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[bookmark: _Toc374355605][bookmark: _Toc413853986]Section 1
This RPL Assessment Tool Kit has been developed as a resource to assist Fed Uni RPL Assessors by providing a set of quality assessment tools, which can be used to conduct RPL assessments for whole-of-qualification or unit(s). 
The Kit also includes a Student RPL Information and Self-Assessment section which is issued to a student following their initial enquiry re RPL.
A sound knowledge of assessment and the qualification is essential for the user of this Kit. It is also important to have a good understanding of the competencies and qualification/s appropriate to the student’s goals. The kit should be customised to suit the needs of the student, employer/industry or Assessor and should reflect the purpose for which it is being used.
Assessing a single unit of competency is rarely cost or time effective. Where possible, effort should be made to assess several units at the same time taking advantage of any commonality in content (clustering).  This means looking at the whole picture of a particular job role as it happens in industry and assessing holistically. This saves valuable time in the assessment process.  
This tool provides a range of assessment tasks to maximise the student’s opportunity to demonstrate competence:
· Portfolio of Evidence
· Demonstration of practical skills (may not be applicable in some instances)
· Interview questions 
· Third Party Reports
Authentication of evidence is integral to RPL assessment. It is critical information gleaned from the interview and observation be confirmed with those who can vouch for the student’s skill over time. Supervisors would generally perform this role.  Authentication may also be done through the interview process but it cannot be stressed enough that it is essential for assessors to take careful notes to back up and record their judgement.
Recording assessment is critical. Keep careful records of all aspects of conversations, skills demonstration or documentation viewed that support the claim of prior learning.  Remember – the record is the document that makes sense of the assessment and why a particular judgment was made.  Keeping detailed notes about the student’s response is vital, as is the rationale for judgement.
The assessment record is a legal document and must be signed, dated and stored according to requirements of the VET Assessment Procedure and VET Recording Student Results Procedure. 
It is recommended that prior to using this kit for the first time, and after any modifications or customisation, this RPL Assessment Tool Kit be verified by the user to ensure it meets the required NVR or Australian Qualification Training Framework Standards (AQTF), relevant Training Package requirements and Fed Uni policies and procedures.


[bookmark: _Toc374355606][bookmark: _Toc413853987]Explanation of RPL documents
Student’s RPL Information and Self-Assessment form (Part A): This document is for the student to assess their suitability for RPL process, by asking them to consider each of the points and assess their ability against the task. It has been broken into smaller skill groups, clustering like activities together to enable ease of completion. This allows the student to consider if they have sufficient evidence for RPL. 
Portfolio evidence and recording form (Part B): This tool aims to gather evidence from different periods of time and in differing circumstances. 
The appropriateness and trustworthiness of the evidence provided by the student within the portfolio of evidence must be:
· Current - not more than five years
· Authentic - it is the student’s and/or part of a team contribution
· Sufficient - enough evidence to demonstrate competence against the entire unit of competency, including the critical aspects of evidence 
· Valid - matches the unit of competency 
The portfolio of evidence should not be just an overall collection of the student’s work, past assessment outcomes or checklists. It must include samples of work that highlight the indicators required to be demonstrated.  Consideration of evidence across time and varying contexts must be evident.
The student is permitted to clarify the requirements of this portfolio which may be presented in an electronic or paper based format.
Third Party Report (Part B, Section 1): The third party verification report is provided to referees, for example the supervisor, to confirm the student’s skills and experience in the qualification/occupation. It is important to note that third party reports are not always available and that Assessors are recommended to use their professional judgement to determine if this is a requirement. Assessors are to ensure that they have briefed the third party as to the requirements of each of the units of competency. 
Practical Tasks and Observation Recording Sheets (Part B, Section 1): These tools are designed to guide the Assessor and student through a workplace observation, proving the student’s ability to conduct the specific tasks and skills required for recognition of competency in the particular area. 
Interview Questions (Part C, Section 1): The interview question is the final stage of the process, in which the Assessor and the student confirm the knowledge by discussing a series of questions. Each of these questions includes a series of Key Points which may assist the Assessor in guiding the discussions.
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[bookmark: _Toc374355609][bookmark: _Toc413853990]Student to complete Self-Assessment
The Initial Interview should allow the student to discuss their knowledge and skills as identified by their Self-Assessment against relevant units of competency. The discussions can also include consideration of the relevant evidence that the student may have – and which can be included in the portfolio.
[bookmark: _Toc374355610][bookmark: _Toc413853991]RPL assessment tools:
The following assessment templates have been developed. Assessors will need to select the most appropriate methods for the assessment and complete the mapping template to ensure coverage of the unit/s. The generic instructions below describe how to use each method. 
A. [bookmark: _Toc374355611][bookmark: _Toc413853992]Portfolio
Use the recording form that is provided to the student to record decisions against the evidence.
B. [bookmark: _Toc368578411][bookmark: _Toc368578730][bookmark: _Toc368579461][bookmark: _Toc368579520][bookmark: _Toc368579573][bookmark: _Toc368579626][bookmark: _Toc368579717][bookmark: _Toc368579828][bookmark: _Toc368579944][bookmark: _Toc368579999][bookmark: _Toc368580052][bookmark: _Toc368580686][bookmark: _Toc368580772][bookmark: _Toc368580843][bookmark: _Toc368580961][bookmark: _Toc368581014][bookmark: _Toc368581067][bookmark: _Toc368581230][bookmark: _Toc368581353][bookmark: _Toc368581410][bookmark: _Toc368581465][bookmark: _Toc368581615][bookmark: _Toc368578412][bookmark: _Toc368578731][bookmark: _Toc368579462][bookmark: _Toc368579521][bookmark: _Toc368579574][bookmark: _Toc368579627][bookmark: _Toc368579718][bookmark: _Toc368579829][bookmark: _Toc368579945][bookmark: _Toc368580000][bookmark: _Toc368580053][bookmark: _Toc368580687][bookmark: _Toc368580773][bookmark: _Toc368580844][bookmark: _Toc368580962][bookmark: _Toc368581015][bookmark: _Toc368581068][bookmark: _Toc368581231][bookmark: _Toc368581354][bookmark: _Toc368581411][bookmark: _Toc368581466][bookmark: _Toc368581616][bookmark: _Toc374355612][bookmark: _Toc413853993]Recording of the practical tasks
Use the Observation Recording Sheets for each of the practical tasks to document the skills and knowledge demonstrated by the student in completing each of the required tasks. 
These practical tasks may be modified to suit the context of the student’s workplace, job role or their work environment. Modifications are to be included on the advice to the student and/or the recording sheet.
All tasks need to be satisfactorily demonstrated.
It is important to remember that any additional notes made by the Assessor during the observation of the practical demonstration are important evidence and should be retained as part of the student’s assessment records.
While performing the various practical tasks, it is important that the principles of Occupational Health and Safety, and workplace safety requirements be met at all times.
Assessors need to ensure that the specifications for materials/resources used in the practical tasks are consistent with those in the critical aspects of evidence. (Refer to the Mapping of Assessment Tools document for more information.)
C. [bookmark: _Toc368578414][bookmark: _Toc368578733][bookmark: _Toc368579464][bookmark: _Toc368579523][bookmark: _Toc368579576][bookmark: _Toc368579629][bookmark: _Toc368579720][bookmark: _Toc368579831][bookmark: _Toc368579947][bookmark: _Toc368580002][bookmark: _Toc368580055][bookmark: _Toc368580689][bookmark: _Toc368580775][bookmark: _Toc368580846][bookmark: _Toc368580964][bookmark: _Toc368581017][bookmark: _Toc368581070][bookmark: _Toc368581233][bookmark: _Toc368581356][bookmark: _Toc368581413][bookmark: _Toc368581468][bookmark: _Toc368581618][bookmark: _Toc368578415][bookmark: _Toc368578734][bookmark: _Toc368579465][bookmark: _Toc368579524][bookmark: _Toc368579577][bookmark: _Toc368579630][bookmark: _Toc368579721][bookmark: _Toc368579832][bookmark: _Toc368579948][bookmark: _Toc368580003][bookmark: _Toc368580056][bookmark: _Toc368580690][bookmark: _Toc368580776][bookmark: _Toc368580847][bookmark: _Toc368580965][bookmark: _Toc368581018][bookmark: _Toc368581071][bookmark: _Toc368581234][bookmark: _Toc368581357][bookmark: _Toc368581414][bookmark: _Toc368581469][bookmark: _Toc368581619][bookmark: _Toc374355613][bookmark: _Toc413853994]Third party
Assessors are to verify that the Third party report/s were completed by the identified person. That could be undertaken through a phone call or a brief interview. 
D. [bookmark: _Toc368578417][bookmark: _Toc368578736][bookmark: _Toc368579467][bookmark: _Toc368579526][bookmark: _Toc368579579][bookmark: _Toc368579632][bookmark: _Toc368579723][bookmark: _Toc368579834][bookmark: _Toc368579950][bookmark: _Toc368580005][bookmark: _Toc368580058][bookmark: _Toc368580692][bookmark: _Toc368580778][bookmark: _Toc368580849][bookmark: _Toc368580967][bookmark: _Toc368581020][bookmark: _Toc368581073][bookmark: _Toc368581236][bookmark: _Toc368581359][bookmark: _Toc368581416][bookmark: _Toc368581471][bookmark: _Toc368581621][bookmark: _Toc368578418][bookmark: _Toc368578737][bookmark: _Toc368579468][bookmark: _Toc368579527][bookmark: _Toc368579580][bookmark: _Toc368579633][bookmark: _Toc368579724][bookmark: _Toc368579835][bookmark: _Toc368579951][bookmark: _Toc368580006][bookmark: _Toc368580059][bookmark: _Toc368580693][bookmark: _Toc368580779][bookmark: _Toc368580850][bookmark: _Toc368580968][bookmark: _Toc368581021][bookmark: _Toc368581074][bookmark: _Toc368581237][bookmark: _Toc368581360][bookmark: _Toc368581417][bookmark: _Toc368581472][bookmark: _Toc368581622][bookmark: _Toc374355614][bookmark: _Toc413853995]Interview 
The Assessor may use these questions to guide the interview, ensuring that the student addresses the key points identified for each question. 
These key points exist as a guide only, and the Assessor is encouraged to expand on them where necessary to satisfy depth of underpinning knowledge and skills.
It is recommended that the interview be conducted in the workplace, allowing the student access to documents, equipment etc. to support their statements.
It is not intended that every question for each competency be asked or discussed during the interview conversation. The only questions required should be those related to competencies that the initial documentary review has failed to fully address or issues that arose in the demonstration.
Each question provides key points to look for in the student’s responses. You may wish to use these key points to formulate questions of your own, contextualise, or rephrase the suggested questions to suit the student’s particular work situation.
On the Recording Sheets, place a tick next to each key point as it is addressed by the student during the conversation. By doing this, you are recording what you have heard the student say during the interview.
Use the Assessor’s Comments section next to each question to provide further details about the context of the discussion or other key points and examples the student has discussed that may be relevant in confirming competency. 
It is important to remember that the notes taken during the questioning interview are important evidence and should be retained as part of the student’s assessment records.
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The key points exist as a guide and the Assessor is encouraged to expand on them where necessary to satisfy depth of underpinning knowledge and skills The RPL interview should be recorded and questions identified by their Self-Assessment against relevant units of competency, issues or queries arising from the portfolio or the demonstration.
If the demonstration of tasks is identified as being required, then the interview may also be conducted in the workplace, allowing the student to access to documents, equipment etc. to support their statements.
Questions can be based on either a cluster of units or by individual units
	Record of Interview

	Student’s name:
	

	Assessor’s name:
	

	Please indicate the assessment methods:
	☐Interview
☐ Portfolio of evidence
☐ Practical task/s
☐ Demonstration of task/s

	Interview site:
	At Federation University 
☐ Mt Helen
☐ SMB
☐ Horsham
☐ Churchill

☐ In the workplace 	Name of Business:
Location of Business:

	Cluster (if relevant)
 <add label and title> 

	Units of competency (if not clustered)
<Add code & title>

	Question 1 – <type Question 1>

	Key points to be addressed by the student
	Assessor’s notes

	☐ <type expected response>
	

	☐ <type expected response>
	

	☐ <type expected response>
	

	☐ <type expected response>
	

	☐ <type expected response>
	

	Question 2 – <type Question 2>

	Key points to be addressed by the student
	Assessor’s notes

	☐ <type expected response>
	

	☐ <type expected response>
	

	☐ <type expected response>
	

	☐ <type expected response>
	

	☐ <type expected response>
	

	☐ <type expected response>
	

	☐ <type expected response >
	

	Question 3 – <type Question 3>

	Key points to be addressed by the student
	Assessor’s notes

	☐ <type expected response>
	

	☐ <type expected response >
	

	☐ <type expected response>
	

	☐ <type expected response >
	

	☐ <type expected response >
	

	Question 4 – <type Question 4 >

	Key points to be addressed by the student
	Assessor’s notes

	☐ <type expected response>
	

	☐ <type expected response>
	

	☐ <type expected response>
	

	☐ <type expected response>
	

	☐ <type expected response>
	

	Additional notes

	





	Assessor’s signature:
	Outcome:
(Please circle)
	S
(Satisfactory)
	NYS
(Not Yet Satisfactory)

	Assessor’s name:
	Date:


< Add rows for each unit / cluster being assessed – copy & paste>
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Complete the table as relevant to the Assessment methods selected 
<delete the methods not used>

	Qualification:
	

	Unit code & title /Cluster:
	

	Assessment method
	Conditions for assessment
<Insert below any specific instructions for the task>
	Task Decision Making Rule
<Insert below decision making rule. The following are examples>

	Portfolio
	
	All identified and required evidence is to be demonstrated to be able to confirm satisfactory completion.

	Third party
	
	For all third party reports, indicators are to be confirmed as ‘sometimes’ to be able to determine satisfactory completion.

	Observation
	
	All indicators are to be satisfactorily demonstrated. If questions are asked during the demonstration – all questions should confirm application of knowledge and skills. 

	Interview
	
	All questions are to be answered correctly.



Determination of competence
<Insert how evidence will be synthesised and how assessor will make decision of competence.>
Example - All assessment tasks as identified must be satisfactorily completed to be able to confirm competence.

[bookmark: _Toc372543946][bookmark: _Toc374355618][bookmark: _Toc413853999]Planning and Recording Documents
	[bookmark: _Toc368644696][bookmark: _Toc372543947][bookmark: _Toc374355619][bookmark: _Toc413854000]Evidence Mapping and Recording Matrix

	
Assessor Instructions: This section is for mapping of evidence collected across all assessment tasks and Third Party reports against the unit of competency requirements for the units / qualification. It is also used to note if evidence was provided as required. This confirmation or lack of confirmation of evidence will contribute to the final assessment decision which is recorded on the next template – RPL Evidence Record Sheet.

	Unit / Cluster

	Unit / Cluster
	Portfolio
	Confirmed
	Practical task
	Confirmed
	Interview
questions
	Confirmed
	Third Party

	Element 1
	
	
	
	
	
	
	

	Element 2
	
	
	
	
	
	
	

	Element 3
	
	
	
	
	
	
	

	Critical aspects of evidence
	
	
	
	
	
	
	

	Required knowledge
Knowledge Evidence
	
	
	
	
	
	
	

	Required skills
Performance Evidence
	
	
	
	
	
	
	

	Unit / Cluster
	Portfolio
	Confirmed
	Practical task
	Confirmed
	Interview
questions
	Confirmed
	Third Party

	Element 1
	
	
	
	
	
	
	

	Element 2
	
	
	
	
	
	
	

	Element 3
	
	
	
	
	
	
	

	Element 4
	
	
	
	
	
	
	

	Element 5
	
	
	
	
	
	
	

	Element 6
	
	
	
	
	
	
	

	Critical aspects of evidence
	
	
	
	
	
	
	

	Required knowledge
Knowledge Evidence
	
	
	
	
	
	
	

	Required skills
Performance Evidence
	
	
	
	
	
	
	

	Unit / Cluster
	Portfolio
	Confirmed
	Practical task
	Confirmed
	Interview
questions
	Confirmed
	Third Party

	Element 1
	
	
	
	
	
	
	

	Element 2
	
	
	
	
	
	
	

	Element 3
	
	
	
	
	
	
	

	Element 4
	
	
	
	
	
	
	

	Critical aspects of evidence
	
	
	
	
	
	
	

	Required knowledge
Knowledge Evidence
	
	
	
	
	
	
	

	Required skills
Performance Evidence
	
	
	
	
	
	
	


<Add / delete rows as required – copy & paste>

	[bookmark: _Toc374355620][bookmark: _Toc413854001]Evidence Record sheet

	The Assessor completes this table during the assessment to record the evidence collected.
It is expected that this evidence summary sheet (or similar) is attached to the evidence.

	Student’s name:
	Date:

	Core Unit (code)
	Unit Title
	Evidence collected
	Competency demonstrated

	
	
	Portfolio
	Practical task
	Interview/
questioning
	Third Party
Report
	Other evidence
	

	
	
	☐	☐	☐	☐	☐	☐ Yes
☐ No

	
	
	☐	☐	☐	☐	☐	☐ Yes
☐ No

	
	
	☐	☐	☐	☐	☐	☐ Yes
☐ No

	
	
	☐	☐	☐	☐	☐	☐ Yes
☐ No

	
	
	☐	☐	☐	☐	☐	☐ Yes
☐ No

	
	
	☐	☐	☐	☐	☐	☐ Yes
☐ No

	Elective units (code)
	Unit Title
	Evidence collected
	Competence demonstrated

	
	
	Portfolio
	Practical task
	Interview/
questioning
	Third Party
Report
	Other evidence
	

	
	
	☐	☐	☐	☐	☐	☐ Yes
☐ No

	
	
	☐	☐	☐	☐	☐	☐ Yes
☐ No

	
	
	☐	☐	☐	☐	☐	☐ Yes
☐ No

	
	
	☐	☐	☐	☐	☐	☐ Yes
☐ No

	
	
	☐	☐	☐	☐	☐	☐ Yes
☐ No

	Assessor’s name and signature:
	
	Date

	Student’s signature: 
	
	Date


<Copy and Paste rows as required>
	Warning: uncontrolled when printed 
Authorised by:.  
Document owner: CRICOS Provider No. 00103D	
	Insert position of Dean or Director who authorised this report. 
Insert staff position responsible for keeping this document/report current and compliant Insert file name here
	Original Issue: 28/11/2013
Current Version:30/05/2026 Page 14 of 14
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