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Candidate Information 

Introduction 

The purpose of this kit is to assist you to determine whether RPL is an appropriate assessment pathway for 
any units of competency included in the course you have enrolled in (or are seeking to enroll in). 

Provided in this kit is: 

1. A Qualification Summary – this gives an outline of the units included in the course, the elective choices 
and the qualification guidelines.  Use this summary to go through the list to see which units to look 
into further to determine suitability for RPL. 

2. Self Assessment Checklist – this is the tool that will help you determine whether RPL is suitable for you 
or not for each unit of competency.  It includes, for each unit, the unit name and code, its elements; 
the required skills and knowledge; as well as the critical aspects, context and resources required for 
assessment – as specified in the unit of competency from the nationally recognised Training 
Package/s.  

3. RPL Application Form. 

What is RPL? 

RPL is a process that recognises the knowledge and skills you already have.  It “assesses the individual’s 
non-formal and informal learning, gained through work and life experience, to determine the extent to 
which that individual has achieved the required learning outcomes, competency outcomes, or standards for 
entry to, partial or total completion of, a qualification.”1 

Therefore your RPL application should be based on your ability to demonstrate that you possess the level 
of skill and knowledge as outlined in each unit of competency you wish to apply for, and that you are able 
to apply them practically. The types of evidence that may be used to demonstrate your competence is 
discussed further on the next page. 

The RPL model used by Signet Institute is a guided and supported process that relies on your ability to 
demonstrate your competence by answering verbal questions from an assessor, providing referees, and 
where possible, assessing your practical skills in the workplace.  Unlike other RPL models, written evidence 
is used to back-up and support your RPL assessment, rather than being based entirely upon it.  The process 
will include a ‘Competency Conversation’ which gives you the opportunity to demonstrate and explain your 
level of skill and knowledge. 

How do I use this kit? 

In order to determine whether RPL is suitable for you, go through the summary of each unit provided 
within this kit.  Use the rating scale outlined below to give yourself a score on your ability to perform 
competently, the requirements of each unit. The score for each unit will enable you to see whether or not 
you should consider applying for RPL. Once you’ve determined that RPL is a viable option, the checklist 
assists you to start developing an evidence plan.  Once completed, the Checklist forms the basis of your RPL 
application. 

 

 
1 Definition taken from the Australian Qualifications Framework Handbook. 
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Qualification Summary 

Choosing your electives 

For the Diploma of Management there are a number of options for electives so the qualification summary 
gives an overview of the units available. Read through the units and select the ones that are suitable to 
your current, previous or intended future positions. 

These are the units you’ll go onto self-assess against in the Self Assessment Checklist. 

Choose units from the same subject area if possible – Where possible, it is best to choose a number of 
units from the same subject area because evidence used for RPL in one unit may also be used to 
demonstrate competence in another unit.  This is more likely to occur between units in similar areas.  The 
subject areas are shown as headings in the Qualification Summary. 

Follow the qualification rules on electives – Make sure you follow the guidelines provided in the 
qualification summary when selecting electives.  The rules are found at the top of the qualification 
summary. 

Not all units are included in the self assessment checklist – Because there are so many elective options for 
this qualification, not all units have been included in this RPL Kit.  Units included in the checklist have been 
selected by Client name.   

The Qualification Summary should be finalised once you have completed your Self Assessment – Once you 
have completed the Self Assessment Checklist (as per below) please go back to the Qualification Summary 
to indicate the units you have decided to complete through RPL and the ones you will complete through 
training and assessment (if any) – your skills gaps.  This summary will be sent in with your application. 

Self Assessment Checklist 

This is the tool that will help determine whether or not RPL is suitable for each unit of competency.  It 
includes, for each unit the unit name, unit code and unit descriptor, and a number of questions against 
which to rate your competency. 

A lot of the units in the Checklist are electives; therefore you don’t need to complete it for all units.  
Complete this only for the units that you think may be suitable for completing through RPL.  If you don’t 
think you have the required level of skill for a unit, there is no need to complete the checklist. 

As mentioned above, the Self Assessment Checklist helps you work out whether or not RPL is suitable for 
this unit.  Go through the requirements and rate your level of skill based on the scale below. 
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Skill Rating Scale 

0 = Not applicable: You do not believe this is relevant to the position or requirements of industry. 

1 = Not skilled: You are not competent in this area.  You require support in normal day-to day routines 
and you do not have the required skills and knowledge. 

2 = Not Competent – Limited skills: You have low depth of skill in this area, perhaps with ability in some 
areas but not all.  This indicates that you require intermittent support to complete these tasks including 
in routine and predictable situations.  You may have some skills and knowledge in this area but it is not 
in-depth. 

3 = Mostly Competent – Assistance required sometimes: You are able to perform most tasks and have 
some depth of skill.  You can perform competently during routine situations with occasional assistance 
required for complex application and non-routine situations. You have good skills and knowledge in this 
area but sometimes need to refer to others for support. 

4 = Competent without assistance: You have sound and in-depth level of skill & competency.  This 
indicates you are able to complete tasks independently, are able to respond appropriately to 
contingencies and are capable in a range of contexts both routine and non-routine.  You have in-depth 
skills and knowledge in the area. 

5 = Able to support others: You have detailed and advanced skills and are able to support and mentor 
others.  This indicates that you are able to provide leadership and support to others and have 
comprehensive skills and knowledge which may be more in-depth than required by this unit.  

When making your self-assessment, consider: 

• Are you able to perform the described criteria competently, consistently and in a range of situations and 
contexts?  Would you be able to perform the task in a different workplace or away from your normal 
working conditions?  Are you able to perform competently even when you are busy and when things go 
wrong? If yes, then you are likely Competent without assistance in this area and you may be able to 
support others. 

• Do you perform competently most of the time but you sometimes need support from others to provide 
re-assurance or guidance? If so, this may suggest you are Competent without assistance. 

• Are you able to perform competently but you would be unsure in other environments or if something 
didn’t go according to the usual plan?  If so, this suggests that you may be Mostly competent –
assistance required sometimes. 

• Are you able to complete some tasks described but not all of them?  If so, this indicates that you are Not 
Competent – Limited Skills 

Deciding which units to apply for RPL for 

Once you’ve given yourself a skill rating in the Self Assessment Checklist, the ratings will give an idea about 
whether you should go onto develop an Evidence Plan for this unit.  

If you have rated yourself at a 4 or 5, then it is worth pursuing RPL for the unit and you should go onto 
develop an Evidence Plan for this unit (` D).  
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If your rating is a 3, you may or may not be able to complete this unit through RPL. It is worth either 
starting an evidence plan for this unit to help you think about the evidence available and/or discussing the 
unit’s suitability for RPL with an assessor. 

Remember you can apply for RPL for only one unit, a number of units or the whole course.  Where a 
qualification is partly received through RPL, we’ll work with you to develop a plan for training the skills gaps 
(i.e. the units where you rated yourself as 3 or lower). 

If you are unsure whether you have the required skills and knowledge, jot down the evidence that may 
relate to the unit and this can be discussed further with the assessor at the initial interview. 

Develop your Evidence Plan 

Once you’ve decided that RPL is an appropriate pathway for a unit (because you’ve rated yourself as a 3, 4 
or 5) go onto complete column D of the checklist. In this column, brainstorm the types of evidence you 
could provide to demonstrate competency in this area.  Add documents to the evidence register provided 
on page 12. ‘Practical Observation’ is only applicable if you have a current relevant workplace where an 
assessor could have access to coming to observe you in the workplace. 

RPL evidence 

The evidence used in an RPL assessment varies from person to person and is based on one’s individual 
experiences.  The RPL process usually includes assessment of evidence from a wide range of sources. 

For example, you may demonstrate competency using combinations of any or all of the following: 

• Being directly observed by an assessor demonstrating a range of practical skills. 
• Responding to verbal questioning from an assessor. 
• Providing a folio of written evidence. Written may include: 

o Testimonials from other people, usually those who have been senior to you in a workplace, confirming 
your experience, level of skill, and their observations of your performance. 

o Reflective papers, journals or portfolios that relate your past learning to the competency requirements 
of the unit. 

o Examples of work collected from the workplace or other setting in which you have applied your learning, 
skill or competence. 

When thinking about the evidence you can provide to demonstrate your competency, try to think of 
written documentation that may be able to be used to demonstrate competency across a number of units.  
This may not always be possible but where it is, this will streamline the evidence collecting process. 

Finalise the Qualification Summary 

Once you have completed the Self Assessment Checklist, go back to page 3 to complete the summary page, 
indicating which units you have chosen to complete through RPL and which you may like to complete 
through training and assessment (if any) – your skills gaps.   

What is a skills gap? 

A skills gap is an area in which you require additional training in – i.e. you do not have all the skills and 
knowledge required to meet the unit of competency standards.   This is an area where RPL would not be 
suitable and we can work with you to determine a suitable training plan to assist you fill this skills gap.  A 
skills gap is usually a number of units that a student needs to complete in order to gain RPL for a full 
qualification, after completing some units through RPL. 

Filling a skills gap will enable us to issue the student with a full qualification. 
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Submit your RPL Application 

To make an application for RPL, you need to: 

1. Complete the RPL Application Form. 

2. Collect your Evidence for RPL Application.  This must include: 

 Your detailed, current and up-to-date Curriculum Vitae (CV). 

 Certificates of any formal and informal training you have participated in. 

 Current and previous (within the last 5 years) position descriptions and performance reviews (if 
available). 

 Qualifications you have completed. 

 Any letters of support from employers or industry contacts (if available). 

 Contact details of at least 2 professional referees who have acted in a senior capacity to you in the 
workplace and who can verify your competency. 

3. Send in your RPL application which will include: 

 RPL Application Form. 

 Evidence for RPL Application. 

 The completed Qualification Summary, Self Assessment Checklist and Evidence Plan (only send in 
pages where information has been completed). 

What happens from here? 

1. Your application will be assessed by an assessor. 

2. You will be contacted to arrange a time for your Initial interview/ Competency Conversation 

3. The Initial Interview/ Competency Conversation will occur between you and your assessor. Bring to the 
interview any evidence outlined in your evidence plan. During this time your evidence plan will be 
further developed.  This may occur in the workplace (where relevant) where initial observations of your 
practical skills can be made.  By the end of this interview, you will know which units the RPL application 
should continue for. 

4. The assessor contacts your professional referees. 

5. Additional evidence is provided through further interviews, conversations, written evidence and/or 
workplace assessments. 

6. A decision about the outcomes of the RPL assessment is made by the assessor. 

7. Plan is made for any skill gap training. 
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RPL PROCESS 
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Qualification Summary 

Insert qualification packaging rules. 

Use the following list to determine the units that are suitable to include in your course.  Then use the self-
assessment checklist in the following pages to determine whether RPL is suitable. 

Unit Code  Unit Title 
Core or 
Elective 

Complete through 

RPL () 
Training 
() (Skills 
Gap) 

     

     

     

     

     

     

     

     

 
 

Summary 

Total units through RPL:  

Check – # core units 
Check – # elective units 

 
 

Total units through training & 
assessment: 

 

Total:  
This should add up to # if you require the 
whole qualification. 
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Evidence Register 

Document number Name Unit this evidence is related to  
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Self Assessment Checklists 

Unit: Unit code and unit title 

Core/Elective:  

Unit descriptor:  

 
 
 
 
 
 
CANDIDATE NAME:_________________________________________________________     DATE:________________________ 
 

Questions (A) 
Skill Rating (B) 

0, 1, 2,  
3, 4, 5 

Comments (C) 
How will I demonstrate my competence? / Evidence 
Plan (D) 

I am able to identify and assess the needs of customers in planning 
processes, and ensure plans achieve specifications agreed to with 
customers. 

    Organisational policies and procedures 

   Feedback examples (surveys, questionnaires, feedback 
forms, website feedback etc) 

   Benchmarking documentation 

   Organisational reports 

   Customer records (black out identifying information) 

   Manufacturer/product information (ie specifications, 
product comparisons contact details etc) 

   Complaints registers and other related documentation 

   Marketing materials 

   Time logs, to do lists, other performance related 
documentation 

I can communicate with my customers effectively to help them 
identify their needs, and demonstrate how my organisation can 
best meet their needs. 

  

I am able to lead, supervise, coach and mentor colleagues in 
regards to overcoming customer service difficulties. 

  

I can identify a variety of measures that can be used to monitor 
team performance.  

  

I can coach and mentor my colleagues should they encounter a 
difficult customer or a difficult customer request.  

  

I can identify a number of different sources that can be used to 
gather information related to my organisation’s customer service 
standards. 

  

Skill rating scale 
0 = Not applicable                                   1 = Not skilled   
2 = Not competent – limited skills        3 = Mostly competent – assistance required sometimes  
4 = Competent without assistance         5 = Able to support others 
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Questions (A) 
Skill Rating (B) 

0, 1, 2,  
3, 4, 5 

Comments (C) 
How will I demonstrate my competence? / Evidence 
Plan (D) 

I am able to use this feedback to improve the provision of my 
organisation’s products and services. 

     Legislative documentation 

 Practical observation by an assessor 

 Practical observation by supervisor in workplace 

 Responding to questions 

 Other written evidence. Please list: 

 

 

I understand the principles and techniques related to customer 
behaviour and customer relations. 

  

I am able to develop and use strategies to monitor the progress of 
targets and standards.   

  

I can solve customer complaints by implementing a number of 
techniques and utilising various skills to find a mutually acceptable 
outcome. 

  

I can describe the various methods my organisation uses to collect 
customer information.  

  

I can describe the types of customer data collected by my 
organisation and how this is stored and used. 

  

I can describe and adhere to my organisation’s policies and 
procedures, and legislative requirements, related to privacy and 
collection of customer data. 

  

I can manage records, reports and recommendations within an 
organisation’s systems and processes. 

  

I can use the technology available within my workplace to help 
research customer requirements and perform other day-to-day 
tasks. 

  

I can use my problem-solving and technology skills to fix any 
computer issues that may impact on my provision of customer 
service. 

  

I am able to identify relevant websites that provide product 
specifications and other data that will help my customers make a 
decision on whether to proceed with a sale. 

  

I can describe the methods I use to regularly monitor and evaluate 
my performance.  

  

I have attended learning sessions that have increased my product 
knowledge and enhanced my customer service skills. 
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Questions (A) 
Skill Rating (B) 

0, 1, 2,  
3, 4, 5 

Comments (C) 
How will I demonstrate my competence? / Evidence 
Plan (D) 

I understand and can explain the importance of anti-discrimination 
legislation in the customer service environment. 

  

I know where to locate and how to access my organisation’s 
policies and procedures related to customer service. 

  

I have participated in the promotion of products (for example, in 
person or via emails, telemarketing, creation of brochures of flyers 
etc). 

  

I can use my literacy skills to ensure any marketing materials or 
other written communications are easy to understand, free from 
errors and are not ambiguous when it comes to pricing, features 
and other specifications.  

  

I can describe my organisation’s benchmarking process and how 
they use the information to interpret their performance. 
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