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It is intended that this procedure is ‘fair to all’.  Where any part could potentially lead to unequal 

outcomes, the policy then justifies why this is a proportionate means of achieving a legitimate aim. 

Agreed at SMT: 5 September 2018 
 
To be reviewed:  August 2019 
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1     Purpose 
 
Wiltshire College is committed to the principle that learning, wherever it occurs, 
should be recognised in an appropriate way within its academic provision.  This 
procedure is to ensure that an individual's prior learning achieved through formal and 
informal training, work experience or other life experiences is appropriately 
recognised. 
 
Recognition of prior learning (RPL) is a process that recognises the value of 
achievements already gained by a learner. RPL might be used to meet the 
requirements of part of a unit or, exceptionally, a whole unit.  
 
The main objectives of the policy are: 
 
1.1 To assist learners in identifying relevant prior learning, achievement and/or 

experience. 
 

1.2 To determine if evidence presented by the learner should follow the RPL, or 
related Credit Transfer or Exemption procedures of the awarding organisation. 

 
1.3 To agree and review an action plan to enable candidates to receive 

accreditation for prior learning, achievement and/or experience. 
 

1.4 To support candidates in preparing and presenting evidence of prior learning, 
achievement and/or experience for assessment. 

 
2 Scope  
 
2.1 This policy applies to qualifications on the National Qualifications Framework 

(NQF), and all other qualification framework unless stated otherwise by relevant 
awarding organisation and other national frameworks, self-regulated 
qualifications and the Quality Assurance Agency (QAA) for Higher Education.  
 

2.2 However, where learning is evidenced only through a national examination, the 
learner is required to sit the examination, e.g. General Qualifications such as 
GCSEs or GCE are not within the scope of this policy. 

 
 
2.3 All learners shall be entitled to apply for RPL providing they meet the specific 

requirements of the validating /awarding organiation governing the qualification 
for which they are studying. 
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3 Definitions 
 
3.1     RPL  - A method of assessment that considers whether a learner can 

demonstrate that they can meet the assessment requirements for a unit 
through knowledge, understanding or skills they already possess and do not 
need to develop through a course of learning. 

 
3.2     Exemptions - The facility for a learner to claim exemption from some of the 

achievement requirements of a qualification, using evidence of certificated, 
achievement deemed to be of equivalent value. 

 
3.3    The process of exemption is applied to certificated achievement; RPL to 

previously uncertificated achievement. ‘Exemptions’ are deemed to be ‘of 
equivalent value’ to credits in the relevant qualification framework, whereas 
RPL leads directly to the award of credit. 

 
3.4 Credit Transfer/Equivalency - unlike exemption above this process applies 

to previously certificated achievement of credits which can be transferred to 
other qualifications where permitted under the awarding organisations rules of 
combination. 

 
4 Responsibilities - Students 
 
4.1 The student must provide evidence to show that the requirements of the unit, 

module or part of a unit, or module have been covered; recording this 
evidence on the credit claim form, and consult with the agreed subject 
specialist in the preparation of his/her evidence.  

 
4.2 Students must agree an action plan to enable him/her to obtain the award 

s/he is aiming for. 
 
4.3 Students must agree to attend any further appropriate assessments if the 

initial evidence is deemed to be unsatisfactory for the RPL assessor. 
 
5 Responsibilities – Tutors/Assessors  
 
5.1 To provide support and encouragement to all students wishing to claim credit 

for prior learning. 
 
5.2 Following initial enquiries by any student the member of staff should place the 

student in contact with a subject specialist.  
 
5.3 The subject specialist should develop, with the student, an action plan to 

address the learning outcomes of the programme.  
 
5.4 The subject specialist should identify the evidence needed to support the 

claim for credit and explain how this evidence will be assessed and by whom.  
 
5.5 Ensure that the student claiming credit is enrolled with the College for  

specific award/qualification. 
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5.6 To notify MIS of any student claiming credits by RPL or using units gained 

from one qualification towards the next level of achievement. 
 
6 Responsibilities - Management 
 

College management should ensure that: 
 

6.1 All College staff are fully conversant with this procedure and the demands it  
places on them.  

 
6.2      All appropriate staff are competent to undertake their roles and responsibilities 

     in the procedures for verification and recognition of prior learning.  
 
6.3      Staff development is made available to those staff not conversant with or 

     competent to undertake the procedures for RPL. 
 
7 Assessment of RPL Evidence 
 
7.1  Assessment methods for RPL must be of equal rigour to other assessment 

methods, be fit for purpose and relate to the evidence of learning. Credit may 
be claimed for any unit through RPL unless the assessment requirements of 
the unit do not allow this. 

 
7.2  The methods of assessment used will be determined by the assessment 

strategy for the qualification being assessed but might, for example include: 
 

• Examination of documents 

• Witness testimony 

• Reflective accounts 

• Professional discussion 
 
7.3  Where units are assessed against assessment criteria or grading criteria, then 

all evidence must be evaluated using the stipulated criteria. In assessing a 
unit using RPL the assessor must be satisfied that the evidence produced by 
the learner meets the assessment standard established by the learning 
outcome and its related assessment criteria. 

 
7.4  It is the role of teachers, assessors and internal quality assurers to ensure 

that evidence of learning is: 
 
7.4.1 Valid – The evidence provided by the learner must genuinely demonstrate 

that it conforms to the demands of the learning outcome. 
 
7.4.2 Current – Currency of evidence is particularly important. For example, does 

the evidence meet up-to-date demands or does it reflect a practice that has 
significantly changed? Evidence of current knowledge, understanding and 
skills will vary from sector to sector. It will depend on the extent of the 
experience, technological changes and the nature of the outcome claimed. If 



5 

 

the currency of any evidence is in doubt, the assessor may use questions to 
check understanding, and for competence. 

 
7.4.3  Sufficient – There must be enough evidence to fully meet the requirements of 

the learning outcome, or learning outcomes, to be considered. If there is 
insufficient evidence to fully meet requirements, then evidence obtained 
through RPL must be complemented by evidence gained through other 
suitable assessment methods before requirements can be said to have been 
met. 

 
7.4.4 Authentic – The evidence being examined must genuinely be the work of the 

learner. If the evidence produced is the result of team work, then it is 
acceptable providing the new learning outcome is related to team / joint 
working, but not if it was being used as evidence of an activity which should 
have been carried out individually. It is important that learners understand 
what plagiarism means and sign a declaration of authenticity. 

 
7.4.5  Reliable – Evidence obtained through RPL should be such that an assessor 

would arrive at the same assessment decision, were the assessment to be 
repeated. 

 
8 RPL Assessment Process 

 
8.1 The RPL assessment should be carried out as an entire process. This means 

that the assessor / tutor should: 
 

8.1.1  Plan with the learner. 
 
8.1.2 Make a formal assessment decision 
 
8.1.3 Feedback assessment decisions to the learner, confirming decision and giving 

guidance on the available options (particularly in situations where the decision 
has been not to award credit). 

 
8.1.4  Maintain records of assessment as for any other unit / qualification. 
 
8.1.5  Ensure that all relevant evidence is assessed before assessment decisions 

are confirmed through verification procedures. 
 
8.1.6  Ensure that learners are aware of their right to access the appeals process 
         should they feel the assessment decision was unfair. 
 
8.1.7  Ensure that certification and claims are made according to normal 

procedures. 
 
8.1.8  Ensure that the process is subject to the same quality assurance requirement 

as all other assessment methods. 
 
 
9 Related Policies & Procedures 
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• Internal Verification and Assessment Procedure 

• Academic Appeals Procedure 
 
 
10 Monitoring & Evaluation 
 
10.1 The standards by which the success of the procedure can be evaluated are: 
 
10.1.1  Student feedback showing high levels of satisfaction with the advice and help 

received in preparing to claim RPL. 
 

10.1.2 Staff feedback on the quality of support provided by the College to enhance 
skills and competence to undertake the procedures for RPL. 

  
10.1.3 External examiner/verifier comments on the rigour and consistency applied to 

RPL procedures across the College. 
 

10.1.4 The Quality Manager will review these procedures annually. 
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CLAIM FOR RECOGNITION OF PRIOR LEARNING (RPL)  

If you have been offered a place on a programme of study at Wiltshire College or are 
already registered on a programme you may be eligible for credit from previously 
acquired qualifications, vocational training and/or learning which is uncertified. If you 
wish to make a claim for recognition of prior learning please complete this form.  

 
Student name and 
Id/ILN no (if 
applicable) 

 

 

Date 
 

Address 
 

Tel No 
 

Qualification Title 
and Level  

  

 

Module(s)/Unit(s) for 
which credit is 
claimed:  
 
 

 

Programme learning 
outcomes/objectives 
for which credit is 
claimed if they do 
not relate to specific 
individual modules 
or units of study.  
 

 

RPL Evidence (Attach separate sheets as required)  
In this section outline the achievements, experience and previously acquired 
qualifications and certificates you wish to use as the basis for your claim. Refer to the 
details of the relevant modules or units in the student handbook for the programme or 
course in question. You should attach photocopies of supporting documents wherever 
possible e.g. syllabus outlines, course structures, examination certificates. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

On completion forward this form to your course tutor/assessor for consideration 

http://www.wiltshire.ac.uk/
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Additional RPL Evidence 
Details of how student’s knowledge and skills have been assessed if evidence alone is 
insufficient (Eg, through interview, Q and A, Written/Practical Test, Observation etc) 
 
 
 

 

 

 

 

 

 
Outcome: 
 
Evidence accepted – proceed with Exemption/Credit Transfer/ RPL claim 
 
Evidence rejected – student to provide further evidence as per action plan  
 
Action Plan: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Action Plan Completed – Evidence accepted – proceed with claim/credit transfer  
 

 
I can confirm the learner’s evidence is authentic and accurate. 

Name 
 

Job Title  
 

Centre Name, Number and Course 
Code 

Contact tel  and ext  

 

  
 
 
 
 
 

Contact email 
address 
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Checklist for Implementing the RPL Process  
 

RPL Stage Learner  Centre 

Recruitment • Course Application  • Respond to enquiry, Explain RPL Process 
including exemptions and credit transfer as 
appropriate 

• Record details of previous 
achievements/experience on Application 
and RPL Claim Form 

• Pass info to MIS and Head of Department / 
Deputy Head of Department 

Preparing 
to Submit 

Claim 

• With guidance 
provide evidence of 
achievement in a 
portfolio, for example 
this may be paper-
based, electronic, 
video recorded 
evidence,etc 

• Agree to action plan if 
further evidence 
gathering/assessment 
is required 

• Provide guidance to the learner 
• Identify and agree an action plan and 

assessment strategy with the learner 
• Map achievement and identify gaps 
• Determine and set the standard 
• Register learner with Awarding 

Organisation 
 

Assessing 
Claim 

• Review action and 
assessment plan 

• Provide new 
evidence if required 

• Acknowledge 
additional learning 

• Submit final evidence 
as agreed 

• Assess the evidence and check authenticity 
• Grade where relevant 
• Provide learner with regular feedback 
• Arrange additional learning as required 
• Arrange internal verification/moderation/ 

standardisation 

Accrediting 
Claim 

• Receive feedback 
on the evidence 
submitted 

 

• Provide learner feedback on achievement 

• MIS to be advised of outcome 

• Maintain records for external 
verification/moderation/inspection 

• Follow awarding organisations procedures 
for RPL, Exemption or Credit Transfer as 
appropriate 

 

 

 

 

 


