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Recognition of Prior Learning Assessment Tool Kit & Application Form
Diploma of Complementary Healthcare Retailing

Certificate in Foundation Studies for Complementary Healthcare Retailing
Certificate in Complementary Healthcare Retailing – Nutritional Supplements

Certificate in Complementary Healthcare Retailing – Herbal Supplements

Certificate in Complementary Healthcare Retailing – Homeopathy & Flower Essence
Certificate in Complementary Healthcare Retailing - Therapeutics

Certificate in Complementary Healthcare Retailing – Sales & Advertising

When you are ready, please submit this completed RPL Kit
and your Portfolio of Evidence to:

Complementary Healthcare Council of Australia

PO Box 104 Deakin West, ACT 2600

Email: education@chc.org.au     

For more course information log onto our website: http://moodle.chc.org.au
If you have questions please call 0412 287 440 and request assistance from one of our assessors 

List of competencies in this RPL assessment toolkit
Certificate in Foundation Studies for Complementary Healthcare Retailing
FHS CHR – Module 1
Introduction to complementary healthcare retailing
FHS CHR – Module 2
How the body works Part 1; How body systems work Part 1
FHS CHR – Module 3
How body systems work Part 2
FHS CHR – Module 4
How body systems work Part 3

FHS CHR – Module 5
How body systems work Part 4
FHS CHR – Module 6
What goes wrong with disease Part 1
FHS CHR – Module 7
What goes wrong with disease Part 2


Certificate in Complementary Healthcare Retailing – Nutritional Supplements
CCHR – NS – Module 1
Macronutrients Part 1
CCHR – Ns – Module 2
Macronutrients Part 2

CCHR – Ns – Module 3
Micronutrients: Fat soluble vitamins
CCHR – NS – Module 4
Micronutrients: Water soluble vitamins Part 1
CCHR – NS – Module 5
Micronutrients: Water soluble vitamins Part 2
CCHR – NS – Module 6
Micronutrients: Macrominerals
CCHR – NS – Module 7
Micronutrients: Trace elements Part 1
CCHR – NS – Module 8 
Micronutrients: Trace elements Part 2
CCHR – NS – Module 9
Dietary Supplements Part 1
CCHR – NS – Module 10
Dietary Supplements Part 2


Certificate in Complementary Healthcare Retailing – Herbal Supplements
CCHR – HS – Module 1


CCHR – HS – Module 2

CCHR – HS – Module 3
CCHR – HS – Module 4

CCHR – HS – Module 5


CCHR – HS – Module 6

CCHR – HS – Module 7

CCHR – HS – Module 8

CCHR – HS – Module 9

CCHR – HS – Module 10



Certificate in Complementary Healthcare Retailing – Homeopathic & Flower Essence
CCHR – HFE – Module 1


CCHR – HFE – Module 2

CCHR – HFE – Module 3
CCHR – HFE – Module 4

CCHR – HFE – Module 5


CCHR – HFE – Module 6

CCHR – HFE – Module 7

CCHR – HFE – Module 8

CCHR – HFE – Module 9

CCHR – HFE – Module 10



Certificate in Complementary Healthcare Retailing - Therapeutics
CCHR – T -  Module 1


CCHR – T – Module 2

CCHR – T – Module 3
CCHR – T – Module 4

CCHR – T – Module 5


CCHR – T – Module 6

CCHR – T – Module 7

CCHR – T – Module 8

CCHR – T – Module 9

CCHR – T – Module 10



Certificate in Complementary Healthcare Retailing – Sales & Advertising
CCHR – SA – Module 1


CCHR – SA – Module 2

CCHR – SA – Module 3
CCHR – SA – Module 4

CCHR – SA – Module 5


CCHR – SA – Module 6

CCHR – SA – Module 7

CCHR – SA – Module 8

CCHR – SA – Module 9

CCHR – SA – Module 10

Overview of the RPL application process
lification

or Statements of

Attainment

Issued After Payment is Received
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Steps in the RPL process

What do I need to submit to get the process underway?

The CHC has developed this RPL Kit to make applying for (and hopefully receiving) Recognition of Prior Learning as easy as possible. For your submission you will be required to complete the following steps.

· If you haven’t yet submitted an Enrolment Form for this course, please complete the enrolment form found on our website http://moodle.chc.org.au so that we can process your submission. 

· Be sure to look at the Course Structure found on our website http://moodle.chc.org.au so that you are familiar with the names and content of the modules. 
· You can apply for Recognition for either:

· A full Certificate 

· Selected modules within a certificate

· Complete the Application of Prior Learning (RPL) / Recognition of Current Competencies (RCC) form along with associated documentation – found at the end of this document
·    When satisfied with your application please Mail or Email your completed RPL application and your Portfolio of Evidence to:

Complementary Healthcare Council of Australia
PO BOX 104 Deakin West ACT 2600

Email: education@chc.org.au


Note that nothing you submit can be returned to you, so do not submit any originals.



We also suggest that you take a copy of everything before making your submission.

How to build a portfolio of evidence
To have skills formally recognised, assessors must make sure you have the skills and knowledge to meet the industry standard. This means you must be involved in a careful and comprehensive process that covers the content of all unit/s or qualification/s you for which you may be recognised.

Recognition of Prior Learning (RPL) - requires evidence of using accredited courses or training packages and a sound knowledge of the vocational education and training system and competency based training and assessment. 
Examples of evidence required in your ‘Portfolio of Evidence’ are:

· Transcript of results (if transcript is from more than 10 years ago, please support with documentation outlining current work/life experience of relevance)
· Course content

· Brief CV or work history
Recognition of Current Competence (RCC) – requires evidence of competencies currently held by a person, acquired through training, work or life experience. It is important candidates provide as much information of their relevant experience as is available. 
Note: this information is only required where formal training has not been completed

Examples of evidence required in your ‘Portfolio of Evidence’ are:

· References from current/previous employers/supervisors
· Brief CV or work history
· Relevant position description and any performance appraisals you have from any relevant roles
· Certificates/results of assessment 

· Any other documentation that may demonstrate industry experience

· Candidates also need to provide contact details for two referees who can confirm their industry skills in context and over time.

Note: The assessor is looking for currency of competence so use recent projects as evidence. As a rule of thumb, evidence from the last two years is preferable and do not go back more than five to ten years. 

Frequently Asked Questions

Can the RPL application be conducted over the telephone?

No. The assessment of your RPL application depends entirely upon the quality of the documentation you provide, which must be retained for auditing purposes. 
What will the Assessor be looking for in the RPL portfolio?

The assessor will take an integrated and holistic approach to assessment and is looking for:

· Evidence of the specific knowledge requirements for each module 

Does everyone succeed in their RPL application?

No. Only those who meet the RPL assessment criteria will be granted RPL.
What sort of evidence should I provide?
CHC has developed this RPL Kit to help you provide appropriate evidence across each unit of competency. Please refer to How to build a portfolio of evidence for suggested inclusions- see page 5.
Do I need to submit everything listed in order to receive Recognition?

Only submit those documents relevant to your particular request for RPL, on submission of your portfolio, you will receive feedback from the assessor.  If there are gaps in evidence or a question arising about the quality, authenticity or currency of the evidence, you will be contacted and given the opportunity to resubmit further evidence. 
How much does RPL cost and when do I pay for my RPL?

An administration fee of $36 per module or $360 per certificate is applied to all successful RPL  applications unless enrolment in additional CHC course is undertaken.
Payment is not required until after the assessor signs off on the units of competency for which Recognition has been achieved. After payment is received the Statements of Attainment indicating partial completion or the full qualification achieved will be issued to you.

Application for Recognition of Prior Learning (RPL)/Recognition of Current Competencies (RCC)
PART A 
- Participants Contact Details
Name:



Address: 

Contact Phone number: 



Email address:


Part B – Certificate / Modules Claimed – please submit one form per module unless applying for RPL for a full certificate, then just complete the one form for the entire certificate.
Certificate Name:

Module Code – (please refer to page 3 for code references): 




Parts C – Evidence of Knowledge Submitted – please include copies of supporting documents in your RPL Portfolio for further assessment. For a list of recommended supporting documents, please refer to page 5 of the RPL kit.
1. Education that may relate to the learning outcomes of the course

	Institution
	Course
	Subject
	Year/s

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


If you started tertiary education but did not complete it, please include the following details in your RPL portfolio:

How much of the course did you complete?

What subjects did you complete?

Why did you leave?

2. Work experience that may relate to the learning outcomes of the course – Present work 
Note:  it is not necessary to complete this section if your RPL is supported by formal training as noted above. 

	Present Employer
	

	Current Position
	

	Duties
	

	
	

	
	

	
	

	
	

	
	


Work experience that may relate to the learning outcomes of the course – Past work 

Note:  it is not necessary to complete this section if your RPL is supported by formal training. 

	Employer
	

	Position
	

	Duties
	

	
	

	
	

	
	

	
	

	
	


Life Experience that may relate to the learning outcomes of the course

Outline any other activities that you have done that may give you skills and knowledge which may be relevant to the course.

	

	

	

	

	

	

	


Evidence Review

OFFICE USE ONLY

The assessor completes this table during the assessment to record the evidence collected.
Candidate Name:
	Competency Code
	Competency Name
	Document Type
	Additional / Alternative Evidence

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


OFFICE USE ONLY
Additional notes
	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


RPL / RCC  - Granted

RPL / RCC – Declined

Payment received Y / N

Assessor’s Name:  






Assessor’s Signature:





Date: 






Applicant submits enrolment form AND RPL portfolio to the CHC for assessment





RPL portfolio is assessed & further information is requested where necessary





Applicant notified of result and Statement of Attainment is issued after payment received


or Statements of


Attainment


Issued After Payment is Received


Qualification


or Statements of


Attainment


Issued After Payment is Received








Feedback provided & options for remaining


‘gaps’ in evidence


negotiated if necessary
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