
RPL Process – Flow Chart Diagram  
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RPL Process – Main Steps 

Congratulations, the first step is generally the hardest and you have taken that by considering the 

opportunity to have your skills, knowledge and experience assessed through our Recognition of Prior 

Learning (RPL) process in order for you to gain full or partial completion of a qualification in your 

area of expertise. The main steps of RPL process are depicted below:  

 

 

Step 1: The 
Application Process  

Step 2: RPL Self 
Assessment 

Information Kit and 
Evidence Collection  

Step 3: RPL 
Competency 

Conversation Kit 

Step 4: RPL 
Demonstration and 

Observation Kit 

Step 5: RPL Third 
Party Evidence Kit  

Step 6: Finalisation 
of RPL 



Guidelines to complete RPL Process with RTO:  

 

The Steps  

Step 1: The Application process and RPL Application Form 

o Preliminary discussion with your trainer/assessor and RTO regarding the RPL process, 

fees and exploration of suitable courses.  

Step 2: Completing the RPL Self-Assessment Information Kit  

o Self-evaluation of applicant’s skills, knowledge and experience to your chosen vocational 

area 

Step 3: RPL Competency Conversation Kit  

o This is also known as 'professional conversation' or 'learning conversation').  

o The purpose of the competency conversation is to gain a detailed insight into the 

applicant's relevant skills, knowledge and experience. 

Step 4: RPL Demonstration and Observation Kit  

o A list of projects and tasks are provided to applicant to perform to demonstrate their 

relevant skills, knowledge and experience.  

Step 5: Third-Party Evidence Kit  

o Confirmation and authentication step where the information provided in step 3 and 4 

will be used as a basis for verification with your supervisor (past and/or present).  

Step 6: Finalisation of RPL Process  

o This involves all the processes the assessor and Registered Training Organisation (RTO) 

undertake to finalise the RPL assessment process for the candidate. This includes actions 

such as determining final assessment outcomes, providing candidates with feedback and 

options, completing RTO-required documentation, and awarding candidates with the 

qualification or a Statement of Attainment. 



Rules of evidence  

 

Please be advised that the evidence you provide will be assessed against the following rules of 

evidence.  

Valid:  

 The evidence has a relationship to the unit competency  

 The evidence relates to the four dimensions of competency  

 The evidence addresses key competencies / employability skills  

Sufficient  

 The evidence addresses the full range of performance criteria  

 The evidence demonstrates competency over a period of time  

 The evidence shows competency in different contexts  

Current  

 The evidence demonstrates that the candidate can apply the competency to current work  

Authentic  

 The evidence is the candidate’s own work  

 The documents – qualifications, references and licences - presented by the candidate are 

verifiable 

  

RPL Evidence 
 



Instructions to use Competency Conversation Kit:  

 

Purpose of using Competency Conversation Kit  

Once the applicant has collected the evidence accessible to them, trainer/assessor should arrange to 

meet with them to conduct a formal competency conversation (also called 'professional 

conversation' or 'learning conversation').  

The purpose of the competency conversation is to gain a detailed insight into the applicant's 

relevant skills, knowledge and experience. This is particularly useful for people who have moved jobs 

or do not have paper evidence of their skills.  

Quality Skills Recognition uses conversations and interactions that feature thoughtful questions, 

careful listening and reflective/checking responses. It is advisable to use both closed questions 

(which target specific, focussed information) and open-ended questions that allow the applicant to 

expand. 

The competency conversation can be conducted face-to-face with the applicant, over the telephone 

or via technologies such as Skype. Competency conversations are also useful when conducting group 

Skills Recognition assessments, as the applicants have opportunities to remind each other of 

relevant work experiences. 

Probing for information 



A skilled assessor uses probing questions to bring out information that the applicant has not yet 

supplied. Thorough questioning enables the assessor to be confident that the applicant has the 

appropriate vocational skills and knowledge to be considered competent. Do not expect applicants 

to tell you everything about their skills and experience; some relevant information may seem 'too 

obvious' for them to mention. It is your responsibility as the assessor to probe for this information. 

A list of topics to converse with students is provided with each unit of competency with this RPL 

Competency Conversation Kit.  

It is important to remember that the notes taken during competency conversations are important 

evidence and should be retained as part of the applicant's assessment records.  

Alternative conversational strategies 

Alternative strategies, such as narratives, life histories and story-telling can be particularly useful, for 

example, when assessing Indigenous Australians, for whom story telling may be a more effective 

way of garnering information about their skills and experiences rather than a more formal approach 

or written tests.  

Conducting quality competency conversations 

To conduct a quality competency conversation, the assessor requires: 

o a good understanding of the relevant industry  

o a thorough knowledge of the relevant units of competency as practised in the current 

work environment 

o experience in assessing against those units 

o the ability to communicate effectively with a range of applicants 

o the ability tease out information through tactful probing 

o the ability to empathise with diverse clients 

Assessing abstract and 'Employability' skills 

Skills Recognition processes can be improved by greater recognition of so-called abstract, soft, tacit 

or non-technical skills. Some abstract skills are embedded within the concept of Employability Skills - 

sometimes referred to as key skills, core skills, life skills, essential skills, key competencies, necessary 

skills, transferable skills or generic skills.  

Currently, there are eight Employability Skills: 

o communication 

o teamwork 

o problem solving 

o initiative and enterprise 

o planning and organising 

o self-management 

o learning 

o technology 

These and other abstract skills (decision-making, situational awareness) can be difficult to assess 

through workplace observation, and it may be necessary to ask the applicant for specific examples 

that provide evidence of competence. 

  



Competency Conversation Recording Tools: Instructions for the assessor 

Assessors should read the following instructions and notes  

The Competency Conversation Recording Tools are assessment 

instruments used by the assessor to record ‘competency 

conversations’ interviews. Do not provide these assessment 

tools to the candidate in the interview. 

The competency conversation provides an opportunity for the 

candidate to confirm their knowledge as identified in the 

Candidate Self-evaluation Tools, and for you (the assessor) to 

assess aspects of relevant units of competency. 

How to complete the Competency Conversation Recording 

Tools 

The Assessor Guide provides detailed instructions for assessors 

on how to conduct the competency conversation. If you are not 

familiar with the process, go to that document and follow the 

step-by-step instructions. The following points summarise those 

steps and instructions. 

 Make sure the correct tools are selected… Use the 

appropriate unit of competency tool and questionnaire. 

 Prepare for the conversation… collate the assessment 

tools—that is, the recording tools only for the units you will 

assess at a given session (perhaps one or two unit of 

competency per session). Before providing the tools, 

remove any sections for any units in which the candidate 

has already been assessed as competent (including by credit 

transfer). 

 Advise the candidate… and agree to the venue. 

 Workplace venues are suitable… for most candidates 

the workplace provides a familiar setting where they 

may be more comfortable discussing their roles and 

capacities, and where additional natural evidence of 

workplace competency may be gathered (for example 

by observing the candidate in the workplace, or 

seeking documents). 

 Contextualise or change questions if required… the 

questions are discussion starters, and are not 

necessarily ‘fixed’. You may alter the wording and can 

ask follow-up questions in a conversational style. 

 Support the candidates… ensure the candidate is as 

comfortable as possible. Take breaks if needed. Don’t 
try to cram too many unit of competency into one 

session. Staggered sessions will be more useful. 

 Record candidate responses… listen for the ‘key points 

to be addressed’ in the candidate’s response, and 

record notes on these as the conversation proceeds 

using the ‘Assessor notes’ section, checking also for 

additional requirements that might be in those 

sections. You could highlight points you wish to come 

back to, and you might need some time after the 

interview to finalise the recording tool.  

 Summarise findings… Use the ‘Outcomes…’ section at 

the end of each unit of competency to provide further 

details on the candidate, including examples that may 

be relevant in confirming competence. Add pages if 

needed. 
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