
 

 

   

 

 

 

RECOGNITION OF PRIOR LEARNING (RPL) AND CREDIT TRANSFER 

POLICY 

 

 

 

 

 

 

 

 

DOCUMENT CONTROL 

Department: 
Academic / Training / Compliance / 
Admissions 

Policy Code: TA-018 

Version #: 1.0 Effective Date: 01/07/2026 

Review Date: 01/12/2027 Approved By: 
CEO / COO/Board / Delegated 
Academic Authority 

Policy Owner: CEO  Responsible Officer: 
Academic Manager / Compliance 
Manager / Admissions Lead 

Applies To: 

All prospective students, enrolled 
students, assessors, trainers, 
admissions staff, administration 
staff, student support staff, third-
party providers and offshore 
partners involved in the receipt, 
assessment, approval, recording 
or review of RPL and credit transfer 
applications 

Status: Approved Draft / Active 

Related Documents: 

Assessment Policy, Validation and 
Moderation Policy, Training and 
Assessment Policy / Strategy, 
Student Handbook, Admissions / 
Enrolment Procedure, Fees Policy, 
Complaints and Appeals Policy, 
Records Management Policy, 
Certification Issuance Procedure 

Related Legislation / Standards: 

Standards for RTOs 2025, NVETR 
Act 2011, AQF, Privacy Act 1988, 
ESOS Act 2000, National Code 
2018, USI requirements and any 
applicable licensing, regulator or 
funding contract requirements 

 



 

 

   

 

 

1. Policy Statement 

Antrick Education Pty Ltd trading as Antrick Health Academy (the RTO) recognises that learners may already 
hold relevant skills, knowledge and competencies gained through previous formal learning, work experience, 
life experience, industry practice or prior completion of equivalent training products. The RTO is committed to 
providing fair, transparent and rigorous pathways for Recognition of Prior Learning (RPL) and Credit Transfer that 
uphold the integrity of the training product and protect the credibility of nationally recognised outcomes. 

 

RPL and Credit Transfer are distinct processes and will be administered according to their different evidence 
bases and decision rules. RPL is an assessment process and must be conducted with the same rigour as the 
RTO’s assessment system. Credit Transfer is granted only where prior completion of an equivalent training 
product is evidenced by authentic certification documentation or authenticated transcript records, unless 
prevented by licensing or regulatory requirements. 

 

This policy establishes the RTO’s overarching framework for RPL and Credit Transfer. Detailed forms, 
checklists, templates, fees, service standards and work instructions may be maintained in supporting 
procedures.  

 

2. Purpose 

• set clear and compliant rules for the administration of RPL and Credit Transfer; 
• ensure students are offered opportunities to seek RPL and Credit Transfer and are informed of how to apply; 
• ensure RPL decisions are evidence-based, fair, transparent, consistent and aligned to the assessment 

system; 
• ensure Credit Transfer decisions are based on verified evidence of prior completion of equivalent training 

products; 
• support appropriate gap training, alternative pathways and student advice where full recognition cannot be 

granted; 
• maintain the integrity of the training product, records and certification outcomes. 

 

3. Scope 

This policy applies to all nationally recognised and accredited training products delivered by or on behalf of the 
RTO, including qualifications, skill sets, units of competency and accredited courses, and to all staff and third 
parties involved in providing information about, receiving, assessing, approving, recording, reviewing or quality 
assuring RPL or Credit Transfer applications. 

 

 



 

 

   

 

4. Legislative and Regulatory Context 

ASQA’s RPL and Credit Transfer Practice Guide states that students must be offered opportunities to seek RPL 
and Credit Transfer and be made aware of the organisation’s policies for seeking them. It states that RPL 
decisions must be based on evidence of prior skills, learning and experience and undertaken in accordance 
with the organisation’s assessment system, while Credit Transfer decisions must be based on evidence of prior 
completion of an equivalent training product demonstrated by AQF certification documentation or an 
authenticated VET transcript, unless prevented by licensing, regulatory requirements or the training product 
itself. 

 

ASQA also states that RPL policies, processes and tools must be designed and applied with the same rigour as 
the assessment system, including maintaining the integrity of the training product, ensuring currency of 
evidence, applying the principles of assessment and rules of evidence, and producing documented and 
defensible outcomes. The guide warns against promoting RPL as a quick or guaranteed pathway, granting RPL 
without sufficient evidence, failing to verify authenticity, or issuing qualifications through Credit Transfer based 
wholly on RPL or Credit Transfer completed at another RTO. 

 

ASQA’s Integrity of Nationally Recognised Training Practice Guide requires systems that ensure qualifications, 
statements of attainment and records of results are issued only where all assessment requirements have been 
met, including where RPL was used, and requires retention of evidence collected for RPL. Student-facing ASQA 
guidance also states that students should be able to expect proper assessment and mapping, formal evidence 
requirements for Credit Transfer, and fair challenge options if they consider an RPL decision unfair.  

 

5. Definitions 

• Recognition of Prior Learning (RPL) means an assessment process that assesses the individual’s relevant 
prior learning, including formal, informal and non-formal learning, to determine the extent to which the 
person has achieved the required learning outcomes, competency outcomes or standards for entry to, 
and/or partial or total completion of, a training product. 

• Credit Transfer means recognition of prior completion of an equivalent training product or component, 
supported by authentic AQF certification documentation or an authenticated transcript, so that the learner 
does not need to repeat training or assessment for the equivalent component. 

• Gap training means targeted learning or assessment arranged where a learner’s prior evidence 
demonstrates some, but not all, of the required outcomes. 

• Equivalent training product means a unit or component that is current and matching, or superseded but 
formally deemed equivalent on the National Register, subject to any regulatory or contextual limitations. 

• Authenticated evidence means evidence whose authenticity has been checked by the RTO through reliable 
means such as the USI transcript service or direct verification with the issuing organisation. 

• RPL assessor means a person who meets the applicable trainer / assessor competency and industry 
currency requirements and is authorised to assess RPL evidence. 



 

 

   

 

 

 

6. Policy Principles 

• Students must be informed of the availability of RPL and Credit Transfer prior to or at enrolment and 
whenever relevant during their learner journey. 

• RPL and Credit Transfer decisions must be fair, transparent, consistent and documented. 
• RPL must be conducted with the same rigour as assessment and must apply the principles of assessment 

and rules of evidence. 
• Credit Transfer must be granted only on verified evidence of prior completion of an equivalent training 

product, unless prevented by licensing, regulation or the training product. 
• The integrity of the training product, assessment outcomes and certification must not be compromised for 

speed, marketing or convenience. 
• Where recognition cannot be granted in full, the student should be offered clear reasons and an appropriate 

pathway such as gap training, further evidence, or an alternative assessment pathway. 

 

7. Student Information and Access 

The RTO must provide clear information to students and prospective students about RPL and Credit Transfer, 
including what each process means, when it may be suitable, how to apply, what evidence may be needed, 
likely timeframes, any fees, the role of assessors or third parties, and the availability of complaints and appeals. 
This information should be available before enrolment and reinforced during induction or enrolment processes.  

 

8. Recognition of Prior Learning (RPL) Requirements 

RPL is an assessment process and must be undertaken in accordance with the RTO’s assessment system. 
Decisions must be based on evidence of prior skills, learning and experience and be made in a way that is fair, 
transparent, consistent between students and protective of the integrity of the training product. RPL evidence 
must be current, authentic, sufficient and relevant to the requirements of the training product. 

• RPL may involve a combination of document review, challenge tasks, interviews, demonstrations, 
workplace observation, third-party reports, employer references, professional records, portfolios, 
questioning and supplementary evidence gathering. 

• The assessor must compare the evidence against the actual requirements of the training product and 
document the mapping and judgement rationale. 

• Automatic granting of RPL based on a higher AQF qualification or broad industry experience alone is not 
permitted. 

• Where overseas qualifications, overseas experience or external credentials are presented, the RTO must 
ensure these are properly interpreted and, where necessary, mapped to Australian legislative, regulatory or 
workplace requirements. 

 



 

 

   

 

9. Credit Transfer Requirements 

Credit Transfer must be granted where the learner demonstrates prior completion of an equivalent training 
product component through authentic AQF certification documentation or an authenticated VET transcript, 
unless licensing, regulatory requirements or the training product prevent this. The RTO must verify authenticity 
and determine equivalence before granting Credit Transfer. 

• Evidence for Credit Transfer may include a qualification certificate, statement of attainment, official 
transcript or authenticated USI transcript. 

• Authenticity should be confirmed through the USI transcript service, direct contact with the issuing 
organisation, or other approved verification methods. 

• Equivalence should be checked on the National Register and documented. Where a unit has been 
superseded but deemed equivalent, the RTO may still conduct additional mapping analysis if needed to 
confirm there is no material gap. 

• If a unit is not equivalent, the student should be advised of an alternative pathway such as RPL, gap training 
or enrolment in the relevant current unit. 

 

10. Licensing, Regulatory and Course Integrity Restrictions 

RPL or Credit Transfer must not be granted in a way that breaches licensing requirements, funding contract 
rules, industry regulator expectations, mandatory workplace evidence requirements or the integrity of the 
training product. The RTO must consider any contextual elements such as high-risk work, health and safety 
requirements, mandatory practical hours, jurisdictional differences, workplace currency, or regulated 
competencies before granting recognition.  

 

11. Gap Training and Partial Outcomes 

Where the RPL assessment identifies gaps, the RTO must explain the gaps to the student and provide 
information about the additional training, support, assessment or evidence required to achieve the outcome. 
The student must also be advised of any associated fees, timelines and delivery arrangements. Partial 
recognition may be granted where supported by evidence and properly documented. 

 

12. Assessor Capability and Third-Party Controls 

RPL must be assessed by persons who meet the applicable trainer / assessor competency and industry 
currency requirements. Where third parties are involved in RPL evidence gathering or support, the RTO must 
ensure students are aware of the third party’s role, that the third party does not compromise the quality or 
independence of the assessment process, and that the RTO monitors the quality of third-party RPL practices 
with the same rigour it applies internally. 

 



 

 

   

 

Unregulated or poorly controlled outsourcing of RPL is prohibited. Third parties must not market RPL as an easy, 
guaranteed or shortcut pathway and must not make recognition decisions on behalf of the RTO unless 
expressly authorised under controlled arrangements.  

 

 

13. Evidence, Mapping and Decision Documentation 

All RPL and Credit Transfer decisions must be documented clearly enough to demonstrate fairness, 
transparency, consistency and integrity. RPL files should include the application, evidence provided, mapping, 
assessor notes, supplementary questioning or observation records, decision rationale, gap analysis, 
communication to the student and any appeal outcome. Credit Transfer files should include the application, 
verified certification evidence, equivalence check, decision record and learner advice. 

 

14. Records, Reporting and Certification Controls 

The RTO must retain evidence collected for RPL and maintain sufficient records of Credit Transfer decisions in 
accordance with its records policy and applicable standards. Qualifications, statements of attainment and 
records of results must only be issued where all requirements have been met, including where completion 
relied on RPL. The RTO must ensure reporting, enrolment progression and certification outcomes accurately 
reflect RPL or Credit Transfer granted. 

 

15. Quality Assurance, Validation and Continuous Improvement 

The RTO must validate and assure its RPL practices and processes so that decisions are made in accordance 
with the standards. RPL and Credit Transfer decision trends, complaints, appeals, integrity issues, gap training 
outcomes, assessor feedback and third-party performance should be reviewed periodically to identify risks and 
improvement opportunities. Where issues are found, the RTO must take corrective action and monitor 
effectiveness. 

 

16. Student Complaints and Appeals 

Students must be informed of their right to question, complain about or appeal an RPL or Credit Transfer 
decision. The RTO must provide reasons where recognition is not granted or is only granted in part, and must 
refer students to the formal complaints and appeals process where they wish to challenge a decision. 

 

17. Roles and Responsibilities 

• Board / CEO / Academic Governance Forum: oversee the integrity of recognition practices at a governance 
level. 

• Academic Manager / Head of Training: approve recognition frameworks, monitor quality and ensure 
alignment to the training product and standards. 



 

 

   

 

• Compliance Manager: monitor standards alignment, records, evidence retention and quality assurance 
controls. 

• Admissions / Administration Staff: provide information, receive applications, verify documents where 
authorised and maintain accurate records. 

• RPL Assessors / Trainers and Assessors: evaluate evidence, conduct mapping, identify gaps, make 
defensible decisions and document the outcome properly. 

• Third-Party Providers: comply with approved requirements, avoid misleading marketing and cooperate with 
monitoring and evidence access requirements. 

• Students: provide truthful, authentic and complete evidence and respond to requests for additional 
information within required timeframes. 

 

18. Non-Compliance and Escalation 

Granting RPL or Credit Transfer without sufficient evidence, failing to verify authenticity, using unqualified 
assessors, allowing misleading marketing, failing to keep records, or issuing certification where the learner has 
not met the training product requirements may constitute a serious quality and compliance breach. The RTO 
may refuse or reverse a pending recognition decision before certification, require reassessment, suspend third-
party activity, notify regulators where required and take disciplinary or contractual action where lawful. 

 

19. Procedure 

19.1 Application and Triage 
1. Provide the student with information about RPL and Credit Transfer options, evidence requirements, fees 

and timeframes. 
2. Receive the application and determine whether the request is for RPL, Credit Transfer or a combination of 

both. 
3. Check whether any licensing, funding or course restrictions apply before progressing the application. 

19.2 Credit Transfer Assessment 
4. Obtain AQF certification documentation or an authenticated transcript from the student. 
5. Verify authenticity through the USI transcript service, direct issuer confirmation or other approved method. 
6. Check and document equivalence against the relevant training product requirements and National Register. 
7. Record the decision and advise the student of the outcome or any alternative pathway. 

19.3 RPL Assessment 
8. Assign the application to an authorised assessor who meets the required competency and currency 

requirements. 
9. Review the evidence, gather supplementary evidence where required and map the evidence to the training 

product requirements. 
10. Identify any gaps and discuss gap training, further evidence or other options with the student if full 

recognition cannot be granted. 
11. Record the decision, rationale, mapping and communication to the student. 

19.4 Recording, Reporting and Review 



 

 

   

 

12. Enter approved outcomes into the student management system and retain the supporting records in the 
controlled recordkeeping system. 

13. Ensure progression, reporting and certification settings reflect the recognition granted. 
14. Refer issues, complaints, appeals or identified risks into continuous improvement and validation 

processes. 

 

 

 

Supporting Forms and Registers     

Form / Register     

RPL Application and Evidence Checklist 

Credit Transfer Verification Register 
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Printed copies are uncontrolled unless verified against the current controlled version. This document is company confidential and may only be used, 
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Source basis used in drafting: ASQA RPL and Credit Transfer Practice Guide; ASQA student guidance on Credit Transfer and Recognition of Prior Learning; 
and ASQA Integrity of Nationally Recognised Training Practice Guide, including evidence verification, fairness, records integrity and certification 
safeguards. 


