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This RPL Assessment Toolkit is available to all W&RSETA stakeholders and accredited training providers or Training Providers with programme approval for use when conducting RPL assessments.

RATIONALE FOR THE RPL ASSESSMENT TOOLKIT 
The W&RSETA RPL Toolkit is intended to fast-track access towards qualifications and other learning programmes, leading to the acquisition of one or more unit standards  whilst ensuring that candidates embarking on qualifications are assessed against the unit standards and competencies that are required for the qualification. The RPL assessment Toolkit is underpinned by the following principles:
· Access to the learning progression 
· Redress of previous educational imbalances 
· Fairness in the candidates assessment system 
· Equity in the provision of learning across the sector.
The W&RSETA would like to thank all the stakeholders, labour representative and companies that participated in the development of the RPL Toolkit.  SAQA and other SETAs that have contributed to this process are also acknowledged. In particular, the CETA and SAQA are thanked for making available materials pertaining to assessment in support of RPL activities.  The research and development processes to generate the RPL Toolkit, guidelines and manual were financed as part of a broader W&RSETA RPL pilot project that seeks to promote the effective implementation of RPL in the Wholesale and Retail Sector.


DISCLAIMER
The Wholesale and Retail Sector Education and Training Authority (W&RSETA) cannot be held responsible in any manner whatsoever for decisions made by any party based on the information provided herein.  

COPYRIGHT 
This toolkit is the intellectual property of the Wholesale and Retail Sector Education and Training Authority (W&RSETA).  The contents are protected under applicable South African and international copyright and trademark laws and conventions. This toolkit cannot be duplicated, modified, reproduced, reverse engineered, displayed or in any way exploited or hired for financial gain without the express permission of the W&RSETA.
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	ABET
	Adult Basic Education and Training

	AQP
	Assessment Quality Partner

	ATR
	Annual Training Report

	BBBEEE
	Broad Based Black Economic Empowerment

	CCFO
	Critical Cross Field Outcomes 

	CHE
	Council for Higher Education

	CEP
	Community of Expert Practice

	DQP
	Development Quality Partner

	DOE
	Department of Education

	DOL
	Department of Labour

	ECF
	Evidence Collection Facilitator

	EEA
	Employment Equity Act

	ELO
	Exit Level Outcome

	ETD
	Education Training and Development 

	ETDP
	Education, Training and Development Practitioner 

	ETQA
	Education and Training Quality Assurance

	FET Act
	Further Education and Training Act 

	FETC
	Further Education Further Education and Training Certificate 

	GFETQF
	General and Further Education Qualifications Framework

	HET
	Higher Education and Training

	HEQF
	Higher Education Qualifications Framework

	LGWSETA
	Local Government and Water-Related Sector Education and Training Authority

	LRA
	Labour Relations Act

	NQFA
	National Qualifications Framework Act

	NQF
	National Qualifications Framework

	NSDS
	National Skills Development Strategy

	NSF
	National Skills Fund

	PoE
	Portfolio of Evidence

	OFO
	Organising Framework for Occupations

	OQF
	Occupational Qualifications Framework

	QA
	Quality Assurance

	QALA
	Quality Assurance of Candidate Achievements

	QCTO
	Quality Council for Trade and Occupations

	QMS
	Quality Management System

	RPL
	Recognition of Prior Learning

	SAQA
	South African Qualifications Authority

	SDA
	Skills Development Act 

	SDF
	Skills Development Facilitator

	SDL Act
	Skills Development Levies Act

	SETA
	Sector Education and Training Authority

	SO
	Specific Outcome

	SSP
	Sector Skills Plan
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	"accreditation"
	means the certification, usually for a particular period of time, of a person, a body or an institution as having the capacity to fulfill a particular function in the quality assurance system set up by the South African Qualifications Authority in terms of the Act;

	"assessor"
	means the person who is registered by the relevant Education and Training Quality Assurance Body in accordance with criteria established for this purpose by a SGB to measure the achievement of specified NQF standards or qualifications, and "constituent assessor" has a corresponding meaning;  

	"assessment"
	Is the process of gathering and weighing evidence in order to determine whether candidates have demonstrated outcomes specified in unit standards and/or qualifications registered on the NQF. The generic assessor standard registered by SAQA entitled 'Plan and conduct assessment of learning outcomes' outlines the process in detail. The management of assessment is the responsibility of providers.

	“Assessment plan”
	Refers to the plan that outlines the assessment process and indicated the resources required per method or assessment.  Candidates are to be informed of an assessment plan as part of candidate’s preparation.


	AQP
	Assessment Quality Partner – the Community of Expert Practice responsible for the compilation of Assessment Specifications for Occupational Qualifications, according to the NQF Act.  May also be responsible for administering and managing external assessments against occupational qualifications.

	Annual Training Report “ATR”
	Purpose thereof is to report on training interventions conducted by organisations.

	“Candidate Preparation”
	Is the process of preparing candidate/learner for the assessment/RPL process.  Candidate/learner must be advised of method of assessment, date for assessment, resources required, appeals procedure and provided with sufficient time to prepare.  Appropriate preparation document must be completed.


	“Candidate Feedback”
	The process of providing the candidate/learner with feedback regarding his/her assessment and discussing areas and methods of remediation should it be applicable.  Feedback to the candidate/learner must be conducted in a fair, un-bias and confidential manner and documented appropriately.  


	Critical Cross Field Outcomes “CCFO”
	Refer to those generic outcomes that inform all teaching and learning. For example CCFOs may include working effectively with others as a member of a team, and/or collecting, analysing, organising and critically evaluating information

	"competence"
	What someone knows, understands and can do. The ability to prove application of knowledge and skill in a particular context.


	"conditional registration"
	means the registration of a private higher education institution as specified in the Higher Education Act, 1997 (No. 101 of 1997);


	"constituent"
	Means belonging to the defined or delegated constituency of an organisation or body referred to in the SAQA ETQA Regulations. ETQAs have constituent providers, constituent learners and constituent assessors.

	Credit Bearing vs. Non-credit bearing
	– Credit bearing training means that you go through training and afterwards you undergo and/or is subject to some self study, research, complete assignments, become involved in experiential training and apply your skills in the practice or workplace.  You may be required to build a PoE an assessment process and are then declared “competent” or “not yet competent”.  Non-credit Bearing refers to training where no assessments are conducted and candidate/delegate acquire no credits in respect of training, towards a qualification.  

	"credits"
	A credit is the value given to unit standards and qualifications. A credit value of a unit standard or qualification is based on the number of 'notional' hours it takes an average learner to achieve the outcomes of that unit standard. One credit is equal to 10 notional hours.

	“Critical skill”
	On the other hand, in keeping with international trends is reserved for a particular skill within an occupation. For the South African context, these are grouped into two:
Key or generic skills and, in SAQA-NQF terminology, would include critical cross-field outcomes such as cognitive skill (problem solving, learning to learn), language and literacy skill, mathematical skill, ICT skill, working in teams / Particular occupationally specific “top-up” skills required for performance within that occupation to fill a “skills gap” that might have arisen as a result of changing technology or new forms of work organisation.


	DQP
	Development Quality Partner – the Community of Expert Practice responsible for formulating the curriculum for a particular occupational qualification.  this curriculum will consist of Knowledge, Practical and Workplace Standards.

	Education Training and Quality Assurance "ETQA”
	"means a body accredited in terms of section 5(1)(a)(ii) of the Act, responsible for monitoring and auditing achievements in terms of national standards or qualifications, and to which specific functions relating to the monitoring and auditing of national standards or qualifications have been assigned in terms of section 5(1)(b)(i) of the Act;

	Employment Equity Act" EEA"
	Aims to promote equality in the workplace - to eliminate unfair discrimination and to ensure employment equity as a form of redress. The Act also aims to create a workforce which is truly representative of all South Africans through promoting greater and equitable representation of women, people with disabilities and black people at all occupational levels.

	Evidence Collection Facilitator “ECF”
	Is the process by which candidates are assisted to produce and organise evidence for the purpose of assessment. It is not an essential part of every assessment process, but is useful in many contexts, including RPL. The generic assessor standard ‘Facilitate the preparation and presentation of assessment evidence by candidates’ currently are being generated by the SGB outlines this process in detail. Assist candidates/learners in compilation of a portfolio of evidence against every unit standards within the relevant qualification prior to submission to an assessor.

	"experiential learning"
	Knowledge and/or skills learned through experience, rather than through a formal course or class.

	Exit Level Outcome “ELO”
	The outcomes to be achieved by a qualifying candidate at the point at which he or she leaves the programme leading to a qualification and achievement of which entitles the learner to a qualification

	external moderation"
	Process of checking and verifying the awarding of credits/qualifications from the provider in respect of learner achievements.  . It is currently an ETQA function to verify the claims of providers that assessment has been properly conducted and moderated.


	external assessment
	The assessment which every candidate will need to undergo in order to qualify for a National Occupational Award or a National Occupational Certificate.  This assessment will be managed by the relevant Assessment Quality Partner.

	Further Education and Training "FET” Act
	The aim of the FET Act is to transform the education and training institutions that provide learning in this sector – both public and private institutions. In order to be registered and accredited as a FET institution, a provider will need to offer programmes, which are based on nationally recognised qualifications and standards.

	"learning outcomes"
	A learning outcome is what a person must know, understand and be able to do after successfully learning something. In other words, outcomes explain the skills, knowledge and values that will be assessed. All qualifications and standards will state what the outcomes of learning should be. The NQF recognises two types of outcomes - the specific outcomes, which are linked to a learning field, and the critical cross-field outcomes, which are broader than any specific learning field.

	"learnerships"
	Learnerships are learning programmes that combine structured learning with structured work experience, and which result in a qualification. The SDA proposes and describes learnerships as one of the primary ways of implementing the skills development strategy.

	"Learning programme"
	A learning programme is the plan which states what will be learnt and how the necessary learning experience will be provided. It clearly shows how the unit standards will be combined to make useful opportunities for the learner. The learning programme draws on the outcomes from the unit standards and specifies the content to meet these outcomes. A learning programme is often divided into modules.

	“Mentor”
	Mentoring is the process where every one person, or a group, act as counsellor and/or guide to another individual.  A mentor is usually a more experienced individual who assists another in personal and/or professional development.  


	"moderation"
	The process of ensuring that assessments have been conducted in line with agreed practices, and are fair, reliable and valid. The generic assessor standard registered by SAQA entitled ‘Moderate assessment’ outlines the process in detail. One moderator usually checks the work of several assessors to ensure consistency. The management of moderation is the responsibility of the provider. 

	"moderating body"
	means a body specifically appointed by the Authority for the purpose of moderation;

	National Qualification Framework "NQF"
	The NQF is a framework for registering qualifications at specific levels and developing learning paths between them. It has three subframeworks:  HEQF at levels 5-10; GENFETQF at levels 1-4; OQF at levels 1-10 

	National Qualification Level NQF "levels"
	There are ten levels on the NQF for registering qualifications and standards. Level 1, the General Education and Training Certificate (GETC) marks the end of successful schooling (Grade 9) or successful ABET. Level 10 is the highest level of learning.

	NOA
	National Occupational Award.  This is the full qualification aligned to an occupation as described on the OFO.

	NOSC
	National Occupational Skills Certificate.  Obtained after the successful completion of a skills programme and external assessment aligned to a particular task within an occupation.  Leads to a full NOA

	OFO
	Organising Framework for Occupations.  The Framework which aligns every job to a six digit occupational code and describes the minimum tasks undertaken in the particulalr job.

	Post-Support
	Support provided to candidates to completed assessments and requires assistance in terms of any remediation and/or during the RPL process after the initial workshop.  Individuals who could provide support are assessors, a representative from an assessment agency, mentors, trade unionists at local level peers, co-workers, a person from union structures, management personnel, and people on the Joint Committees who are managing the project.


	“pre-assessment”
	Is conducted prior to an assessment process and is used to determine the candidate’s gaps prior to the RPL process.

	"primary focus"
	means that activity or objective within the sector upon which an organisation or body concentrates its efforts


	"provider"
	means a body which delivers learning programmes which culminate in specified National Qualifications Framework standards or qualifications and manages the assessment thereof;

	"professional body"
	means a statutory body registered as such in terms of the legislation applicable to such bodies, or a voluntary body performing the functions contemplated in the legislation for such bodies but not registered as such;

	Quality Assurance "QA"
	means the process of ensuring that the degree of excellence specified is achieved;

	"quality audit"
	means the process of examining the indicators which show the degree of excellence achieved;


	Quality Management System “QMS”
	means the combination of processes used to ensure that the degree of excellence specified is achieved;

	QCTO
	Quality Council for Trade and Occupations – Quality Council responsible for administering and managing the Occupational Qualifications Framework

	"registered constituent assessor 
	Person who is registered by the relevant ETQA in accordance with criteria established for this purpose by SAQA to measure the achievement of specified NQF standards or qualifications. ETQAs must have a register of assessors; they may also wish to have similar registers of moderators and verifiers.

	"registered constituent moderator"
	Means a person who is registered by the relevant ETQA in accordance with criteria established for this purpose by SAQA. Moderators check that assessments were conducted in fair manner and that due process was followed.  All ETQAs must have a register of moderators; they may also wish to have similar registers of assessors and verifiers.


	"registered standards"
	means standards or qualifications registered on the National Qualifications Framework;

	"Recognition of Prior Learning Advice and support services"
	Additional services in respect of effective RPL which is not covered by the assessor standard or the evidence facilitator standard. Their focus is on assisting learners to make effective choices about available programmes, career and work related opportunities. Practitioners require a thorough knowledge of the relevant economic sector and should be trained to identify skills, knowledge and other attributes developed outside formal knowledge systems, and to interact with cultural sensitivity.

	Recognition of Prior Learning “RPL”
	The comparison of the previous learning and experience of a candidate, howsoever obtained, against the learning outcomes required for a specified qualification, and the acceptance for purposes of qualification of that which meets the requirements

	South African Qualifications Authority" SAQA"
	South African Qualifications Authority - is a stakeholder body that registers qualifications and standards on the NQF and ensures that the education and training that is delivered enables learners to reach these qualifications and standards.

	SAQA RPL Guidelines
	These guidelines are  available on the SAQA website or directly from SAQA upon request

	“screening”
	Process prior to the contracting of candidate’s to the RPL process.  It is the process that assesses whether the candidate meets the minimum requirements to enter into the RPL process – in other words the selection process.


	“Scarce skill”
	Reserved for those occupations in which there is a scarcity of qualified and experienced people.  Scarce skills may be grouped into various categories, i.e. relative scarcity which pertains to geographical location, equity considerations, and replacement demand.  The other category, absolute scarcity, refers to new and/or emerging occupations where there are few, if any, people in the country with the specified skills and/or growth strategies implemented within the country experiencing productivity problems due to lack of skilled people and/or replacement demand.   

	Specific Outcome “SO”
	Knowledge, skills and values (demonstrated in context) which support one or more critical outcomes

	"sector"
	means a defined portion of social, commercial or educational activities used to prescribe the boundaries of an Education and Training Quality Assurance Body

	Skills Development Facilitator "SDF"
	The job of a Workplace Skills Development Facilitator (SDF) is to liaise with the SETA, help to draw up the Workplace Skills Plan, prepare an annual report about the implementation of the WSP.  The rules governing the appointment of a Skills Development Facilitator differ according to the size of the company and its yearly turnover.

	Skills Development Levy Act "SDL Act "
	Regulates the collection of levies and the disbursement of grants from employers to fund the development of the workforce, in line with the SDA. It requires all organisations (who have a remuneration bill of more then R500 000 annually) to pay a levy in respect of skills development; allocates funding to SETAs; and allows organisations to reclaim moneys, in the form of grants, under certain conditions. 

	"Skills Programme"
	Skills programmes provide accredited learning, which develops skills and knowledge, and which contributes towards a qualification. Learners will get a number of credits (against unit standards) during these programmes, and these credits can go towards a qualification.

	"skills-based grading system"
	A 'skills-based' grading system is one that would recognise the skills that workers already have as well as the additional skills they acquire.

	Workplace Skills Plan "WSP "
	A Workplace Skills Plan must be developed for each workplace and submitted to the relevant SETA. There are regulations which outline the format for this Plan. The Skills Development Facilitator assists with the development of a WSP that is in the interests of the company and the workforce. These plans identify learning that is strategic by linking the skills needed to the priorities of the organisation as well as the broader sector. 

	Umalusi
	Quality Council responsible for the management and Quality Assurance of the GFETQF
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[bookmark: _Toc339004191]1.1	Purpose
This RPL Toolkit has been developed for use in the Wholesale and Retail Sector to guide and to support companies, stakeholders and providers when embarking on RPL processes and implementation in the workplace.  The toolkit will provide an overview of the RPL Policies and Procedures that exist within the W&RSETA and assist companies/stakeholders and providers in the design of RPL tools, documentation and processes that need to be implemented and adhered to.  The toolkit has been developed within the context and in support of:  
· W&RSETA RPL Policy documents
· W&RSETA RPL Process Guidelines
· SAQA RPL documents

It is hoped that the suite of RPL documents will serve as a valuable resource and guide for stakeholders and will support the achievement of qualitative, effective and efficient RPL processes in the Wholesale and Retail Sector.  It is further envisaged that these documents will support the broader national objectives of access, redress, and increased flexibility and productivity in the workplace.

[bookmark: _Toc339004192]1.2.	Who is the Toolkit aimed at?
RPL can positively affect the productivity, morale and functionality of organisations by:
· allowing for the recognition of skills already acquired and aligned to the descriptors as described for the particular occupation on the Organising Framework for Occupations
· affording access onto a path of lifelong learning in encouraging candidates to continuously upgrade their skills/knowledge
· providing a more effective and efficient estimation of existing skills due to a more aligned determination of the current and existing skills base within an organisation
· increasing productivity and aiding in sustainability of the organisation 
· the retention of skills
· increasing the employability of workers
· affording more promotion opportunities
· enhancing the growth of skilled individuals within South Africa
· adhering to the NSDS objectives

The following parties have been identified as the target audience in respect of this toolkit:  
· Employer – Stakeholder
· Union/Labour – Stakeholder
· Skills Development Providers
· RPL co-ordinators
· RPL advisors (Note that advisors can also be assessors).
· RPL registered assessors 

[bookmark: _Toc339004193]1.3	Key objectives of the RPL Toolkit
The key objectives of the toolkit are to:
· support W&RSETA stakeholders to prepare for RPL projects 
· develop a more in-depth understanding of RPL in the workplace.
· guide the implementation of RPL processes 
· introduce cost-and-time effective ways of implementation 
· understand the importance of managing the RPL process in terms of quality
· review and provide support with RPL 
· 
· understand the W&RSETA ETQA requirements throughout the process.
· standardise the RPL process within the industry/sector 
· establish a referral network of appropriate, accredited skills development providers who would provide input and feedback regarding RPL processes within the sector.

1.4 [bookmark: _Toc339004194]Further important issues to be considered
· Support from management will enhance the processes considerably
· Labour involvement and participation in the process from inception is important
· Collaboration between Management, Labour and other stakeholders must be encouraged.
· Adequate support prior, during and after the RPL process will ensure that the right candidates are selected; that the process will take place without too many problems; and, that the candidates are ultimately successful in their RPL venture.



[bookmark: _Toc339004195]2.  	USING THE RPL TOOLKIT

The Toolkit lends itself to flexibility and companies/stakeholders are encouraged to use and/or adapt the tools to suit or substitute a particular tool as and where required.  Most of the forms included are generic and can be applied to any candidate.  

The toolkit is divided into six sections.

SECTION 1 – Presents an overview of the purpose of RPL, the policies and procedures relating to RPL and certification within W&RSETA

SECTION 2 – Presents an outline of the recommended generic RPL Process flow and explains the importance of quality assurance throughout the RPL Process

SECTION 3 – The Stakeholders involved in the RPL process and their roles and responsibilities

SECTION 4 – Strategies available to implement RPL. Proposed Costing model in respect of RPL and contracting.

SECTION 5 – Templates/ Guideline documents that provide examples of the kind of format required for planning, implementing and recording of phases.  
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This section contains the following:

· Overview of RPL
· Purpose of RPL
· W&RSETA Policy and Procedure
· W&RSETA Certification Process
· W&RSETA Accredited Provider RPL Policy 



[bookmark: _Toc339004197]3. 	OVERVIEW AND PURPOSE OF RPL 


Now, what is RPL all about?





[bookmark: _Toc339004198]3.1	W&RSETA view of RPL 
The W&RSETA accepts Recognition of Prior Learning as a key mechanism for the implementation of the National Qualifications Framework (NQF), particularly in as far as accelerated learning and ensuring the redress of past inequalities are concerned.  It also allows for a more cost effective means of acknowledging the knowledge and skills of employees in the workplace.

[bookmark: _Toc339004199]3.2	Key Principles of RPL 
“Recognition of Prior Learning (RPL) means the comparison of previous learning and experience of a learner however obtained, against the outcomes of the unit standard or qualification.”
The purpose of RPL is to identify, assess, recognise and improve a candidate’s status in terms of what he/she knows and can do against national standards and qualifications. This learning could include various means and settings, such as formal education and training programmes, on the job training, self study etc.

W&RSETA’s approach to RPL is based on the following principles

· RPL is a key feature of the NQF. 
· W&RSETA’s RPL policy is based on the principle of compliance with the aims and objectives of the NQF.
· Prior learning in a formal environment (college, training provider etc) will be recognised, as well as work and life experiences.
· Two RPL strategies are available to the workplace and the individual RPL candidate, namely the Workplace Observation strategy and the Document Review strategy.
· Evidence will be checked for validity, authenticity, sufficiency, currency and reliability.
· Detailed records of RPL candidates will be kept on the learner database.  These will indicate credits given for RPL.
· Annually reports regarding all RPL candidates must be submitted to W&RSETA ETQA.
· The appeals procedure for RPL shall be consistent in terms of fair assessment processes and apply to all RPL candidates, regardless of the RPL strategy which is implemented.  
· RPL Assessors must be registered as RPL Assessors with the ETQA.
· Learning that has occurred will be awarded as well experience will be awarded credit.. The length of time and years of experience are not calculated and assessed, but it is the learning, specific skills and competencies and knowledge acquired that is assessed and that will earn credits for the candidate
· Credits will be awarded only for relevant learning/application as determined in the particular unit standard or qualification.
· Credits will only be awarded for learning that has a balance between theory and practical application and the candidate being able to demonstrate competence based on knowledge, practical skills  and workplace application.

[bookmark: _Toc339004200]3.3	Reasons for Implementing RPL
Reasons for which RPL is used include:
· redress of historical disadvantages, such as the institutional exclusion of large numbers of people from education and training and jobs;
· validation of skills and knowledge for the broader development of individuals;
· access to jobs and progression in career paths;
· recognition with regard to job grading and salary;
· planning through skills audits; and
· promotion of employment equity.

[bookmark: _Toc339004201]3.4	Selection and recruitment
The W&RSETA believes RPL can be used to support selection and recruitment policies in a way that assists companies in meeting their employment equity targets by ensuring selection processes are transparent and fair and meet the requirements (as stipulated in the Employment Equity Act) of a qualification or its equivalent.

[bookmark: _Toc339004202]3.5	Access to learning programmes (including learnerships and skills programmes)
RPL initiatives can be used to give individuals access to learning programmes which they otherwise may have been excluded from because of a lack of formal qualifications, funding and/or experiences.

[bookmark: _Toc339004203]3.6	Principles of Lifelong Learning 
RPL assists in the recognition of learning acquired in trans-disciplinary spheres and the development of a culture that contributes to lifelong learning. By acknowledging the skills that individuals have, RPL can provide access to further learning and increase the confidence of the individual to continue learning.  RPL can also contribute to the development of employees in a manner that ensures continuous improvement and an increase in the skills base of the organisation.

[bookmark: _Toc339004204]3.7	Performance Review of Employees
Companies, in general, but specifically W&RSETA stakeholder companies, require performance management and review systems to be in place.  RPL supports a performance review system and will facilitate the identification of gaps and remedial interventions that may need to be required.  Where RPL is used in a performance review system, the distinction between performance and competence must be recognised.  RPL does not act as substitute for the performance review system, but merely assists the individual responsible for the appraisal (often the line manager) to assess whether an employee is competent in terms of his/her job profile.  RPL can also assist in determining whether performance is linked to competence.  Remedial processes embarked upon during the RPL process would lead to further learning programmes and/or interventions.  



[bookmark: _Toc339004205]4.	W&RSETA RPL POLICY
[bookmark: _Toc339004206]4.1	The W&RSETA policy is outlined as follows:
It is the policy of the W&RSETA to recognise prior learning in the context of:
· identifying, assessing and recognising what a person knows and can do against national standards and qualifications and
· the awarding of credits for competencies that are current and in terms of the requirements of national unit standards and qualifications
 “Learning” for purposes of recognition thereof can take place through formal, informal and  
             non-formal means and in formal, informal and non-formal settings. It includes various disciplines             
             of learning, but is not limited to: 
· formal education and training programmes;
· formal and informal on the job education and training;
· self study and/or 
· experience and in-house education and training.
The outcomes of Recognition of Prior Learning include, but are not limited to: 
· an overview of what a person knows and can do; 
· [bookmark: _GoBack]some form of recognition for the skills and knowledge a person has;
· a learner receiving credit for a certain level of education and training;
· the transfer of credits from one place of learning to another without learning being repeated;
· a statement that a person has all the skills to do a job but not necessarily the required education or visa versa.

[bookmark: _Toc130210029][bookmark: _Toc339004207]4.2	ETQA Verification
Prior to conducting RPL assessments, an evaluation and approval of the RPL resources and instruments must be conducted by the ETQA.  In the verification of the provider’s RPL practice, particular emphasis will be placed on the following:
· Resource competence and preparation
· Funding requirements 
· Workplace requirements, evidence and instruments
· Evidence Gathering 
· Certification 









[bookmark: _Toc130210030][bookmark: _Toc339004208]4.3	Generic RPL Process & Procedures
The following process of verification and quality assurance of RPL will be adhered to by the W&RSETA, as described in the SAQA Guidelines Implementation Guide 

Assessment
Mid-Assessment  / Review Process

Preparation Process
Application Process




External moderation and
Certification



Re - Assessment
Moderation 
Feedback Process

Remediation 




Fig 1

[bookmark: _Toc130210031][bookmark: _Toc339004209]4.3.1	RPL Application Process
1. The candidate/employer/provider indicates to the W&RSETA their requirement to embark on the RPL process. 
2. A RPL needs analysis is conducted by the company Skills Development Facilitator (SDF)
3. An application form is completed by the respective candidate 
4. Employer / Provider is subjected to a pre-RPL audit to confirm that the employer/Provider meet the requirements to conduct RPL.  
5. Candidate is required to undergo a screening process to determine the candidate’s readiness for RPL.   

[bookmark: _Toc130210032][bookmark: _Toc339004210]4.3.2	RPL Preparation Process
1. The candidate is required to undergo preparation prior to the RPL Assessment.  
2. A workshop/preparation date is scheduled 
3. The candidate is advised of his/her rights in respect of the RPL process and what will be required by an RPL Advisor/Assessor[footnoteRef:1].   [1:  Registered RPL Advisor/Assessor with W&RSETA and/or against the relevant qualification/unit standards] 

4. The RPL Assessment plan is agreed to and signed by the candidate and RPL/Advisor/Assessor.  
5. RPL assessment contract is signed with the candidate, workplace (employer), the provider and the RPL Advisor/Assessor.  

The roles of the RPL Advisor and RPL Assessor can be interlinked, with the only difference being that ONLY the RPL Assessor will conduct the actual assessment and make an assessment decision.  

The roles of the RPL Advisor and RPL Assessor include, but are not limited to the following:
· Inform the candidate about the qualification or unit standard requirements
· Support and guide the candidate in the collection of evidence
· Help the candidate plan for the assessment
· Inform the candidate about the arrangements surrounding the assessment
· Keep abreast of current assessment practices, learning outcomes, standards for assessment, methods of assessment, time frames, technical details and understanding of the process 
· Counsel candidates as required
· Communicate assessment methodologies and details to the candidate in writing as soon as possible after receipt of application
· Provide feedback at relevant intervals

ONLY the RPL Assessor will conduct the actual assessment on evidence presented by the candidate and make an assessment decision.  

[bookmark: _Toc130210034][bookmark: _Toc339004211]4.3.3.	RPL Assessment Process
1. Candidate is advised of assessment date and has agreed on the assessment methodology.  
2. The assessment date is indicated per the individual candidate assessment schedule.  
3. Any amendments to the assessment schedule/plan should be indicated on the assessment schedule/plan and initialled by the candidate and the RPL Advisor / Assessor.  
4. Assessment is conducted by an Assessor (registered with W&RSETA against a qualification / unit standards and or an Assessor registered to assess against the relevant qualification / unit standard).  
5. Assessor must furnish an final assessment report with every assessment decision at conclusion the of assessment process.  

The role of the RPL Advisor is assessor includes, but is not limited to:
· Conduct the assessments according to the relevant ETQA/SETA principles and policies
· Complete the documentation and recording requirements, and forward the results to the ETQA/SETA
· Conduct assessment of RPL in line with related curriculum
· Maintain records of assessment

The principles of fair assessment must be adhered to by all stakeholders and roleplayers.   

[bookmark: _Toc130210033][bookmark: _Toc339004212]4.3.4	Mid-Term RPL Review
Candidate is required to elect assessment methodology in respect of the evidence to be submitted for RPL.  A mid-term assessment / review will be conducted with the Candidate to ascertain whether the candidate understands the process and/or identify any areas of remediation.  The mid-term assessment / review date is pre-determined and indicated per individual candidate assessment schedule / plan.  

The role of the RPL Advisor/Assessor at this stage includes, but is not limited to:
· Regularly review the assessment process and implement changes as and when required
· Recommend top-up training


[bookmark: _Toc130210035][bookmark: _Toc339004213]4.3.5	RPL Moderation Process
1. Moderation of Assessments conducted and assessment decisions must be concluded in line with the W&RSETA principles and policy on moderation. 
2. Internal moderation must be conducted by registered moderators against the relevant qualification/unit standards and the appropriate sampling methodology must be utilised.  

3. A moderation plan must be compiled and agreed to with the assessor 
4. The moderator must furnish a moderation report on conclusion of moderation.  


[bookmark: _Toc130210036][bookmark: _Toc339004214]4.3.6	RPL Feedback Process
1. Candidate must receive feedback on the assessment by the Assessor after moderation has been completed and within 14 days.  
2. Candidate must be advised of the right to appeal should he/she feel that the fair assessment principles were not adhered to.  
3. Should any remediation be required, the candidate must commit to such remediation within specified time frames and an amended assessment schedule must be completed.  
4. Should no further remediation be required, and the candidate has been successfully RPL’d against qualification / unit standards, the W&RSETA certification processes must be adhered to.  


[bookmark: _Toc130210037][bookmark: _Toc339004215]4.3.7	Remediation and Re-assessment
Should the candidate be required to undergo remediation after feedback has been received from the RPL Advisor/Assessor, the candidate may submit further evidence to prove competence against the respective outcomes and be afforded a further opportunity for assessment[footnoteRef:2]. [2:  Candidates are only afforded two opportunities for assessments, thereafter, any further assessment will be at the candidate’s own cost] 


[bookmark: _Toc130210038][bookmark: _Toc339004216]4.3.8	External Moderation and Certification Process
Candidates who have been successful in the assessment against the relevant qualification / unit standards must be certificated as per the certification policy and process of the W&RSETA.  In order for learners to qualify for certification external moderation will be conducted by the W&RSETA on a 10% sample of a qualification or unit standard of a training provider. Based on the approval of the external moderation report learners will be certificated. In the event that the external moderation does not uphold the assessment results of the learner  , the provider will be required to remediate the assessments as per the remediation identified by the external moderator and resubmit the learner assessments to the ETQA for external moderation.


[image: j0428105[1]]

5. [bookmark: _Toc339004217]W&RSETA ETQA CERTIFICATION PROCESS[footnoteRef:3] [3:  The W&RSETA is in the process of evaluating current policies and procedures that govern the process of certification.  ] 


5.1  Process Name: Learner Certification 							Verify upload of Learner information on SMS after all assessment results have been uploaded
Obtain authorization and approval from ETQA Manager
IT department to create template
Template returned to QA who verifies the information and details
Template on CD and blank certificate given to printer for printing
Printed certificates returned to QA who verifies information and details on certificate in the presence of printer
QA to authorise printing of certificate on SMS
Start


	Process
Step

	Responsibility
	Department
	
	Method

	Frequency
	Control
	Record
	Reaction to “Out of Control"

	
1


	
Quality Assuror
	
ETQA
	
	
Electronic SMS
	
Once SAQA criteria met
	
SMS
	
SMS
	
ETQA Manager

	
2


	
Quality Assuror
	
ETQA
	
	

Manual

	
Once SAQA criteria met
	SAQA accreditation regulation
	
SMS/share drive
	
ETQA Manager

	
3


	
Quality Assuror
	
ETQA
	
	
Electronic  SMS 

	
Once SAQA criteria met
	
SMS
	
SMS
	
ETQA Manager

	
4


	
IT Consultant
	
IT 
	
	
Electronic CD

	
On order
	
Developer ToR
	
SMS
	
ETQA Manager

	
5


	
Quality Assuror
	
ETQA
	
	
Manual verification of CD
	
Always
	
SMS
	SMS/
share drive
	
ETQA Manager

	
6


	
Quality Assuror
	
ETQA



	
	
CD/Blank certificate

	
Always
	
Order number
	
Order Book
	
ETQA Manager






The training provider receives notification  of the 10% random sample selected by the QA and the external moderation preparation checklist

The .training provider submits a request for external moderation
Start
External Moderation and Certification Procedure 


The External moderator collects sampled POEs from the region or head office and commences  with the external moderation using the W&RSETA external moderation tool 

The training provider submits the completed  external moderation checklist along with the sampled POES to the regional office (or the head office  per arrangement).


The QA receives the external moderation report and endorses the report (in the event that the report is not endorsed the provider is requested to rectify)
The certification officer is notified of the external moderation and proceeds with the procurement process



	




A
The ETQA officer receives the QA external moderation endorsement and approves the learner certificate competence on the sms and generates the certificate on the sms
The certificates are then printed and sent to the region.








6. [bookmark: _Toc339004218]RPL QMS FOR PROVIDERS
[bookmark: _Toc339004219]6.1 	W&RSETA RPL Accreditation Requirements
The W&RSETA ETQA has a policy which guides providers to attain accreditation to conduct RPL.  The policy provides that

1. Regulations and criteria will be published in terms of the application for registration of RPL providers, RPL Assessors and RPL Advisors
2. Accredited providers will offer Recognition of Prior Learning services against individual unit standards, qualifications and programmes;
3. RPL assessors and or advisors will need to be  registered for RPL interventions
4. A regular review and  update of SETAs RPL policy and procedural arrangements will be conducted in line with national directives and initiatives;
5. A consistent approach will be practised to implement RPL throughout the sector, consistent with the principles, policies and procedures of W&RSETA ETQA, the NQF and SAQA;
6. Records will be kept and maintained in respect of RPL credentialing for learning programmes;
7. W&RSETA will publish on its website annually reports on RPL credentialing and credit transfers;
8. Learner achievements will be maintained and records kept of RPL processes;
9. W&RSETA will support, record and regularly publish articulation frameworks and agreements between General Education and Training, Further Education and Training and Higher Education and Training providers;
10. W&RSETA will monitor policies and practices of accredited providers including RPL as a mechanism for access or entry into learning.



[image: ]




	               

[bookmark: _Toc339004220]7. 	PROVIDER RPL ACCREDITATION REGULATIONS AND CRITERIA 
[bookmark: _Toc339004221]7.1	Purpose of RPL in Provider Context
The purpose of RPL as envisaged by W&RSETA within the provider environment is as follows:
· To provide access to further learning through the Recognition of Prior Learning within the context of required learning
· To provide redress through the Recognition of Prior Learning for certification and recognition purposes.
· All principles of the NQF as described in the NQF Act must be evident in the Provider’s RPL practices
[bookmark: _Toc339004222]7.2	Providers
1. In terms of the W&RSETA RPL Policy, an accredited provider must show evidence of 
· clearly outlined RPL strategy
· Quality Management support infrastructure
· sufficient resources to conduct RPL, i.e. physical, administrative, human and financial
2. Providers offering RPL services and learning programmes in the industry of W&RSETA must apply to the ETQA Manager for accreditation and registration as a Provider;
3. Accredited providers must have sound policies and procedures for the assessment of RPL;
4. Accredited providers must have clear policies on the administrative arrangements, application procedures and assessment mechanisms for RPL
5. Accredited providers must have the capacity to implement policies and procedures around RPL especially in terms of sufficient and suitably qualified staff;
6. Accredited providers must use the principles of RPL to assess prior learning acquired in a credentialed (professional bodies, enterprises, private education and training institutions or similar institutions) and uncredentialed (work experience or life experience) context;
7. Assessment mechanisms for Recognition of Prior Learning will take into account authenticity, currency; quality; relevance; transferability and comparability;
8. Accredited providers must have clear RPL frameworks for credentialing;
9. Accredited providers shall maintain comprehensive and detailed records of RPL candidates and said records will form part of the quality audit of the accredited provider;
10. Providers must supply the ETQA annually with a detailed report on RPL credentialing for each learning programme. This report must include information on administrative and assessment procedures, accredited and registered RPL Assessors, principles of credentialing and /or credit transfers and a clear unambiguous framework for RPL. This report will be published on the SETA’s website;
11. Accredited providers must have clear policies and procedures on appeals processes for RPL candidates.


[bookmark: _Toc137955125][bookmark: _Toc339004223]7.3	RPL Assessors and Advisors 
1. Persons involved in the assessment and Recognition of Prior Learning must be accredited and registered as RPL Assessors with the ETQA of the W&RSETA. Accreditation and registration of RPL assessors and or advisers will be a separate process from the accreditation and registration of the Education and Training Development Practitioner;
2. RPL Advisors must be registered with the SETA as RPL Advisors. RPL Advisors must base their activities on standards and qualifications registered on the NQF and their activities should result in one or more of the following activities:
· referral to RPL assessment;
· structured learning pathway to the desired standards and qualifications;
· comprehensive summary of the standards and qualifications for which RPL assessment is required
3. Accredited RPL Assessors and Advisors will have fair and transparent administrative arrangements, application procedures and assessment mechanisms for the assessment of prior learning;
4. Accredited Assessors and Advisors must record and report any credits given or granted in the prescribed manner.
.

[bookmark: _Toc339004224][bookmark: _Toc137955126]7.4	RPL Assessment practices 
“The fundamental difference between assessment of RPL and that of current learning is that previous learning is firstly formally accepted as learning and the learner is therefore not required to undergo more learning, and through assessment the learning is given credit and the credit recorded and reported”. (Assessment Guidelines – SAQA Draft).


In the context of the above-mentioned statement RPL assessment therefore involves:
1. Application of National Qualification Framework principles;
2. Application of principles of credible assessment
3. The application of principles of the collection and quality of assessment
4. Assessment being planned and designed on the basis of understanding the requirements of the unit standard, part qualification or qualification that the learner is seeking credit
5. Sourcing types of evidence as suggested
6. The use of various methods and instruments
7. Application of the requirements of the role and expertise of the assessor;
8. Application of the assessment process;
9. Application of moderation requirements

[bookmark: _Toc137955127][bookmark: _Toc339004225]7.5	RPL Credentialing
1 Credentialing must be done in terms of the unit standards, part qualification and qualification in question and the competencies credentialed must be current.
2 RPL credentialing is done after competence has been proven through assessment processes and/or the submission of required evidence.
3 The W&RSETA ETQA will therefore require evidence that the provider Quality Management System and operational practice supports RPL in the following areas:
· Policy and Environment
· Process and Methods
· Staff Training and Registration
· Learner Service and Support
· Institutional Policy& Environment supports good RPL practice
· Information regarding RPL policy and practice is available, communicated and promoted accurately
· Admission is accessible and unbiased, and admission pre-requisites are transparent and accessible
· Learner support is provided, and access to the RPL role players facilitated
· Administrative control measures for recording and reporting purposes are established
[bookmark: _Toc137955128]

[bookmark: _Toc339004226]7.6	Principles of RPL Processes and Practices 
· RPL Purpose and process of assessment and appeal are clearly defined
· Assessment plan and evidence requirements are clearly outlined
· Form and quality of support is clarified
· Further developmental options are clearly outlined
· RPL instruments are validated and approved
· Moderation interventions are specified
· RPL support staff are suitably trained and registered
· RPL Advisors, assessors and moderators are trained and certified as per the Provider Assessment Policy
· RPL Advisor, assessor and moderator roles are clearly defined
· The function of advising and assessing should not be performed by the same person
· RPL Advisors’ knowledge of and familiarity with the policy and practice of RPL is verified in the moderation of the RPL assessment
· Clear learner support and service is provided
· The RPL process clearly and formally includes:
· Candidate preparation
· Evidence Facilitation
· Further development access

In the event that the Candidate is found not yet competent, the RPL Assessor needs to indicate the type of intervention needed to assist the Candidate.  The Accredited RPL Provider is accountable for ensuring that this  intervention is facilitated and provided to candidate.  

The above principles are an extracted summary from the SAQA RPL Guidelines, and serves to highlight certain elements only.  Please refer to the SAQA documents in full.
[bookmark: _Toc137955129]
[bookmark: _Toc339004227]8.	CANDIDATE EVIDENCE REQUIREMENTS
The evidence required of the candidate in the RPL Process must:
· relate to reliability, validity, authenticity, sufficiency and currency.
· identify and document potential barriers and alternatives
· show that a balance of product, process, knowledge and historical evidence is maintained

[bookmark: _Toc137955130][bookmark: _Toc339004228]9. 	PROVIDER EVIDENCE FOR VERIFICATION
[bookmark: _Toc137955131][bookmark: _Toc339004229]9.1	Requirements for Verification
The W&RSETA requires the following evidence for verification of the RPL strategy to be used within the provider environment:
· RPL Policy and Processes
· ETD Staff induction / training to RPL
· RPL role players – roles and competence evidence
· RPL Assessment Guide – Plan, Preparation, Recording and Evaluation
· RPL Instruments and evidence requirements
· RPL Reporting Systems

[bookmark: _Toc137955132][bookmark: _Toc339004230]9.2	Quality Assurance
External Moderation and evaluation of Provider RPL strategy and practice will take place at 
different stages in the provider RPL process

[bookmark: _Toc137955133][bookmark: _Toc339004231]9.3	Quality Indicators Description[image: j0286957[1]]

· Validation Audits
· Monitoring Reports
· External Moderation of provider assessment / RPL practice
· Verification of provider RPL practice

[bookmark: _Toc137955134][bookmark: _Toc339004232]9.4	Non-Conformance
The following actions will be regarded as a non-conformance:
Provider
· Disregard of the SAQA prescribed RPL process and related learner support
· Disregard of the evidence requirements as described in the W&RSETA ETQA policy and Criteria & Guidelines documents 
· RPL practices in contradiction to this policy and poor evidence requirements shall result in suspension of certification rights of the provider;
· Conditional Compliance requirement to re-assess candidates

ETQA:
· Failure to evaluate the provider evidence for verification for RPL purposes 
· De-accreditation of providers – ETQA Accreditation Policy, Audit Findings : Monitoring & Auditing Policy




























[bookmark: _Toc339004233]SECTION 2

This section contains the following:

· Recommended RPL Process Flow
· Critical Elements – Process Outline
· Quality Assurance 


[bookmark: _Toc339004234]10.	RECOMMENDED RPL PROCESSES 
10.1 [bookmark: _Toc339004235]Overview: assumptions and critical elements of RPL initiatives

RPL Strategies available

A workplace has at its disposal, two options available for RPL: 

Strategy 1 :  Portfolio of Evidence and Document Review
· the compilation of a Portfolio of Evidence, which can be time consuming for the candidate and is more suited for an individual RPL candidate

Strategy 2 : Workplace Observation
· the model which makes use of interviewing, observation and document review, which is most cost effective when a group of employees with similar job profiles are requiring RPL

Overall Communication
An effective communication strategy must be implemented to define and communicate a clear statement of purpose, scope and target group for the acceptance of RPL candidates to facilitate the successful and effective roll-out and implementation of RPL.  The communication strategy should enable the following:
· Identification of the target group for the RPL initiative 
· Define the scope of the RPL initiative 
· Communicate decisions on the RPL initiative within workplace
· Confirmation of Human Resources required (Assessors/Moderators/RPL Advisors)

The W&RSETA will encourage workplaces to implement 'best-practice' RPL and support workplaces in these activities. The recommended process for conducting an RPL initiative is underpinned by a number of critical assumptions, namely:
· Workplaces wanting to conduct RPL are either
· accredited or 
· in the process of gaining accreditation with the W&RSETA ETQA or
· contracting the services of an accredited training provider


Candidate Orientation
Orientation of all potential RPL candidates must take place prior to either of the strategies being implemented.  During this orientation, the candidates will have the opportunity to clarify concerns and provide input into the way forward of the particular strategy to be utilised.




 Assessment of Fundamental Learning in Qualifications
It is a requirement of all candidates to be declared competent on the Fundamental learning standards as identified in the respective qualifications at NQF levels 1-4.  It is no different with RPL assessment.  The following options for the achievement of the fundamental unit standards are available:
· Credit Accumulation Transfer against Grade 10-12 Schooling Certificates (for both Numeracy and Literacy) and according to SAQA guidelines
· Assessment of Literacy unit standards integrated into assessment of occupational unit standards.  Evidence matrix to be produced.
· Training against Numeracy unit standards and subsequent gathering of evidence for assessment.
· Credit Transfer, should the relevant unit standard(s) have been previously successfully completed 

10.2 [bookmark: _Toc339004236]Phases of RPL

The W&RSETA believes that there are presently eight (8) critical elements/phases within any RPL process.  The eight critical phases are as follows:

1. RPL Application, Selection and Pre-assessment/screening
2. Orientation and preparing for the RPL implementation
3. Conducting assessments and authenticating the evidence 
4. Mid-Term Review of RPL Process and Progress 
5. Feedback to RPL Candidate
6. Remediation and Re-Assessment, when necessary 
7. Moderation of RPL Assessments
8. External  Moderation  Certification by ETQA

It should be emphasised that this does not suggest that all providers should undertake exactly the same activities within each of the elements that make up an RPL initiative.  Rather, providers will be able to adapt activities as appropriate and in line with the relevant strategy being implemented.  In the report to the ETQA, providers will only be required to highlight the manner in which all eight elements have been addressed.  The fact that ONLY accredited providers will be required to report in relation to these elements, does not pre-suppose that the W&RSETA cannot assure the quality of the implementation of the all elements of RPL in any of its employer stakeholder premises. 



[bookmark: _Toc339004237]Phase 1:	RPL Application, Selection and Pre-screening
The first step in recruiting and/or selection of a RPL Candidate will be to determine the reason for wanting an RPL intervention.  This must align both business needs and objectives with the expectations of the employee.  Once the relevance of the RPL process has been determined, the candidate can begin with the application process.
The candidate will have to submit a portfolio of documentation showing that he/she has prior learning which matches the outcomes of the qualification or unit standard(s) that he/she requires to be RPL’d against.  In this portfolio, the following needs to be evident:
· RPL Application form 
· detailed CV
· proof of qualifications (certified copies)
· completed RPL questionnaire 
· job profile, together with OFO code and related descriptors (which can be accessed from the Skills Development Facilitator)

This evidence will be screened by the respective RPL assessor to ascertain whether the candidate has the required prior learning to further undergo the RPL assessment.  A meeting with the candidate may become necessary in order for the RPL assessor to clarify issues in order to make a valid judgement.
The candidate will be contacted with the results of the pre-screening intervention in order to confirm whether he/she is eligible to undergo the RPL assessment or not. If not, the learner will be directed to enrol and/or undertake relevant learning programmes, which will assist with the necessary learning gaps.
This step is only to evaluate entry into RPL and is not the RPL process itself.

[bookmark: _Toc339004238]Phase 2:	Orientation and preparing for the RPL implementation
The particular strategy and RPL implementation process will be mapped for the workplace.  In the case of the Workplace Observation strategy, a pre-RPL Audit will be conducted in order to determine whether the various required structures, mechanisms and resources  are adequate and in place.  

Prior to the conducting the RPL assessments, an orientation  workshop needs to be conducted during 
which candidates are informed of the process, their rights, obligations and the appeal procedure in
respect of the RPL assessment  

The following should be facilitated during this phase for the Portfolio of Evidence RPL method:
· Advise on qualifications/unit standards and assessment criteria that will be assessed
· Advise on the development of a portfolio of evidence 
· Review of the portfolio of evidence against assessment criteria and
· Identification of  gaps/areas for further training/progression
· Complete / review candidate assessment plan


The following should be facilitated during this phase for the Observation method:
· Advise on qualifications/unit standards and assessment criteria that will be assessed

· Discussion of the RPL assessment methodologies in question, namely, observation, questioning and document review.  The following issues will need to be considered:
· Appropriateness of the  methodologies for the learning which is being assessed;
· Appropriateness of the methodologies for the level and context of the assessment;
· Methodologies are transparent, valid, fair, reliable, current and yet cost effective in terms of time, effort and finances
· Methodologies allow the candidates to demonstrate their knowledge and skills while eliminating unfair barriers
· How the methodologies are to be implemented
· Role players who will assist in the process
· Appropriate support for candidates who require this

· Review of the evidence gathered against assessment criteria

· Identification of  gaps/areas for further training/progression

· Complete / review candidate assessment plan


The following documents will be completed, aligned to the strategy to be utilised:
· Approved Audit Report  (for Document Review only)
· Identification of RPL Advisors, RPL Assessors, Moderators, 
· A detailed budget which has been authorised
· Assessment instruments and guidelines 
· Minutes of RPL Orientation and Pre-assessment Workshop conducted with candidate(s)
· Assessment plan/schedule which has been agreed upon and signed by the candidate(s) and the RPL Advisor and/or Assessor

[bookmark: _Toc339004239]Phase 3:	Conducting assessments and authenticating the evidence  
Candidates who have been successful in applying will be required to undergo the assessment which would include Behavioural Observations and Questioning undertaken by the assessor or the compilation and submission of a Portfolio of Evidence (PoE), depending on which RPL strategy has been chosen

At the conclusion of the assessment process, the RPL Assessor may ask the candidate additional questions and must record candidate’s responses verbatim.  The candidate’s evidence will be assessed and an assessment judgement will be reflected as either ‘Competent’ or ‘Not Yet Competent’ or ‘Not Assessed’ for each assessment criteria and overall for the total unit standard/qualification.  

An assessor report will be furnished to the candidate after the moderation process has been completed and feedback will be provided to the candidate.

[bookmark: _Toc339004240]Phase 4:	Mid-Term Review of RPL Process and Progress 
At the mid-term review phase, the candidate (or a group of candidates) is/are consulted regarding  progress in terms of evidence collected.  Concerns are discussed between the candidate and RPL Advisor.  The RPL Advisor may advise the candidate of outstanding evidence required in terms of the RPL process.  

The RPL Advisor/Assessor must complete a mid-term RPL progress report and provide a copy to the candidate.  This report will form part of the quality assurance process and must be included in the candidate’s portfolio of evidence or RPL File. 

[bookmark: _Toc339004241]Phase 5:	Feedback to RPL Candidate(s)
After the assessment and moderation of the candidate’s RPL assessment, feedback must be provided to inform him/her of the assessment judgement in respect of the RPL assessment.  Should the candidate not have been assessed on the agreed date, the candidate and RPL Advisor/Assessor will agree and arrange an additional assessment date.  

The candidate and RPL Assessor are both required to evaluate the assessment process and an evaluation form must be completed.  

The following guideline documents must be completed
· Candidate RPL Assessment Evaluation Form 
· RPL Assessor Assessment Evaluation Form 

[bookmark: _Toc339004242]Phase 6:	Remediation and Re-Assessment
Should the RPL Assessor have issued a judgement declaring the candidate “not yet competent”, the candidate must be advised of the remediation required and any outstanding evidence requirements.  

A LDP (learner development plan) must be developed for the candidate to ensure that candidate is provided with adequate understanding of what is required to enable him/her to be re-assessed against the relevant unit standard/qualification.  

A date for re-assessment is agreed upon and the assessment schedule and plan amended to accommodate the new assessment date.  The re-assessment conducted is also subject to moderation 

[bookmark: _Toc339004243]Phase 7:	Moderation of RPL Assessments
Moderation will be conducted prior to assessment results being made available to candidates.  Moderation will therefore be conducted after the initial assessment and, if applicable, after re-assessment.  

During moderation the following processes should be concluded:
· Pre-Moderation Meeting with RPL Assessor / Workplace and/or Training Provider 
· Pre-Moderation checklist to be agreed upon (including sampling)
· Moderation to be conducted
· Moderator’s report to be generated, including advice and guidance to RPL Assessor

W&RSETA ETQA may conduct external moderation at any time during the RPL Process.  If a full qualification has to be awarded, the Provider must apply for external moderation to the W&RSETA ETQA.  The results of the moderation will then be provided to the provider.  


[bookmark: _Toc339004244]Phase 8:	Certification
After external moderation processes have been concluded, the W&R, SETQAA certifies full qualifications and results are forwarded to NLRD.  The RPL candidate will receive the relevant acknowledgement of his/her qualification/unit standard


[bookmark: _Toc339004245]11.	QUALITY ASSURANCE 
Quality assurance of the RPL process should take place simultaneously with the actual RPL process and should therefore be continuous and ongoing throughout the entire RPL process.  The following aspects should be noted and recorded throughout the RPL Process to ensure adherence to quality, consistency and organisational policies and procedures:

	· Defining and communicating a clear statement of purpose, scope and target group

	· Preparing for RPL implementation

	· Mid-Term Assessment and/or Review of RPL Process and Progress

	· Authenticating the evidence and conducting assessments

	· Moderation of RPL Assessments

	· Feedback to RPL Candidate

	· Remediation and Re-Assessment

	· Certification




[bookmark: _Toc339004246]SECTION 3
This section contains the following: :

· The Stakeholders in the RPL Process 
· Stakeholders Roles & Responsibilities 
· Proposed Costing


12. [bookmark: _Toc339004247]STAKEHOLDERS IN THE RPL PROCESS

The following stakeholders are involved in the RPL Process:
1. The Candidate – who applies to be RPL’d against the relevant qualification/unit standard/skills programme
2. The Employer – who provides the workplace in which the candidate may be assessed and, in most instances, carries the cost of the RPL process 
3. Labour Representatives – who participate in the process and ensure the consistent and unbiased application of the RPL process in the organisation 
4. The RPL Advisor – who provides assistance and guidance to the candidate and prepares the candidate for his/her assessment
5. Workplace Mentor
6. The RPL Assessor – who conducts the assessment and provides feedback to the candidate in respect of the findings
7. The Moderator – who quality assures that the assessment process was conducted fairly and in line with the assessment principles.  
8. The SETA ETQA – which ensures that quality is maintained throughout the RPL process and in line with SAQA principles.  The SETA may also be liable for the costs of the RPL process

13. [bookmark: _Toc339004248]STAKEHOLDER ROLES AND RESPONSIBILITIES

The roles and responsibilities of the various stakeholders of a RPL Process are outlined in the following table:

	Stakeholder

	Roles
	Responsibilities

	RPL Candidate
	Primary role is to participate in the RPL Process and collect evidence to prove competence.  
	· Identify his/her prior learning and show that it matches the learning outcomes for a particular course or courses that form part of a programme leading to a desired qualification.
· Prove that he/she has learned what is claimed to have been learned
· Collect the relevant evidence to prove the claim


	RPL Advisor
	The RPL Advisor’s role is of an advisory nature and does not at all infer that evidence will be collected on behalf of the candidate and/or assessments conducted on behalf of the assessor.  
	· Counsel the candidate regarding the RPL process, e.g. suggest a suitable course if he/she is unsure of what training programme to follow; guide the candidate on how to prepare for the assessment, etc.


	RPL Accredited Provider / Assessment Centre 
	Provides the environment in which assessment will be conducted and/or learning interventions will be facilitated.

	· Regulations with regard to access and implementation of RPL rest with the provider. 
· Ensure that all RPL policies and procedures concur with national legislative requirements.
· Establish rules and regulations in relation to RPL that is consistent with the relevant ETQA and SAQA principles.


	RPL Assessor
	Conducts RPL assessments in line with the principles of fair assessment as outlined by SAQA.  
	· Inform the candidate about the qualification or unit standard requirements
· Communicate assessment methodologies and details to the candidate in writing as soon as possible after receipt of application
· Support and guide the candidate in the collection of evidence, without compromising the fairness of the assessment
· Help the candidate plan for the assessment
· Inform the candidate about the arrangements surrounding the assessment
· Manage, carry out and coordinate the assessment process according to the relevant ETQA/SETA principles and policies
· Provide feedback
· Complete the documentation and recording requirements, and forward the results to the ETQA/SETA
· Regularly review the assessment process and implement changes as and when required
· Comply with all moderation requirements
· Keep abreast of current assessment practices, learning outcomes; standards for assessment, methods of assessment, time frames, technical details and understanding of the process
· Counsel candidates regarding barriers and possible way forward
· Recommend top-up training if necessary
· Ensure that all original documents or materials are returned to the  candidate or kept for a maximum period (to be determined by the organisation)
· Ensure that candidates are informed of the results of the assessment within a specified time
· Review the RPL Process and take appropriate actions to improve the performance where necessary


	RPL Moderator 
	Verifies and checks that the assessment process adhered to accepted standards and principles



	· Report on assessment principles that do not comply with accepted standards
· Advise and assist assessors in implementing policies and procedures pertaining to RPL and Assessment
· Ensure that effective management and quality systems are in place.

	Employer / Workplace
	· May bear the cost of the RPL
· Provides the workplace in which the candidate is assessed.
	· Ensure that adequate resources are available to embark on the RPL process
· Compile and implement policies and procedures that govern the RPL process
· Provide easy access to candidates into the RPL process

	Labour Union representatives
	Represent employees’ interests within the workplace and during the RPL intervention.  
	· Inform employees/candidates of their rights
· Assist with the implementation of the RPL process
· Facilitate buy-in from employees into the RPL process.  

	SETA ETQA
	Creates environment and framework within which RPL can be conducted.  
	· Approve the relevant RPL assessment instruments prior to the RPL processes being implemented
· Develop policies and guidelines for the implementation of RPL within the sector
· Design and develop relevant qualifications / skills programmes which accommodate the needs of its stakeholders
· Quality assure and accredit providers who may be contracted for RPL



[bookmark: _Toc339004249]14. COSTING 
[bookmark: _Toc339004250]14.1	Funding, and the Sources of Funding
As is the case with most developments in education and training, funding determines the rate at which implementation takes place.  It is also clear that the current sources of funding will not be sustainable in the long term, and that it will become increasingly important for providers to consider financially viable models of RPL delivery.  Cost effectiveness is a priority and is also linked to the availability of workplace-based unit standards.

The audit of current practice has identified the following sources of RPL funding:
· Direct funding from the NSF, specifically for unemployed candidates.
· Discussion with DoE and DoL in terms of plans for funding/subsidies

[bookmark: _Toc339004251]14.2	Costing, and Comparative Studies
The RPL policy states clearly that “Fees for the delivery and administration of assessment and RPL services should not create barriers for candidates. The development of services and programmes; is an investment in the lifelong learning approach across all levels and sectors of education and training in South Africa" (SAQA RPL guidelines, chapter 2).

This statement has a number of implications for organising wishing to implement RPL:
•	The extent to which high start-up costs will inhibit the development and implementation of RPL at institutional level in a resource-scarce environment;
•	Cost-recovery should not be the basis for fees candidates are required to pay;
•	Decisions about what to charge for, i.e. time spent on the service and assessment; a common fee regardless of the amount of credits claimed and the work required to complete the process; a fee in relation to number of credits claimed, are all possibilities.

This guideline document makes it clear that there are many important considerations that have to be taken into account when an organisation is planning to implement RPL.  All of these considerations cost time, if not actual money. However, start-up costs should not inhibit the development of RPL services. One possible way of absorbing the cost is to ensure that RPL activities are integrated into the reformatting processes required of all institutions that have submitted qualifications for interim registration.  It also makes sense to identify particular target markets and initiate RPL services in those areas first before it becomes institutional practice and from these lessons learnt, to develop cost-effective approaches to RPL.

In addition, it seems clear that the more RPL can be integrated into mainstream services and approaches, the more cost-effective it becomes.

[bookmark: _Toc339004252]14.3	Cost Recovery versus Fee Structure
Although there is currently no clear subsidy structure for RPL, it is important that the main beneficiaries, the candidates, are not disadvantaged by the perceived high cost of RPL.

Private providers offering RPL services make up a large percentage of delivery.  Such providers are not eligible for subsidies and care should therefore be taken that RPL does not become too costly for the individual.
It should however, be acknowledged that the development of all new programmes cost money but, that as the number of learners in a programme increase, the more cost-effective the programme becomes. The planning of institutional RPL services will therefore be informed by the cost of development, but should not be directed by it. 

Costs could be based on the overall length of the programme by identifying the time it would take in a classroom-based situation to prepare and assess candidates, for example:

In addition, international studies have revealed the following three options for charging of fees:
· Fees based on the time spent to complete the RPL process;
· A common fee irrespective of time spent or the number of credits awarded;
· A fee based on the number of credits applied for and awarded.
(Harris, 2000: 131)

The last option seems to be problematic as this could easily associate RPL with the 'sale' of qualifications.
As a guideline, Whitaker (1989:9 and 10), developed criteria for the Council for Adult and Experiential Learning (USA) which deal particularly with fees
"Fees charged for assessment should be based on the services performed in the process and not determined by the [number] of credit[s] awarded".

The British system is in agreement with the above approach.  It is considered a 'malpractice' when "basing assessment fees on the number of credits awarded"
(Nyatanga, et al, 1998:9)

The SAQA RPL Guidelines provide quality criteria, inter alia, in relation to fees and charging for services. The core criteria were developed to facilitate quality assurance of RPL processes and services by an ETQA. 

In general, the following criteria can be considered:
· fees do not create barriers to RPL candidates
· Fees are less than the cost for a full time learning programme
· Credit bearing portfolio development can be made available to the learners in a learning programme
· Flexible payment options are available


[bookmark: _Toc339004253]14.4	Cost implications related to the different RPL Strategies
The objective of RPL assessment is to allow the employee(s) the opportunity to qualify against a unit standard or full qualification – in the most cost effective manner.  RPL within the shortest time frame and for the lowest cost would therefore be the objective.  As such, it is important for the organisation to determine which of the two strategies would best meet its needs and those of the candidate(s), while at the same time making the RPL initiative cost effective.

The following needs to be considered

Strategy 1:  Document Review (Portfolio of Evidence)
This strategy is more suited to the individual employee who has applied for RPL.  In terms of time for collection of evidence, it is only a single employee who is focussed on this and so disruptions are at a minimum and only 1 RPL Advisor would be required to assist.  However, many employees gathering evidence simultaneously could impact severely on the organisation’s daily routine and the human resources required to administer the RPL process in the workplace.

Furthermore, the cost of gathering the documentary evidence is relatively high and this cost could rapidly increase with a larger number of RPL candidates.  


Strategy 2:  Workplace Observation and Questioning  
This strategy is more suited to a group of employees  who wish to  undertake the RPL process.  Line Managers become closely involved in assisting the employees to gather the naturally occurring evidence by observing them in the workplace and so time is not lost through activities which are not part of the daily routine.

Job Profiles are initially aligned to the assessment criteria of the respective unit standards and so time is saved through adequate identification of outcomes/criteria that can be easily observed.

Portfolios of Evidence are not required so paperwork is kept to a minimum.  Checklists are prepared beforehand and single integrated checklists are utilised for several unit standards and/or tasks.  

The involvement of Line Managers to conduct observations implies lower costs incurred by the Skills Development Provider and this saving should be carried over to the organisation.
[bookmark: _Toc339004254]14.5            Return on Investment (ROI) and Contracting 

In viewing the costing model, it is evident that the employer, in most instances, will be liable for the cost in terms of RPL.  Alternative funding avenues available include the W&RSETA, National Skills Fund, and Donor Funding.  It is therefore imperative that the Return on Investment, by either the employer, SETA, NSF and/or Donor are measurable and that all parties to the RPL process are held accountable, including the candidate.  

It therefore is proposed that the parties to the RPL process must enter into a contractual agreement, outlining roles, responsibilities and effect of non-conformance to the set terms and conditions.  Should the candidate then fail to comply and/or adhere to any of the terms and conditions of the RPL process, i.e. failure to submit portfolio of evidence, failure to attend or undergo an assessment, such an individual would be held accountable.  The same would apply to the employer, training provider.  

The contracting process should only be conducted upon candidates being accepted into the RPL process after the pre-assessment and application for RPL have been approved.  




















































[bookmark: _Toc339004255]SECTION 4
[bookmark: _Toc339004256]GUIDELINE DOCUMENTS


This section contains templates which support the implementation of a complete RPL Process.  Templates are provided for each of the eight elements/phases within the W&RSETA RPL implementation process.  











































[bookmark: _Toc339004257]STRATEGY 1: Integrated RPL Process Flow :  Document Review (Portfolio of Evidence)
1.  IDENTIFICATION OF REASON FOR RPL



18.  CERTIFICATION OF CANDIDATE AGAINST RELEVANT QUALIFICATION
15.  RE-ASSESSMENT
13.  REMEDIATION 
OR 
TRAINING/COACHING
10.   ASSESSMENT OF PoE
8.  MID TERM ASSESSMENT REVIEW
9.  SUBMISSION OF PoE

2.  RPL APPLICATION SUBMITTED




3.  PRE SCREENING


NO ADMISSION TO RPL

FURTHER OPTIONS IDENTIFIED
4.  MINIMUM REQUIREMENTS NOT MET
MINIMUM REQUIREMENTS MET
5.  ADMISSION TO RPL GRANTED



6.  PRE ASSESSMENT WORKSHOP



7.  COMPILATION OF PoE 
12.  GAPS IDENTIFIED
11.  FEEDBACK TO CANDIDATE





14.  RESUBMISSION OF PoE






16.  MODERATION OF PoE




17.  ASSESSMENT REVIEW












Required documentation for each stage
	PHASE
	PHASE DETAILS
	DOCUMENTATION
	√

	
	Identification of reason for RPL
	WSP
Job Profile
Individual Development Plan
OFO descriptors
RPL 1 completed
	

	
	RPL application submitted
	RPL 2 – Section A completed
RPL 2 file from applicant
	

	
	Pre-screening process
	RPL 2 file for perusal by RPL Advisor/Assessor
RPL 2 – Section B completed 
	

	
	Admission not granted
	RPL 2 – Section B completed
	

	
	Admission Granted
	RPL 2 – Section B completed
	

	
	Pre-assessment workshop
	RPL 4 completed
	

	
	Compilation of PoE
	Evidence Matrix
Evidence Checklist
Portfolio of Evidence
	

	
	Midterm Review
	RPL 5 completed
	

	
	Submission of PoE
	Portfolio of Evidence completed
Evidence Checklist completed
	

	
	Assessment of PoE
	PoE for assessment
Provider Assessment documentation
RPL 6 completed 
	

	
	Feedback to candidate
	Provider’s Assessment Documentation completed 
	

	
	Gaps identified
	RPL 6 completed – Remediation Plan
	

	
	Remediation or training/coaching
	Training:  Certificate of Attendance
Coaching:  Logsheet completed  (RPL 7)
Remediation:  Further evidence as required
	

	
	Re-submission of PoE
	Further evidence included in PoE
	

	
	Re-assessment
	PoE for assessment
Provider Assessment documentation
RPL 6 completed 
	

	
	Moderation of PoE
	All required Assessment evidence and documentation
Provider’s completed Moderation documentation 
RPL 8 completed
RPL 9 completed
	

	
	Assessment Review
	RPL 10 completed
RPL 11 completed
	

	
	Certification
	ETQA External Moderation Report
Certificate issued by relevant authority
	



[bookmark: _Toc339004258]STRATEGY 2: Integrated RPL Process Flow :  Questioning and Observation (checklists)
1.  IDENTIFICATION OF REASON FOR RPL


2.  RPL APPLICATION SUBMITTED





3.  PRE SCREENING 



3.1. LINE MANAGER INTERVIEW
3.3. APPPLICANT INTERVIEW
3.2. PERFORMANCE APPRAISAL REVIEW




3.4.  GAPS IDENTIFIED AND RPL VIABILITY DETERMINED




NO ADMISSION TO RPL

FURTHER OPTIONS IDENTIFIED
4.  MINIMUM REQUIREMENTS NOT MET
5.  ADMISSION TO RPL GRANTED
MINIMUM REQUIREMENTS MET



7.  DEVELOP ASSESSMENT INSTRUMENTS
6.  WORKPLACE AUDIT




8.  PRE ASSESSMENT WORKSHOP




9.2. ATTEND REQUIRED TRAINING


9.1GATHER REQUIRED EVIDENCE



10.  MID TERM REVIEW
AND
FEEDBACK TO CANDIDATE






13.  GAPS IDENTIFIED
12.  FEEDBACK TO CANDIDATE

14.  REMEDIATION 
OR 
TRAINING/COACHING

11.   ASSESSMENT OF CONSOLIDATED EVIDENCE




15.  SUBMISSION OF FURTHER EVIDENCE



16.  RE-ASSESSMENT

19.  CERTIFICATION OF CANDIDATE AGAINST RELEVANT QUALIFICATION
18.  ASSESSMENT REVIEW
17.  MODERATION OF PoE




Required documentation for each stage

	PHASE
	PHASE DETAILS
	DOCUMENTATION
	√

	
	Identification of reason for RPL
	WSP
Job Profile
Individual Development Plan
OFO descriptors
RPL 1 completed
	

	
	RPL application submitted
	RPL 2 – Section A completed
RPL 2 file from applicant
	

	
	Pre-screening process
	Completed Evidence Matrix subsequent to interviews and performance appraisal reviews
RPL 2 file for perusal by RPL Advisor/Assessor
RPL 2 – Section B completed 

	

	
	Admission not granted
	RPL 2 – Section B completed

	

	
	Admission granted
	RPL 2 – Section B completed

	

	
	Workplace Audit
	RPL 3 completed

	

	
	Develop RPL Assessment Instruments
	Completed evidence matrix
Qualification/US
Line Manager Observation Checklist
any other assessment instruments required

Determine Learning Programme delivery if required
	

	
	Pre-assessment workshop
	RPL 4 completed

	

	
	9.1. Gather evidence required

9.2. Attend relevant training
	9.1.  RPL assessment instruments 


9.2.  Learning material and assessment instruments
	

	
	Midterm Review
	RPL 5 completed
	

	
	Assessment of consolidated evidence
	Evidence from candidate
Line manager Behavioural Observation Checklists
Provider Assessment documentation
RPL 6 completed 
	

	
	Feedback to candidate
	Provider’s Assessment Documentation completed 

	

	
	Gaps identified
	RPL 6 completed – Remediation Plan
	

	
	Remediation or training/coaching
	Training:  Certificate of Attendance
Coaching:  Logsheet completed  RPL 7
Remediation:  Further evidence as required
	

	
	Submission of further evidence
	Further evidence as required
	

	
	Re-assessment
	Further evidence
Provider Assessment documentation
RPL 6 completed 

	

	
	Moderation of PoE
	All required Assessment evidence and documentation
Provider’s completed Moderation documentation 
RPL 8 completed
RPL 9 completed
	

	
	Assessment Review
	RPL 10 completed
RPL 11 completed
	

	
	Certification
	ETQA External Moderation Report
Certificate issued by relevant authority
	















































[bookmark: _Toc339004259]W&R RPL 1: Confirmation of RPL Process within organisation 

	Organisation Name


	Date

	Maximum number of selected employees to undergo RPL process:
	

	The following  groups will be involved in the RPL Process:

	Target Group 
	Purpose (in addition) to credits against US or qualifications
	Number of candidates

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



	Undertaking 

The cost of the RPL process will be borne by the company; however, any additional costs, incurred as a result the RPL process, and MUST be verified by the RPL Advisor prior to it being submitted to the company before a decision can be taken.  
In line with company and the W&RSETA RPL Policy, the RPL initiative must enable a person to gain credits for unit standards or qualifications in recognition of the skills, knowledge and capabilities they may have gained.

We understand and acknowledge the following stipulations::

• That staff will not be in line for promotion as a result of this process;
• That there will  not be any automatic changes in staff remuneration packages





	Employer Representative
	Labour Representative

	Name:
	Name:

	Signature
	Signature

	Date
	Date




[bookmark: _Toc339004260]W&R RPL 2: RPL Application and Pre-screening Form

Section A:  Application
This application must be accompanied by a file entitled RPL 2 FILE.  It must contain copies of the following documents:
· Identity Document
· CV
· Highest School Qualification
· Further Qualifications
· Certificates of Attendance for training
· Performance Appraisal Reports from the past two years
· Job Profile
· Achievements and Awards received

	Surname
	Full Names
	Organisation

	Maiden Surname (if Applicable) 
	ID #
	
	
	
	
	
	
	
	
	
	
	
	
	Nationality



	Highest Qualification 
	Gender 
	M
	F
	White
	Black
	Coloured
	Indian 
	Other
	Disability
	Y
	N

	
	Candidate Address
	If yes, provide details





	Current Business Unit at Organisation





	Job Title 
	Current duties
	Line Manager Name and contact details

	
	Years experience in this position
	
	

	Highest School Qualification
	Courses Attended
	Relevant Work History for past 5 years


	Achievements


	Post School Qualifications
	
	
	

	Application for RPL in respect of :
	Full Qualification 
	Skills Programme
	Unit Standard(s)



Please complete the following section in detail in order for the RPL Assessor to make a decision regarding your eligibility for RPL
Make use of your Job Profile and the two Performance Appraisals to assist you in making decisions.
Consult with your Line Manager in order to clarify tasks 

	Unit Standard
	Specific outcome 
	Activities in my Job Profile that are linked to this


	RPL Assessor comments

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Candidate Signature






	Line Manager Signature


	Date




Section B:  Screening Report

Should candidate be deemed as not yet ready to be assessed for RPL, feedback in respect of learning interventions that the candidate needs to undertake, MUST be provided.  

Candidate is    
	Ready to be assessed for Recognition of Prior Learning purposes

	
	Not ready to be assessed for Recognition of Prior Learning purposes
	

	Overall Feedback:


	Recommended development options



	RPL Advisor/Assessor Name:


	RPL Advisor /Assessor Registration No.:


	RPL Advisor/Assessor Signature:


	Date:




[bookmark: _Toc339004261]W&R RPL 3: Pre-Implementation Audit Checklist 

	Registered Name of the Employer /Organisation
	





	Organisation Registration Number 
	
	SDL Number
	

	Physical Address
	




	Contact Person
Telephone Number:
Fax Number:
Cell Number
Email address
	

	Number of RPL Candidates per Category
	18.1

	18.2

	 Qualification / Skills Programme/US details

	
	NQF level
	Credits

	
	
	
	

	
	
	
	

	
	
	
	




Workplace Evaluation 

	Requirements
	Evidence available
	Evaluator comments 


	
	Yes
	No
	

	1. SDF  has changed during period of hosting learners


	
	
	

	2. Company WSP/ATR submissions up to date
	
	
	

	3. EE plan submitted and up to date.
	
	
	

	4. Infrastructure for the RPL process is adequate
	
	
	

	5. Competent and registered assessors are available


	
	
	Number available:

	6. Coaches and/or mentors are available


	
	
	Number available:

	7. RPL Advisors are available 



	
	
	Number available:

	8. RPL Co-ordinator has been appointed
	
	
	

	9. Adequate QMS, policies and procedures


	
	
	Policies in place:









	10. Records of employee learning in  place
	
	
	

	11. Workplace readiness of the RPL candidates
	
	
	



	12. Evidence that RPL process has been communicated


	
	
	

	13. Agreements have been signed


	
	
	

	14. Evidence that the candidate will have sufficient resources to conclude the RPL process
	
	
	

	15. Administration and reporting systems and procedures in place
	
	
	

	16. Skills development provider has the required RPL assessment tools available
	
	
	

	17. Proof of learner preparation / Induction / Orientation
	
	
	

	18. RPL Assessment plan is in place (attach a copy)
	
	
	

	19. Plan for continuous feedback session between Provider & Employer and Candidate  in place
	
	
	

	20. Training / remediation processes have been planned
	
	
	

	21. Other RPL candidates currently in the process of completing RPL
	
	
	

	22. Training Provider accredited with W&R SETA
	
	
	

	23. Training Provider Contact Details
	
	
	

	Tel:
	

	Fax:
	

	Cell:
	

	Email:
	



	Status awarded to Providers Programme for RPL
	Interim Registration
	Provisional Accreditation

	Details of Workplace Evaluator 
	
	Signature of Workplace Evaluator

Date 
	

	Signature of Labour Representative
	
	Date
	

	Signature of Employer Representative
	
	Date
	


[bookmark: _Toc339004262]W&R RPL 4: RPL Pre-Assessment Checklist and Contract 
	Date 
	Time
	Venue 

	Candidate Name

	Candidate’s ID

	RPL Assessor

	RPL Assessor Reg. Number 

	Company / Employer Details


	Union Details

	Union Representative 

	Training Provider Details

	Training Provider Representative 

	Moderator Details

	Moderator Reg. Number 

	Qualification 

	NQF Level 
	Credits

	Unit Standard(s)




	
	

	Skills Programme 


	
	



I, ___________________________________________________________ (Name and Surname), __________________________ (ID number) undertake to adhere to the terms and conditions laid out in respect of the RPL process and adhere to the timelines as agreed to.  I also understand the importance of the Mid-Term Review/Assessment and confirm that I will attend such a session should one be scheduled.  
I further understand that once I have been signed off as competent:
· I am not entitled to an increase, promotion and or financial compensation;
· Will not have an absolute right in terms of new positions being advertised
· No expectation has been created in respect of promotion or monetary compensation by the employer.
I further confirm that should I fail to:
· Submit the required evidence within the agreed time frames;
· Fail to undergo assessments as agreed to
· Fail to present myself in respect of a development plan,
I will be held accountable for the costs incurred by the company / SETA in respect of the RPL process.  
I further confirm the following:
	
	Yes  
	No

	I am participating in the RPL process of my own free will
	
	

	I have been assured that he RPL process will be conducted fair ly and in line with the principles and policies of SAQA, W&RSETA ETQA and the relevant company/organisation.  
	
	

	All stakeholder’s roles and responsibilities have been clearly outlined and explained.  
	
	

	Provision has been made to address my special assessment needs 

	
	

	I have been provided with a copy of all relevant documents

	
	

	The purpose and objectives of the pre-assessment meeting were explained

	
	

	The Assessment process was explained

	
	

	The roles and responsibilities of candidate, assessor and moderator were explained

	
	

	I have received copies of the unit standards, assessment plan, assessment schedule and copies of the relevant policies and procedures pertaining to my assessment
	
	

	I was informed of the following:
· the right to appeal 
· the right to an interpreter 
· an impartial observer to attend any assessment. 
·  he right to have the assessment internally moderated. 
	
	

	The various assessment instruments / tools to be used were explained
	
	

	I was given the opportunity to clarify any issues relating to the assessment process and my assessment plan
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	[bookmark: _Toc138546110]RPL ASSESSMENT PLAN AND SCHEDULE

	Date:

	Candidate Details

	Candidate’s ID
	Candidate Signature 

	RPL Assessor/Advisor  Details


	RPL Assessor/Advisor  Number 
	RPL Assessor/Advisor  Signature 

	Moderator Details

	Moderator Reg. Number 
	Moderator Signature

	Qualification / US



	Unit Standard 
	Skills Programme
	NQF Level 
	Credits

	Assessment Methodologies to be used



	

	Assessment instruments to be utilised



	

	Duration of the Assessment


	

	Re-assessment procedures and timeframes


	






Signed on this _____________________________________ day of ______________________ 20______


Signature of RPL Candidate: _________________________________________________________ 



Witness 1: ____________________________________________________ 

	W&R  RPL 5:        Mid-Term Review Report

	RPL Candidate Name
	
	RPL Candidate ID 
	

	RPL Advisor Details


	
	RPL Advisor Reg. No
	

	Date of Mid-term Review

	US/Qual/SP



	



	Evidence Required
	Evidence presented to date
	Sufficiency of Evidence 
	Action Required
	Date Required by 

	
	
	Yes
	No
	
	

	
	
	
	
	
	

	

	
	
	
	
	

	
	
	
	
	
	

	

	
	
	
	
	

	
	
	
	
	
	





	
I have been informed of the gaps indicated in the evidence presented and will be addressing these prior to final submission date
RPL Candidate’s Signature: ________________________________  Date: ____________________________

RPL Advisor’s Signature: _________________________________    Date: ____________________________

Moderator’s Signature:   __________________________________     Date: ____________________________





[bookmark: _Toc339004263]W&R RPL 5: RPL Final Assessment Report 

	Candidate Name
	
	 Candidate ID 
	

	RPL Assessor Details
	
	RPL Assessor Reg. No.
	

	Company Details
	
	Date of RPL Assessment
	

	Qualification/US/SP
US
	NQF level
	Credits
	RPL Assessment

	
	
	
	C
	NYC

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



LDP/Remediation Plan

	Q/US/SP details
	Action Required
	Evidence to be generated
	Date to be submitted

	
	
	
	

	

	
	
	

	
	
	
	

	

	
	
	

	
	
	
	

	
	
	
	









	Feedback to the RPL Candidate 




















	
Initial Assessment Decision:                  Competent                         Not yet Competent        

Final  Assessment Decision:                  Competent                         Not yet Competent                                                            

The results of this RPL Assessment were obtained in a manner that was valid, fair and reliable.
Candidate’s Signature: _________________________________  Date: ____________________________

Assessor’s Signature: _________________________________  Date: ____________________________
  
Moderator’ s Signature:   ______________________________    Date: ____________________________
















	Details of Coaching Intervention
	Date Completed
	Coach Signature
	Candidate signature

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



[bookmark: _Toc339004264]W&R RPL 6: Moderation Plan

	Moderator’s Name
	
	Assessor’s Name
	

	Registration Number
	
	Registration Number
	

	Date of Pre-Moderation Meeting
	
	Date of RPL Moderation 
	

	RPL Candidate Name
	
	RPL Candidate ID
	

	RPL Candidate Organisation
	



Scope of Moderation 

	Learning programme to be moderated

	

	Particulars of unit standard(s) / Qualification to be moderated
	

	Number of RPL assessments
	

	Number of candidates number deemed competent
	

	Number of candidates number deemed not yet competent
	

	Number of PoEs  to be moderated

	

	Time Frames for moderation

	

	Any Cross moderation?
(Parallel to assessment)

	

	Administrative logistics
(Who submits what? to whom? & when?)
	

	How will the moderation be undertaken?
	

	Systems in place to evaluate the effectiveness of moderation

	

	Documents required during moderation



	









DECLARATION BY MODERATOR

I,         _________________________________________   (Full Names and Surname)

declare that I have read and understood the contents of this document and I am aware of the provider’s moderation policy. I fully accept the responsibility of being a moderator and therefore make an oath to moderate within the principles set by SAQA.


Signed at…______________________________                    on  _______________________________


Signature of Moderator:  ________________________________













































[bookmark: _Toc339004265]W&R RPL 7: Overall Moderation Report

	Moderator’s Name
	Assessor’s Name
	

	Registration Number
	Registration Number
	

	Date of Moderation 



	Candidate Details 
	Candidate ID
	Comments

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



	Feedback to RPL assessor


























Moderation Review by RPL Assessor

	MODERATION ASPECT

	Yes
	No
	Comments

	Were you involved in the moderation process and was the moderation process explained to you?

	
	
	

	Did you have access to all policies and moderation instruments?

	
	
	

	Were you given a chance to clarify any uncertainties about moderation?

	
	
	

	Were you given clear and constructive feedback?


	
	
	

	Did your moderator assess all the evidence provided by you?


	
	
	

	Do you believe that all the assessment criteria and knowledge requirements of the unit standard you were being measured against were considered in your moderation?
	
	
	

	Were you made aware of your moderator’s final assessment decision?

	
	
	

	Was all documentation completed, signed and dated and were you given a copy?

	
	
	

	Do you believe you have benefited from this moderation process?

	
	
	

	Did your moderator try to convey to you an understanding of how these moderator activities related to other relevant issues in the work environment?
	
	
	

	Do you agree with the moderation decision?

	
	
	









	General Comments

























	

RPL Assessor’s Signature: _________________________________  Date: ____________________________

Moderator’s Signature:   ___________________________________   Date: ____________________________



















[bookmark: _Toc339004266]W&R RPL 8:	Candidate RPL Assessment Practices Review
Dear Candidate
Please complete this feedback form in respect of the assessment that has been conducted.  You will need to comment on areas for improvement in respect of the RPL assessment process.  

	 Candidate Name

	
	Candidate ID 
	

	RPL Assessor Details


	
	RPL Assessor Reg. No.
	

	Company Details


	
	Date of RPL Assessment
	

	US/Qual/SP




	Detail
	Yes
	No
	Comments

	Did your assessor/advisor welcome you to the meetings?
	
	
	

	Did the assessor/advisor explain to you the reasons for the assessment?
	
	
	

	Did the assessor explain to you what you would be assessed on?
	
	
	

	Were the assessment methods chosen correct for the particular assessment situation?
	
	
	

	Did you understand the questions the assessor/advisor asked you?
	
	
	

	Did your assessor/advisor address any concerns that you had? 
	
	
	

	Did your assessor provide you with feedback on how you did during the assessment?
	
	
	

	Did you understand the feedback?
	
	
	

	Did you enjoy the assessment process?

	
	
	

	Would you participate in further RPL assessments?

	
	
	

	Would you encourage others to participate in RPL assessments?

	
	
	

	Candidate’s Signature: ________________________________           Date: ____________________________
RPL Assessor’s Signature: _________________________________  Date: ____________________________
Moderator’s Signature:   _________________________________       Date: ____________________________


[bookmark: _Toc339004267]W&R RPL 9	: RPL Assessor Assessment Review 

	Assessor Details
	

	Assessor Reg. No.
	

	Date 

	
	Signature of Assessor
	

	How effective were the RPL assessment methods used?
	


	What would you change about the RPL process and why?
	



	How will you change the attitude of the participants to the RPL process next time?
	



	Was there anything that could be changed in the assessment / moderation plan / instruments you used?
	



	What organisational changes need to be implemented to facilitate a smoother RPL process?

	



	What actions need to be carried out by you to ensure appropriate changes take place?
	





	
	Yes
	No
	Comments

	Did the assessment methods adequately address the RPL candidate’s knowledge, practical skills and workplace experience?  
	
	
	

	Did the assessment tools link to the requirements as stipulated in the US/Qual/SP?



	
	
	

	Were all required processes and procedures covered during the duration of the RPL intervention?

	
	
	

	Did the RPL Advisor collaborate with you during the RPL intervention?
	
	
	

	Was feedback given to the RPL candidate at the required stages in the process?
	
	
	

	Did moderation take place appropriately? 
	
	
	

	Any further comments on the RPL processes in general:













image1.jpeg
Skills Development for Economic Growth




image2.emf

image3.emf

image4.emf

image5.png




image7.jpeg




image8.png




image9.wmf

image10.png




image11.wmf

image6.jpeg
EIDIU|TIE|L




