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[bookmark: _Toc199080323]ABOUT THIS DOCUMENT

This RPL document is the template applicants use to indicate which RPL they are applying for and what evidence they can provide against specific units of competency.

This RPL application document is used in conjunction with two other documents:

1. CHC52025 course information

2. CHC52025 RPL guide

The course information guide provides you with details of the course itself.

The RPL guide provides supporting information for understanding RPL and how the process is undertaken.

There are 4 steps in the RPL process:


Step 1: Self-Assessment Questionnaire

Step 2: RPL Enrolment & Application 

Step 3: Your Evidence

Step 4: Send us your RPL Application























[bookmark: _Step_1:_SELF][bookmark: _Toc199080324]Step 1: SELF ASSESSMENT QUESTIONAIRE

If you’re not sure, then you probably don’t do it!

All of these need to be answered when considering Nationally Recognised Training. People confuse non-accredited activities and material with NRT and don’t realise that everything is measured against the requirements of the Units of Competency found on www.training.gov.au  

Tick or use an “X” to indicate the units you are applying for RPL for:

	
	
	How often have you done these things in the last 2 years?

	
	Apply for RPL
Y/N
	OFTEN
	SOMETIMES
	NEVER

	CORE
	----------
	-----------
	----------------
	---------

	[bookmark: _Hlk194497452]CHCCCS004 Assess co-existing needs 
	
	
	
	

	CHCCCS007 Develop and implement service programs 
	
	
	
	

	CHCCCS019 Recognise and respond to crisis situations 
	
	
	
	

	CHCCSM013 Facilitate and review case management 
	
	
	
	

	CHCDEV005 Analyse impacts of sociological factors on people in community work and services 
	
	
	
	

	CHCDFV001 Recognise and respond appropriately to domestic and family violence 
	
	
	
	

	CHCDIV001 Work with diverse people 
	
	
	
	

	CHCDIV002 Promote Aboriginal and/or Torres Strait Islander cultural safety 
	
	
	
	

	CHCLEG003 Manage legal and ethical compliance 
	
	
	
	

	CHCMGT005 Facilitate workplace debriefing and support processes 
	
	
	
	

	CHCPRP003 Reflect on and improve own professional practice 
	
	
	
	

	HLTWHS003 Maintain work health and safety
	
	
	
	

	ELECTIVE
	----------
	-----------
	----------------
	---------

	CHCCSM014 Provide case management supervision
	
	
	
	

	CHCMGT003 Lead the work team
	
	
	
	

	CHCYTH016 Respond to critical situations 
	
	
	
	

	BSBPEF401 Manage personal health and wellbeing
	
	
	
	

	CHCPRP005 Engage with health professionals and the health system
	
	
	
	

	CHCCOM003 Develop workplace communication strategies
	
	
	
	

	CHCDIV003 Manage and promote diversity
	
	
	
	

	CHCPRT029 Work within a practice framework
	
	
	
	


[bookmark: _Step_2:_SELF]
[bookmark: _Toc199080325]Step 2: RPL application

	1: IDENTITY AND CULTURAL BACKGROUND

	
Title (Mr, Mrs, Ms, etc)
	

	
Given Names
	

	
Surname
	

	
Male, Female, Other
	

	
Date of birth
	

	
Country of Birth
	

	
USI (Unique student identifier)
	

	Indigenous status

(tick appropriate box)
	
	I am not of Aboriginal or Torres Strait Island origin.

	
	
	I am of Aboriginal origin.

	
	
	I am of Torres Strait Island origin.

	
	
	I am of both Aboriginal and Torres Strait Island origin.

	How well do you speak English?
	Very Well
	Well
	Not Well
	Not at All

	Disability

	
Do you consider that you have a disability, impairment or long-term condition? 
(You may indicate more than one area)

	No
	Vision
	Hearing/Deaf
	Physical
	Medical

	
	
	
	
	

	Other
	Mental
	Intellectual
	Learning
	Acquired Brain Disorder

	
	
	
	
	

	Please provide brief details.
	

	
2: CONTACT INFORMATION

	
Email address
	

	
Work phone
	

	
Mobile phone
	

	
Address of residence
	

	
Floor and building name
	

	
Unit or apartment number
	

	
Street number and street name
	

	
Suburb
	

	
State
	

	
Post Code
	

	
If the postal address is different, provide details here.
	

	3: EDUCATION & EMPLOYMENT DETAILS

	
Are you still attending secondary school?
	

	
If yes, what type of school are you attending?
(IE, government, Catholic, Independent, et cetera)
	

	
What is your highest completed school level? (ie, yr8, yr12, etc)
	

	
In which year did you complete that level?
	

	
What is the highest level of qualification you have completed?
Ie, CIII, CIV, Diploma, BA, etc)
	

	Which of the following categories best describes your current employment status? 
(Tick ONE box only)

	Full-time employee
	
	
	Employed – an unpaid worker in a family business
	

	Part-time employee
	
	
	Unemployed – seeking full-time work
	

	Self-employed – not employing others
	
	
	Unemployed – seeking part-time work
	

	Employer
	
	
	Unemployed – not seeking employment
	

	Which category best describes your main reason for undertaking this course?  

	To get a job
	
	
	To develop my existing business
	

	To start my own business
	
	
	To try for a different career
	

	To get a better job or promotion
	
	
	It was a requirement of my job
	

	I wanted extra skills for my job
	
	
	To get into another course of study
	

	For personal interest or self-development
	
	
	Other reasons
	

	 
Are you on a VISA?
	      
	Yes
	
	No

	
If yes, what type of these are you on?
	

	
Please confirm you have attached a copy of the Visa?
	

	
Some visas do not allow individuals to undertake training except for higher education or through CROCOS providers, and some visas do not allow training at all. We need to know the type of visa you are on so that we do not infringe on Australian law, or breach the requirements of your Visa.

If you do not know the restrictions you can go to the following website to look this up, and then supply Synergy with the report showing your eligibility for training.

Visa Entitlement Verification Online (VEVO)  https://www.border.gov.au/Busi/Visa

Make sure you provide a copy of your VISA or letter from an appropriate agency details your eligibility to undertake training.



	4 - Further Training

	Have you undertaken any training courses related to the occupation applied for?
	YES
	
	NO
	

	If Yes

	What occupation were you trained in?
	

	Training completion Date (month, year)
	

	Country where you trained
	

	Name of course and institution (if applicable)
	

	5 – Further Information
	

	
Is there any further information you wish to give in support of your application?
	










	6 - Professional Referees (relevant to work situation)

	
Name

Position

Organisation

Phone Number

Mobile Number

Email Address
	
……………………………………………………………………

……………………………………………………………………

……………………………………………………………………

……………………………………………………………………

……………………………………………………………………

……………………………………………………………………

	
Name

Position

Organisation

Phone Number

Mobile Number

Email Address
	
……………………………………………………………………

……………………………………………………………………

……………………………………………………………………

……………………………………………………………………

……………………………………………………………………

……………………………………………………………………

	
8 - APPLICANT EMPLOYMENT HISTORY FORM

Only list positions relevant to the RPL Application that you have held in the last 5 years


	Name, Address and Phone number of Employers
	Period of Employment
(DD/MM/YYYY)
	Position Held
	Full Time
 Part-time
 Casual 
	Description of Major Duties

	
	From
	To
	
	
	

	1.


	
	
	
	
	

	2.


	
	
	
	
	

	3.


	
	
	
	
	

	4.


	
	
	
	
	

	5.


	
	
	
	
	

	6.


	
	
	
	
	

	Attach additional sheet if required.

If you are including documents in your application, please provide a brief description below 

	




	9- Declaration

	Signed
	


	Date
	





[bookmark: _Toc199080326]Step 3: Your Evidence

List any evidence you have that shows your competence in the following:

	CHCCCS004 Assess co-existing needs

	Types of evidence that may be acceptable
	· Resume
· Position description
· Signed employment letter
· Relevant statements of attainment
· Testimonial/letter of support from a relevant, qualified/experienced person
· Relevant workplace documents
· Other relevant evidence

	Criteria
	EVIDENCE PROVIDED
What evidence can you provide to show that you have:

	Assessed and appropriately responded to the requirements of at least 3 people presenting with co-existing needs
	

	Used analytical and critical thinking skills in each case:
· applying a strengths-based approach to assessment
· analysing information about co-existing issues
· making evidence-based judgements about the person’s needs
	



	CHCCCS007 Develop and implement service programs 

	Types of evidence that may be acceptable
	· Resume
· Position description
· Signed employment letter
· Relevant statements of attainment
· Testimonial/letter of support from a relevant, qualified/experienced person
· Relevant workplace documents
· Other relevant evidence

	
	EVIDENCE PROVIDED
What evidence can you provide to show that you have:

	Developed, implemented and evaluated at least 1 community sector service program
	



	CHCCCS019 Recognise and respond to crisis situations

	Types of evidence that may be acceptable
	· Resume
· Position description
· Signed employment letter
· Relevant statements of attainment
· Testimonial/letter of support from a relevant, qualified/experienced person
· Relevant workplace documents
· Other relevant evidence

	Criteria
	EVIDENCE PROVIDED
What evidence can you provide to show that you have:

	Been involved in crisis intervention activities on at least 3 occasions
	










	CHCCSM013 Facilitate and review case management 

	Types of evidence that may be acceptable
	· Resume
· Position description
· Signed employment letter
· Relevant statements of attainment
· Testimonial/letter of support from a relevant, qualified/experienced person
· Relevant workplace documents
· Other relevant evidence

	Criteria
	EVIDENCE PROVIDED
What evidence can you provide to show that you have:

	Developed, facilitate and review all aspects of case management for 3 people
	

	Performed the activities outlined in the performance criteria of this unit during a period of at least 100 hours of work within a workplace.

These hours cannot be completed concurrently with hours specified in any other unit of competency.

Skills must be demonstrated in the workplace, with the addition of simulations and scenarios where the full range of contexts and situations have not been provided in the workplace.
	



	CHCDEV005 Analyse impacts of sociological factors on people in community work and services 

	Types of evidence that may be acceptable
	· Resume
· Position description
· Signed employment letter
· Relevant statements of attainment
· Testimonial/letter of support from a relevant, qualified/experienced person
· Relevant workplace documents
· Other relevant evidence

	Criteria
	EVIDENCE PROVIDED
What evidence can you provide to show that you have:

	Provided community services to at least 3 people based on socio-cultural information gathered
	

	Monitor and reviewed ongoing effectiveness of services provided
	

	For 1 of the above people:
revise services provided in consultation with supervisor, to enhance person’s outcomes and address their social and cultural issues
	

	Performed the activities outlined in the performance criteria of this unit during a period of at least 100 hours of work within a workplace. 

Skills must be demonstrated in the workplace, with the addition of simulations and scenarios where the full range of contexts and situations have not been provided in the workplace.

These hours cannot be completed concurrently with hours specified in any other unit of competency
	



	[bookmark: _Hlk199074895]CHCDFV001 Recognise and respond appropriately to domestic and family violence

	Types of evidence that may be acceptable
	· Resume
· Position description
· Signed employment letter
· Relevant statements of attainment
· Testimonial/letter of support from a relevant, qualified/experienced person
· Relevant workplace documents
· Other relevant evidence

	Criteria
	EVIDENCE PROVIDED
What evidence can you provide to show that you have:

	Identified and responded to the needs of at least 3 clients affected by domestic and family violence, according to legal and ethical requirements
	

	Used the following interpersonal skills with clients:
· questioning
· active listening
· rapport building.
	



	CHCDIV001 Work with diverse people

	Types of evidence that may be acceptable
	· Resume
· Position description
· Signed employment letter
· Relevant statements of attainment
· Testimonial/letter of support from a relevant, qualified/experienced person
· Relevant workplace documents
· Other relevant evidence

	Criteria
	EVIDENCE PROVIDED
What evidence can you provide to show that you have:

	Undertaken a structured process to reflect on own perspectives on diversity
	

	Recognised and respected the needs of people from diverse social and cultural backgrounds in at least 3 different situations:
· selected and used appropriate verbal and non verbal communication
· recognised situations where misunderstandings may arise from diversity and formed appropriate responses
	




	CHCDIV002 Promote Aboriginal and/or Torres Strait Islander cultural safety

	Types of evidence that may be acceptable
	· Resume
· Position description
· Signed employment letter
· Relevant statements of attainment
· Testimonial/letter of support from a relevant, qualified/experienced person
· Relevant workplace documents
· Other relevant evidence

	Criteria
	EVIDENCE PROVIDED
What evidence can you provide to show that you have:

	Promoted Aboriginal and/or Torres Strait Islander cultural safety in the context of at least 1 workplace
	

	Researched culture and history, the impact of European settlement, loss of land and culture and the importance of lore and kinship
	

	Evaluated ways to improve communication with Aboriginal and/or Torres Strait Islander peoples who may be clients or colleagues.
	



	CHCLEG003 Manage legal and ethical compliance 

	Types of evidence that may be acceptable
	· Resume
· Position description
· Signed employment letter
· Relevant statements of attainment
· Testimonial/letter of support from a relevant, qualified/experienced person
· Relevant workplace documents
· Other relevant evidence

	Criteria
	EVIDENCE PROVIDED
What evidence can you provide to show that you have:

	Determined the scope of legal and ethical compliance requirements and responsibilities, and developed policies and procedures for at least 1 workplace or business
	

	Developed a strategic response to at least 3 different situations where legal or ethical requirements have been breached

	



	CHCMGT005 Facilitate workplace debriefing and support processes

	Types of evidence that may be acceptable
	· Resume
· Position description
· Signed employment letter
· Relevant statements of attainment
· Testimonial/letter of support from a relevant, qualified/experienced person
· Relevant workplace documents
· Other relevant evidence

	Criteria
	EVIDENCE PROVIDED
What evidence can you provide to show that you have:

	Provided ongoing support to at least 2 different workers to address and monitor stress and emotional well-being.
	

	Facilitated at least 1 structured debriefing following an incident involving stress and identified colleagues requiring additional support and referred in accordance with organisation guidelines.
	



	CHCPRP003 Reflect on and improve own professional practice

	Types of evidence that may be acceptable
	· Resume
· Position description
· Signed employment letter
· Relevant statements of attainment
· Testimonial/letter of support from a relevant, qualified/experienced person
· Relevant workplace documents
· Other relevant evidence

	Criteria
	EVIDENCE PROVIDED
What evidence can you provide to show that you have:

	Undertaken a structured process to reflect on and improve own practice and created 1 personal development plan that includes:
· goals
· timeframes
· ways of measuring progress
	























	HLTWHS003 Maintain work health and safety

	Types of evidence that may be acceptable
	· Resume
· Position description
· Signed employment letter
· Relevant statements of attainment
· Testimonial/letter of support from a relevant, qualified/experienced person
· Relevant workplace documents
· Other relevant evidence

	Criteria
	EVIDENCE PROVIDED
What evidence can you provide to show that you have:

	Conducted a workplace risk assessment and recorded the results, including:
· identification of hazards and potential hazards
· risk assessment
· strategies for minimising risk, and
· analysis of residual risk
	

	Provided WHS information to at least two workers, including:
· Explanation of WHS policies and procedures
· demonstration of safe housekeeping practices
· correct use of personal protective equipment (PPE)
	

	Consistently monitored safety procedures in the day-to-day work activities required by the job role
	

	Completed a workplace incident report
	

	Followed workplace procedures for a simulated emergency situation
	




	CHCCSM014 Provide case management supervision

	Types of evidence that may be acceptable
	· Resume
· Position description
· Signed employment letter
· Relevant statements of attainment
· Testimonial/letter of support from a relevant, qualified/experienced person
· Relevant workplace documents
· Other relevant evidence

	Criteria
	EVIDENCE PROVIDED
What evidence can you provide to show that you have:

	Supervise and collaborate with a group of at least two case workers on a complex case, including:
· providing direction, support, recommendations and advice
· promoting best practice
· monitoring case progress.
	



	CHCMGT003 Lead the work team

	Types of evidence that may be acceptable
	· Resume
· Position description
· Signed employment letter
· Relevant statements of attainment
· Testimonial/letter of support from a relevant, qualified/experienced person
· Relevant workplace documents
· Other relevant evidence

	Criteria
	EVIDENCE PROVIDED
What evidence can you provide to show that you have:

	Developed at least 1 plan for a team or group of individuals, including:
· effective procedures to maximise staff work performance
· strategies for collaboration and cooperative work practices
· strategies for work performance and outcomes
· identification of barriers and constraints and development of strategies to address them
	

	Facilitated at least 2 group meetings or discussions to:
· delegate work team activities
· develop and evaluate work goals
	

	Identified at least 1 issue causing disruption to work team activities and:
· facilitated at least 1 meeting or discussion with those involved
· developed and implemented strategies to resolve issue
	

	Reviewed the performance of and coached at least 1 individual
	




	CHCYTH016 Respond to critical situations 

	Types of evidence that may be acceptable
	· Resume
· Position description
· Signed employment letter
· Relevant statements of attainment
· Testimonial/letter of support from a relevant, qualified/experienced person
· Relevant workplace documents
· Other relevant evidence

	Criteria
	EVIDENCE PROVIDED
What evidence can you provide to show that you have:

	Established a framework for dealing with one potential crisis situation which includes:
· identifying and assessing risks to persons safety and welfare
· recognising and anticipating possible causes of conflicts
· identifying and implementing risk-minimisation strategies
· providing information on possible responses to team members
· stating when to request assistance of others
· detailing types of assistance to various situations
· identifying equipment available to support response to potential crisis situations
	

	On at least one occasion:
· maintain a safe and healthy environment to minimise the risk of crisis situations
· role model positive behaviour when engaging with young people
· identify colleagues, self or young person’s peers as potential triggers for change in young person’s mood
· provide invitation for young person to engage in healthy activities and relationships
· document actions taken according to organisational policies and procedures
	




	BSBPEF401 Manage personal health and wellbeing

	Types of evidence that may be acceptable
	· Resume
· Position description
· Signed employment letter
· Relevant statements of attainment
· Testimonial/letter of support from a relevant, qualified/experienced person
· Relevant workplace documents
· Other relevant evidence

	Criteria
	EVIDENCE PROVIDED
What evidence can you provide to show that you have:

	Developed, implemented and review one personal health and wellbeing strategy.

In the course of the above, the candidate must:

· evaluate factors that may impact personal health and wellbeing in own personal life and work environment
· locate and assess applicable resources
· present personal health and wellbeing strategy to relevant personnel
· monitor variations in personal circumstances and work performance affecting health and wellbeing.
	



	CHCPRP005 Engage with health professionals and the health system

	Types of evidence that may be acceptable
	· Resume
· Position description
· Signed employment letter
· Relevant statements of attainment
· Testimonial/letter of support from a relevant, qualified/experienced person
· Relevant workplace documents
· Other relevant evidence

	Criteria
	EVIDENCE PROVIDED
What evidence can you provide to show that you have:

	Researched and selected relevant information about the Australian health care system for use in own practice
	

	Developed at least 3 referral reports for different clients using appropriate language and terminology
	



	CHCCOM003 Develop workplace communication strategies

	Types of evidence that may be acceptable
	· Resume
· Position description
· Signed employment letter
· Relevant statements of attainment
· Testimonial/letter of support from a relevant, qualified/experienced person
· Relevant workplace documents
· Other relevant evidence

	Criteria
	EVIDENCE PROVIDED
What evidence can you provide to show that you have:

	Developed and presented 1 new communication strategy and associated protocols for a business unit or team
	

	Developed and implemented 1 strategy for using digital media to provide information and promote the organisation to clients
	



	CHCDIV003 Manage and promote diversity

	Types of evidence that may be acceptable
	· Resume
· Position description
· Signed employment letter
· Relevant statements of attainment
· Testimonial/letter of support from a relevant, qualified/experienced person
· Relevant workplace documents
· Other relevant evidence

	Criteria
	EVIDENCE PROVIDED
What evidence can you provide to show that you have:

	Researched diversity in at least 1 workplace in terms of current performance and meeting of diversity objectives
	

	Used strategies to foster and promote diversity in work practice:
coaching and mentoring
communication
work planning
	

	Contributed to the development of workplace diversity policies and procedures for at least 1 workplace
	




	CHCPRT029  Work within a practice framework

	Types of evidence that may be acceptable
	· Resume
· Position description
· Signed employment letter
· Relevant statements of attainment
· Testimonial/letter of support from a relevant, qualified/experienced person
· Relevant workplace documents
· Other relevant evidence

	Criteria
	EVIDENCE PROVIDED
What evidence can you provide to show that you have:

	Sourced and critique at least three different practice frameworks or standards
	

	Used results of the above to reflect on own practice and identify at least one professional improvement.
	



[bookmark: _Toc199080327]Third Party Verification


The preferred approach in gaining third party validation is to take the forms in this section to the candidate’s previous employers or referees to gain confirmation of the candidate’s skills against the required competencies. This would be done during a conversation or interview with these people. 

It may be beneficial to make contact with the employers/referees early in the recognition process to make appointments, particularly if you have to travel some distance to visit them. This may be done on the same day as a practical assessment in the workplace if appropriate.

It is recommended that verification be obtained from one or two referees who can confirm the candidate’s industry skills in context over time.

REFEREE TESTIMONIAL 

To whom it may concern, RE skills/experience for _____________________________
                                                                                                             
	Workplace/ venue
	Type of business activity (ie commercial gym and fitness centre)

	

	


	Your name and position
	Your qualifications and experience

	
	


	Contact details
	


	Unit 
	Provide details of skills/competencies that the candidate has performed/demonstrated which relate to these units of competency. Your comments should include details of what they have done and how often, for example: 

	CHCCCS004 Assess co-existing needs 
	

	CHCCCS007 Develop and implement service programs 
	

	CHCCCS019 Recognise and respond to crisis situations 
	

	CHCCSM013 Facilitate and review case management 
	

	CHCDEV005 Analyse impacts of sociological factors on people in community work and services 
	

	CHCDFV001 Recognise and respond appropriately to domestic and family violence 
	

	CHCDIV001 Work with diverse people 
	

	CHCDIV002 Promote Aboriginal and/or Torres Strait Islander cultural safety 
	

	CHCLEG003 Manage legal and ethical compliance 
	

	CHCMGT005 Facilitate workplace debriefing and support processes 
	

	CHCPRP003 Reflect on and improve own professional practice 
	

	HLTWHS003 Maintain work health and safety
	

	CHCCSM014 Provide case management supervision
	

	CHCMGT003 Lead the work team
	

	CHCYTH016 Respond to critical situations 
	

	BSBPEF401 Manage personal health and wellbeing
	

	CHCPRP005 Engage with health professionals and the health system
	

	CHCCOM003 Develop workplace communication strategies
	

	CHCDIV003 Manage and promote diversity
	

	CHCPRT029 Work within a practice framework
	

	Declaration
I certify that the information provided here is true and accurate to the best of my knowledge.: 

	Other comment
	


	
Signature
	
	
Date
	




[bookmark: _Toc199080328]Step 4: Send us your RPL Application

Return your RPL application and we will provide you with feedback on what RPL you may be entitled to or whether or not we need additional evidence.
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