
What is Credit Transfer? 
Credit Transfer (CT) recognises equivalent formal study that you have 

completed through a school, TAFE, university or other training organisation.  

No extra training or assessment is required. To apply for CT you will need to 

provide certified true copies of any supporting documentation, for example, 

statements of attainment (not required if those units were studied at RMT). 

What is Recognition of Prior Learning 
(RPL)? 
RPL recognises any prior knowledge and skills gained through work and life 

experience and measures it against units in a specific qualification.  You may 

not need to complete all of a training program if you already possess and can 

demonstrate, the skills and knowledge required? These will be assessed 

against units in a qualification.  RPL has many benefits: 

 students can finish their courses earlier 

 study loads and costs are reduced 

 the student can take on additional study leading to further qualifications 

 by identifying existing skills, RPL can effectively target gap training 
requirements 

Skills Recognition means you do not have to undertake training in areas 
where you can prove you already have the skills or equivalent training.  
This can be through Credit Transfer (CT) or through Recognition of 
Prior Learning (RPL). 

Be Recognised... 

1. An initial meeting with your assessor so you have the opportunity to ‘tell 
your story’. 

2. A plan will be determined on how best to proceed with the skills 
recognition application. What will be RPL, what will be Credit Transfer 
and what gap training is required. 

3. Complete RPL application, Credit Transfer application and enrolment 
forms as required. 

4. Gather together appropriate evidence (see overleaf for types of evidence). 

5. Generate further evidence with your assessor (see overleaf). 

6. The evidence will be assessed by your assessor and a result determined. 

7. The assessor gives you the outcome of your RPL application, including 
units where you have successfully gained RPL as well as units where you 
have been unsuccessful in gaining RPL. 

8. If gaps in your skills are identified, a training plan is developed. The plan 
may recommend further evidence for the RPL, and may also include a 
training and assessment pathway. 

9. RMT is committed to providing a cost effective recognition service. The 
RPL fee is set by each department for more information contact your 
assessor.  

10. If you do not agree with the result of your application, you should discuss 
this with the assessor. If a resolution cannot be reached, you will be 
referred to RMT’s student grievance/appeals procedure. 

After you decide to go ahead with the RPL process, you will need 
to follow these steps under the guidance of your assessor 

The RPL process... 
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Evidence generating 

If more evidence is required, the RPL assessor helps 
you to generate that evidence by any of the following 
methods. 

 Professional Conversation, (interview/
questions) with the Assessor using their 
professional judgement. 

 Workplace visit and assessment. The assessor 
will come to see you in your own workplace. 

 Observation in a simulated environment. 

 Up-front assessment You may be required to 
complete an up-front assessment. Your RPL 
assessor will discuss this with you if required. 

Types of evidence 

The RPL assessor works with you to generate or gather 
relevant evidence in support of your application.  The 
types of evidence that could be used are: 

 CV/resume (not evidence but a valuable tool to 
remind yourself and your assessor) 

 position descriptions (need to be signed by 
workplace supervisor as a real workplace 
document) 

 statements of attainment from previous studies, 
both formal and informal 

 records of workplace training 

 samples of work documents, reports, projects 

 scenarios of workplace activities or workplace 
observations 

 emails 

 verified photos of work done 

 log books/job sheets 

 references/third party reports from supervisors 

 records of activity such as diary or journal 
entries 

 reports on projects you have worked on 

 written documents 

 minutes of meetings 

 volunteer work (eg, SES, sporting clubs) 

 assessment assignment from previous studies 

 business plans or marketing plans you have 
developed 

 performance appraisal reports. 

Assessment of evidence 

After generating/gathering the evidence, the RPL  
assessor evaluates it to make sure it  is: 

 valid. The evidence must focus on the broad 
range of knowledge and skills specified in the 
units of competency or modules of the course. 

 sufficient. Enough evidence must be collected 
and/or generated to satisfy assessors that you 
are competent across all aspects of the units of 
competency or modules. 

 current. The RPL assessor must be satisfied 
that your skills and knowledge are up-to-date. 

 authentic. The RPL assessor must be satisfied 
that the evidence collected actually relates to 
you. Your  manager, or reliable third parties, 
should verify any evidence you submit to 
ensure that your evidence is authentic. 

RPL is offered prior to commencement of study 

Client completes enrolment and RPL application 

Gather evidence eg resume, position description,  
certified transcripts 

Generate evidence eg interview/questioning, 
workplace assessment, observation of tasks 

Assessment of the evidence 
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Fees and charges 

RMT is committed to providing a cost-effective skills 
recognition service to current and prospective students. 

For further information on fees contact the relevant 
department or refer to the website for current fees and 
charges. 

Statements of 
Attainment 

The RPL Flowchart 


