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Credit and Recognition of Prior Learning Policy
This policy is current as at 3 September 2018.

Scope
This policy applies to prospective students, and new and existing students enrolled in
Vocational Education Training (VET) programs at Kaplan Education Pty Ltd trading as
Kaplan Professional (referred to as ‘Kaplan Professional’).

Purpose
The purpose of this policy is to:
• provide Kaplan Professional students and staff with clear information about options available to
students to allow them to gain credit (CT) for existing units of competency or recognition of prior
learning (RPL) based on previous formal or informal study, work or other experience, and
• outline the process students should follow to apply for CT or RPL.

Related legislation and guidelines
Ensure that Kaplan Professional complies with applicable Standards for Registered Training
Organisations (RTOs) 2015 - Clauses 1.2, 1.8, 1.12 and 3.5.

Policy
• Kaplan recognises that potential or current students may have undertaken previous training,
study or have work experience, that are equivalent to units of competency in a Kaplan
subject/qualification.
• Where this can be demonstrated by the student, the student may be granted credit or recognition of
prior learning from a previous subject/qualification.
• Kaplan recognises that the granting of CT or RPL has the effect of lessening a student’s study
requirements and therefore shortening the time required to complete a subject or qualification.
• It is the student’s responsibility to supply sufficient evidence which demonstrates how they meet
the requirements of the unit/s of competency. Student’s should refer to the Credit & Recognition of
Prior Learning Application Form and the relevant Recognition of Prior Learning kit for more details
on the required evidence.
• CT and RPL fees apply and these are published on Kaplan Professional’s website and within the
Credit & Recognition of Prior Learning Application Form.
• All CT and RPL requests are to be made using the Credit & Recognition of Prior Learning
Application Form and emailed to rpl@kaplan.edu.au. A copy of all documentation received,
including the outcome of the application, will be recorded in the applicant’s student file.
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Credit Transfer
Credit Transfer (CT) is the process of awarding credit for a unit or units of competency (UoC),
attained from another Registered Training Organisation (RTO) which are the same as the unit or units
of competency in a Kaplan Professional subject or qualification.
Where this is the case, Kaplan Professional will recognise the certification issued, once validated,
and give credit to the student for that unit(s) of competency.
This will be recorded as a ‘Credit Transfer’ on the student’s record and AQF
certification/documentation (i.e. qualification/statement of attainment on the record of results).
RTOs, including Kaplan Professional, are not obliged to issue certification that would be entirely
comprised of units of competency completed at another RTO or RTOs where there is a direct credit.

Submitting a Credit Transfer application
An application for CT must be made using the Credit & Recognition of Prior Learning Application Form
and emailed to rpl@kaplan.edu.au. A copy of all documentation received, including the outcome of the
application, will be recorded in the applicant’s student file.
CT fees apply and these are published on Kaplan Professional’s website and within the Credit &
Recognition of Prior Learning Application Form.

Credit Transfer Evidence Requirements
Students are required to provide certified copies of any relevant qualification certificates or statements
of attainment listing the unit(s) of competency for which they are seeking credit transfer. Refer to the
Certification List for guidance as to what constitutes a certified document.

Recognition of Prior Learning (RPL)
Recognition of Prior Learning (RPL) is an assessment process that assesses the competency(ies) of
an applicant which may have been acquired through formal, non-formal and informal learning.
Formal, non-formal and informal learning is defined as:
Formal learning refers to learning that takes place through a structured program of instruction
and is linked to the attainment of an AQF qualification or statement of attainment (for example,
a certificate, diploma or university degree).
Non-formal learning refers to learning that takes place through a structured program of
instruction, but does not lead to the attainment of an AQF qualification or statement of
attainment (for example, in house professional development programs conducted by a
business).
Informal learning refers to learning that results through experience of work-related, social,
family, hobby or leisure activities (for example the acquisition of interpersonal skills developed
through several years as a sales representative).
Standards for Registered Training Organisations (RTOs) 2015 v2
Students may obtain up to 100% of a Kaplan subject/qualification via RPL. Kaplan reserves the right
to vary this at their discretion, or request the potential or current student completes an additional
assessment or meet other requirements before receiving 100% of a Kaplan qualification or course via
RPL.
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Submitting an RPL application
An application for RPL must be made using the Credit & Recognition of Prior Learning Application
Form and emailed to rpl@kaplan.edu.au. A copy of all documentation received, including the outcome
of the application, will be recorded in the applicant’s student file.
RPL fees apply and these are published on Kaplan Professional’s website and within the Credit &
Recognition of Prior Learning Application Form

RPL Evidence Requirements
Students are required to provide evidence of their skills and knowledge to meet the requirements of
the unit(s) of competency for which they are seeking RPL.
The RPL evidence requirements will vary between subjects and or courses. Specific evidence
requirements for each qualification or course can be found in the RPL Kit made available to the
applicant upon commencement of the RPL process. Students should note that all evidence submitted
for a RPL application must be the student’s own original work. Kaplan Professional may deny any
application for RPL that is found to be based on the work of another person or which potential
copyright infringements are evident in the material submitted for RPL.
Kaplan Professional’s administration team will check the validity of supporting documentation
received. This may include contacting the relevant individual(s) or institution(s) referred to in the RPL
documentation for verification, for example, previous academic records, workplace evidence,
work history or a workplace recommendation.

Assessing a CT and RPL request
Assessment of evidence
A suitably qualified and experienced assessor will be allocated the completed Credit & Recognition of
Prior Learning Application Form and accompanying documentation to review to determine whether
competency has been demonstrated.
If appropriate, the assessor may request additional evidence be provided to support the application.
The evidence portfolio provided by the student will be assessed in accordance with the
Kaplan Professional Assessment Policy.

CT and RPL outcomes
All applications will be processed within three to five business days, and the applicant will be advised
of the outcome within five to seven business days.
If the evidence portfolio is deemed incomplete or if insufficient evidence has been provided, Kaplan
Professional staff will request the student submit further documentation. In this case, the student’s CT
or RPL application will not proceed until complete and sufficient evidence has been received by
Kaplan Professional.

Successful CT outcome
If the CT request is successful, Kaplan Professional staff will advise the student of the outcome by
email.
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Proceeding with the successful CT outcome
If the student chooses to apply their approved CT to enrol in a Kaplan qualification/course, they must
do so within 12 weeks from their outcome notification date, the course duration will commence at the
point of enrolment. Refer to fees published on the Kaplan Professional website.
The CT administration fee will be charged separately to the enrolment fee. The enrolment fee less the
initial administration fee for CT will apply.
A Statement of Attainment and/or Qualification with the CT included may not be issued until after the
full qualification has been completed.

Unsuccessful CT outcome
Where the CT application is unsuccessful, Kaplan Professional staff will advise the student of the CT
outcome by email.
In this case, the student may enrol into a Kaplan Professional program and use the initial CT
administration fee to offset part of the program enrolment fee. Students must proceed with their
enrolment within 12 weeks of their CT outcome notification otherwise the CT may lapse.

Successful RPL outcome
If the RPL request is successful, Kaplan Professional staff will advise the student of the outcome by
email.
Applicable RPL fees may apply. These are published on Kaplan Professional’s website and within the
Credit & Recognition of Prior Learning Application Form.
A successful RPL outcome will be valid for 12 weeks from Kaplan notifying the student of the
outcome. If the student does not use their approved RPL to enrol in a Kaplan Professional
qualification/course within 12 weeks, the RPL outcome may lapse and the student may be required to
submit a new RPL application. However, the application will be assessed against the subject/course
and competency requirements at the time of the new application.

Proceeding with the successful RPL outcome
If the student chooses to proceed with a successful RPL outcome within 12 weeks from the approval
date, remaining RPL fees may apply. If the student chooses to apply their approved RPL to enrol in a
Kaplan qualification/course, the course duration will commence at the point of enrolment.
Should there be any remaining fees, the student will be invoiced and payment will be required prior to
the RPL application proceeding.
The remaining RPL fee will be full fee less the initial application fee.
A Statement of Attainment and/or Qualification will be issued to the student, as appropriate. If the RPL
forms part of a course or qualification, a Statement of Attainment may not be issued at the time;
however the unit or units of competency awarded will be listed with a ‘Competent’ status on the
student’s record and credit certified through the issue of a qualification or Statement of Attainment at
the completion of the course.

4 | Kaplan Professional_CTRPL Policy_v1

Unsuccessful RPL outcome
Where the RPL application is unsuccessful, Kaplan Professional staff will advise the student of the
RPL outcome by email.
In this case, the student may enrol into a Kaplan Professional program and use the initial RPL
application fee to offset part of the program enrolment fee. Students must proceed with their enrolment
within 12 weeks of their RPL outcome notification, otherwise the RPL may lapse.

Appealing the assessment decision
If the student wishes to appeal against an RPL decision they should, in the first instance,
contact Kaplan Professional’s support team on 1300 662 203 or rpl@kaplan.edu.au. If the issue is
unable to be adequately resolved, the student may formally appeal the decision by lodging a written
Notice of Appeal with the Head of Student Experience. Students should refer to the Complaints and
Appeals Policy and Procedure for more information about this process.

Related documents
• Credit Transfer and Recognition of Prior Learning Application Form
• RPL Kit (available upon request)
• Certification List
• Assessment Policy
• Complaints and Appeals Policy and Procedure

Policy owner
• The owner of this policy with responsibility for the implementation and relevant training of this policy
is the Head of Operations, Head of Learning and Delivery and Head of Faculty.
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