Creating an RPL Portfolio

Recognition of Prior Learning

Recognition of prior learning (RPL) is an assessment process giving you credit for skills, knowledge
and experience gained through working, learning & life experience. It can be gained at any stage of
your life, through active participation in work & the community, informal training such as in house &
non-accredited training, discussion groups, accredited short courses, workshops & seminars or
through other activities such as volunteering, sporting activities, membership participation in club
activities etc. RPL is sometimes known as RCC (Recognition of current competency).

What is Recognition?
Skills recognition acknowledges the skills you have gained through prior learning while identifying
that those skills are current.

Recognition means you gain credit towards a vocational qualification - sometimes a full qualification,
without undertaking a complete training program. Recognition is faster, less costly & more efficient
than putting people through training in areas they already know well.

This does not mean however that Recognition of Prior Learning is easy! You are still required to
collect evidence that proves your knowledge, decide on which areas of your current qualification it
covers, and present it in a format that allows us to assess your application in a timely and effective
manner.

What information do we require?

There is no such thing as bad evidence, only bad presentation! Everything that you can find will
prove useful in your application as long as it is correctly presented and referenced to the current
units of competency. The evidence we require falls into two broad categories:

Official Documents
These are things that you must provide in some form or another.

> Job Description The job you are doing right now
» CV/Work & Training History This will give us an idea of your previous experience
> ICM Workplace Checklists These will prove you’re competencies are current

Supporting Evidence
These are documents that support the experience you have laid out in your Work & Training History.

Certificates/transcripts from previously attained qualifications/courses (JP/Supervisor verified)
Minutes of meetings that you have attended (named attendance records)

Quality improvements activities undertaken

Supply requisitions that you have made

Texts/papers/policies/blogs that you have written

Letters of support from professional references (these must be signed and dated)
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Performance Appraisal documents
> In-house observation/skills assessment tools*
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* These can be used instead of the ICM Workplace Checklists if agreed by your ICM educator/assessor



What supporting information will we provide to assist in the process?
Your ICM educator is always available to answer questions about your RPL application. Additional
information we might provide includes:

» Recognition pathway documents
» Suggested evidence
» National competency standards

When making your application, make sure everything has been signed off by your workplace
supervisor to show us that it is authentic.

How should you present your portfolio?

It is very important that you make an effort to present your portfolio in a manner that facilitates
easy assessment. Portfolios that are simply stapled together and sent to us with no supporting
documents or material are often returned to the student for completion.

Faxed portfolios are not acceptable as the print is often distorted and rendered unreadable in
transmission.

It is hoped in the future that we will be able to implement ePortfolio software that will make it even
easier for you to present your material electronically.

The following is a guide of how you might like to present your evidence:

Get a ring binder or lever-arch folder. Use dividers or any other method you like to separate the
information in your folder into this order.

Make a cover page with your name, ICM number, address, workplace and qualification
Put a copy of your job description in first

Next insert a copy of your current CV/résumé to cover the work & training history

Put your completed Recognition Pathway in next
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Insert and number all of your Workplace Checklists/Observations, ensuring that they are

signed off by your supervisor

6. Insert and number any certificates from previous training you have completed — make sure
your name is on them and they are signed and dated. If you have transcripts of the course
then add these to each certificate

7. Insert and number any supporting evidence that you have collected in a logical order

That should give you a pretty impressive folder of evidence to submit!
Work through the Recognition Pathway document. This requires the following details:

» Your details

> Your work history (only fill this in if you are not supplying a current CV)

> Your training history — fill in the details of the certificates and supporting evidence you are
supplying along with the reference numbers you added to each item
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» Complete the “I can...” statements for each unit you would like recognition for. You do not need
to write something on each line but do identify which piece of evidence you think supports your
knowledge in that unit

> Fill in the final Applicant Declaration page to confirm that your evidence is original and authentic

Once you have assembled you portfolio, put the whole thing in a padded envelope and send it to the
ICM office:

PO Box 71 | LAMBTON | NSW 2299

Remember to keep copies of everything you send if you can as parcels sometimes get lost in
the post and if we have no evidence then we cannot assess your competence!
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