relevant level required by the competency?

Is sufficient: does your evidence include all the critical tasks and 
knowledge in the unit of competency; prove you have performed 
these over a period of time and in different situations; and have you 
submitted enough different forms of evidence?

Is authentic: can each piece of evidence be clearly identified as your 
own work and is it dated and referenced; where your evidence is part 
of teamwork, is your specific role clearly defined; are qualifications, 
references, licences etc presented by you certified documents; are 
your verbal or written accounts about what you can do verified by a 
credible third party and/or supported by documented evidence?

Is current: does evidence demonstrate you have the skills and 
knowledge required to meet current performance requirements

The assessor needs to ensure that your evidence:



When will my RPL decision be made?

Your assessor will make a decision about your 
competence after reviewing all of the evidence. They 
will discuss this decision with you – in a face-to-face 
interview, by telephone or other means. Receiving 
constructive feedback from your assessor is very 
important at this point.

Your assessor will make one of the following decisions:
• You are competent (C) in a unit (or units) of 
 competency
• Your are not yet competent (NYC)
• Further evidence is required.

What do these decisions mean?

Competent  (C) - you will be issued with the qualifica-
tion or statement of attainment and the process for 
issuing of the official credential will be explained.

Not yet competent (NYC) - options are explored 
which could include:

• You being issued with a statement of attainment in  
 units achieved if the whole qualification is not  
 achieved
• You undertaking further training by enrolment to  
 meet skills gaps
• You undertaking further training by enrolment in  
 online or distance education
• You being asked to complete work-based projects to  
 further develop skills and/or knowledge.

Further evidence required – really means that for 
some reason the assessor could not make a decision 
based on the evidence submitted so far. This could 
have been for a number of reasons:
• Evidence did not relate clearly to the units
• Insufficient evidence
• Evidence was not current
• There were inconsistencies in the evidence 
 submitted.
This is where the assessor will discuss with you options 
for gathering more evidence or gaining the 
qualification/units of competency in another way.

What happens to the evidence?

Your assessor will be required to complete records of 
your assessment and the evidence provided.

There are clear principles that underpin this to ensure:
• Your privacy is maintained
• Confidentiality is ensured
• RTO legislative requirements are met
• Any licensing requirements are met
• Any contract requirements are met.
Your personal records will be kept securely by the RTO 
for the required period of time.

You can have access to these records and if for some 
reason you lose your qualification or statement of 
attainment you can approach the RTO for a copy, 
though this may involve a cost.

How much time will the RPL process take?
Recognition of Prior Learning does take time, but 
generally much less time than completing a full course 
from start to finish with no prior experience. To have 
skills formally recognised in the national system, 
assessors must make sure you have the skills and 
knowledge to meet the industry standard. Your asses-
sor will work with you through the RPL process. This 
means you must be involved in a careful and compre-
hensive process that covers the content of all unit/s or 
qualification/s you can be recognised for.

If you do not agree with an RPL assessment of Not Yet 
Competent you must lodge your appeal within 21 days 
of the result being posted or advised to you.

Can I appeal against an RPL Assessment?
As a YouStudy student you are entitled to the Appeal
process if you do not agree with the assessors RPL
decision, and believe that your application for RPL
provides sufficient evidence entitling you to be granted 
RPL or could be supplemented with additional 
evidence to adequately demonstrate the skills and
experience required.

For further RPL information, to book your 
initial meeting with an assessor in your 
area of expertise or to apply online,
visit us at: www.youstudy.edu.au

Email: enquiries@youstudy.edu.au
Phone: 1 300 887 886
P.O. Box 972, Kuranda
You Study/RTO Number 40731


