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[bookmark: _Toc235270972]ABOUT THIS DOCUMENT

This RPL document is the template applicants use to indicate what 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. HLT52021 course information

2. 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: _Toc235270973]HLT52021 PRE-ENROLMENT DECLARATION

In completing this declaration, you are confirming that you have been informed of the following details and agree to seek enrolment under these conditions.

If you do not agree to any of the following, you will not be able to enrol with this RTO, as we cannot guarantee that we can meet your requirements.

Declaration:
	Put in Y or tick the boxes of the items you agree with, then sign at the bottom of the page to confirm these choices.
	Y

	Disclosure:

As of April 2026, the RTO understands the following to be correct; however, this should be confirmed with relevant massage association/s prior to enrolment without the RTO’s knowledge.

	
	Massage Association membership
	HICAPS Provider Numbers

	Undertake qualification over 12 months or greater with training and assessment occurring on the RTO campus
	YES
	YES

	Undertake qualification on campus or externally were all training assessment requirements are completed in full
	YES
	NO

	Undertake qualification predominantly through RPL, and specifically massage related units.
	NO
	NO

	
I agree that the RTO may communicate with any organisation or individual to validate the evidence I have provided, including certificates, relevant documents, and third-party reports, and USI details.
	

	
I agree that the RTO is not involved in the process of seeking membership for any association or industry body, and that I have either:
· I have checked with a relevant association to determine their requirements, and I am happy to proceed, or
· I do not need to check with an association as I’m not seeking any memberships
	

	
I agree that the RTO is not involved in the process of seeking HICAPS provider numbers and that I have either:
· Checked with a relevant association to determine their requirements, and I am happy to proceed, or
· I do not need to check with an association as I’m not seeking a provider number.
	

	
I understand that, as an RPL application, this process may not meet the membership requirements of some associations, and I am happy to proceed nonetheless.
	

	
All of the evidence I have provided is true and correct.
	

	
Date
	

	
Applicant signature
	



[bookmark: _Step_1:_SELF][bookmark: _Toc235270974]Step 1: SELF-ASSESSMENT QUESTIONNAIRE

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:

If you tick or use an “X” in the never option, then you are indicating that you have never done it and cannot provide evidence for that unit. Therefore, no RPL would be considered for that unit.

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

	
	OFTEN
	SOMETIMES
	NEVER

	CORE
	
	
	

	[bookmark: _Hlk194497452]BSBESB401 Research and develop business plans
	
	
	

	CHCCOM006 Establish and manage client relationships
	
	
	

	CHCDIV001 Work with diverse people
	
	
	

	CHCLEG003 Manage legal and ethical compliance
	
	
	

	CHCPOL003 Research and apply evidence to practice
	
	
	

	CHCPRP005 Engage with health professionals and the health system
	
	
	

	HLTAAP002 Confirm physical health status
	
	
	

	HLTAAP003 Analyse and respond to client health information
	
	
	

	HLTINF004 Manage the prevention and control of infection
	
	
	

	HLTMSG009 Develop massage practice
	
	
	

	HLTMSG010 Assess client massage needs
	
	
	

	HLTMSG011 Provide massage treatments
	
	
	

	HLTMSG013 Perform remedial massage musculoskeletal assessments
	
	
	

	HLTMSG014 Provide remedial massage treatments
	
	
	

	HLTMSG015 Adapt massage treatments to meet specific needs
	
	
	

	HLTMSG016 Apply principles of pain neuroscience
	
	
	

	HLTMSG017 Apply remedial massage clinical practice
	
	
	

	HLTWHS004 Manage work health and safety
	
	
	

	ELECTIVE 
	
	
	

	HLTAID011 Provide First Aid (Credit Transfer Only)
	
	
	

	BSBESB404 Market New Business Ventures
	
	
	

	BSBESB407 Manage finances for new business ventures
	
	
	


[bookmark: _Step_2:_SELF]
[bookmark: _Toc235270975]Step 2: RPL application

	[bookmark: _Toc235270976]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 Islander origin.

	
	
	I am of Aboriginal origin.

	
	
	I am of Torres Strait Island origin.

	
	
	I am of both Aboriginal and Torres Strait Islander 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.
	



	[bookmark: _Toc235270977]2: CONTACT INFORMATION

	
Email address
	

	
Work phone
	

	
Mobile phone
	

	
Address 
	

	
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.
	



	[bookmark: _Toc235270978]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?
	

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

	Of the following categories, which best describes your current employment status? 
(Tick ONE box only)

	Full-time employee
	
	
	Employed – 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 describe 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.



	[bookmark: _Toc235270979]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)
	

	[bookmark: _Toc235270980]5 – Further Information
	

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










	[bookmark: _Toc235270981]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
	
……………………………………………………………………

……………………………………………………………………

……………………………………………………………………

……………………………………………………………………

……………………………………………………………………

……………………………………………………………………



	
[bookmark: _Toc235270982]7 - 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 

	




	[bookmark: _Toc235270983]8 - Declaration

	Signed
	


	Date
	





[bookmark: _Toc235270984]Step 3: Your Evidence

EVIDENCE YOU CAN PROVIDE AGAINST EACH UNIT
	
· Records 
· Samples provided as evidence must be your work, or materials you have amended/reviewed, etc
· Third-party reports must be from appropriately qualified persons
· Other evidence must relate to the unit requirements
· Certificates
· Testimonies and references
· Job descriptions and/or employment contracts

Please note, 1 item of evidence may be relevant to more than one unit; however, it only needs to be supplied once as long as you clearly identify the document and list it in each relevant field (i.e. Job description (Document 1))

For more information on evidence, you can refer to “Understanding evidence” at the rear of this document


SAMPLE

When providing evidence for a unit of competency, you need to address the elements and performance criteria as well as performance and knowledge evidence.

If you are unable to provide sufficient evidence for all areas of a unit, then RPL would not be possible for that unit
SAMPLE 1 - EXAMPLE ONLY
	CHCCCS007 Develop and implement service programs

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

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

	[bookmark: _Hlk199071697]Been involved with or developed a business plan that addresses the goals and objectives of a business or business venture?
	· Work reference (document 1)
· Job description (document 2)
· CIV in Mental Health
· Resume
· Sample case notes







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

	BSBESB401 Research and develop business plans

	Examples of evidence that may be acceptable. 
	· Resume
· Position description
· Signed employment letter
· Copy of a previously developed business plan
· Relevant certification
· Relevant statements of attainment
· Testimonial/letter of support from a relevant, qualified/experienced person
· Relevant workplace documents

	Criteria
	EVIDENCE PROVIDED


	What evidence can you provide to show that you have been involved with or developed a business plan that addresses the goals and objectives of a business or business venture?
	



	CHCCOM006 Establish and manage client relationships

	Examples of evidence that may be acceptable
	· Resume
· Position description
· Signed employment letter
· Relevant certification
· Relevant statements of attainment
· Testimonial/letter of support from a relevant, qualified/experienced person
· Case notes/client records
· Relevant workplace documents

	Criteria
	EVIDENCE PROVIDED


	What evidence can you provide to show that you have:

	Established and managed client relationships and boundaries appropriately during the provision of services to at least 3 clients
	

	Managed client interactions professionally and appropriately
	

	Provided effective responses at least 3 situations involving difficult or challenging behaviour
	




	CHCDIV001 Work with diverse people

	Examples of evidence that may be acceptable
	· Resume
· Position description
· Signed employment letter
· Relevant certification
· Relevant statements of attainment
· Testimonial/letter of support from a relevant, qualified/experienced person
· Case notes/client records
· Relevant workplace documents

	Criteria
	EVIDENCE PROVIDED


	What evidence can you provide to show that you have:

	Have undertaken a structured process to reflect on your own perspectives on diversity.
	

	Recognised and respected the needs of people from diverse social and cultural backgrounds in at least 3 different situations where you:

· Selected and used appropriate verbal and non-verbal communication.

· Recognise situations where misunderstandings may have arisen from diversity and form and implement appropriate responses.
	

	A clear understanding of cultural awareness, cultural safety and cultural competence.
	




	CHCLEG003 Manage legal and ethical compliance

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

	Criteria
	EVIDENCE PROVIDED


	What evidence can you provide to show that you have:

	Determined the scope of legal and ethical compliance requirements and responsibilities for at least 1 workplace or business.
	

	Developed policies and procedures for compliance requirements and responsibilities for at least one area in at least 1 business.
	

	Develop strategic responses to deal with and remedy at least 3 different situations where legal or ethical requirements have been breached.
	




	CHCPOL003 Research and apply evidence to practice

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

	Criteria
	EVIDENCE PROVIDED


	What evidence can you provide to show that you have:

	Plan information-gathering activities, gather information, analyse it, and then implement that information.
	

	Completed research activities and develop actions based on your research outcomes for at least 2 different issues within your area of practice.
	




	CHCPRP005 Engage with health professionals and the health system

	Examples of evidence that may be acceptable
	· Resume
· Position description
· Relevant certification
· Relevant statements of attainment
· Testimonial/letter of support from a relevant, qualified/experienced person
· Case notes/client records
· Relevant workplace documents

	Criteria
	EVIDENCE PROVIDED


	What evidence can you provide to show that you have:

	Used healthcare systems and services as a part of your practice including, interacting with healthcare professionals, making referrals to healthcare professionals.
	

	Research on selected relevant information about the Australian health care system for use in your area of practice.
	

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




	HLTAAP002 Confirm physical health status

	Examples of evidence that may be acceptable
	· Resume
· Position description
· Relevant certification
· Relevant statements of attainment
· Testimonial/letter of support from a relevant, qualified/experienced person
· Case notes/client records
· Relevant workplace documents

	Criteria
	EVIDENCE PROVIDED


	What evidence can you provide to show that you have:

	Obtained, correctly interpreted and used anatomical and physiological client information to check the physical health status of at least 3 different people presenting with different conditions
	




	HLTAAP003 Analyse and respond to client health information

	Examples of evidence that may be acceptable
	· Resume
· Position description
· Relevant certification
· Relevant statements of attainment
· Testimonial/letter of support from a relevant, qualified/experienced person
· Case notes/client records
· Relevant workplace documents

	Criteria
	EVIDENCE PROVIDED


	What evidence can you provide to show that you have:

	Analysed the health information and planned services for least 6 different clients presenting with different conditions
	

	assessed client health status based on:
· observations
· physical assessments
· interpretation of client tests
	





	HLTINF004 Manage the prevention and control of infection

	Examples of evidence that may be acceptable
	· Resume
· Position description
· Relevant certification
· Relevant statements of attainment
· Testimonial/letter of support from a relevant, qualified/experienced person
· Case notes/client records
· Relevant workplace documents

	Criteria
	EVIDENCE PROVIDED


	What evidence can you provide to show that you have:

	developed compliant infection prevention and control systems and procedures for at least 1 work environment:
· accessed and analysed compliance and workplace information
· developed and documented systems and procedures for:
· hazard identification and risk control
· personal hygiene
· use of personal protective equipment
· handling and transport of potentially infectious material
· limitation of contamination
· cleaning and maintenance
· communicated responsibilities to relevant people

	

	· monitored infection prevention and control systems and procedures for at least 1 work environment and responded to problems

	




	HLTMSG009 Develop massage practice

	Examples of evidence that may be acceptable
	· Resume
· Position description
· Signed employment letter
· Copy of a previously developed business plan
· Relevant certification
· Relevant statements of attainment
· Testimonial/letter of support from a relevant, qualified/experienced person
· Case notes/client records
· Relevant workplace documents

	Criteria
	EVIDENCE PROVIDED


	What evidence can you provide to show that you have:

	· source and summarise three credible pieces of information on the theory and practice of massage including one from each of the following:
· Commonwealth Government
· State or Territory Government
· primary scientific research
	

	· communicate key messages about massage therapy to meet the information needs of at least three different audiences, each using a different communication method
	

	· identify and evaluate effective strategies for own practice that cover:
· personal health
· sustainable practice
· career longevity.

	




	HLTMSG010 Assess client massage needs

	Examples of evidence that may be acceptable
	· Resume
· Position description
· Copy of a previously developed business plan
· Relevant certification
· Relevant statements of attainment
· Testimonial/letter of support from a relevant, qualified/experienced person
· Case notes/client records
· Relevant workplace documents

	Criteria
	EVIDENCE PROVIDED


	What evidence can you provide to show that you have:

	· conduct a complete client assessment on three different people that involves:
· completing each assessment within an acceptable commercial timeframe
· using palpation and observation assessment methods
· incorporating upper and lower body assessment
· communicating clear information about services, treatment options and rationale to each client
· engaging each client in decision making.

	




	HLTMSG011 Provide massage treatments

	Examples of evidence that may be acceptable
	· Resume
· Position description
· Signed employment letter
· Relevant certification
· Relevant statements of attainment
· Testimonial/letter of support from a relevant, qualified/experienced person
· Case notes/client records
· Relevant workplace documents

	Criteria
	EVIDENCE PROVIDED


	What evidence can you provide to show that you have:

	· prepare for and manage at least two full body massage treatments on different people that involves:
· a minimum hands-on treatment time of 60 minutes each
· using the following massage treatment techniques:
· compressions
· effleurage
· friction techniques
· gliding strokes
· petrissage
· rocking
· tapotement.

	




	HLTMSG013 Perform remedial massage musculoskeletal assessments

	Examples of evidence that may be acceptable
	· Resume
· Position description
· Copy of a previously developed business plan
· Relevant certification
· Relevant statements of attainment
· Testimonial/letter of support from a relevant, qualified/experienced person
· Case notes/client records
· Relevant workplace documents

	Criteria
	EVIDENCE PROVIDED

	What evidence can you provide to show that you have:

	· completing each assessment within an acceptable commercial timeframe
· whole upper body assessment including shoulder, elbow, wrist and hand
· whole lower body assessment including pelvis, hip, knee, ankle and foot
· whole spinal assessment including cervical, thoracic and lumbar
· using remedial assessment techniques:
· discussion
· daily movement tasks
· muscle strength and length tests
· observation including variations of posture
· orthopaedic tests
· palpation of relevant bony landmarks and muscles
· range of motion (ROM) testing including active, passive and resisted
· discussing treatment options and rationale with each client
· engaging each client in decision making.
	




	HLTMSG014 Provide remedial massage treatments

	Examples of evidence that may be acceptable
	· Resume
· Position description
· Signed employment letter
· Relevant certification
· Relevant statements of attainment
· Testimonial/letter of support from a relevant, qualified/experienced person
· Case notes/client records
· Relevant workplace documents

	Criteria
	EVIDENCE PROVIDED


	What evidence can you provide to show that you have:

	· prepare for and manage at least four remedial massage treatments on different people according to treatment plan that involves:
· applying treatment techniques in positions according to client needs
· using the following remedial massage treatment techniques:
· compressive techniques
· deep pressure massage
· friction techniques
· lymphatic massage
· muscle energy techniques
· myofascial techniques without skin penetration
· passive movement at joints
· stretching techniques
· thermotherapy
· trigger point techniques without skin penetration
· provide post-treatment advice.

	




	HLTMSG015 Adapt massage treatments to meet specific needs

	Examples of evidence that may be acceptable
	· Resume
· Position description
· Signed employment letter
· Relevant certification
· Relevant statements of attainment
· Testimonial/letter of support from a relevant, qualified/experienced person
· Case notes/client records
· Relevant workplace documents

	Criteria
	EVIDENCE PROVIDED


	What evidence can you provide to show that you have:

	· for three different people each with a different specific need or needs:
· conduct case-specific research identifying key aspects and features of the special needs and how they may impact assessment and treatment
· effectively adapt communication, assessment and treatment strategies to meet the specific needs
· undertake a process of reflection, identifying changes in own understanding of client needs.

	




	HLTMSG016 Apply principles of pain neuroscience

	Examples of evidence that may be acceptable
	· Resume
· Position description
· Relevant certification
· Relevant statements of attainment
· Testimonial/letter of support from a relevant, qualified/experienced person
· Case notes/client records
· Relevant workplace documents

	Criteria
	EVIDENCE PROVIDED


	What evidence can you provide to show that you have:

	· Applied the principles of pain neuroscience involving:
· conducting research of credible sources of information to update own knowledge of one recent neuroscience development
· consulting with three clients to develop a documented treatment plan to meet their needs including their pain presentation
· reflect on own practice after completing each of the three client consultations above.

	




	HLTMSG017 Apply remedial massage clinical practice

	Examples of evidence that may be acceptable
	· Resume
· Position description
· Signed employment letter
· Relevant certification
· Relevant statements of attainment
· Testimonial/letter of support from a relevant, qualified/experienced person
· Case notes/client records
· Relevant workplace documents

	Criteria
	EVIDENCE PROVIDED

	What evidence can you provide to show that you have:

	· 40 hours of massage consultations including assessment and treatment and incorporating the following treatment techniques:
· compressions
· effleurage
· friction techniques
· gliding strokes
· petrissage
· rocking
· tapotement
	

	· 100 hours of massage consultations of one hour duration including assessment and treatment incorporating the following treatment techniques:
· compressive techniques
· deep pressure massage
· friction techniques
· lymphatic massage
· muscle energy techniques
· myofascial techniques without skin penetration
· passive movement at joints
· stretching techniques
· thermotherapy
· trigger point techniques without skin penetration
	

	· clients from different stages of life with varied presentations
· monitoring and evaluating remedial massage treatments provided to at least three different clients with at least three treatments per client.
	




	HLTWHS004 Manage work health and safety

	Examples of evidence that may be acceptable
	· Resume
· Position description
· Relevant certification
· Relevant statements of attainment
· Testimonial/letter of support from a relevant, qualified/experienced person
· Case notes/client records
· Relevant workplace documents

	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
· evaluation of policy/procedure in line with state/territory legislation and industry guidelines
· development of risk controls and measures
· conducted the following consultative activities with at least two workers:
· information session about workplace policies and procedures, including demonstration of personal protective equipment (PPE) where required for the job role
· consultative discussion regarding outcomes of a workplace risk assessment, including risk controls and measures developed as part of the risk assessment process
· monitored workplace compliance with WHS procedures
· developed a WHS action plan, including strategies for monitoring and review
· coordinated workplace procedures for a simulated emergency situation.
	




	HLTAID011 provide First Aid (Credit Transfer Only)

	Examples of evidence that may be acceptable
	· Current statement of attainment for HLTAID011 or its successor

	Criteria
	EVIDENCE PROVIDED


	What evidence can you provide to show that you have:

	Provide a current first aid certificate
	




	BSBESB404 Market New Business Ventures

	Examples of evidence that may be acceptable
	· Resume
· Position description
· Signed employment letter
· Copy of a previously developed business plan
· Relevant certification
· Relevant statements of attainment
· Testimonial/letter of support from a relevant, qualified/experienced person
· Case notes/client records
· Relevant workplace documents

	Criteria
	EVIDENCE PROVIDED


	What evidence can you provide to show that you have:

	· develop and implement a marketing strategy for a business or new business venture, addressing activities in the digital environment.
	




	BSBESB407 Manage finances for new business ventures

	Examples of evidence that may be acceptable
	· Resume
· Position description
· Signed employment letter
· Copy of a previously developed business plan
· Relevant certification
· Relevant statements of attainment
· Testimonial/letter of support from a relevant, qualified/experienced person
· Case notes/client records
· Relevant workplace documents

	Criteria
	EVIDENCE PROVIDED


	What evidence can you provide to show that you have:

	· implement a financial strategy for at least one business or new business venture according to business plan and goals.
In the course of the above, the candidate must:
· adhere to legal requirements
· produce financial projections, including cash flow estimates
· develop a plan to negotiate and manage business assets and financial capital
· define strategies for debt collection and contingencies for debtors
· manage cash flow
· define key indicators for financial performance
· communicate with required people
· seek specialist services, where required
· monitor the financial performance of the business and make changes to strategy as required
· identify opportunities to implement new and emerging digital technologies to support the financial management of the business.
	




Third Party Verification


The preferred approach to obtaining third-party validation is to take the forms in this section to the candidate’s previous employers or referees to confirm 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 contact the employers/referees early in the recognition process to schedule 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.


[bookmark: _Toc235270985]9 - REFEREE TESTIMONIAL 

To whom it may concern, RE skills in Fitness for _____________________________
                                                                                                             (insert candidate name)

	Workplace/ venue
	Type of business activity (ie commercial gym and fitness centre)

	


	


	Your name and position
	Your qualifications and experience

	


	



	Contact details
	




I certify that the above-named person has worked/participated at our venue for a period of _____   years and they regularly undertaken the following activities within the workplace since commencing employment/participation with this organisation as detailed in the following table: 

	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: 

	BSBESB401 Research and develop business plans
	

	CHCCOM006 Establish and manage client relationships
	

	CHCDIV001 Work with diverse people
	

	CHCLEG003 Manage legal and ethical compliance
	

	CHCPOL003 Research and apply evidence to practice
	

	CHCPRP005 Engage with health professionals and the health system
	

	HLTAAP002 Confirm physical health status
	

	HLTAAP003 Analyse and respond to client health information
	

	HLTINF004 Manage the prevention and control of infection
	

	HLTMSG009 Develop massage practice
	

	HLTMSG010 Assess client massage needs
	

	HLTMSG011 Provide massage treatments
	

	HLTMSG013 Perform remedial massage musculoskeletal assessments
	

	HLTMSG014 Provide remedial massage treatments
	

	HLTMSG015 Adapt massage treatments to meet specific needs
	

	HLTMSG016 Apply principles of pain neuroscience
	

	HLTMSG017 Apply remedial massage clinical practice
	

	HLTWHS004 Manage work health and safety
	

	ELECTIVE
	

	HLTAID011 provide First Aid (Credit Transfer Only)
	

	BSBESB404 Market New Business Ventures
	

	BSBESB407 Manage finances for new business ventures
	

	
	

	Other comment
	


	
Signature
	
	
Date
	




[bookmark: _Toc235270986]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.


[bookmark: _UNDERSTANDING_EVIDENCE][bookmark: _Toc235270987]UNDERSTANDING EVIDENCE

One of the big problems with RPL is that applicants are given complicated documents with a great deal of useless information, and they really don’t know what evidence is required or why. The following table should help you understand the types of evidence that can be used and how much of an impact each may have on an RPL claim, so before you start gathering mountains of evidence that drives you and us crazy, look at the table below, it may just save you and us a lot of unnecessary work. 

RTOs do not want to be difficult, but they need ensure any evidence meets the AQTF standard or they can be penalized by their state registering authority. These authorities conduct regular audits of the RTOS, and are extremely particular with RPL evidence.

If the RTO can’t see it, they can’t approve it!

	TYPE OF EVIDENCE
	use/strength
	comment

	Resume/CV
	Resumes/CVs are a statement made by you to:


· summarise what you believe your skills and experience are

· list your education and qualifications

· provide a history of your work life
	Resumes are only seen as you saying something, and saying something does not make it true:


Unless you provide evidence to back up what is stated within the resume.




If you say you are good at something, you need to prove it. 


A resume by itself is all but worthless for RPL.

	Certificates/results of assessments
	These are normally great evidence that show what competencies you have achieved, and they allow the RTO to measure (MAP) this evidence against the requirements for RPL.

It’s in the code, not the name.
	There are a few areas where people go wrong with this type of evidence, including:

· The units/qualifications names sound similar to what is being applied for, but may be quite different.

· If units/qualifications are old or superseded. Generally, anything that is 2 or more years old is looked at with a view that it might be out of date. The applicant needs to prove that they have kept up to date or the units/qualifications may not be acceptable for RPL.

· The qualifications or statements are non-accredited. This means they were not delivered under the AQF, something that often happens in private enterprise. RTOs are often unable to measure these against the AQF requirements, and also are not able to verify the content, standards, or processes used. It is your responsibility to provide evidence that does this.

	certificates/results of assessment /overseas

	These often have different names, codes, and elements 

Levels are also important
	Overseas evidence can be difficult for RTOs to measure against local requirements as they have different names, codes, subjects, elements, and may relate to legislation or other requirements that are very different to local conditions and expectations. The words used may sometimes be similar, but unless the content, quality and other data can be accurately measured against AQF requirements, then these might not be considered as anything but basic supporting evidence. 

AQF levels are the levels of qualifications (ie CIII, CIV) and there is a different expectation at each AQF level. If you are seeking RPL for something at a diploma level (AQF L5) then previously achieved units and or qualifications at lower levels will in most cases not be relevant as they are at a lower level. The exception to this would be if they are acceptable as electives for specific diplomas.

	certificates/results of assessment – universities

	University degrees may sound the same, but have a different focus and may be very different.
	University evidence can be difficult for RTOs to measure against VET requirements as they have different names, codes, subjects, elements, and may relate to very different to conditions and expectations. The words used may sometimes be similar, but unless the content, quality and other data can be accurately measured against VET requirements, then these may not be considered. 

It’s not about the level or quality with university degrees which are AQF L7 or higher, it is more about the relevance to the qualifications you are seeking RPL against.

	results/statement of attendance/ certificates – vendor training courses

results/statement of attendance/ certificates – in house courses

results/statement of attendance/ certificates – workshops, seminars, symposiums, etc
results/statements of attendance/ certificates – club courses e.g. first aid, surf life saving

	These may be acceptable as supporting evidence, but rarely as prime evidence

They are often useful to show currency
	The documents are often non-accredited and cannot accurately be measured against VET requirements:

· Results of in-house or non-accredited training only show that you passed a test, exam, or assessment that is not nationally recognised and may not be measurable against (NRT) Nationally Recognised Training.

· Statements of attendance show you were present somewhere. They do not show that you achieved anything, learned anything, or were assessed in anything.  

· Vendor training can demonstrate that you undertook specific training for a specific skill set, and can sometimes be measured against NRT, but are more than likely not to be as they do not address VET requirements under NRT.

· Workshops, seminars, and symposiums show professional development and the maintenance of industry currency.

	industry awards


membership of relevant professional associations

	These are good as supporting evidence to show industry knowledge and skills, but rarely as prime evidence
	Memberships show currency and professional development which are both required for continued VET recognition

	minutes of industry network meetings

	These show that you understand both certain design aspects as well and relate to VET Units of Competency
	Such evidence needs to be about meetings you were in, and must be validated by evidence you attended.

	samples of your work from industry
	these can show your experience and background and are very valuable as supporting evidence
	What is important with samples of your work is a show your knowledge and expertise in a given area, and if providing these as a main source of evidence, you need other evidence to support and demonstrate what you are saying is correct

	quality system documents

	These show that you understand and relate to VET compliance
	Samples need to be your work, or otherwise support your claim.

Using organisational standard documents as evidence is good if they document your performance, but you cannot lodge organisational standard documents that you did not create as evidence of your ability to create documentation

	audit reports and documents

	These show that you understand and relate to VET compliance
	Samples need to be your work, or otherwise support your claim.

	marketing information

	
	Samples need to be your work, or otherwise support your claim.

	minutes of meetings where leadership and teamwork are evident

	
	Such evidence needs to be about meetings you were in, and must be validated by evidence you attended.

	diaries/task sheets/job sheets/log books

	Shows continuous activity and validates other evidence
	This is a great source of supporting evidence to show your experience and exposure, but will need to be backed up by other evidence

	feedback forms and comments

	Shows activity and interaction with learners
	Feedback forms provide an opinion, and any opinion needs to be supported by confirming evidence.

	references/letters from previous employers/supervisors

	
	

	hobbies/interests/special skills outside work

	
	

	any other documentation that may demonstrate industry experience (list)
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