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Introduction

Individuals may apply for Recognition (incorporating Recognition /Recognition of Current Competencies/Recognition of Prior Learning) in all nationally recognised programs and courses offered by EQUALS International Pty Ltd.

EQUALS International Pty Ltd is a Registered Training Organisation (RTO) approved under the Australian Quality Training Framework (AQTF).  Registration number 3492.

This document will provide valuable information and be of assistance to individuals to:

(
understand the process of RECOGNITION ; and

(
initiate an application for RECOGNITION .

This document is to be used in conjunction with the qualification/unit specific information and evidence matrix which will be provided by your EQUALS Facilitator/Coach.

What is Recognition - RCC/RPL?

Recognition  (RCC/RPL) is based on the principle that you learn in many different ways throughout your lifetime - through work experience and life experience as well as through education and training.  Recognition takes into account those skills and experiences, no matter where these were learnt, to enable you to get credit in a course of study.

How can this happen?

Every Competency within training courses/programs offered by this organisation, including nationally recognised training programs and or training package/s, has a set of learning outcomes, together with assessment criteria, that must be achieved before you will be deemed competent in that Competency.  In broad terms the process of Recognition involves matching what you already know and can do with the learning outcomes of the course.  If you can show that you have already attained the learning outcomes for one or more Competencies you won’t have to do those Competencies.

In this way Recognition enables you to focus on developing skills and knowledge in new areas, rather than re-learning what you already know and can do.

Possible benefits of Recognition

If you can show that you have attained all of the learning outcomes for a Competency you will gain credit for that Competency, as discussed.

But even if you are not successful in claiming all of the learning outcomes and formal credit, the Recognition process can still help by clarifying what relevant skills you do and do not possess - so that the learning program for you can be tailored accordingly.

As an added benefit you will, during the Recognition process, assemble evidence of your achievements in the form of a permanent and portable record of your training competencies.

About this process

The process of Recognition as identified within this document will enable you to conduct a self-assessment as to whether or not an application for Recognition is warranted in your particular circumstance.

These documents, however, are not intended to be self-sufficient.  Throughout the Recognition process you may need to seek further detailed advice and assistance from either your EQUALS Facilitator/Coach, or your Workplace Mentor.  This document should be used in conjunction with the qualification and unit specific information that your EQUALS Facilitator/Coach will provide.

Should you require assistance before you lodge your application please contact your EQUALS Facilitator/Coach.

Your Facilitator / Coach is:  ____________________________  

Phone Contact:  __________________
After Hours Contact:  _____________________

For your local QLD office, please phone 1300 889 939
This Recognition process includes four sections as indicated below.

(
Section 1
Guide to the process


Provides you with a guide to the six stages of Recognition and background information.

(
Section 2
Learning outcomes and assessment criteria


Tells you the learning outcomes and assessment criteria for each of the course’s eight Competencies for an essential underpinning of the Recognition process.

(
Section 3
Portfolio


The documents and evidence you will need to provide should you wish to apply for Recognition for one or more Competencies.

(
Section 4
Supporting materials


This section includes examples of forms for you to submit

The above information will have introduced you to the process, now you can make the decision as to whether you are going to apply for recognition of your current skills.  

Please call our office if you wish to discuss anything further.

Guide to the Process

Section 1

Guide to the process

The six stages of Recognition
To help make the Recognition process clearer and more manageable it has been divided into six stages, as follows:



(
Stage 1

Information



(
Stage 2

Initial support and counselling



(
Stage 3

Portfolio completion



(
Stage 4

Assessment



(
Stage 5

Post assessment guidance



(
Stage 6

Certification

You should read this guide, before working on your portfolio.

Stage 1

Information

During this stage we will:

(
explain details about the Recognition process;

(
invite you to apply;

(
help you work out whether this course or qualification is suitable for you;

(
provide sufficient information to you (through interview, written material and/or introductory sessions) to help you decide whether or not to seek recognition.

By the end of this stage you will have decided whether you wish to continue to stage 2. If you do, then please return your ‘Intention to apply for Recognition’ form on page 28.

Stage 2

Initial support and counselling

Information and briefing sessions for individuals or small groups will provide the opportunity for you to:

(
ask questions and clarify your objectives in seeking Recognition;

(
obtain guidance and support from our staff and/or your workplace mentor;

(
look at what experience you have gained;

(
begin to consider the learning outcomes for relevant Competencies.

At this stage you should spend some time reflecting on your experiences.

You should make a brief note of all your relevant work and life experiences, in part B of the Portfolio, so that we have an overview of your history.  

In stage 3 (when you complete parts C and D) you will need to focus more specifically on experiences that relate to the learning outcomes and assessment criteria, and to locate relevant evidence where possible.

In preparation for that stage you should now start to look at the learning outcomes and assessment criteria (page no 24 Part D Competency Application).  You may start to think about what evidence of your experience you can gather to show that you can satisfy the assessment criteria.

Background information

As indicated earlier Recognition involves matching what you already know and can do, from your past experience, with the learning outcomes of the course.  You need to have a clear idea now of what the next stages involve.  The following aims to provide an overview.

Learning Outcomes

The learning outcomes come from the course’s competency-based curriculum or training package.  Each learning outcome has a set of ‘assessment criteria’ which are used to determine if the learning outcome has, in fact, been achieved. 

Experience gained

As you work through the Recognition process you need to ask yourself three related questions.

1.
What experience have I gained that has developed my knowledge and skills?

2.
Which aspects of that experience are relevant to the assessment criteria of the course?

3.
How can I prove that I can meet the assessment criteria; what evidence can I present?

Evidence

Any evidence that you can provide as proof should be submitted as a part of your application.

Evidence of whether you can meet the assessment criteria can be obtained through a variety of means including:

· oral or written questioning by your assessor

· documentary evidence, such as letters, statutory declarations, assignments, copies of qualifications, etc;

(
observation of you at work or in a simulated situation.

Further information on evidence is presented in stage 3 - when you should collate your evidence.

What experience could be relevant?

You should consider the experience you have gained in each of the three categories listed below.

(
Work experience


-
including paid and unpaid, full-time and part-time, etc

(
Education and training


including accredited and informal, training gained through work, etc

(
Life experience


-
including leisure, recreation, hobbies, etc

Any experience that has enabled you to develop knowledge and skills which relate to the assessment criteria should be considered as it could be relevant.

What matters is whether the knowledge and skills gained help you meet the assessment criteria - not where or how they were gained.

Stage 3

Application

The aim of this stage is for you to document a claim for Recognition.  This involves carefully selecting and organising evidence.

By the end of this stage you need to complete the following parts of your portfolio:

Part A – Contact Details


page 20

Part B – Experienced gained


page 21

Part C - Competency(s) claimed

page 23

Part D:
Competency application.

(page 26 & provided by RTO)

You must also submit your portfolio of evidence.

Completing Competency applications

As this will be a new experience, you may need to be provided with further information, materials and advice on how to complete your applications. Please contact our office if you need help as you work through these steps.

You should carefully consider the learning outcomes and assessment criteria for each of the Competencies.  You may find that your prior experience relates to more Competencies than you initially suspect.

Each application includes a self-assessment form which is to be completed by you.  In the ‘Evidence available’ section a brief summary of the evidence submitted in the application is required, together with an indication of where the evidence relates to the assessment criteria (as shown in the examples on pages 12 & 16).

When completing your Competency applications you need to make sure that:

(
it is clear which learning outcomes are being claimed;

(
it is clear which evidence relates to which learning outcomes and assessment criteria;

(
the applications are clear, concise and without error;

(
the evidence is arranged systematically.

You may like to use either of the approaches suggested below as you work on your applications.

Approach 1:
Starting from learning outcomes

(
Look at the self-assessment form for each Competency, learning outcome by learning outcome.

(
Consider if and how you have achieved each learning outcome (can you satisfy the assessment criteria?)

(
Produce evidence of how you can meet the assessment criteria.

(
Complete details in the self-assessment form.

Approach 2:
Starting from experiences (ie see page 12 for example)

(
Start by working from your experience (which may relate to a number of Competencies).

(
Decide which experiences relate to the learning outcomes and assessment criteria.

(
Produce evidence of those experiences.

(
Complete details in the self-assessment form.

Whichever approach is used, the aim is to match your experience and the learning outcomes.

The following example shows the matching process you might go through as you consider one of the learning outcomes in the course, prior to completing your application.

Example Only

Competency:
‘Preparing and delivering training sessions’

Learning outcome 2

Deliver a training session.

	Assessment criteria

	Relevant experiences

	2.1
Use learning materials effectively
	Conducted a range of training  sessions at work
(relevant to 2.1-2.6).



	2.2
Use interactive communication skills including listening and responding, giving and receiving feedback and appropriate questioning techniques
	Conducted outdoor learning activity courses for high school children through Rotary (especially relevant to 2.2 - 2.4).



	2.3
Demonstrate a range of appropriate learning activities.


	Various learning activities used in training

(See session plans)

	2.4
Establish a learning environment which facilitates trust and mutual respect.


	(See session plans)

	2.5
Use appropriate strategies to arouse and sustain trainees’ motivation to learn.


	(See session plans)

	2.6
Gather feedback 
	Used feedback forms


Working with others

You are encouraged to get support and advice from others you can confide in and get honest and supportive feedback from them.  This may include other applicants, or a workplace mentor.  In fact, you will find that it is also useful if you get an opportunity to look at another applicants’ evidence and to comment on it.  This can provide useful practise in considering how the evidence aligns with the learning outcomes and assessment criteria.

Submitting the portfolio

You should submit all parts of your portfolio (parts A-D) together - after making a copy for your own records.  There may be a set date by which this must occur.  Your EQUALS Assessor/Coach  will keep a record of the claim and send a notification of their receipt of the application to you.

Background information

Evidence

The evidence presented must clearly relate to learning outcomes and assessment criteria in the curriculum.

In some cases one piece of evidence will be relevant to a number of assessment criteria or to a number of learning outcomes.  Such evidence can be used to support a claim for a number of criteria or outcomes.

Kinds of evidence

Three types of evidence can be submitted: direct, indirect, and supplementary.  Some examples of each are presented below.

Direct evidence shows your own work, for example:

· 
Video tape or audio tape

Eg, a video tape or audio tape of you demonstrating your skills.


-
This could be used, for example, to show evidence that

 you have training delivery skills.

· 
Role play or simulation

If it is not possible to assess competence directly in a workplace, an artificial situation can be created which imitates workplace arrangements.

In a role-play you are presented with a workplace situation.  You are asked to take on a particular work role and to demonstrate particular skills.  Role-plays offer opportunities to assess a wide range of interpersonal skills and behaviour.

A simulation is where you are asked to complete a particular task in a similar environment to the workplace.

Indirect and Supplementary evidence is used when it is not possible or desirable for you to be assessed on your actual performance of tasks.  It is information about you, which is gathered from others.  Some examples are given below.

· References

These could be letters of reference from employers or others who have worked 
with you in paid or unpaid work (eg in a community group).

· Documents relating to courses

· Evidence relating to any course which has enabled you to develop relevant skills and knowledge can be submitted - including short courses and courses that have been studied at work, or for interest.  The course may have been done in Australia or overseas.

· The evidence may include certified copies of awards (eg certificate, diploma or bachelor), statements of results, or statements of attendance.

· Statutory declarations

· A statutory declaration is a written statement that is signed in the presence of an authorised person.  It is a legal document and there are penalties if the information is false.  For example, you could submit a statutory declaration from a course or workshop leader to verify your attendance.

· Prizes or awards that have been received.

The appropriate kind and amount of evidence

What kind of evidence should you include in your application for a Competency?  How much should you include?

The answer to these questions should take into account the level of ‘risk’ associated with the Competency: low, medium or high.  The level of risk is associated with the degree of risk involved if recognition is wrongly granted.

Firstly, some Competencies are more critical or important than others or they involve the Recognition of a range of complex skills.  The table on page 16 shows the level of risk we have assigned to each Competency.

Secondly, the level of risk increases as more learning outcomes or Competencies are claimed.  Limited claims are considered to represent a lower risk because further training, and by extension, further assessment will take place before you are considered to have met the requirements of the course.

As the level of risk increases, the rigor of the assessment process must increase.  This means:

(
two assessors should be involved in the assessment;  or

(
more evidence is required to prove competence; or

(
it is more likely that direct evidence will be needed  (indirect and supplementary evidence is more likely to be sufficient in the case of lower risk Competencies or smaller claims).

Evidence can be generated in two stages: 

· primary, submitted on the application; or

· secondary submitted in response to the assessor.

The table on the next page shows examples of the primary evidence that could be submitted for Competencies, and a range of possible assessment methods suggested to generate secondary evidence, if that is required.

However, you should not be limited to the suggestions made.

	Competency
	Risk
	Primary evidence (examples)
	Secondary evidence (examples of methods to use)

	eg only
Promoting training
	low
	- examples of promotional 

  material

- referees report
	- oral questioning

- written questioning

	eg only
Assessor training
	high
	- documentation relating to 

  assessments conducted
	- oral questioning

- simulation exercise

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


1. Please write in the Competencies, that you wish to have considered for Recognition , in the blank spaces as provided above.

2. With your assessor, please complete the remaining boxes so that you understand what types of evidence will be required.

If there is insufficient space (ie you have more Competencies), please ask your assessor to copy this page before completion.

Cost efficiency

When considering how much evidence is appropriate the need to provide enough should be balanced with the need for the process to be cost-efficient.  From the assessor’s point of view too much evidence will make the process inefficient.

Key features of evidence

When supplying evidence there are a number of issues that must be considered about the evidence supplied.

Evidence should be:

· valid

· authentic

· sufficient

· current

In addition assessors must check that the assessment of evidence is reliable.

Valid

In order for Recognition to be granted for a Competency the evidence must, in total, cover the broad range of knowledge and skills required to satisfy the assessment criteria.

Authentic

Assessors need to satisfy themselves that any direct evidence on which they make their judgements is your own work.

Current

Assessors need to review and judge any evidence - whether it relates to current or past situations - to determine your current competence.  They may need to check that any competencies demonstrated in the past are still held.

Sufficient

Assessors must have sufficient evidence to make a judgement about competence.

Reliable

Assessment practices should be monitored and reviewed to make sure there is consistency in the interpretation of evidence.

Clarifying gaps

As you discover gaps in your background experience you will become clearer about any areas you need to focus on in the course.

Stage 4

Assessment

The aim of this stage of the Recognition process is for the assessor to determine, through a systematic review of the evidence, whether you have achieved the learning outcomes.

The EQUALS Assessor (or assessors) will review the portfolio, judging the primary evidence against the learning outcomes and assessment criteria in each of the Competencies claimed.  You may be asked to meet with the assessor to go through the portfolio and clarify the evidence presented.

If there is not enough evidence to make the judgment at this time you may be asked to supply more evidence, to complete assignments or to demonstrate certain skills in the workplace or in a simulated situation.  The assessor may wish to communicate with your manager, supervisor or workplace mentor.

Your assessor will negotiate these assessment strategies with you if the need arises.

Stage 5
Post assessment guidance

The aim of this stage is to:

(
encourage you to reflect on the Recognition outcomes and to then set appropriate learning targets;

(
inform unsuccessful applicants about appeals;

(
obtain your feedback about the Recognition process and ways to improve it.

Notification and feedback

You will be notified in writing about the results of the assessment of your portfolio. This information should be retained by you for future reference.

You will receive notification of the result of your application and if you have met all the requirements of the Competency/ies, you may either receive a Statement of Attainment or the an actual Certificate (i.e. depending on National Industry requirements).  This will be explained at the interview stage.

Appeals

You have the right to appeal against the assessment decisions.  The appeal process involves seeking reassessment of the portfolio.  In the first instance, contact your assessor to discuss the situation.  It may be necessary to have your evidence assessed by a third party.

It is important that you receive prompt and constructive feedback.  A meeting between your Recognition Assessor and you may be arranged.  If you need to complete further study to meet the requirements of the course, a learning plan can be devised for you at that time, which takes into account the results of the assessment and sets out how you will complete the course requirements.  In addition, you may be assisted in setting further learning targets.  These may, for example, relate to other courses or to other skills development opportunities.

Stage 6
Certification

The aim of this stage is to recognise the outcome of an assessment by issuing your credential and by entering your results on our database.

Checklist of tasks

Stage 1
Information



(
read information sheet



(
sought further help as needed

Stage 2
Initial support and counselling



(
attended briefing session about portfolio

development if needed

· completed ‘intention to apply’ form

· completed ‘enrolment’ form (F001)

· received a ‘student handbook’ (F002)

Stage 3
Portfolio completion



(
completed and lodged portfolio, including Competency 

applications

Stage 4
Assessment



(
assessment conducted

Stage 5
Post assessment



(
received notification of results including assessor 

reports



(
received information regarding appeals (if 

applicable)



(
lodged appeal (if applicable)



(
received counselling to prepare learning plan



(
completed and returned feedback form

Stage 6
Certification



(
portfolio returned with results entered

PART A
CONTACT DETAILS

Personal Details

Participant/Candidate Full Name:  ________________________________________

Address:  ____________________________________________________________

Employer/Organisation:  ________________________________________________

Contact Phone:  ______________________  Email:  _________________________

Evidence Declaration

I declare that the information provided in this document is wholly my own work and that all evidence (attached) is valid and authentic.

Candidate Signature:  _________________________________________________

Date:  ________ / ________ / _________

PART B
EXPERIENCE GAINED

This section will provide your assessor(s) with an overview of the experience you have gained during your life, which might help to identify evidence which you haven’t submitted.  

In part D you will be asked to focus in on experience that relates directly to the assessment criteria of the credential and to present evidence of your experience.  You may complete the details below, or submit a CV which provides the same information.  Insert your CV here if you wish to use one.

(1)
Work experience


Please complete the following about your work experience, either full-time or part-time, including any voluntary or unpaid work.


Begin with your present job, followed by the next most recent job and so on.

Present work:

	Name of present employer

	Your current position

	Period of employment

	Duties:

	

	


Previous work:

	Name of employer

	Your position

	Period of employment

	Duties:

	

	


	Name of employer

	Your position

	Period of employment

	Duties:

	

	


If you can’t fit all your work history in the space provided, please insert extra sheets.

(2)
Education and training

Indicate any education and training you have undertaken, including formal courses, adult education courses, training undertaken at work, etc.

Education/Training

Length of course

Year

.....................................................................................................................................................………………………………………………………......................................................................................................................................................…………………………………….…………………....................................................................................................................................................................................................................................................................................................…………………………….....................................................................................................................................................………………………………………………..………………………………………………………………………………………………………….

(3)
Life experience

Note any other activities you have done and/or are currently involved with, which have given you skills and knowledge which could be relevant to the Competencies for which you are claiming Recognition.

Leisure, recreation, hobby or religious activities could be noted, for instance.  Family or home-based activities could possibly be relevant too.

................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................................ 

PART C
COMPETENCIES CLAIMED

Recognition of Current Competency

I wish to apply for Recognition in the following Competencies:

	Competency Name
	Comments/Issues

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


1. Please write in the Competencies in which you are seeking Recognition.

2. If you have any issues regarding these Competencies, you can use the space next to each Competency or you can discuss with your assessor.

PART D
COMPETENCY APPLICATION

Recognition  Self-Assessment & Gathering of Evidence Process

1. You will need to ask your EQUALS Assessor/Coach for the Self-Assessment documents for each Competency in which you are seeking Recognition.

2. These documents will clearly describe the learning outcomes of each Competency together with the assessment criteria.

3. You must clearly demonstrate, through supporting evidence, that you can match all assessment criteria to each learning outcome in order to achieve competence for each Competency.

4. To each Competency you must attach any appropriate evidence by using an ‘Evidence Collected’ form (ie page no. 26).  You will need to copy this page if seeking RECOGNITION   for multiple Competencies.  Please see your EQUALS Assessor/Coach for assistance.

Your EQUALS Assessor/Coach will complete an ‘Assessor Report ‘ (page no. 27) for each Competency as applicable.

Instructions on completing this Recognition Guide for Participants

Please complete the following Recognition Form by completing the steps below:

Step 1:
Carefully examine the evidence requirements for each unit…

Read the Specific Evidence Required and Potential Evidence Could Include columns to help ascertain whether you have the necessary skills, knowledge, attitudes and prior learning, and other evidence to support your application for recognition.

Step 2: 
Identify which core and/or elective units you want recognition for…

If you feel you have the required evidence for a unit, indicate that you are requesting recognition by circling either Yes or No under the ‘Is recognition required’ column. 

Step 3:
Collate the required evidence…

Under the Summary of Evidence Submitted column, you must outline the evidence you are providing to demonstrate competency for each unit that you have requested recognition for. 
Step 4:
Attach the required evidence….

All evidence must be attached to this form and appropriately cross-referenced with the unit in which it relates.

Step 5:
  Complete the Review Checklist (p. 1)….
Step 6:
   Sign the Evidence Declaration (p. 1)….

Step 7:
   Submit the Application form and Evidence to EQUALS

Notes:

EVIDENCE COLLECTED (this document will be provided to the Applicant/Candidate in electronic format for ease of use.  This document should be used in conjunction with the relevant qualification and unit specific information.)
	Unit of Competency Code & Title

Unit Descriptor

Unit Elements
	Specific Evidence Required

(if any)
	Evidence 

Attached

(numbered)
	Potential Evidence Could Include

Please ensure that you demonstrate your answers to the ‘how’ statements below:
	Evidence 

Attached

 (numbered)
	Is Recognition Required
	Summary of Evidence Submitted (please cross-reference evidence by numbering).

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Please attach your numbered evidence after this page.

ASSESSOR REPORT

Candidate’s name:
___________________________________________

Competency Name:   …………………………………




(insert Competency name)

	Recognition
	Recognition

	claimed
	granted


Learning outcome 1





(

(
Learning outcome 2





(

(
Learning outcome 3





(

(
Learning outcome 4





(

(
Learning outcome 5





(

(
Learning outcome 6





(

(
Learning outcome 7





(

(
Learning outcome 8





(

(
Learning outcome 9





(

(
Learning outcome 10





(

(
Learning outcome 11





(

(
Learning outcome 12





(

(
Date of assessment
_________________________

Name of assessor
_________________________________________________

Assessor’s comments

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

Recommendations

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Signed
_______________________________________

INTENTION TO APPLY FOR RECOGNITION  

If you intend applying for recognition, please return this form to;
EQUALS International Pty Ltd

P O Box 483 

Kent Town  SA   5071
together with the prescribed fee.
(as per ‘Recognition Fee Schedule’).

Please make cheques or money orders payable to ‘EQUALS International Pty Ltd’.
Name


______________________________________

Home Phone

______________________

Work Phone

______________________

FEEDBACK ON RECOGNITION   PROCESS

Please complete this and return it to your Recognition facilitator.

1.
Did you receive adequate information on the Recognition process?


_______________________________________________________________


_______________________________________________________________

2.  Were you given the support you required for the completion of your portfolio?


_______________________________________________________________


_______________________________________________________________

3.
How much time did it take for you to complete your portfolio?


_______________________________________________________________

4.
How many Competencies did you apply for and for how many were you successful?


_______________________________________________________________


_______________________________________________________________


_______________________________________________________________

5.
What was the time taken between lodging your portfolio and being informed of the decision?  Do you think this was reasonable?


_______________________________________________________________


_______________________________________________________________

6.
How helpful was the counselling you received about the development of a learning plan?


_______________________________________________________________


_______________________________________________________________

7.
Any other comments on the Recognition process (please include positive and negative comments which may help us improve the process).


_______________________________________________________________


_______________________________________________________________
_______________________________________________________________

Thank you for taking the time to give this feedback.

INTENTION TO APPEAL

After checking the information on appeals provided by your EQUALS Assessor/Coach, if you intend to proceed, return this form to:

Name


______________________________________

Home Phone

______________________

Work Phone

______________________

I intend to appeal the Recognition assessment decisions in the following Competencies:

	Competency
	Reason
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