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	Copy Right
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Section A: Introduction

1.
About this RPL Orientation Guide  

Welcome to the Recognition of Prior Learning (RPL) process for the (insert qualification name) – this is an NQF registered qualification (Insert SAQA Reg. No & level). This Qualification is for any individual who is, or wishes to be involved in the insert industry, and it serves to support and advance the functioning of individuals in this industry. 
The purpose of this RPL Portfolio guide is to provide the Candidate, RPL Advisor and Assessor with guidelines on the preparation and presentation of the RPL Portfolio of Evidence for assessment purposes.
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	Tip:

This RPL Portfolio Guide will enable the Candidate to plan, prepare, compile and present the evidence required of him/her to be declared competent against the unit standards contained in the qualification.   


1.1
Why are we here? 

Insert the rationale for RPL requirements in this section.
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	Candidate Note:

The attainment of the Qualification represents the pre-requisite for admission to (insert industry professional requirements here).  The successful completion will entitle the candidate to be registered as a (insert Professional registration title here).




[image: image31.jpg]



1.2
Entry Requirements 

1.2.1
Legal Requirements for RPL 
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	Commentary on Legal Stuff:

Insert specific regulations / legislation /industry rules  stipulates the requirements for entry, remedial training and exemptions in Regulations (insert section numbers)


	Recognition of prior learning

Insert extracts from legislation that specifically address the re-training, re-registration and Qualification requirements of a certain Professional Industry.

Insert the sections in the Regulations that address the entry, remedial training and exemptions here.

Alternatively, detail the industry requirements that necessitate RPL assessment. 
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	Self Reflection:

· According to the above, who may register for RPL purposes? 

· Which qualifications are prescribed by the Regulations / industry? 
· What prior learning is recognised by the Regulations / industry?
· According to the above, what will happen if you do not meet all the RPL requirements? 

· Is anyone exempted from the requirement to obtain the (Insert Qualification Title) 
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1.2.2
Qualification Requirements for RPL 
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	Commentary on Legal Stuff:

The SAQA Qualifications document for (Insert Qualification Title)  stipulates the requirements for learning assumed to be in place, and must be read in conjunction with the industry standards that must be adhered to:  


The following serves as entry requirements to qualify as an RPL candidate for the (Insert Qualification Title, NLRD Number and Level): 

	Educational Entry Requirements
	Industry Entry Requirements

	Insert the stipulated requirements from the Learning Assumed to be in Place section in the registered Qualification document.
	Insert the Industry Entry Requirements that is stipulated in the legislation / regulations of that particular industry.

	Insert the Access requirements to this Qualification that is stipulated in the registered Qualification document.
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	Self Reflection:

· According to the above, what industry requirements do you need to access the RPL process – and do you match these requirements? 

· Which educational requirements must you have – and do you match these requirements? 




1.2.3
Fundamental Literacy / Numeracy Requirements for RPL
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	Candidate Note:

It is acknowledged that many of the (insert title of practitioners) will have come from different backgrounds and with different scholastic achievements already in place – it is therefore appropriate that prior scholastic qualifications be recognised.
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	Candidate Note:

CAT

CAT is the acronym for “Credit Accumulation Transfer”, and is based in a model developed by SAQA that will be used to determine whether CAT (Credit Award Transfer) will be implemented to recognise school / FET qualifications and sector qualifications



The following is the model proposed by SAQA: 

	National Qualification 
	Literacy / Communication 
	Numeracy / Mathematics 
	2nd Language

	
	Level 3
	Level 4
	Level 3
	Level 4
	

	Grade 12 with Mathematics 
	Yes
	Yes
	Yes
	Yes
	Yes

	Grade 12 without Mathematics
	Yes
	Yes
	No
	No
	Yes

	Grade 11 with Mathematics
	Yes
	No
	Yes
	No
	Yes

	Grade 11 without Mathematics
	Yes
	No
	No
	No
	Yes

	Grade 10 with Mathematics
	No
	No
	No
	No
	No

	Grade 10 without Mathematics
	No
	No
	No
	No
	No

	Grade 9
	No
	No
	No
	No
	No
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	Tip

Learners will therefore be able to receive credits towards all or portions of the fundamental unit standards, depending on the scholastic match they have to the proposed model above. 

In addition, fundamentals are assessed as embedded components of the exit level outcomes, and will not be assessed separately. 
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1.3
The RPL Process 

The RPL Process is as follows: 
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	Tip

The new legislation has already established a need to fast track current (insert profession) towards attaining the (Insert Qualification Title) through a stream lined RPL process.   

The (Insert Qualification Title) has been developed as a one year training programme for new candidate (insert profession) entering (insert industry)  as a career, and an RPL process and evidence requirements have been designed for existing (insert profession) who meet the entry requirements as stated above. 
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In this section we will concentrate on steps 3 – 5 of the RPL process that applies to the RPL candidate. 
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1.4
Assessment of your Portfolio 

Within three months of submitting your portfolio:

· The assessor will verify the evidence presented

· The assessor may contact you to ask for further evidence, to clarify anything and/or to conduct an oral assessment

· The assessor will provide a written assessor report to the provider 

· The assessment results will be moderated

· If assessed as competent, you will be issued with the credits applicable to this learning unit against the unit standards of the programme.

· If assessed as not yet competent, you will receive detailed guidance on what you need to be before you can be assessed as competent.
1.5
Appeals Procedure 

In order to conduct the NQF system in an equitable & transparent manner, it is important that there is a mechanism by which a learner can appeal against the assessment conducted by the person who has been given the task of assessing him / her.

A learner may appeal against an assessment decision if he / she feels that the assessment was not 

i. Valid

ii. Fair

iii. Reliable

iv. Practicable

The assessor is required to advise the candidate of the required appeals process to follow: 

1. Attempt to resolve dispute with assessor

2. Submit formal request for dispute resolution to provider ’s Moderator 

3. The Moderator will meet with the candidate to discuss and agree on a possible resolution (appoint different assessor to re-assess, appoint moderator to moderate the assessment, submit additional information for assessment)

4. If, after a second assessment and moderation, the candidate  is still dissatisfied, he / she may fill in the Appeal Form and submit to the Moderator. 
5. The Moderator will appoint an Appeals Committee within the organization to review the appeal, during which both learner and assessor will have the opportunity of stating their case to the Appeals Committee. 

6. The Appeals Committee will make a decision of upholding or overthrowing the appeal, and communicate the decision to all relevant parties.
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	Tip

Should the candidate still not be satisfied with the outcome, he may approach the organization for further information on possible alternative actions to resolve the matter, or lodging an appeal with the relevant ETQA. 

The decision of the ETQA will be final and binding on all parties.


2.
Portfolio Evidence 

2.1
Portfolio of Evidence Requirements 

[image: image37.jpg]


“Good” evidence is, as per the SAQA requirements:

· Valid (related to what is being assessed)

· Current (as recent as possible)

· Sufficient (enough evidence to prove the competence without “overkill”)

· Authentic (conducted by the candidate him/herself, in a real-life work environment, or acceptably simulated environment).

The RPL Portfolio of Evidence for (Insert Qualification Title and NLRD Nr.) consists of various sections. 
	Section A
	Index

	
	

	Section B
	Personal Details

	
	

	Section C
	Evidence Unit 1

	
	

	Section D
	Evidence Unit 2

	
	

	Section E
	Evidence Unit 3

	
	

	Section F
	Evidence Locator Grid

	
	

	Section G
	Portfolio Review
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	Evidence Requirements:
Each unit of evidence contains several assessment activities - you will be required to complete all 5 areas of evidence per evidence cluster: 

· Knowledge Assignment 

· Practical Assignment
· Natural Occurring Workplace Evidence 

· Self Reflection on prior industry experience and exposure 
· Additional Historical Evidence …

Please make sure all steps for the Portfolio Activities are shown where required
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	Tip

Get a lever arch file and place 8 file divisions into it. We suggest that your portfolio is organized into 8 sections.  No section may be left out – please make use of the templates and checklists provided to ensure your Portfolio of Evidence is complete!
Refer to the last section of this Orientation Guide for administrative documents that must be included in your Portfolio of Evidence. Refer to the Portfolio Checklists to assist you in structuring your portfolios in an “assessment friendly” manner. 




2.2
RPL Assessment Requirements 

The process of RPL requires the candidate to produce a balance between current and historical naturally occurring evidence as proof of ability to apply the skill and knowledge that the candidate has obtained through various media of learning.  
The RPL process also requires the candidate to reflect on the learning and application that has ensued and assesses the candidate’s level of in-depth understanding and knowledge of the subject matter.  
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	Self Assessment:

Review the assessment strategy provided in Section C – it will provide you with sufficient evidence against this module of the qualification, and prepare you for the FSA (Final Summative Assessment).
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Section B: Qualification Document 

Insert the entire Qualification document as it is downloaded from SAQA website.  

Section C: Assessment Strategy & Plan 

1.
Assessment Strategy 

The following assessment strategy is applicable to this qualification for RPL Purposes: 

	ELO
	US NLRD 
	Unit Standards
	Evidence Unit 
	Assessment Activity 

	
	
	
	1
	2
	3
	Knowledge Assignment
	Practical Assignment
	CCFO Activity
	Natural Occurring Evidence
	Reflection

	List ELO No.
	List NLRD No.
	List the Unit standard titles.
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


2.
Additional Assessment Conditions  

2.1
Fundamental Unit Standards 
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	Fundamentals:

The fundamental unit standards are embedded in the Evidence Units and will not be assessed as separate units – through presentation of evidence against qualification assessment criteria and the core and elective unit standards, the candidate will be assessed against the outcomes of the fundamental unit standards.


2.2
Historical Evidence Locator 
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	Historical Evidence:

Should you have any additional historical evidence that shows his/her competence and expertise, it would be in your interest to include the additional historical evidence in your Portfolio of Evidence, and complete the Historical Evidence Locator Grid.


This will particularly apply to the following additional historical evidence: 

· Previous programmes and assessments conducted and credits obtained;

· Evidence of previously attended programmes for professional development in (insert profession) related topics

· Any other formal qualifications / industry related programme certificate copies 

· Provide copies of certificates of competence obtained / issued by an accredited provider;

· The certificates provided must be current and contact details of institution must available.

2.3
Critical Cross Field Outcomes - Evidence Locator 
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	Self Assessment:

The critical cross field outcomes cut across all qualifications and you need to prove to your assessor that you have acquired these skills.  You do not have to give extra evidence – simply cross reference these CCFOs to evidence already in your portfolio, and note it in the Critical Cross Field Evidence Locator.


3.
Evidence Requirements 

3.1
Knowledge and Practical Assignment 

The purpose of this Assignment is to provide the candidate an opportunity to present foundational, practical and reflexive competence against the Exit Level Outcomes and related qualification assessment criteria for the RPL assessment in the (Insert Qualification Title, NLRD Nr. and level).

1. The candidate is required to complete all questions of the respective Knowledge Assignments. 
2. All candidate responses must be recorded, and the candidate must ensure that responses are sufficiently detailed to meet the requirements of the unit standards in question. 

3. On completion of the Knowledge Assignments, the candidate is required to include the Assignment responses in his/her Portfolio of Evidence for assessment. 

4. The assessor reserves the right to validate responses in the Knowledge Assignments with a structured interview. 

5. Candidates are required to sign a Declaration of Authenticity to verify that the Knowledge Assignments are their own work.  

3.2
Natural Occurring Workplace Evidence

The purpose of this Assignment is to provide the candidate an opportunity to present workplace related evidence of applied competence against the Exit Level Outcomes and related qualification assessment criteria for the RPL assessment in the (Insert Qualification Title, NLRD Nr. and level).

1. The candidate is required to identify areas where workplace evidence can be produced and include authentic copies thereof in the Portfolio of Evidence.  
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	Note:

The evidence samples listed under each of the unit standards are examples of evidence that may be appropriate to the unit standard only. Should the candidate have any other samples of evidence that he/she feels is appropriate, it may be included, as long as the evidence is clearly marked with the unit standard number and name that it refers to.


2. The assessor reserves the right to validate evidence submissions in the Workplace Evidence section during a Structured Interview.

3. Candidates are required to sign a Declaration of Authenticity to verify that the workplace evidence is their own work.  

3.3
Reflection 

The purpose of the Reflection is to provide the candidate an opportunity to provide historical evidence of prior workplace exposure against the exit level outcomes, its related qualification assessment criteria and unit standards for the RPL assessment in the (Insert Qualification Title, NLRD Nr. and level).

1. The candidate is required to reflect on his engagement in the workplace with areas of competence stipulated in the assessment criteria. 

	[image: image19.png]




	Note:

The candidate is encouraged to identify his own evidence that is appropriate to any of the qualification assessment criteria. Should the candidate have any samples of evidence that he/she feels is appropriate, it may be included, as long as the evidence is clearly marked with the unit standard number and name that it refers to.


2. The assessor reserves the right to validate evidence submissions in the Workplace Evidence section during a Structured Interview.

3. Candidates are required to sign a Declaration of Authenticity to verify that the workplace evidence is their own work.  
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	Portfolio Assessment Activities:

Refer to your RPL Portfolio Guide for detailed activities that must be completed in relation to each Evidence Unit. 

Should a candidate wish to obtain credits against all the electives contained in the Qualification, the overlapping and additional evidence requirements must be discussed with your RPL Advisor in advance.  




Section D: Evidence Unit 1: Insert Unit Name 

1.
ELO 1: Insert ELO 1.

1.1
Unit Standard Alignment
Exit level outcome 1 (Insert ELO 1) is compatible with the following unit standards:   

	ELO
	US Type 
	NLRD
	US Title 
	Level 
	Credits


	Insert ELO 1
	Insert (core, fundamental, elective)
	Insert the NLRD Nr
	Insert the US Title
	Insert Level 
	Insert Credits

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	TOTAL CREDIT VALUE
	
	Add up


1.2
Qualification Assessment Criteria 

The candidate is required to show applied competence against the following qualification assessment criteria:  

Insert the assessment criteria applicable to Exit Level Outcome 1.
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1.3
Evidence Matrix 

ELO 1: Insert ELO 1 Title.

	Qualification Assessment Criteria 
	NLRD
	Unit Standard 
	Outcomes 
	Knowledge
	Practical
	CCFO
	NOE
	Reflection 

	
	
	
	
	Tick the appropriate assessment activity for that unit standard

	1. Insert the assessment criteria
	Insert unit standard NLRD No
	Insert unit standard Title
	List the Specific Outcomes for that unit standard.
	x
	x
	x
	x
	x

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	1.2 
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	1.3 
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	1.4
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


Section E: Evidence Unit 2: Insert Unit Name 

1.
ELO 2: Insert ELO 2.

1.1
Unit Standard Alignment
Exit level outcome 2 (Insert ELO 2) is compatible with the following unit standards:   

	ELO
	US Type 
	NLRD
	US Title 
	Level 
	Credits


	Insert ELO 2
	Insert (core, fundamental, elective)
	Insert the NLRD Nr
	Insert the US Title
	Insert Level 
	Insert Credits

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	TOTAL CREDIT VALUE
	
	Add up


1.2
Qualification Assessment Criteria 

The candidate is required to show applied competence against the following qualification assessment criteria:  

Insert the assessment criteria applicable to Exit Level Outcome 2.
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1.3
Evidence Matrix 

ELO 2: Insert ELO 2 Title.

	Qualification Assessment Criteria 
	NLRD
	Unit Standard 
	Outcomes 
	Knowledge
	Practical
	CCFO
	NOE
	Reflection 

	
	
	
	
	Tick the appropriate assessment activity for that unit standard

	1. Insert the assessment criteria
	Insert unit standard NLRD No
	Insert unit standard Title
	List the Specific Outcomes for that unit standard.
	x
	x
	x
	x
	x
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	1.3 
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	1.4
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


Section F: Evidence Unit 3: Insert Unit Name 

1.
ELO 3: Insert ELO 3.

1.1
Unit Standard Alignment
Exit level outcome 3 (Insert ELO 3) is compatible with the following unit standards:   

	ELO
	US Type 
	NLRD
	US Title 
	Level 
	Credits


	Insert ELO 3
	Insert (core, fundamental, elective)
	Insert the NLRD Nr
	Insert the US Title
	Insert Level 
	Insert Credits

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	TOTAL CREDIT VALUE
	
	Add up


1.2
Qualification Assessment Criteria 

The candidate is required to show applied competence against the following qualification assessment criteria:  

Insert the assessment criteria applicable to Exit Level Outcome 3.

1.3
Evidence Matrix 

ELO 3: Insert ELO 3 Title.

	Qualification Assessment Criteria 
	NLRD
	Unit Standard 
	Outcomes 
	Knowledge
	Practical
	CCFO
	NOE
	Reflection 

	
	
	
	
	Tick the appropriate assessment activity for that unit standard

	1. Insert the assessment criteria
	Insert unit standard NLRD No
	Insert unit standard Title
	List the Specific Outcomes for that unit standard.
	x
	x
	x
	x
	x

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	1.2 
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	1.3 
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	1.4
	
	
	
	
	
	
	
	


Section G: Conclusion 
1.
Self Assessment 
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	Self Assessment:

At this stage it may be a good idea to conduct a self assessment against the exit level outcomes, qualification assessment criteria and related unit standards. Use the self assessment to start planning the areas of evidence you will be able to provide, and where you think you may need some assistance.


	AC
	Qualification Assessment Criteria 
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Sorted!
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Mostly?
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Need Help!
	My Notes 

	1.1
	Insert all the Qualification Assessment Criteria in this table. 
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	Personal Development Plan 

	Note the areas below that you may need to ask some help on, or that you are unsure of and may have questions on. Formulate your questions and plan for yourself! 

	

	

	

	

	


2.
Conclusion

You are now ready to start with your RPL Portfolio of Evidence – 

GOOD LUCK!! 
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