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Application for Recognition of Prior Learning (RPL) and/or Credit Transfer 
within the Business Services (240 indicative hours) course
This application has been developed to help schools, colleges and Registered Training Organisations (RTOs) to manage the determination of Recognition of Prior Learning (RPL) and credit transfer within the Business Services (240 indicative hours) course. 

The RTO involved in determining RPL/credit transfer must have the intended AQF VET qualification nominated in this application on their scope of registration.
Principals are delegated the authority to assess and approve applications for RPL or credit transfer for HSC VET course outcomes and content as defined by the indicative hour requirements for the HSC VET course and the mandatory work placement requirements.
Once processed this application should be retained on record by the school or college and the RTO.

	SECTION 1 – Student, school or college, and RTO details

	

	Student’s name:
	
	BOS student number:
	

	School or college:
	
	School Year/Grade:
	

	RTO responsible for VET course delivery and assessment:
	

	


	SECTION 2 – HSC VET course/AQF VET qualification details

	

	Indicate the HSC VET course that RPL/credit transfer is being applied for:

	(
Business Services (240 indicative hours) – 4 units x 1 year (BOS VET course number 26102)

	(
Business Services (240 indicative hours) – 2 units x 2 years (BOS VET course number 26101)

	

	

	Indicate the AQF VET qualification that RPL/credit transfer is being applied for:

	(
Certificate II in Business (BSB20107)

	(
Certificate III in Business (BSB30107)

	(
Certificate III in Business Administration (BSB30407)

	


	SECTION 3 – Optional HSC examination

	Indicate whether the student intends to sit the Business Services HSC examination 
(BOS course number 26199)

	(
yes – indicate the calendar year the student will sit the exam:
	
	

	(
no

	(
unsure

	Note: To be eligible to sit the optional HSC examination, students must meet the requirements of the Business Services (240 indicative hours) course from the syllabus that applies to the year that the HSC examination will be undertaken.


	SECTION 4 – Evidence for Recognition of Prior Learning (RPL) and/or credit transfer

	It is the student’s responsibility to provide evidence to the school or college and the RTO for processing their request for RPL/credit transfer. Evidence must be submitted with this application – see below.

	Examples of evidence for RPL include:

· course outlines, reports and result transcripts

· references from industry/employers 

· outline of experiences including times/dates, places and contacts

· outline of skills and knowledge

· other ______________________________________.

	Forms of evidence for credit transfer are:

· formal AQF VET Certificate and Transcript of Competencies achieved

· AQF VET Statement of Attainment showing competencies achieved.


	SECTION 5 – HSC VET course requirements

	To gain HSC unit credit from the Business Services (240 indicative hours) course the student must meet ALL HSC course requirements including:

a) compulsory and elective units of competency to meet the HSC indicative hour requirements of the course

b) HSC requirements and advice for examinable units of competency
c) mandatory work placement requirements. 

These requirements may be met through credit transfer, RPL or further study as a part of the HSC program.

	The RTO delivering the HSC VET course is responsible for determining RPL or credit transfer for unit(s) of competency outcomes. This is to be done in accordance with the RTO’s policies which comply with AQTF standards for RTOs.


	SECTION 5 (a) – 
compulsory and elective units of competency to meet the HSC indicative hour requirements of the course

	This work sheet should be used to record details of how the HSC course requirements for the Business Services (240 indicative hours) course will be addressed (either by credit transfer, RPL or through further study as a part of the HSC program).

	HSC course requirements – 
compulsory and elective unit(s) of competency
	HSC course requirements will be met through: 
(indicate the HSC indicative hours in the relevant column)

	Unit code
	Unit title
	HSC indicative hours
	credit transfer
	RPL
	through further study

	Business Services (240 indicative hours) – compulsory units of competency
	
	

	BSBCMM201A
	Communicate in the workplace
	15
	
	
	

	BSBCUS201A
	Deliver a service to customers
	15
	
	
	

	BSBIND201A
	Work effectively in a business environment
	20
	
	
	

	BSBINM201A
	Process and maintain workplace information
	20
	
	
	

	BSBOHS201A
	Participate in OHS processes
	15
	
	
	

	BSBSUS201A
	Participate in environmentally sustainable work practices
	15
	
	
	

	BSBWOR202A
	Organise and complete daily work activities
	15
	
	
	

	BSBWOR203A
	Work effectively with others
	15
	
	
	

	BSBWOR204A
	Use business technology
	15
	
	
	

	
	HSC indicative hours sub-total:
	145
	
	
	

	Business Services (240 indicative hours) – elective units of competency 
(list the elective units of competency to be included in the HSC course – a minimum of 95 HSC indicative hours of elective units are required – refer to Section 8.5 of Part A of the Business Services Curriculum Framework syllabus)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Total HSC indicative hours:
	
	
	
	


	SECTION 5 (b) – HSC Requirements and Advice

	Where a unit of competency has been awarded through RPL or credit transfer the RTO delivering the HSC course is responsible for determining any gaps in learning for the HSC Requirements and Advice and for providing a program that enables the student to address the identified gaps.

	HSC Requirements and Advice gap program 

Outline the learning opportunities/program that will be provided to the student to enable them to address identified gaps.

	


	SECTION 5 (c) – Work placement

	Mandatory work placement requirements for 
Business Services (240 indicative hours):  
	70
	hours

	Quantity of credit awarded by RPL:  
	
	hours

	
	
	

	Gap to meet HSC course work placement requirements 
(minimum work placement hours minus hours awarded by RPL): 
	
	hours

	
	
	

	Work placement gap planning 

Outline the planning to ensure that the student will be able to complete the remaining work placement requirements in accordance with timelines in the Preliminary/HSC Event Timetable.

	


	SECTION 6 – Optional HSC examination

	It is the responsibility of the school or college/RTO delivering the HSC course to determine an appropriate estimated examination mark and manage HSC examination preparation for students who intend to undertake the Business Services HSC examination and who have been awarded RPL/credit transfer for examinable units of competency.

	· An appropriate procedure to determine an estimated examination mark for the student has been identified.

	· A program to support the student’s HSC examination preparation is available.

	Outline the learning opportunities/program that will be provided to the student to support their HSC examination preparation.

	


	SECTION 7 – Student/school or college/RTO sign-off

	The outcome of the application for RPL/credit transfer within the Business Services Curriculum Framework as detailed above, and any programs identified to address gaps in the HSC course and/or HSC examination preparation have been agreed to by all parties involved. 

	Student’s name:
	
	
	

	Student’s signature:
	
	Date:
	

	Principal’s name:
	
	
	

	Principal’s signature:
	
	Date:
	

	RTO representative’s name:
	
	
	

	RTO representative’s signature:
	
	Date:
	

	


	SCHOOL OR COLLEGE/RTO USE ONLY

	Action
	Initial
	Date

	RPL/credit transfer determinations have been documented in Section 5a of this document.
	
	

	RPL/credit transfer outcomes have been reported through Schools Online or the RTO’s processes for TAFE NSW.
	
	

	This application, along with the evidence for RPL/credit transfer as noted in Section 4 has been filed at the school or college/RTO.
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