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Student User Guide 
 

Getting Started 
 
Before you start the RPL Self Evaluation Process we will ask you some additional questions to ensure that 
it is RPL and not Credit Transfer you are wanting to obtain. 

To assist you with making this decision, we have provided an explanation of the difference below. 

Credit Transfer 

Where a person has previously completed equivalent competencies or learning outcomes (formal 
learning) in the same or similar field in which they are currently studying. 

Documentation of previous competencies achieved in the form of “Results of Assessment” is required. 
This document will be verified with the issuing RTO. 

Recognition of Prior Learning (RPL) 

Recognition of prior learning (RPL) involves the assessment of the skills and knowledge an individual has 
achieved outside the formal education and training system.  

RPL is an assessment only process (rather than a training process) in which the individual’s formal, non-
formal and informal learning is assessed.  

A person needs to be currently working in the industry they are requesting RPL for or have worked in the 
industry in the recent past. 
 

 The RPL process includes a competency conversation with the applicant, and a conversation with at 
least one supervisor / employer verifying your skills and knowledge towards applicable unit 
requirements.  

 These Third-Party persons (supervisor / employer) are required to disclose their role, experience, and 
qualifications relevant to the industry and/or unit outcomes as a part of this verification process. 
Please consider any third-party reporters carefully, and ensure they are aware of these requirements.  

 You should also provide a resume or consecutive list of recent employment, which includes dates of 
employment, description of work undertaken, and contact details of the employer or supervisor. 
Contact information for supervisors / employers must reflect the workplace / organisation. Personal 
contact details will not be accepted. 

 Your current (within last 12 – 18 months) Skills and Knowledge will need to be demonstrated by 
providing evidence in the form of a Resume, Job Descriptions, References, and other supporting 
evidence as indicated during a self-evaluation process in support of your application.   

 Any supporting evidence from previous employers, volunteer organisations, clubs or associations (eg, 
position description, letter of support, etc.) must be on official letterhead. 

 Any photos or videos that are submitted as part of evidence must include a date and time reference, 
include a description of the task being completed, show the applicant in the photo completing the 
task, be verified by a qualified supervisor, and be accompanied by applicant photo ID. 

 CQUniversity may request applicants undertake challenge assessments. These include knowledge and 
practical tasks and are in addition to the competency conversation. 
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The RPL applicant must provide sufficient evidence to meet unit of competency requirements.  
In reviewing the application, the assessor will ensure evidence submitted for prior learning is: 
 Authentic - your own work; and 

 Valid - directly related to the current version of the unit of competency; and 

 Reliable - you are able to consistently perform the required skill and demonstrate the required 
knowledge in the workplace; and 

 Current - reflects your capacity to perform skills using the latest industry practices, this requires 
that the applicant has had experience in this field within the last 12-18 months, and evidence 
supplied is to be within this period; and 

 Sufficient - covers the full range of elements in each unit of competency applied for 

 
When you begin your evaluation your first screen (pictured below) will assist you in determining your best 
pathway 
 

 
 
When selecting the “No” function you will move to the RPL eligibility information where you can select to 
begin your RPL evaluation process 
 

 
 



 

Page | 3 Student User Guide – RPL Online V10 December 2024 
 

When selecting the “Yes” function you move to the Credit/RPL additional information screen, where you 
can select your appropriate pathway. 
 

 
 
Selecting “Credit” will take you to the course application page where you can apply for Credit. 
 
Selecting “RPL” will take you to the RPL Eligibility information where you can select to begin your RPL 
Evaluation process. 
 
*Please Note: During the self-evaluation process, please ensure that when you are answering the question 
that relates to a unit you will be obtaining via Credit Transfer that you respond with a “No” answer.  This 
will ensure you are not admitted and charged for this unit via an RPL process. 
 
 
Selecting “Begin” will move you to the next screen where you will be required to select whether you are a 
“NEW” or “EXISTING” CQUni student, if you are a new student, select the “New CQUNI Student” icon and 
you will be directed to complete the registration process, if you are an existing student, please select the 
“Existing CQUNI Students” icon and you will be directed to log in. 

Once you have logged in you will be redirected back to the explanation page, please click the “BEGIN” 
function, which will take you to the RPL Self Evaluation questionnaire. 
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Step 1. - Completing the Self-Evaluation questions: 

You can cancel your RPL Evaluation at any time by selecting the “Cancel” Function 

Please ensure that you read the unit requirements/questions thoroughly and answer them honestly by 
clicking the “Yes or No” at the bottom of the page.  

 
When answering the questions, you will see a list of evidence that you will need to provide to support 
your application, it is important that you can do what is being asked in the questions.   

Some of the evidence is “Mandatory” (Required) and some may be ‘Additional’ supporting evidence, 
please review the evidence requirements to ensure you can obtain all the mandatory evidence for 
submission before clicking “Yes”. 

If you are unable to provide the Mandatory evidence required, you will need to click the “No” button.  
This unit will then need to be completed via the formal training process. 

After selecting Yes or No to the question you will automatically progress to the next question, or you can 
click the Next function to move through your self-evaluation questions.  

 
At each question there is the option to go back to the previous question if you need to, by clicking the 
‘previous’ link on the left side at the bottom of each page. 

 
If you have not answered a question during this process, you will be required to come back to it at the 
summary page to respond before you can progress. 

 
Click on the question mark icon or the unit title to go back to the question and respond with a Yes or No. 
You will then need to navigate to the end of the questionnaire via the next icon. 
 
Once you have responded to all the questions you will be directed to the summary page. 
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Summary of units identified for RPL: 
At the completion of the questionnaire, you will be provided with information relating to Subsidy 
eligibility as well as our Quote/invoicing procedure. 

 

You will also be provided with the summary of the units you have indicated you are able to RPL based on 
your responses to the questions.  All units indicated with a green (yes) toggle are the units you have 
indicated you can RPL and are the units you will be assessed on.  

Dependant on the qualification eligibility for any funding you will also see the associated price range per 
unit. 

If you do not wish to progress with all the potential eligible units listed, you can remove a unit from your 
summary by clicking the toggle icon beside that unit to change it to grey (no).  

However, it is recommended that you progress with all units identified during the Self Evaluation process, 
rather than progressing units individually.  

 

You can cancel your RPL Evaluation at any time by selecting the “Cancel” Function
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Progressing to the Course Application: 

To progress your application, click “Apply”. 
Existing students will see a “Submit” function. 

By clicking the Apply function you will be taken to the apply online application portal to complete your 
course application process. 

Existing students - clicking on the “Submit” function will notify the RPL Administration Team of your RPL 
evaluation enabling us to process your RPL Application. Your process will continue from ** below. 

Completing the Course Application: 

You are required to complete the apply online course application process, this includes: 

• Validating your USI 
• Updating your personal details 
• Completing your educational background 
• Entry considerations and requirements  
• Supporting documentation upload for VSL/Subsidy Eligibility Funding verification 
• Complete the declaration and consent. 

The last page of the application form will list any documents that need to be uploaded to support funding 
requirements, if any. 

“This upload is only for the purpose of VSL/Subsidy Eligibility Funding verification documentation, 
please do not upload RPL Evidence here, you will be requested at a later step to upload your RPL 
Mandatory/Additional Supporting Evidence”. 

The units that you have chosen during the RPL self-evaluation process will also be listed here for your 
information. 

Upon successful application submission, an acknowledgement email is then sent to your email address, 
advising that your application has been received and is currently being processed. 

 
Review of Course Application 

The CQUniversity RPL Unit will review your course application. 

If you are required to supply any additional information in relation to subsidy eligibilities relating to your 
course application, you will be requested to supply these here.  The CQUniversity RPL Unit will contact 
you if this is required. 

**The CQUniversity RPL Unit will complete the final quote processes and email this to you for acceptance 
(Your quote acceptance will be required within 30 days from the date of issue). 

On acceptance of your RPL quote the CQUniversity RPL Unit will progress your course application and 
forward your invoice for payment – (payment will be required within 14 days of invoice generation). 

Once payment has been received by CQUniversity, your RPL application will commence via the Ready 
Skills system. 

The RPL Team will provide you with your Ready Skills Next Steps process at this time.  
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Step 3 - RPL Application – Ready Skills 

You will receive an automated email from Ready Skills, advising how to access the Ready Skills system.  

You will be required to login to the Ready Skills system, where you will be guided through the RPL wizard. 

There are 7 steps that you will be required to complete at this time: 

Note* - You have a 6-week timeframe to complete this process. 

Step 1 – Updating your personal details. 

• Please ensure your personal details captured here are correct as this information will form your 
profile and enable the Assessor to make contact with you to progress your RPL Application 

• You may also change your password if you choose to. 
 

 

Step 2 - Entering your Employer details for the Work Experience Validation Reports. 

RPL applicants are required to show their skills and knowledge in a workplace setting to competently 
perform to industry standards on the job. 

• Please enter your employer contact name, phone number, email address, and employment start 
and end dates.  

• Please ensure you tick the box if the entered employer is your current employer 

 
• You can add multiple employers in this step through the ‘Add employer’ button. 
• Please enter the details of your most recent employers (within the last 3 years) that will 

contribute to your RPL Application at CQUniversity. 
Please note: 
Your nominated workplace contact will be required to: 

• Hold the qualification or minimum of 2 years Technical Experience in the area being reviewed  
• Deal specifically with your workplace performance  
• Be prepared to provide additional evidence in the form of a report or phone interview 
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Step 3 – Creating your Work Experience Profile. 

This is where you generate your work experience profile. 
Please take the time to fully complete this section as it will build a profile of your current skills that will be 
used to generate a report for your current/past employers to confirm your experience. 
You will need to: 

• Complete information for every icon 
• Choose your highest level of experience you have, levels to choose from are None, Minimal, 

Moderate or High 

 
• Please do this for each employer entered at Step 2 

 
• Select ‘next’                     to advance through each icon 

 
 

• You ‘must’ select SAVE or your information will be lost  
 
 

• Once you have saved your work, you can go back and edit this step or continue to Step 4 

 

Step 4 – Work Experience Validation 

A work experience report is generated from the profile you completed at Step 3. 

• It is a requirement to have your work experience validated. 
• CQUniversity seeks assistance from the workplace to confirm your performance in a work setting.  
• This Work Experience Validation report will be used as part of the evidence gathering process to 

support a judgement of your competence. 
• CQUniversity is also required to make contact with your employer to obtain verbal validation of 

your skills and knowledge. 

Please ensure that the details of your current/recent employers are correctly recorded at Step 2 as these 
details are used in these reports. 
You can either: 

• Print the report, and post or deliver to your employer for completion (signed reports can be 
uploaded here or in Step 6) 
Or  

• Email the report to your employer to complete 

 
 
Step 5 – RPL Summary 

There are no further requirements at this step, therefore please click ‘Save & Finish’ to continue to Step 6. 
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Step 6 – Upload Your Supporting Evidence 
 
This is where you upload all your evidence in support of your RPL Application. 
*A Current Resume and Position Description are mandatory with an RPL Application and only needs to be 
uploaded once. Please ensure you upload these as well as the specific evidence mentioned below. 
 
Specific evidence associated to the units that you have identified you can RPL is provided as a list within 
this section. 
Listed evidence is identified as ‘Required’ and ‘Additional’ evidence. 

• You are required to upload all ‘Required’ (Mandatory) evidence. 
• You can also upload ‘Additional’ supporting evidence. 
• Please ensure you link your evidence to the relevant unit of competency  

 
• Please ensure your documents are named as per the ‘Required and ‘Additional’ supporting 

evidence list. 

 
• Please ensure, if you have printed and supplied your Work Experience Validation Report to your 

employer that you upload the signed report here. 

  
Step 7 – Declaration & Submission 

Please read the declaration provided, sign and date to complete your RPL Application.  

 

Your application has now been submitted to your assigned Assessor, who will be in contact with you 
shortly to conduct the assessment process.  


