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1. Purpose

The purpose of this policy and procedure is to demonstrate that MBC is committed to providing quality training and

assessment in accordance with the 2025 Standards for RTOs and the National Code 2018, where applicable.

MBC is required to implement an assessment system that ensures all assessment, including recognition of prior
learning (RPL), complies with the assessment requirements of training packages and VET accredited courses.

2. Objective

MBC will implement a fair, consistent, and evidence-based process for assessing and granting recognition of prior

learning that aligns with the principles of assessment and rules of evidence.

MBC will provide a written record of the RPL outcome to the student, maintain the accepted record on the student

file, and ensure that any reduction in course duration is reflected accurately in the training plan and student

management system.

MBC recognises that a qualification, a unit of competency, or partial qualification may be obtained through formal
study, work experience, life experience, projects, or other relevant skills and knowledge gained outside the formal

training system.
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3. Scope

This policy and procedure applies to MBC staff, MBC students, and any stakeholder involved in the administration,
assessment, approval, recording, or review of RPL.

4. Policy Statement

RPL is an assessment process that assesses an individual’'s non-formal and informal learning to determine the
extent to which that individual has achieved the required learning outcomes or competency standards.

MBC recognises prior learning based on previous formal training, overseas qualifications where accepted, practical
experience in a work environment, projects undertaken, life experience, and knowledge or skills developed through
employment or other relevant activities.

RPL is available for entire qualifications or individual units, subject to MBC'’s assessment and enrolment
requirements.

A student must be enrolled in the relevant unit(s) before MBC can process the RPL application.

There is a fee involved in RPL assessment because an assessor is required to evaluate the application and
supporting evidence. The fee will be calculated based on the number of units applied for.

5. General Processes

MBC maintains comprehensive, up-to-date documented procedures to ensure the effective and compliant
management of credit transfer and RPL.

MBC uses a student management system to record all credit transfer and RPL outcomes, track and reflect any
adjustments to course duration and delivery, and maintain accurate learner data in line with regulatory
requirements.

6. Information Provided to Learners

Prior to enrolment or the commencement of training and assessment, MBC provides current and accurate
information that enables the learner to make informed decisions about undertaking training with MBC.

At a minimum, this includes the code, title and currency of the training product, the training and assessment and
related educational and support services to be provided, expected duration, expected locations, expected modes of
delivery, any third-party arrangements, and any work placement requirements.

MBC will also provide information about learner rights, including complaints and appeals, what happens if MBC or
a third-party ceases delivery, learner obligations, entry and completion requirements, required materials and
equipment, fee information, payment terms and conditions, refund rights, and government subsidy implications
where applicable.

7. RPL Evidence and Assessment Requirements

Evidence will be requested to support any claims for RPL. Examples may include previous formal study, job
descriptions, samples of work, references, portfolios, workplace documentation, and third-party reports.

Assessors may request further evidence, conduct interviews, workplace observations, practical demonstrations, or
seek third-party verification as required.

All assessments, including RPL, are conducted by assessors who hold vocational competencies at least to the
level being delivered and assessed, maintain current industry skills directly relevant to the training and assessment
context, and maintain current knowledge and skills in vocational education and training through ongoing
professional development.
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8. Overseas Students and Course Credit

If MBC grants RPL or other course credit to an overseas student, MBC must provide a written record of the
decision to the overseas student to accept and must retain the accepted written record for at least two years after
the overseas student ceases to be an accepted student.

If the RPL or course credit reduces the overseas student’s course duration, MBC must inform the student of the
reduced duration, ensure the Confirmation of Enrolment (CoE) is issued only for the reduced duration where the
credit is granted before visa grant, and report the change in course duration in PRISMS if the credit is granted after
the overseas student’s visa is granted.

9. Procedure Steps

Step Procedure Responsibility Reference
1 Applicants for RPL must complete the RPL Student; CEO; Student RPL Application Form
Application Form and submit the application to the Support / Administration

CEO or Student Administration / Student Support.

2 The CEO must appoint a trainer / assessor to assess | CEO; Trainer / Assessor
the student’s existing knowledge and skills relevant
to the unit(s) of competency or qualification.

3 The trainer / assessor must evaluate all records, Trainer / Assessor
applications, and documentation provided by the
applicant.

4 The trainer / assessor may request more evidence Trainer / Assessor;
and/or demonstration of skills and knowledge as Student
required.

5 The trainer / assessor completes the competency Trainer / Assessor;
conversation kit or other approved RPL interview / Student

review process with the applicant.

6 The trainer / assessor reviews all collected evidence | Trainer / Assessor
and documentation against the requirements of the
relevant unit(s) or qualification.

7 The trainer / assessor decides the outcome of the Trainer / Assessor
application and records the result.
8 The applicant may be required to undertake gap Trainer / Assessor;

training or additional assessment if all requirements Student
cannot be demonstrated through RPL.

9 If RPL is granted, MBC informs the student in writing, | Student Support /
updates the student management system, updates Administration;

the training plan and, where applicable, reduces the | Compliance / PRISMS
CoE and reports the change in PRISMS. Officer

10. Continuous Improvement
A summary of all recognition of prior learning related matters and concerns will be presented at Management
Meetings for review.

The purpose of this review is to ensure management becomes aware of common threads relating to compliance
and quality assurance, repeat issues, and any general adverse trends that need correction.

11. Confidentiality and Privacy Statement

For more information, please refer to MBC’s Privacy and Confidentiality Policy. RPL applications, evidence, and
decisions will be handled confidentially and stored in accordance with MBC’s approved privacy and records
management procedures.
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12. Publication
This policy, once approved, will be available to all students and staff through MBC’s intranet, website, approved
document access points, or on request.

This policy and procedure will form part of the information distributed and communicated during staff orientation
and relevant student information processes.

13. Review Processes

This policy will be reviewed annually.

The CEO or authorised delegate will be the responsible person for this review.
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