



Recognition of Prior Knowledge and Skills (RPKS)
Portfolio Preparation Guide


Recognition of Prior Knowledge and Skills (RPKS) is a process to recognise and grant academic credit for what you have already learned or developed.
Prior knowledge and skills can be from one or a combination of the following: 
1. Life experience (e.g. service to community, elder care etc.)
2. Work experience (e.g. things you learned, or skills developed in a work role)
3. Teaching yourself (e.g. research, hobby) 
4. Training on the job (e.g. industry courses, in-service training, staff development, seminars/ workshops)
5. Formal courses (e.g. secondary and tertiary studies) 
This guide has been developed to assist you to gather your documentation to present as a portfolio for RPKS assessment.
You may also be required to undertake an exam or interview before credits are awarded under RPKS. 
Application Process










Preparation Guide 
Section A) Self-assessment: Identify and match your prior learning to learning outcomes
This section explains the process of reviewing the learning outcomes, identifying your prior learning and matching your prior learning with the learning outcomes of the course/s for which you seek credit. You must complete the self-assessment worksheet and application form at the end of this guide.
Section B) Gathering your evidence
This section explains the types of evidence you can gather to support your self-assessment.
Section C) Preparing your assessment portfolio
You are required to prepare your portfolio of evidence. Review the checklist and ensure that all documents are provided.
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There are two essential components for identifying your relevant prior knowledge and skills:
Step 1: Review the learning outcomes of the course/s for which you seek credit.
Learning outcomes are a set of statements in the course descriptor that specify what learners should be able to demonstrate as a result of their learning. They identify practical skills, thinking skills, and knowledge relevant to a given course. They are, in effect, statements of competency or capability. You must prove that you have met all learning outcomes of a course to obtain credit. 
Step 2: Identify your prior knowledge and skills and match them with the learning outcomes in the course for which you seek credit.
· Ensure that you have obtained or can obtain the necessary evidence to prove that you have the knowledge and skills.
· Repeat for each course for which you are seeking credit.
You could start by creating an overview of your skills and knowledge by examining different aspects of your life, like your work experience. Analysing each job and life experience you have had can help you identify your previous knowledge and skills.

[bookmark: _Toc171350573][bookmark: _Toc171350598][bookmark: _Toc171350635][bookmark: _Toc171354158]Section B: Gathering Your Evidence
What sort of evidence of knowledge and skills could I provide?
You should source evidence supporting the prior knowledge and skills described in the learning outcomes. Its purpose is to prove that the identified learning has occurred and has been demonstrated. When selecting documentation you should think about the assessor’s perspective. What kinds of evidence would you look for if you had to make a judgement on your application? What would convince you? 
You need to provide evidence that you possess the knowledge and skills that you claim. In the case of RPKS, sources of evidence may include:
· A report such as a Financial Report, Research Report, Market Research Report, or Technical Report.
· A computer programme you have developed.
· Photograph depicting a moment in time, telling a story, capturing a specific event, environmental setting, cultural context etc.
· Evidence of training/education such as transcripts or certifications. Wherever possible, include the course outlines or course description information.
· Documents which recognise your expertise, such as Licenses, awards, prizes, membership of professional bodies, newspaper or journal articles you have written.
· Records of your work performance, such as appraisals, references, and supervisor’s report.
· A narrative or an essay demonstrating your understanding of any concepts or principles relevant to the course/s for which you seek credit.
· Letter/s of validation from a credible source (usually someone who supervised or mentored you, such as your previous or current employer, previous teacher, or church leader) providing verification of your claims to learning. This letter must specifically state the knowledge and skills you claim. 
What makes for a ‘good’ letter of validation? 
The letter should be on organisational letterhead (if applicable) and be written by the person who has direct knowledge of the learning for which the applicant has claimed RPKS. It should contain:
· The name of the applicant 
· The writer’s relationship to the applicant (employer, relative, co-worker, mentor)
· The dates of employment or the time the applicant has been known to you
· The position or role the applicant held 
· For each claim to knowledge and skill, a statement of verification (if agreed) that the applicant performed the skills to the level indicated unsupervised or has the attitudes or the knowledge claimed
· It will be helpful if the writer includes comments on the quality of the applicant’s performance in respect of each claim
· The letter must be signed by the writer, who should indicate the position he/she currently holds 
· The writer should not testify to any claim for which the applicant does not have full competence. Where the writer does not agree with the applicant’s claim, it may be helpful to describe the level of skill or knowledge that the applicant has attained.
Important points to note when preparing your documents:
· Remember to be concise and make it easy for the assessor. Too much documentation that is unnecessary will make it harder for the assessor to understand and quickly comprehend your application.
· Submit authenticated copies of documents and keep a copy of your application for your records.
· Use the Self-Assessment Worksheet provided to record the results of your self-assessment.
· Your learning narrative and statements in the worksheet describe your experience, and the documentation provides the proof. Relevant documentation will help the assessor determine if you have proven your claims.

[bookmark: _Toc171350574][bookmark: _Toc171350599][bookmark: _Toc171350636][bookmark: _Toc171354159]Section C: Preparing Your Assessment Portfolio
The RPKS portfolio is a collection of documents (paper-based or digital) in which you present the details of your learning based on past experiences and accomplishments that prove that you know and can do what you claim. Complete your portfolio using the information you identified and gathered in Parts A and B.
Please follow the following format:
1. Use the Recognition of Prior Knowledge and Skills Application form as your cover page.
2. Self-assessment Worksheet
3. Your Curriculum Vitae (CV) or complete the resume template below
4. List the evidence that is included in your application – Refer to Section B. 
Things to consider when writing an RPKS Curriculum Vitae (CV)
All applicants for RPKS must provide a profile of their experience in a form of a CV or by completing the resume template below. The CV should include details of your secondary and tertiary education and achievements. It is crucial to include a CV that covers your complete work experience and should follow a chronological format with the latest work experience appearing first. Your CV should not exceed three A4 pages.. 
Portfolio assessment is a process conducted by the institution’s academic staff that determines the equivalence between a learner’s prior learning and the learning outcomes of a course. The assessor will evaluate the evidence provided and respond to the learner usually within 2 weeks of receiving all the evidence. The learner may be required to come for an interview or exam. 
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Personal information
	Learner ID
	Click or tap here to enter text.
	Full Name
	Click or tap here to enter text.
	Telephone/Mobile number
	Click or tap here to enter text.
	Email address
	Click or tap here to enter text.
	Are you an international learner?
	☐	Yes
	☐	No
	

	Address
	Click or tap here to enter text.
	
	Click or tap here to enter text.
	Name of Programme/Qualification
	Click or tap here to enter text.

Course information
List all the courses you would like to apply for RPKS in the below table.
	COURSE DETAILS
	
	OFFICIAL USE ONLY

	Course Code
	Course Title
	Course Credit Value
	
	Credit Type 
(CT/CC/ ADV)
	Approved/
Declined

	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	
	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	
	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	
	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	
	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	
	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	
	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	
	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	
	Click or tap here to enter text.	Click or tap here to enter text.
	
	
	
	
	
	

	ASSESSOR RATIONALE IF DECLINED
	
	
	Assessor Name
	Click or tap here to enter text.
	Click or tap here to enter text.





	
	Signature
	Click or tap here to enter text.
	
	
	
	

	
	
	Date
	Click or tap here to enter text.


Recognition of Prior Knowledge and Skills (RPKS)
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Learner declaration
I have enclosed:
	☐	Completed self-assessment worksheet. 

	☐	Completed resume template or A copy of your Curriculum Vitae (CV) attached 

	☐	Evidence of all prior knowledge and skills claimed

	☐	Proof of payment of NZD$100 application fee (payment methods listed below).



1. I declare that all the information supplied on this form and any attached information to be true and complete. I acknowledge that the Institution may decline my prior learning credit application if false information is supplied.
2. I understand that this application is subject to the academic regulations as specified in the Recognition of Prior Learning Policy and Programme Document.
3. I understand that an assessment fee of $75 per credit will be charged upon submission of this application form. Alternatively, if the total credit amounts cannot be determined initially, a fee of $4,500 will be charged in advance, with a wash-up at the end of the assessment process.


	Learner Signature
	Click or tap here to enter text.

	Full Name
	Click or tap here to enter text.
	
	Signature of the Person Submitting this Form	
	Name of the Person Submitting this Form (print)
	Date of Signature	
	
	
	
	
	

	
	DD
	
	MM
	
	YYYY
	


Payment method
1. EFTPOS payment at registry or enrolment offices.
2. Internet banking (one-off payment). Using the information below: 

	Future Skills
	Ashton Warner Academy

	Bank account: 02-0214-0177581-000
Particulars: [First Name]         
Code: [Last Name]  
Reference: Date of birth, e.g. (31-12-1999)                                                            
	Bank account: 02-0191-0487156-000

Particulars: [First Name]         
Code: [Last Name]  
Reference: Date of birth, e.g. (31-12-1999)                                                            



Important information
· Applications will not be processed until the application and assessment fees are paid in full.
· The application and assessment fees are non-refundable regardless of the outcome of the application.
· RPL applications should be made as soon as possible once the offer of place is accepted. 
· Approval given for credit will remain valid for a period of 12 months. If you do not enrol within this period, then credit granted for RPL in this programme is removed from your academic record.
· If your RPL application is successful, and as a result, you will not be enrolled full-time, this may affect your eligibility to receive student loans and/or allowances. Please contact Study Link for further details.
· Please return the completed form to registry@futureskills.co.nz. 


[bookmark: _Toc171354163]Self-assessment Worksheet
List any experiences (life or work) that have helped you to gain knowledge and skills relevant to your application. 
	STEP 1
	STEP 2
	STEP 3

	Course Name
	Learning Outcomes
	Identify the knowledge and skills you have learned that match this learning outcome.
E.g. I can…
	Where have you learnt/shown the learning? 
I.e. In which role, setting, context etc.
	What evidence supports your claim?
Consider role, job description, performance review, client feedback, awards, qualifications, voluntary work, workshop/ seminar, staff training, formal training, research etc.

	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.



	Click or tap here to enter text.

	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.

	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.

	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.




	STEP 1
	STEP 2
	STEP 3

	Course Name
	Learning Outcomes
	Identify the knowledge and skills you have learned that match this learning outcome.
E.g. I can…
	Where have you learnt/shown the learning? 
I.e. In which role, setting, context etc.
	What evidence supports your claim?
Consider role, job description, performance review, client feedback, awards, qualifications, voluntary work, workshop/ seminar, staff training, formal training, research etc.

	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.



	Click or tap here to enter text.

	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.

	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.

	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.





	STEP 1
	STEP 2
	STEP 3

	Course Name
	Learning Outcomes
	Identify the knowledge and skills you have learned that match this learning outcome.
E.g. I can…
	Where have you learnt/shown the learning? 
I.e. In which role, setting, context etc.
	What evidence supports your claim?
Consider role, job description, performance review, client feedback, awards, qualifications, voluntary work, workshop/ seminar, staff training, formal training, research etc.

	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.



	Click or tap here to enter text.

	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.

	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.

	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.




	STEP 1
	STEP 2
	STEP 3

	Course Name
	Learning Outcomes
	Identify the knowledge and skills you have learned that match this learning outcome.
E.g. I can…
	Where have you learnt/shown the learning? 
I.e. In which role, setting, context etc.
	What evidence supports your claim?
Consider role, job description, performance review, client feedback, awards, qualifications, voluntary work, workshop/ seminar, staff training, formal training, research etc.

	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.



	Click or tap here to enter text.

	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.

	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.

	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
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I have:
	☐	1) Identified my skills and knowledge. 

	☐	2) Identify the situations where I have learned or developed my skills and knowledge. 

	☐	3) Identified evidence of my skills and knowledge 

	☐	4) Identified course/s in which I believe I can prove I have met all the learning outcomes. 

	☐	5) Clearly shown how my evidence is related to each learning outcome.
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Please attach a CV or complete the template below.

	Your Name
	Click or tap here to enter text.
	Address
	Click or tap here to enter text.
	Phone
	Click or tap here to enter text.
	Email
	Click or tap here to enter text.
	LinkedIn
	Click or tap here to enter text.
	Website
	Click or tap here to enter text.

Professional Summary
	Click or tap here to enter text.


Work Experience
	Job Title
	Click or tap here to enter text.
	Company Name, Location
	Click or tap here to enter text.
	Dates of Employment
	Click or tap here to enter text.
	Responsibility or Achievement
	Click or tap here to enter text.


	Job Title
	Click or tap here to enter text.
	Company Name, Location
	Click or tap here to enter text.
	Dates of Employment
	Click or tap here to enter text.
	Responsibility or Achievement
	Click or tap here to enter text.



	Job Title
	Click or tap here to enter text.
	Company Name, Location
	Click or tap here to enter text.
	Dates of Employment
	Click or tap here to enter text.
	Responsibility or Achievement
	Click or tap here to enter text.


	Job Title
	Click or tap here to enter text.
	Company Name, Location
	Click or tap here to enter text.
	Dates of Employment
	Click or tap here to enter text.
	Responsibility or Achievement
	Click or tap here to enter text.


Education and Certifications
	Qualification
	Institution Name
	Dates of Attendance

	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.


Skills and Software
	Skills
	Software

	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.
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The following documents are attached as evidence of my prior knowledge and skills
	Document Reference Number
	Document Name
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