RECOGNITION OF PRIOR LEARNING (RPL) / CREDIT TRANSFER
POLICY AND PROCEDURE

1. Scope

This policy applies to all learners enrolled/seeking to enrol with Vibe College’s courses of study
and outlines the conditions under which Credit Transfer and Recognition of Prior Learning (RPL)
will be assessed/granted.

This policy aligns with the Standards for Registered Training Organisations 2015, whereby RTOs
are required to offer RPL to learners and must accept and provide credit to learners for units
of competency and/or modules (unless licensing or regulatory requirements prevent this)
where verifiable evidenced is provided.

It also serves to meet Vibe College’s obligations under the Standards for Registered Training
Organisations (RTOs) 2015 Standard 1, and National Code of Practice for Providers of
Education and Training to Overseas Students 2018 Standard 2.

2. Definitions

2.1 Credit Transfer

Credit for previous studies is not recognition of prior learning. Credit is producing evidence of
units of competency/qualifications previously undertaken and successfully completed. The
natfional Vocational Education and Training system is sfructured to support the recognition of
natfionally endorsed qualifications, skill sets and units of competency, regardless of where they
were issued within Australia.

Students must not be required to repeat any unit or module in which they have already been
assessed as competent (unless licensing or regulatory requirements prevent this).

If a student provides suitable evidence of the successful completion of a unit or module at any
RTO, Vibe College must provide credit for the unit or module (upon presentation and
validation of applicable evidence).

2.2 Recognition of Prior Learning

RPL is an assessment-only process, determining the competence of an individual acquired
through formal, non-formal and informal learning, to determine if they meet the requirements
for a unit of study. This may include:

* Formallearning —learning through a structured program and is linked to the attainment
of an AQF quadlification or statement of aftainment (for example, a certificate,
diploma, or university degree). (This does not include direct credit transfer where the
learner has completed the exact unit of competency (code and ftitle) with another
RTO - see Credit Transfer)

* Non-formal learning - learning through a structured program which does not lead fo
the attainment of an AQF qualification or statement of attainment (for example, in-
house professional development programs); and

* Informal learning - learning through experience of work-related, social, family, hobby,
or leisure activities (for example the acquisition of interpersonal skills developed
through several years as a sales representative).

Overseas qualifications are also recognised, provided that the National Office of Overseas
Skills Recognition (NOOSR) can substantiate the qualifications.
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3. Policy
All students/potential students have the right to apply for RPL or Credit Transfer. Should a
student choose to apply for RPL or Credit Transfer, Vibe College will provide the information
and support to assist them through this process.

Applications for Credit Transfer and RPL will be considered on a case-by-case basis and in a
timely manner to ensure that all applicants are able to make well-informed choices about
study options by taking info account the recognition to which they are entitled.

Applicants should check the box on their enrolment form to indicate their intent to apply for
Credit Transfer and/or RPL. Post-enrolment, applicants should request an application form for
Credit Transfer/RPL from Student Services at their respective campus.

Students seeking to apply for credit transfers/RPL, are encouraged to do so prior to
commencement of their course enrolment. Students are sfill eligible to apply for credit
fransfer/s or RPL during their course, however, if the application is not made within the first two
weeks from the commencement date of the unit in question, there will be no adjustment of
fees for the cost of the unit, and the application fees for the credit transfer/RPL request will still
apply.

Vibe College assessors are obligated to ensure the validity, currency, authenticity, and
sufficiency of evidence submitted in their consideration and evaluation of all applications.

All written evidence must be submitted in English. It is the applicant’s responsibility to have the
documents franslated into English by a recognised authority, e.g., National Accreditation
Authority for Translators and Interpreters (NAATI).

Credit Transfer/RPL entitlements may have an impact on the structure and duration of a
learner’s qualification. If granfing of RPL/Credit Transfer results in the shortening of the actual
duration of the course of an international student, the student will be issued with a new CoE
and the Department of Home Affairs will be nofified via PRISMS.

Note: As an RTO, Vibe College is not obliged to issue a qualification or statement of
attainment, that has been achieved wholly through recognition of prior learning of units
and/or modules completed at another RTO.

3.1 Evidence to Credit Transfer
Applications for Credit Transfer must include units of competencies completed, duration of the
course and evidence of completion (certificate and franscript or statements of attainment).

3.2 Evidence for RPL

Applicants for RPL will be provided with, Stage One Tool Kit to undertake a self-assessment.
Applicants will also be provided with an opportunity to discuss their application with a Trainer
if required. Trainer will review completed Stage One Tool Kit and make an evaluation as to
whether the student is eligible for RPL. If identified as ineligible, student will be advised in wrifing.

If eligible, applicant will be sent Stage Two Tool Kit, which provides direction for completion of
the RPL process, including what supporting documentary evidence they will need to provide.

Written evidence may include the following:

» transcripts, academic records, course subject outlines

* site training records, statements of attendance/certificates relating to business in-
house courses, workshops, seminars.

+ detailed Résumé (CV)

e position descriptions

* relevant licences
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* references/testimonials/Statements of Service/letters of support from current and/or
past employers (must be on official company letterhead and provide current contact
details of the employer)

* third party reports

* diaries/task sheets/job sheets/logbooks

* membership of relevant professional associations

e portfolio of work

RPL applicants must be made aware that that they will be required to demonstrate recent
industry currency in relation to required industry skills, knowledge and understanding. For

industry currency to be considered ‘recent’, applicants must be able to prove they have
worked within the applicable industry within the last 2 to 3 years.

RPL applicants may be required to engage in a ‘Competency Conversation’, providing oral
answers to questions to demonstrate knowledge and understanding. They may also be asked
to demonstrate specific skills or to complete assessments.

For offshore applicants and online students not living within reasonable travel distance to a
campus, competency conversations may be conducted by telephone, skype or web
conferencing.

Assessors may also require direct observations of a particular task, skill or activities which may
take place in a simulated or actual workplace environment.

3.3 Assessment Timeframes

Applications for Credit Transfer and RPL will be assessed by an appropriately qualified Vibe
College member of staff within 10 working days. Note, Assessors may require RPL applicants
to provide addifional evidence, information or to participate in practical observations and/or
demonstrations.

3.4 Evidence and Record Keeping

The in line with Vibe College’s obligations under the Education Services for Overseas Students
(ESOS) Act 2000, all records are to be retained for a minimum period of two (2) years from the
date the student completes their final course with Vibe College, or from the date on which the
stfudent’s internal appeal is finalised if later than the enrolment end date, and where
applicable.

4, Applicable Fees

Credit Transfer: An administration fee applies for all evaluation and processing of credit
transfers.

RPL: A service fee applies to each unit of competency being applied for, irespective of
outcome of submission.

Please check with Vibe College for more information of applicable fees.

4.1 Credit Transfer Procedure
Pre-enrolment: applicant to tick box on enrolment form indicating they are seeking Credit
Transfer/s.

Post enrolment: applications for Credit Transfer post enrolment can be accessed through
Student Services. Process will then follow the same steps as below for pre-enrolment however
student must be informed that if the application is not made within the first two weeks from the
commencement date of the unit in question, there will be no adjustment of fees for the cost
of the unit and the application fees for the credit fransfer will still apply.

1. Applicants will be sent a Verification Permission form. Applicant o complete and sign
form and attach copy of Transcript or Statement of Attainment (SoA).
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2. Application will be reviewed by RTO Manager, including verification of authenticity of
Transcript/ SoA. RTO Manager to complete Credit Transfer Review Form based on
findings.

Student will be advised in writing of approval or denial of application.

4.  Student admissions team shall issue an offer letter and written agreement reflecting the
Credit Transfers approved

5. Once the student sign and accepts the new offer letter and written agreement, RTO
Manager will coordinate with Data and Reporting Officers to apply Credit Transfers to
units in the student’s Account within the student management system.

6. If the granting of Credit Transfers, results in the shortening of the duration of the course of
an international student, the student will be issued with a new CoE and the Department
of Home Affairs will be notified via PRISMS.

All records relating to requests/granting of credit transfers will be maintained on the student’s

account within the College’s student management system.

5.1 RPL Procedure

Pre-enrolment: applicant to tick box on enrolment form indicating they are seeking to pursue
RPL.

Post enrolment: applications for RPL post-enrolment can be accessed through Student
Services. Process will then follow the same steps as below for pre-enrolment; however, student
must be informed that if the application is not made within the first two weeks from the
commencement date of the unit in question, there will be no adjustment of fees for the cost
of the unit, and the application fees for the RPL will still apply.

1.  Applicant will be provided with Stage One Tool Kit to undertake a self-assessment.
Applicants will also be provided with an opportunity to discuss their application
with a Trainer. Trainer will review completed Stage One Tool Kit and make an
evaluation as to whether the student is eligible for RPL.

2. If identified as ineligible, student will be advised in writing.

3. If eligible, applicant will be sent Stage Two Tool Kif, which provides direction for
completion of the RPL process, including what supporting documentary evidence
they will need to provide.

4.  Trainer will contfinue to work with applicant throughout the RPL process.

5. Once completed and approved, information will be provided to the Data and
Reporting Officers to apply RPL codes to the units in the student’s Account in the
student management system.

6. If the granting of RPL results in the shortening of the duration of the course of an
international student, the student will be issued with a new CoE and the
Department of Home Affairs will be notified via PRISMS.

All records relating fo requests/granting of credit fransfers will be maintained on the student’s
account within the College’s student management system.

5.2 Appeals

If an applicant is not satisfied with the RPL/Credit Transfer decision, he/she may appeal against
the decision, with the appeal to be lodged within 21 working days of the date of the decision.
Please refer to Vibe College Complaints and Appeals Policy and Procedure. It can also be
accessed from the College website: www.vibecollege.edu.au.
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