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Guidelines for Recognition of Prior Learning (RPL) 
& Credit Transfer Application 

 

Who can apply for RPL and/or Credit Transfer? 
 

Both students and prospective students may make an application for Recognition of Prior Learning 
(RPL). 
 

What is Recognition of Prior Learning? 
 

Each Unit of the course has a set of performance outcomes that must be achieved before an applicant 
can be deemed competent in that Unit. The process of RPL involves matching what is already known 
and can be demonstrated with the performance outcomes of the Unit. If an applicant can show that the 
outcomes have already been attained for one or more Units, then the applicant will be granted 
academic credit for the Unit/s. Applicants will not be required to complete any further study for units 
granted full credit. 
 

How is Recognition of Prior Learning Assessed? 
 

Each of the Units of the Diploma of Community Welfare Work is listed within this booklet, including 
the individual Elements and Performance Criteria that make up each Unit. Please note that the 
Performance Criteria are listed under each of the Elements. The Elements and Performance Criteria 
describe acquired knowledge that students need to demonstrate upon the completion of each Unit.  
 
In making an application for RPL you need to be able to supply evidence to the Institute that clearly 
demonstrates you have already acquired the specific knowledge and skills listed within ALL elements 
and performance criteria under the specific unit you seek RPL for. You may be awarded recognition of 
prior learning through relevant, documented work experiences, for example, through your employment, 
volunteer work, previous training, or from similar experiences. 
 
NOTE: In assessing an application for RPL the Institute will take into account the relevance and currency of the 
evidence supplied and will only recognise prior learning to the degree the evidence shows that ALL elements and 
performance criteria under the unit has been met previously.  
 

What is Credit transfer? 
Credit transfer is a direct transfer of credit from the previous completion of a nationally endorsed unit 
of competency completed with another Recognised Training Organisation (RTO). If you have 
previously completed any of the Units listed below, you will be eligible for direct credit transfer for the 
same Units within the Diploma of Community Welfare Work.  If granted direct credit transfer you will 
not have to repeat those Units. The only form of evidence you will be required to supply will be a 
certified copy of your official results for these Units, such as a Statement of Academic Record, 
Academic Transcript or a Statement of Attainment. 
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Credit Transfer applies to the following Units of Competency of the Diploma of Community Welfare Work; 
Unit 1 CHCCN511A Establish, manage and monitor the 
                                                              implementation of a safe and 
                                                              healthy environment 

Unit 10 CHCFC515A Foster cognitive development in 
                                                              middle childhood 

Unit2 CHCIC501A -ÁÎÁÇÅ ÃÈÉÌÄÒÅÎȭÓ ÓÅÒÖÉÃÅÓ               

                                                              workplace practice to address  

                                                              regulations and quality assurance 

Unit 11      CHCPR502D Organise experiences to facilitate 

                                                               ÁÎÄ ÅÎÈÁÎÃÅ ÃÈÉÌÄÒÅÎȭÓ   

                                                               development 
 

Unit 3 CHCFAM503B Work with a child focused approach Unit 12 CHCIC510A Establish and implement plans for 

                                                              developing cooperative behaviour 

Unit 4 CHCRG511A Work in partnership with families to 
                                                              care for the child 

Unit 13 CHCIC512A Plan the inclusion of children with 

                                                              additional needs 

Unit 5 CHCPR509A Document, interpret and use 
                                                              information about children 
 

Unit14        CHCPR510A Design, implement and evaluate 

                                                               programs and care routines for 

                                                               children 

Unit 6 CHCPR614C Observe children and interpret 
                                                              observation 

Unit 15 CHCPOL504B Develop and implement policy 

Unit 7 CHCFC512A Foster physical development in 
                                                              middle childhood 

Unit 16 CHCORG406A Supervise work  

Unit 8 CHCFC513A Foster social development in middle 
                                                              childhood 

Unit 17       HLTHIR403B Work effectively with culturally diverse 
                                         clients and co-workers 

Unit 9          CHCFC514A Support emotional and psychological 

                                                              development in middle  childhood 

Unit 18       CHCIC302A Support Aboriginal and/or Torres 

                                                              Strait Islander families to Participate 

                                                              ÉÎ ÃÈÉÌÄÒÅÎȭÓ ÓÅÒÖÉÃÅÓ  

 
How much will it cost? 
 

If you accept the decision of credit awarded by the Institute, you are eligible to receive a $30.00 
reduction in your course fees for each unit of full credit that you receive up to a maximum of $150.00.   
 

This reduction will either be refunded to you if you have finished paying your course fees or will be 
subtracted from the balance of your outstanding course fees.   
 

If you appeal against the decision of credit, the reduction in your course fees is forfeited to cover the 
time and cost of conducting the appeal.  Additionally, if you decide to cancel from your course of 
enrolment, you will also forfeit any reduction in course fees that you have previously received through 
the RPL or Credit Transfer process. 
 

How do I make an Application for RPL and/or Credit Transfer? 
 

Step 1: Fill in the RPL/Credit Transfer Application Booklet 
 

- Read through the elements and performance outcomes for each of the units of the course as listed 
in this booklet.  

- Identify the areas for which you are seeking RPL/Credit Transfer and place a tick in the relevant 
box indicating whether you have achieved this through experience and/or training.  

- You are not able to apply for RPL/Credit Transfer for parts of a unit. Only applications for 
complete units will be considered.  

- DO NOT fill in sections of the booklet marked „For Office use only‟.  
 

Step 2: Compile a very brief Introductory Cover Letter  
 

Compile a covering letter that: 
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- Briefly outlines the basis of your application for RPL/Credit Transfer  

- Lists each unit for which you are seeking RPL/Credit Transfer  

- Under each unit listed it briefly describes how you have achieved the relevant competencies for 
each unit listed through either previous studies or relevant work experience (paid or voluntary). 

- Remember you may use the same evidence for multiple claims, and more than one document to 
support an individual claim. 

 
 
 
 

Step 3: Compile a CV of Relevant Work &/or Educational Experience  
 

- Compile a CV that outlines only relevant education and work experience (paid or voluntary) that 
you have acquired and that pertains directly to the units of study for which you seek RPL and/or 
Credit Transfer.   

 

Step 4: Compiling your Documented Evidence 
 

- Compile your supporting documentation for claiming RPL/Credit Transfer. You are required to 
provide evidence to support each unit for which you are claiming RPL/Credit Transfer; you do not, 
however, need to provide the same evidence again if it is being used for more than one unit. 

 

- What you NEED to compile for your supporting documentation is clarified on the following page. 
PLEASE read this information carefully to ensure your application is supported appropriately with 
the relevant information.  

 
If your application DOES NOT include all relevant information as stipulated over the page it 

will be returned to you unprocessed. 
 

Note: While it is important that you supply adequate supporting documentation in your application you should not send 
large quantities of paperwork. Please do not send previously completed written assignments/theses/study notes etc. 
Video/audio/CD/ DVD material will not be accepted. 
 

What you NEED to compile for your supporting documentation…  
 
ALL applications MUST be accompanied by the following: 
 
1. A covering letter that briefly outlines the basis of your application for RPL/Credit Transfer  
2. A succinct CV that outlines only relevant education and work experience (paid or voluntary) that 

you have acquired that pertains directly to the units of study for which you seek RPL and/or Credit 
Transfer.   

3. A completed RPL/Credit Transfer Application Booklet.  
4. Make sure you provide ALL your contact details on the cover of the RPL/Credit Transfer 

Application Booklet 
5. Make sure you fill in ALL the relevant pages of the RPL/Credit Transfer Application Booklet 

confirming the Units for which you seek RPL/Credit transfer. 
6. Certified copies * of all relevant certificates/diplomas/degrees obtained  
7. Certified copies * of all relevant academic transcripts/statements of attainment  
8. Certified copies * of relevant detailed course outlines of all relevant studies finished 
9. Certified copies * of any relevant change of name details 
 
If you are applying for RPL on the basis of work or voluntary experience you MUST also 
provide the following: 
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1. An original signed letter on official letterhead from your supervisor/employer with specific 
details of how you have achieved the relevant performance outcomes of the diploma in your paid 
or voluntary work 

2. Business flyers/cards/brochures/testimonials as they relate specifically to relevant performance 
outcomes of the diploma 

3. Certified copies * of a signed Position Description 
4. Certified copies * of evidence of professional development courses attended 
 
*Certified copies means that photocopies must be certified a true copy by a Justice of the Peace; 
certification by any other professional is not acceptable under Australian Quality Training Framework 
(AQTF) Regulations. 
 
 
If your application DOES NOT include all the relevant information and documentation stated 

above it will be returned to you unprocessed. 
 
 

Step 5: Mailing your Application for RPL/Credit Transfer 
 
1. Mail by Post: (1) Covering letter; (2) CV;  (3) Completed Application booklet; (4) supporting 

documentation  
2. To:  Senior Education Adviser, Locked Bag 15, Fortitude Valley, QLD  4006 
 
Important Note: Faxed or emailed applications will not be accepted; all applications must be in hard copy form. 



7 | P a g e  
Certificate IV Children‟s Services 

How should I set out my application? 
 
To assist you in setting out your application for Recognition of Prior Learning and/or Credit Transfer 
we have provided an example below. This is an example of a student making an application for credit 
based upon study and work experience. Please note that this is only an example to assist you in setting 
out your application, there are numerous study, work and life experiences, which you may be able to 
use as examples to qualify you for credit. 
 

RPL/ Credit Transfer Application          Name: Jane Citizen Student No.: F14503 
 
DPC2C – Apply Specialist Interpersonal Communication Skills 
 
Element 1 – Demonstrate effective counsellor communication skills in counselling practices 
1.1, 1.2, 1.3, 1.4. 
 
In 1993 I completed a subject “Educational Counselling – LEB330” as a part of my Bachelor of Education degree. 
Within this subject I studied the components and functions of the communication model in detail. Throughout the 
course we regularly implemented the use of various communication techniques in counselling role-plays with other 
students. 
 
Attachment 1 – Academic Transcript 
Attachment 2 – Subject Outline 
 
Element 2 – Demonstrate the sub-skills within a counselling practice 
2.1, 2.2 
 
Once again, as a part of the “Educational Counselling – LEB330” subject I learnt about and practiced; 
communication skills, sending and reading verbal and non verbal communication 
reflective and active listening 
clarification of information provided by the client, including paraphrasing 
questioning techniques including open & closed questioning, and their purpose in guiding the counselling session 
verbal and non-verbal communication 
 
Attachment 1 – Academic Transcript 
Attachment 2 – Subject Outline 
 
Element 3 – Demonstrate communication techniques within a counselling practice. 
3.1, 3.2 
 
During the subject “Educational Counselling – LEB330”, these sub-skills were practiced and their effectiveness in the 
counselling process evaluated. We also examined barriers to communication and experimented using these in 
counselling scenario‟s for the purposes of seeing how they affect the counselling process. Various questioning 
techniques were practiced and evaluated in their effectiveness to draw information from clients and in guiding the 
counselling session. 
 
During my work as a teacher and later as a business manager, I implemented these techniques daily in my work to 
effectively communicate with students and staff to gain and share information and ensure a harmonious environment 
and staff productivity. 
 
Attachment 1 – Academic Transcript 
Attachment 2 – Subject Outline 
Attachment 3 – Staff Performance Evaluation 
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Cont… 
 
CHCGROUP3C – Plan and conduct group activities 
 
I completed this subject as part of a Certificate III in Community Services  
at TAFE. 
 
Attachment 6 – Academic Record 

 

 

 

What happens after I’ve submitted my Application? 
 
An Institute RPL Co-ordinator will make an assessment of your application based upon the 
information that you supply. The Institute must ensure that your experience and qualifications are both 
recent and relevant. The RPL Co-ordinator may contact you for more information, or to clarify 
information contained within your application. You will be notified of the result of your application in 
writing.  
 
Should you wish to make an appeal against the decision; an Institute Academic Committee will examine 
your appeal. 
 
 
 
 

Should you have any questions regarding making an application for credit, please 
telephone the RPL Co-ordinator at the Institute’s Head Office on: 1800 657 667. 

  

Note: this is an 
application for credit 
based upon direct Credit 
Transfer. 
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10 | P a g e  
Certificate IV Children‟s Services 

 
 
 
 
 
 
 
 
 
 
 
 
 

  



11 | P a g e  
Certificate IV Children‟s Services 

 

RPL Assessment Sheet ï Unit 1 
 

CHCCN511A  

Establish, manage and monitor the implementation of a safe and 

healthy environment 

 
Student Name: ________________________ Student No:___________________ 

 

1. Assess and improve the safety of environments Experience Training 

1.1 Assess environments for suitability and safety against relevant 

criteria and make decisions 

1.2 Identify hazards and potential risks in the environment with 

others involved 

1.3 Identify and clearly communicate the level of response 

required to address a hazard 

     1.4 Facilitate strategy development among others involved 

     1.5 Develop, implement and review a plan with others 

Ä 

 

 
Ä 

 

Ä 

 
Ä 
Ä 

 

Ä 

 

 
Ä 

 

Ä 

 
Ä 
Ä 

 

2. Coordinate the response to accidents and emergencies Experience Training 

2.1 Develop, maintain and practise evacuation procedures with 

all workers and children 

2.2 Review steps already taken by workers and implement 

additional actions required 

     2.3 Seek medical assistance as required 

     2.4 Implement a plan to meet the emotional needs of children and 

           others in the situation 

     2.5 Allocate tasks to different people and give directions about 

           how to proceed 

     2.6 Sensitively and calmly provide accurate information to parents 

     2.7 Use policies and procedures of the organisation to inform 

           people of actions required of them 

     2.8 In light of the incident, review serviceôs policies and      

           procedures with others and change as required    

 

Ä 

 

 
Ä 

 
Ä 
Ä 

 
Ä 

 
Ä 

 
Ä 

 
Ä 

 

 

Ä 

 

 
Ä 

 
Ä 
Ä 

 
Ä 

 
Ä 

 
Ä 

 
Ä 

 

3.  Plan and monitor supervision Experience Training 

     3.1 Develop safety limits and guidelines with others involved 

    3.2 Plan, implement and review appropriate levels of supervision 

          to suit a range of experiences and situations 

    3.3 Develop strategies for the service which can be used to address 

          specific incidents 

    3.4 Regularly and carefully monitor implementation of supervision 

          plan and procedures 

Ä 
Ä 

 

 
Ä 

 
Ä 

 

Ä 
Ä 

 

 
Ä 

 
Ä 
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4. Promote hygiene and safety practices Experience Training 

4.1 Explain and monitor policies for medication administration, 

storage and documentation 

4.2 Monitor and reinforce the safe storage of hazardous materials 

with workers 

4.3 Demonstrate and effectively communicate guidelines for safe 

food handling and storage 

4.4 Promote and demonstrate practices for managing 

childrenôs hygiene needs 

 

Ä 

 
Ä 

 

 
Ä 

 
Ä 

 

Ä 

 
Ä 

 

 
Ä 

 
Ä 

 

5. Promote appropriate practices to respond to illnesses Experience Training 

     5.1 Regularly and clearly communicate infection control and 

           medication guidelines to others 

     5.2 Suggest specific practices to address situations as they arise 

     5.3 Inform parents of infections 

     5.4 Develop procedures for responding to sick children 

     5.5 Report notifiable diseases/infections to the appropriate 

           government organisation according to guidelines 

 

Ä 

 

 
Ä 
Ä 
Ä 
Ä 

 

Ä 

 

 
Ä 
Ä 
Ä 
Ä 

 

6. Monitor travel and excursions Experience Training 

     6.1 Establish and communicate procedures for safety in relation to 

           excursions and transport 

     6.2 Monitor travel practices in relation to service procedures and 

           regulations 

     6.3 Organise responsibilities during excursions 

 

Ä 

 

 
Ä 

 
Ä 

 

Ä 

 

 
Ä 

 
Ä 

 

7. Provide guidance to workers when abuse is identified or 

    investigated 
Experience Training 

    7.1 Explain policies and procedures clearly and calmly 

    7.2 Support workers to provide information to appropriate bodies 

Ä 
Ä 

 

 

Ä 
Ä 

 

8. Monitor care provided by others Experience Training 

     8.1 Observe care practices and give specific instruction as 

            required 

     8.2 Regularly review care routines with workers 

     8.3 Review practices to ensure policies regarding care are met 

Ä 

 
Ä 

 
Ä 

 

 

 

 

Ä 

 
Ä 

 
Ä 
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For Office use only: 
 

RPL Granted for Unit 1 ï CHCCN5110A 

 

Ä Yes  

Ä No     

Ä Further Info Req.  
 

Comments: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
RPL Assessor: _____________________     Signature: _________________________    Date: ____________ 

 
 

 

 



14 | P a g e  
Certificate IV Children‟s Services 

RPL Assessment Sheet ï Unit 2 
 

CHCIC501A 

Manage childrenôs services workplace to address regulations and 

quality assurance 

 
Student Name: ________________________ Student No:___________________ 

 

1. Facilitate an organisation self evaluation process Experience Training 

1.1 Conduct focus groups, questionnaires and/or interviews with 

clients to receive feedback 

1.2 Conduct focus groups, questionnaires and/or 

interviews are with other stakeholders to receive feedback 

     1.3 Conduct record audits 

     1.4 Complete self evaluation report for the organisation in which 

           practice is reviewed against nominated standards and 

          regulations 

     1.5 Complete appropriate documentation 

Ä 

 

 
Ä 

 
Ä 
Ä 

 

 
Ä 

Ä 

 

 
Ä 

 
Ä 
Ä 

 

 
Ä 

 

2. Facilitate the development of a quality improvement plan Experience Training 

2.3 Assess the organisationôs performance against the standards 

and identify gaps and opportunities for improvement 

2.4 Develop strategies to address identified gaps and implement 

improvements 

2.5 Where appropriate, consult relevant stakeholders in    

developing a quality improvement plan 

 

Ä 

 

 
Ä 

 
Ä 

 

Ä 

 

 
Ä 

 
Ä 

 

3.  Implement a quality improvement plan Experience Training 

     3.1 Develop quality improvement workplans, including 

           performance criteria and timeframes to evaluate progress 

     3.2 Regularly monitor the quality improvement workplans 

     3.3 Prepare regular reports against the workplans and present to 

           relevant parties 

     3.4 Revise workplans according to relevant feedback 

Ä 

 
Ä 

 
Ä 

 
Ä 

Ä 

 
Ä 

 
Ä 

 
Ä 

4. Coordinate the organisation for an external evaluation Experience Training 

4.5 Inform and involve relevant stakeholders about the external 

evaluation process 

4.6 Schedule interviews with staff and management where 

appropriate 

     4.3 Prepare all documentation for examination 

     4.4 Identify strategies to ensure continuous improvement 

           mechanisms and integrate into work systems 

Ä 

 

 
Ä 

 
Ä 
Ä 

 

Ä 

 

 
Ä 

 
Ä 
Ä 
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5.  Interpret and evaluate regulations and quality assurance 

    standards relating to childrenôs services 
Experience Training 

     5.1 Maintain current knowledge of regulations and quality 

           assurance standards for the childrenôs services industry 

     5.2 Interpret and meet regulatory requirements in a timely manner 

           and within the limits of own job role and expertise. 

     5.3 Seek advice from a higher authority if interpretation in not 

           clear or possible 

     5.4 Analyse compliance outcomes and report on suggested 

           strategies for increasing compliance 

     5.5 Report on compliance issues in line with regulations, 

           standards, legislation and organisation requirements 

      

Ä 

 

 
Ä 

 
Ä 

 

 
Ä 

 
Ä 

 

Ä 

 

 
Ä 

 
Ä 

 

 
Ä 

 
Ä 

 

6. Manage legislative and regulatory compliance in childrenôs 

    services organisation 
Experience Training 

     6.1 Demonstrate conduct to show commitment to compliance with 

           childrenôs services regulations and relevant quality assurance 

           standards 

     6.2 Provide opportunities and encourage staff to discuss, clarify 

           and meet regulatory requirements 

     6.3 Confirm staff understanding of regulatory and standards 

           obligations and determine needs for professional development 

     6.4 Undertake risk assessment for non compliance with 

           regulations and quality assurance standards for the childrenôs 

           service industry 

     6.5 Develop strategies to address risk according to organisation 

           policy 

     6.6 Create learning opportunities for all staff from situations of 

           compliance and non compliance without compromising 

            confidentiality or privacy 

     

Ä 

 

 

 
Ä 

 
Ä 

 

 
Ä 

 

 
Ä 

 

 
Ä 

 

Ä 

 

 

 
Ä 

 
Ä 

 

 
Ä 

 

 
Ä 

 

 
Ä 
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For Office use only: 
 

RPL Granted for Unit 2 ï CHCIC501A 

 

Ä Yes  

Ä No     

Ä Further Info Req.  
 

Comments: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
RPL Assessor: _____________________     Signature: _________________________    Date: ____________ 
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RPL Assessment Sheet ï Unit 3 
 

CHCFAM503B  

Work with a child focus approach 

 
Student Name: ________________________ Student No:___________________ 

 

1.   Support parents to maintain child focused approaches to 

     planning and actions 
Experience Training 

     1.1. Focus on childrenôs issues as a matter of priority 

     1.2  Ensure the child is centre of support and intervention plans 

     1.3  Engage parents using a range of communication techniques to 

            establish an understanding of required contact behaviour 

     1.4  Manage parents inappropriate attempts to exchange    

            information 

     1.5 Manage inter parental disputes and assist parents to recognise  

           the needs of children and young people are separate to that of 

           their own emotional needs 

     1.6 Seek clarification and understanding of court orders to 

           determine legal parameters of any service provision or 

           interventions 

    1.7 Reconcile competing ideas on the best interests of 

          the child with the resident and nonresident parent 

 

Ä 
Ä 
Ä 

 

 
Ä 

 

 
Ä 

 

 
Ä 

 

 
Ä 

 

Ä 
Ä 
Ä 

 

 
Ä 

 

 
Ä 

 

 
Ä 

 

 
Ä 

 

2. Create and maintain child focused environment Experience Training 

2.6 Plan activities and interactions with parents ensuring they are 

developmentally age appropriate for the child 

     2.2 Provide resources for safe interactions of child and parents 

     2.3 Provide service that ensures the childôs needs and wants are 

           central to the case activities 

     2.4 Engage the reluctant and non participative child 

 

Ä 

 
Ä 

 
Ä 

 
Ä 

 

Ä 

 
Ä 

 
Ä 

 
Ä 

 

3.  Evaluate and monitor child focused practice Experience Training 

       3.1 Provide guidance and direction to less experienced staff 

      3.2 Review practices and policies to ensure child focused 

            practices are implemented 

     3.3 Obtain feedback from parents and children of the service as 

           part of the evaluation processes and methodologies 

Ä 

 
Ä 

 
Ä 

Ä 

 
Ä 

 
Ä 
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For Office use only: 
 

RPL Granted for Unit 3 ï CHCFAM503B 

 

Ä Yes  

Ä No     

Ä Further Info Req.  
 

Comments: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
RPL Assessor: _____________________     Signature: _________________________    Date: ___________ 
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RPL Assessment Sheet ï Unit 4 
 

CHCRF511A   

Work in partnership with families to care for the child 
 

 

Student Name: ________________________ Student No:___________________ 

 

1. Consult family members about the child, and the childôs needs Experience Training 

1.1 Gather information about the childôs needs, routines and 

preferences on an ongoing basis 

1.2 Briefly gather information about key family events that may 

influence the childôs behaviour 

     1.3 Maintain confidentiality of information 

     1.4 Exchange information about childôs interests 

     1.5 Gather information about familyôs specific child care practices 

     1.6 Actively seek parent requests in relation to their childôs care 

     1.7 Use appropriate communication strategies 

Ä 

 

 
Ä 

 
Ä 
Ä 
Ä 
Ä 
Ä 

Ä 

 

 
Ä 

 
Ä 
Ä 
Ä 
Ä 
Ä 

2.   Reach agreement with family members about care practices Experience Training 

      2.1 Reach agreement on specific requests by negotiation and 

            modification of care practices 

     2.2 Explain importance of program aspects to parents in relation 

           to their childôs needs/development 

     2.3 Clearly explain and discuss limitations 

     2.4 Negotiate alternatives/compromises as necessary 

     2.5 Clearly communicate final decision to all involved 

 

Ä 

 

 
Ä 

 
Ä 
Ä 
Ä 

Ä 

 

 
Ä 

 
Ä 
Ä 
Ä 

 

3.   Provide opportunities for family members to participate in the   

     service/program 
Experience Training 

    3.1 Create a welcoming atmosphere for all family members 

    3.2 Provide opportunities for family members to participate in the 

          childrenôs experiences 

    3.3 Create opportunities for parents/family members to provide 

          feedback and ideas about the program 

    3.4 Encourage parents to be involved in decision making   

          processes of the service 

    3.5 Accept varying levels of involvement in communications with 

          parents 

    3.6 Facilitate parent and carer support networks 

    3.7 Promote the importance of parenting and caring  
 

Ä 

 
Ä 

 
Ä 

 
Ä 

 
Ä 

 

 
Ä 
Ä 

 

Ä 

 
Ä 

 
Ä 

 
Ä 

 
Ä 

 

 
Ä 
Ä 

 

4.  Provide information to parents/carers about incidents and 

    develop care strategies together 
Experience Training 

    4.1 Clearly and calmly communicate information about specific 

          incidents 

   4.2 Allow time to listen to reaction of parent/s and/or carer/s to 

         news of incident 

   4.3 Facilitate discussion about possible impact of incidents 

   4.4 Make suggestions about suitable responses as appropriate 

   4.5 Develop and implement strategies for response by family and 

        service 

Ä 

 

 
Ä 

 
Ä 
Ä 
Ä 

 

Ä 

 

 
Ä 

 
Ä 
Ä 
Ä 
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5.  Respond to a family memberôs concerns about a child Experience Training 

     5.1 Listen respectfully to questions and concerns 

    5.2 Discuss situation causing concern with family member to reach 

          clear understanding of situation 

    5.3 Develop and implement strategies for response by family and 

          service 

    5.4 Determine and fulfil appropriate follow up  

 

Ä 

 
Ä 

 
Ä 

 
Ä 

Ä 

 
Ä 

 
Ä 

 
Ä 

 

 

 

 

 

For Office use only: 
 

RPL Granted for Unit 4 ï CHCRF511A 

 

Ä Yes  

Ä No     

Ä Further Info Req.  
 

Comments: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
RPL Assessor: _____________________     Signature: _________________________    Date: ____________ 
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RPL Assessment Sheet ï Unit 5 
 

CHCPR509A  

Document, interpret and use information about children 

 
Student Name: ________________________ Student No:___________________ 

 

 

1. Gather and document detailed information about the child Experience Training 

1.1 Gather information and observations according to a childôs 

emerging skills 

1.2 Gather detailed information about children and document 

using a variety of appropriate methods 

1.3 Ensure information and observations collected are valid, 

representative, significant and relevant 

1.4Make series of observations to address all aspects of   

     development over a period of time and in a variety of situations 

1.4 Consult colleagues, families and others in a sensitive manner 

 

Ä 

 

 
Ä 

 
Ä 

 

 
Ä 

 
Ä 

Ä 

 

 
Ä 

 
Ä 

 

 
Ä 

 
Ä 

2. Monitor childrenôs developmental progress and develop 

    understanding of individual children 
Experience Training 

     2.1 Use observations and information to assess and monitor 

           childôs play preferences, social interactions, communication 

           and language, thinking styles, physical abilities and emotional 

           status 

     2.2 Interpret information and observations to identify individual 

           emerging skills, capabilities, potential, interests, preferences 

           of child to guide program strategies to foster development 

     2.3 Monitor and interpret behaviour that is out of character for an 

            individual child and respond appropriately 

     2.4 Demonstrate understanding and application of inclusive 

           principles in interpreting observations 

 

Ä 

 

 

 

 
Ä 

 

 
Ä 

 

 
Ä 

Ä 

 

 

 

 
Ä 

 

 
Ä 

 

 
Ä 

 

3. Use information from observations with others Experience Training 

     3.1 Demonstrate quality observation practices to other workers 

     3.2 Provide information to others to inform program planning, 

           support childrenôs play and evaluate programs 

     3.3 Use records of observations to provide feedback to children 

           about their skills and competence and promote remembering 

     3.4 Make time available to share information with parents 

     3.5 Follow up any concerns regarding childôs development with 

           appropriate persons/services 

 

     Ä 

 
    Ä 

     
     Ä 

 

 
    Ä 
    Ä 

     Ä 

 
     Ä 

      
     Ä 

 

     
     Ä 
     Ä 

4. Use information to plan the program Experience Training 

     4.1 Use information to consider all aspects of childôs development 

            and cater appropriately within the program 

     4.2 Use the information to plan opportunities and experiences to 

           foster development of the child 

Ä 

 

 
Ä 

 

Ä 

 

 
Ä 
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5. Design observation systems with others Experience Training 

     5.1 Develop systematic ways of observing children to ensure all 

          children are included 

    5.2 Develop systematic ways of observing children to ensure that 

          all interpretations of behaviour can be clearly linked to 

          evidence 

    5.3 Clearly link observation systems developed to program 

          planning and evaluation processes 

    5.4 Implement processes to ensure appropriate access by others to 

          observation information 

 

Ä 

 

 
Ä 

 

 
Ä 

 
Ä 

 

 

Ä 

 

 
Ä 

 

 
Ä 

 
Ä 
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RPL Assessment Sheet ï Unit 6 

 

CHCPR614C  

Observe children and interpret observation 

 
Student Name: ________________________ Student No:___________________ 

 

1. Monitor childrenôs developmental progress Experience Training 

1.1 Gather and record information about childrenôs   

developmental progress 

1.2 Follow up with appropriate persons/services, any 

concerns regarding a childôs development 

     1.3 Communicate information to parents clearly and sensitively 

     1.4 Use identified strengths to guide program strategies to foster 

           development 

1.5 Identify degree of inclusiveness in childrenôs interactions and 

language and develop strategies as required 

1.6 Observe level of problem solving and conflict resolution skills 

and develop strategies as needed 

 

Ä 

 

 
Ä 

 
Ä 

 
Ä 
Ä 

 
Ä 

Ä 

 

 
Ä 

 
Ä 

 
Ä 
Ä 

 
Ä 

2. Gather information about the childôs views and perspectives Experience Training 

     2.1 Investigate childôs views of the social world and relationships 

          by observing their interactions and reflecting on their    

          communication 

    2.2 Identify childôs thinking style 

    2.3 Identify childôs current and emerging interests 

    2.4 Identify childôs strengths, talents and potential 

 

Ä 

 

 

 
Ä 
Ä 
Ä 

 

Ä 

 

 

 
Ä 
Ä 
Ä 

 

3. Demonstrate quality observation practices to other workers Experience Training 

     3.1 Ensure own observations of children are significant, valid and 

           concise 

     3.2 Demonstrate clear links between evidence from observations 

           and interpretation of behaviour, needs and interests 

     3.3 Ensure intensity/detail of observations is appropriate to 

           purpose and context 

     3.4 Ensure interpretations of observations demonstrate inclusive 

           principles and understanding 

 

Ä 

 
Ä 

 

 
Ä 

 

 
Ä 

Ä 

 
Ä 

 

 
Ä 

 

 
Ä 

4. Use information from observations to guide others Experience Training 

     4.1 Provide information to broaden the otherôs understanding of 

           the child 

    4.2 Communicate information to others to improve their 

          interaction with a child 

    4.3 Provide information to others to improve program planning 

          and evaluation 

    4.4 Discuss programs and childrenôs needs based on the   

          information gained 

    4.5 Work with others to design and develop systematic ways of 

          observing children that ensure inclusion of all children 

 

Ä 

 

 
Ä 

 
Ä 

 
Ä 

 

 
Ä 

Ä 

 

 
Ä 

 
Ä 

 
Ä 

 

 
Ä 
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RPL Assessment Sheet ï Unit 7 
 

CHCIC512A  

Foster physical development in middle childhood 

 
Student Name: ________________________ Student No:___________________ 

 

1. Provide planned and spontaneous experiences to foster the    

   physical development of children 
Experience Training 

1.1 Identify and monitor childrenôs physical skills and   

development 

1.2 Plan and provide developmentally appropriate experiences and 

opportunities to foster childrenôs fine and gross motor and 

fundamental movement skills 

1.3 Plan and provide experiences which challenge the physical 

skills and abilities of children and promote physical fitness 

1.4 Plan and provide experiences to challenge the physical 

endeavours of children, including promotion of outdoor play, 

and check clothing is suitable to weather conditions 

1.5 Provide opportunities for children to practice physical skills 

and expand/extend childrenôs physical activities though the 

use of outdoor space and the natural environment 

1.6 Select and provide equipment to encourage spontaneity in 

physically active play 

1.7 Arrange equipment to provide challenge and choice, to 

encourage independence and to facilitate physically active 

play 

1.8 Support children and families to understand the relationship 

between physical activity and good health whilst still 

respecting family and cultural values 

1.9 Plan experiences that extend childrenôs physical activity 

through music and dance 

 

Ä 

 

 
Ä 

 

 

Ä 

 

 
Ä 

 

 
Ä 

 

 
Ä 

 

 
Ä 

 

 

 
Ä 

 

 
Ä 

Ä 

 

 
Ä 

 

 

Ä 

 

 
Ä 

 

 
Ä 

 

 
Ä 

 

 
Ä 

 

 

 
Ä 

 

 
Ä 

2.  Create opportunities for children to develop a wide range of 

     physical skills 
Experience Training 

     2.1 Develop opportunities for physical activity within the context 

           of the service 

     2.2 Select and provide a variety of toys, materials, equipment and 

           spaces to encourage the development of a wide range of fine 

           and gross motor and fundamental movement skills 

     2.3 Identify and seek advice when children require specialist 

           assistance 

     2.4 Create opportunities to support emerging skills of individual 

           children where necessary 

     2.5 Encourage children of both genders to participate in the full 

           range of activities 

     2.6 Provide opportunities for children to develop and learn new 

           physical skills 

     2.7 Provide opportunities for children to consolidate their physical 

           skills towards independence 

Ä 

 

 
Ä 

 

 
Ä 

 

 
Ä 

 
Ä 

 
Ä 

 
Ä 

Ä 

 

 
Ä 

 

 
Ä 

 

 
Ä 

 
Ä 

 
Ä 

 
Ä 
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3.  Interact with the child to foster skill development Experience Training 

     3.1 Use a variety of strategies to encourage childrenôs physical 

           skills and development 

     3.2 Provide positive acknowledgement of childrenôs efforts to 

           participate 

     3.3 Participate in relevant activities experiences with children 

     3.4 Demonstrate enthusiasm for physical activity 

     3.5 Encourage children to express ideas for physical experiences 

      3.6 Encourage physical activity and active play whilst respecting 

            each childôs level of ability and participation 

      3.7 Encourage childrenôs confidence and safety awareness when 

            participating in physically active play 

Ä 

 
Ä 

 

 
Ä 
Ä 

 
Ä 

 
Ä 

 
Ä 

Ä 

 
Ä 

 

 
Ä 
Ä 

 
Ä 

 
Ä 

 
Ä 

 

 

 

 

For Office use only: 
 

RPL Granted for Unit 7 ï CHCIC512A 

 

Ä Yes  

Ä No     

Ä Further Info Req.  
 

Comments: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
RPL Assessor __________________________   Signature  _______________________  Date __________ 

 

 

 

 

 

 

 

 

 

 



27 | P a g e  
Certificate IV Children‟s Services 

RPL Assessment Sheet ï Unit 8 
 

CHCFC513A 

Foster social development in middle childhood 

 
Student Name: ________________________ Student No:___________________ 

 

1. Support children to build and maintain trusting relationships Experience Training 

1.1 Listen attentively and show children their views are valued 

and acknowledged 

1.2 Acknowledge and support childrenôs preferences for particular 

adults and peers 

1.3 Help children to understand and accept responsibility for their 

own actions 

1.4 Encourage children to express and mange feelings 

appropriately 

     1.5 Support childrenôs various levels of interaction and 

participation with others during play 

Ä 

 

 
Ä 

 
Ä 

 
Ä 

 

 
Ä 

Ä 

 

 
Ä 

 
Ä 

 
Ä 

 

 
Ä 

 

2. Plan experiences for children to support and cooperate with 

   others 
Experience Training 

     2.1 Encourage children to respect each otherôs individual needs, 

           abilities and interests 

     2.2 Encourage children to regard differences positively and to 

           discuss these differences 

     2.3 Support children who have difficulty interacting with others, 

           to establish and maintain friendships and group membership 

     2.4 Acknowledge and encourage appropriate, supportive and 

           effective communication between children 

     2.5 Provide experiences and opportunities that promote childrenôs 

           moral development and prosocial skills 

 

Ä 

 

 
Ä 

 
Ä 

 

 
Ä 

 
Ä 

Ä 

 

 
Ä 

 
Ä 

 

 
Ä 

 
Ä 

 

3. Provide opportunities for social interaction Experience Training 

     3.1 Plan and provide opportunities for different forms of social 

           interaction between children with respect for each childôs 

           needs, interests and development stage 

     3.2 Encourage children to interact with a variety of people and to 

           initiate and develop contact with others, as appropriate 

     3.3 Arrange the environment to encourage interaction and also 

           accommodate a childôs need for privacy, solitude and/or quiet 

     3.4 Celebrate special occasions in culturally sensitive ways 

     3.5 Respect childrenôs choice to watch and observe 

     3.6 Structure experiences and equipment in ways that promote 

           cooperation and conflict resolution 

     3.7 Foster and respect childrenôs own grouping choice 

     3.8 Talk about and respond to children as group members as well 

           as individuals 

     3.9 Identify and monitor childrenôs social skills and development 

Ä 

 

 

 
Ä 

 
Ä 

 
Ä 
Ä 

 
Ä 

 
Ä 
Ä 

 
Ä 

Ä 

 

 

 
Ä 

 
Ä 

 
Ä 
Ä 

 
Ä 

 
Ä 
Ä 

 
Ä 
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RPL Assessment Sheet ï Unit 9 
 

CHCFC514A  

Support emotional and psychological development in middle 

childhood 

 
Student Name: ________________________ Student No:___________________ 

 

1. Encourage childrenôs independence and autonomy Experience Training 

1.1 Plan and provide opportunities to develop self help skills and 

independence 

1.2 Provide opportunities for children to make choices, in 

appropriate ways 

1.3 Encourage children to accept responsibility for their own 

actions 

1.4 Empower children to make their own decisions and to   

participate in broader decision-making 

1.5 Involve child in increasingly more significant decision-making 

 

Ä 

 

 
Ä 

 

Ä 

 

 
Ä 

 
Ä 

Ä 

 

 
Ä 

 

Ä 

 

 
Ä 

 
Ä 

2. Foster childrenôs selfe steem and developing self concept Experience Training 

       2.1 Plan opportunities for children to experience individual 

            strengths and success 

      2.2 Select experiences that present a challenge within childrenôs 

            emerging skills and capabilities 

      2.3 Monitor childôs confidence while attempting more 

            Challenging activities 

      2.4 Provide acknowledgment and support if the child experiences 

            frustration and encourage children to see ómistakesô as 

            opportunities to learn 

      2.5 Acknowledge and appreciate childrenôs individual and group 

            achievements 

2.6 Design experiences to explore issues of self image and 

identity in ways that are appropriate to the childrenôs level of 

development 

2.7 Choose learning and play resources to provide positive, non 

stereotypical images of children 

2.8 Provide opportunities for children to build on and extend 

achievements 

2.9 Provide children with opportunities to initiate and assume  

leadership roles 

 

Ä 

 

 
Ä 

 
Ä 

 
Ä 

 

 

 
Ä 

 
Ä 

 

 

 
Ä 

 
Ä 

 
Ä 

Ä 

 

 
Ä 

 
Ä 

 
Ä 

 

 

 
Ä 

 
Ä 

 

 

 
Ä 

 
Ä 

 
Ä 
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3. Create opportunities and provide experiences that encourage 

   children to express their feelings, needs and ideas 
Experience Training 

3.1 Identify and monitor childrenôs emotional 

development and expression of feelings 

3.2 Listen to and respond to childrenôs expression of 

feelings and ideas 

3.3 Ensure expectations about how children express 

their feelings are related to childôs stage of 

development 

3.4 Encourage and demonstrate socially appropriate 

ways for children to express their feelings and 

needs 

3.5 Provide opportunities for children to release 

feelings and express emotion through suitable 

experiences 

3.6 Encourage children to appreciate one anotherôs 

achievements 

Ä 

 

 
Ä 

 
Ä 

 

 
Ä 

 

 

 
Ä 

 

 
Ä 

Ä 

 

 
Ä 

 
Ä 

 

 
Ä 

 

 

 
Ä 

 

 
Ä 
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RPL Assessment Sheet ï Unit 10 
 

CHCFC515A 

Foster cognitive development in middle childhood 

 
Student Name: ________________________ Student No:___________________ 

 

1  Assist children to develop thinking and problem solving skills Experience Training 

1.1 Provide varied and appropriately challenging opportunities 

and resources related to each childôs stage of development 

and interests 

1.2 Provide opportunities for children to experience the 

consequences of their choices, actions and ideas 

1.3 Encourage children to explore, understand and solve 

problems in their environment 

1.4 Use a variety of strategies to maintain childrenôs interest in 

solving problems 

1.5 Provide challenging and engaging experiences for each child 

to develop their attention span and give them time to stay with 

the activity until they are ready to move on 

1.6 Introduce new ideas/activities that may build on existing 

knowledge, skills and interests 

1.7 Use questioning and non-verbal communication to develop 

childrenôs abilities to observe what is happening around them 

1.8 Identify and monitor childrenôs cognitive development and 

 thinking skills 

 

Ä 

 

 

 
Ä 

 
Ä 

 

 
Ä 

 
Ä 

 

 
Ä 

 

 
Ä 

 
Ä 

 

Ä 

 

 

 
Ä 

 
Ä 

 

 
Ä 

 
Ä 

 

 
Ä 

 

 
Ä 

 
Ä 

 

 

2. Promote opportunities for a wide range of developmentally 

    appropriate experiences in science mathematics technology 

    and the environment 

Experience Training 

       2.1 Present a range of developmentally appropriate 

             experiences in science, maths and technology 

       2.2 Present a range of experiences to stimulate learning about the 

             environment 

       2.3 Recognise childrenôs abilities and respond to their interests 

             and learning potential 

       2.4 Encourage participation in science, maths, technology and 

             environmental learning experiences in a way that is 

             enjoyable 

       2.5 Present experiences that stimulate childrenôs curiosity and  

             learning 

2.6 Provide opportunities for children to further explore their 

concept development 

 

Ä 

 

 
Ä 

 
Ä 

 
Ä 

 

 

 
Ä 

 
Ä 

 

 

Ä 

 

 
Ä 

 
Ä 

 
Ä 

 

 

 
Ä 

 
Ä 

 

 

 

 

 

 

 

 

 



32 | P a g e  
Certificate IV Children‟s Services 

 

 

For Office use only: 
 

RPL Granted for Unit 10ï CHCFC515A 

 

Ä Yes  

Ä No     

Ä Further Info Req.  
 

Comments: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
RPL Assessor: _____________________     Signature: _________________________    Date: ____________ 

 

 

 
 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 



33 | P a g e  
Certificate IV Children‟s Services 

 

RPL Assessment Sheet ï Unit 11 
 

CHCPR502D  

Organise experiences to facilitate and enhance childrenôs development 
 

Student Name: ________________________ Student No:___________________ 

 

1. Establish an environment that can foster childrenôs   

   development 
Experience Training 

1.1 Provide opportunities for children to plan and/or modify their 

environment 

1.2 Design environment to accommodate all aspects of childrenôs 

development and curiosity 

1.3 Design environment to provide children with a choice of 

experiences 

1.4 Implement strategies to engage children in activities, 

especially those who have difficulty entering or exiting 

situations 

1.5 Provide materials that capture attention, stimulate response 

and engage children 

Ä 

 

 
Ä 

 
Ä 

 

 
Ä 

 

 
Ä 

 

Ä 

 

 
Ä 

 
Ä 

 

 
Ä 

 

 
Ä 

 

 

2.  Provide creative and challenging opportunities which 

    stimulate learning and development of the child 
Experience Training 

     2.1 Encourage the child to gain skill and competence by 

           persevering with a developmentally significant activity 

     2.2 Provide a range of creative experiences, play areas and  

           materials, including natural and recycled materials to 

           encourage children to explore and make choices 

    2.3 Make opportunities for active free play and independent play 

    2.4 Provide opportunities for children to practice developing skills 

    2.5 Provide experiences and activities for all principal areas of 

          development 

2.4 Arrange and implement appropriate experiences according to 

organisation guidelines 

 

Ä 

 

 
Ä 

 

 
Ä 
Ä 

 
Ä 

 
Ä 

Ä 

 

 
Ä 

 

 
Ä 
Ä 

 
Ä 

 
Ä 
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3.  Plan, implement and evaluate developmentally appropriate 

    experiences for children 
Experience Training 

     3.1 Use observations of the children and their views to guide the 

           program 

     3.2 Develop program in consultation with others 

     3.3 Use stories, visual materials and activities that show diversity 

           among children and adults 

     3.4 Plan program to reflect the range of childrenôs needs, abilities 

           and interests 

     3.5 Assist children to participate in a wide range of leisure 

           activities 

     3.6 Ensure program responds to childrenôs interests that arise 

           spontaneously as they participate 

     3.7 Use program to introduce children to new ideas and   

           experiences as well as to provide familiar experiences 

     3.8 Ensure program provides opportunity for children to follow up   

           activities of high interest 

     3.9 Ensure program is inclusive and allows for full participation 

           of all children 

    3.10 Implement strategies to deal with contingencies that may 

            arise 

    3.11 Review program according to organisation procedures to 

            ensure ongoing relevance and quality 

 

Ä 

 

 
Ä 
Ä 

 
Ä 

 
Ä 

 

 
Ä 

 
Ä 

 

Ä 

 

 
Ä 

 
Ä 

 
Ä 

 

Ä 

 

 
Ä 
Ä 

 
Ä 

 
Ä 

 

 
Ä 

 
Ä 

 

Ä 

 

 
Ä 

 
Ä 

 
Ä 

4. Encourage childrenôs involvement in experiences Experience Training 

     4.1 Consult children about activities to be made available 

     4.2 Acknowledge and value childrenôs work 

     4.3 Encourage child to choose activities to support aspects of their 

           development 

     4.4 Encourage child to participate in a variety of experiences 

     4.5 Adapt activity to cater to a childôs response to the activity 

     4.6 Demonstrate respect for childôs choice not to participate 

Ä 
Ä 
Ä 

 

 
Ä 
Ä 
Ä 

Ä 
Ä 
Ä 

 

 
Ä 
Ä 
Ä 
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RPL Assessment Sheet ï Unit 12 
 

CHCIC510A   

Establish and implement plans for developing cooperative behaviour 

 
Student Name: ________________________ Student No:___________________ 

 

1.  Identify and review behaviour causing concern Experience Training 

     1.1 Gather information from all those involved with the child 

     1.2 Review behaviour in a range of situations and contexts, 

           recognising gender impacts on behaviour 

1.3 Observe and analyse behaviour to identify triggers, or 

consequences which are maintaining the behaviour 

1.4 Review program routines and timetabling for possible 

influence on behaviour 

1.5 Facilitate interpretation of childôs behaviour among others 

involved with the child 

     1.6 Seek advice as required 

     1.7 Report incidents causing concern to parent/s, colleagues or 

           others as appropriate 

     1.8 Discuss options for response with parent/s 

     1.9 Discuss needs and concerns of other children affected by the  

           incident 

 

Ä 
Ä 

 
Ä 

 

 
Ä 

 
Ä 

 
Ä 

 
Ä 

 
Ä 
Ä 

Ä 
Ä 

 
Ä 

 

 
Ä 

 
Ä 

 
Ä 

 
Ä 

 
Ä 
Ä 

 

 

2. Establish and apply limits and guidelines for behaviour Experience Training 

     2.1 Establish guidelines that are consistent with the abilities of the 

           children 

     2.2 Establish guidelines relevant to the culture and background of 

           the children and policies of the centre 

     2.3 Develop guidelines in conjunction with children according to 

           their ability to do so 

     2.4 Decide how to respond and implement clearly and assertively 

     

Ä 

 

 
Ä 

 
Ä 

 
Ä 

Ä 

 

 
Ä 

 
Ä 

 
Ä 

3. Develop a plan to guide a particular childôs behaviour Experience Training 

     3.1 Identify longer term and short term objectives in the plan 

     3.2 Clearly identify more acceptable alternative behaviours in the 

           plan 

     3.3 Develop plan in accordance with philosophy and policies of 

           the service 

     3.4 Develop goals of the plan consistent with childôs abilities, age 

           and developmental stage 

    3.5 Ensure plan is realistic according to resources available 

    3.6 Set plan in consultation with staff/ parents and others who are 

          caring for the child 

    3.7 Ensure plan considers relevant cultural norms, and processes 

          for responding to behaviour 

     3.8 Identify resource and referral bodies and seek advice as   

           necessary 

Ä 
Ä 

 

 
Ä 

 
Ä 

 
Ä 

 
Ä 

 
Ä 

 
Ä 

Ä 
Ä 

 

 
Ä 

 
Ä 

 
Ä 

 
Ä 

 
Ä 

 
Ä 

 



37 | P a g e  
Certificate IV Children‟s Services 

 

4. Implement and monitor behaviour plan Experience Training 

    4.1 Inform child of specific expectations for behaviour in ways 

          appropriate to their level of understanding 

4.2 Inform all workers involved in implementing the plan of its 

          rationale, limits and strategies 

    4.3 Inform all involved of strategies so all are reinforcing the plan 

    4.4 Minimise as far as possible, factors that may lead to or 

          maintain inappropriate behaviour 

    4.5 Support workers to implement the plan effectively and 

          consistently 

Ä 

 

 
Ä 

 
Ä 
Ä 

 
Ä 

Ä 

 

 
Ä 

 
Ä 
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RPL Assessment Sheet ï Unit 13 
 

CHCIC512A  

Plan the inclusion of children with additional needs 

 
Student Name: ________________________ Student No:___________________ 

 

1.  Identify children with additional needs Experience Training 

1.1 Investigate childôs behaviour and expressed emotions to 

identify an additional need 

1.2 Observe the particular child, identify and document needs for 

additional care and use to develop a plan of inclusion 

1.3 Discuss concerns with others to develop a clear 

understanding of a particular childôs needs and use 

this information to plan 

1.4 Identify the cultural and language background and migration 

experiences of the child 

 

Ä 

 
Ä 

 

 
Ä 

 

 
Ä 

Ä 

 
Ä 

 

 
Ä 

 

 
Ä 

2. Develop a plan for inclusion Experience Training 

    2.1 When developing a plan of inclusion, consider childôs abilities, 

          goals, interests, expectations and health status in the context of 

          their cultural values, needs and requirements 

    2.2 Develop plan in consultation with all those working with the 

          child 

    2.3 Identify parentsô goals/expectations for their child and use 

          when developing a plan of inclusion 

    2.4 Seek parentsô experience and practices as a resource 

    2.5 Adapt service to meet childôs needs within resource limitations 

    2.6 If a child cannot be included immediately, communicate the 

          reasons clearly 

    2.7 Decide on a time to review the plan 

    2.8 Seek additional resources as necessary      

Ä 

 

 

 
Ä 

 
Ä 

 
Ä 

 
Ä 
Ä 

 
Ä 
Ä 

Ä 

 

 

 
Ä 

 
Ä 

 
Ä 

 
Ä 
Ä 

 
Ä 
Ä 

3. Implement strategies to meet the childôs additional needs Experience Training 

      3.1 Support childôs entry in the service 

      3.2 Adjust level of support over time according to the childôs 

            needs 

      3.3 Encourage others to adopt inclusive attitudes and practices 

      3.4 Provide support to others to implement strategies 

      3.5 Develop specific program initiatives to meet a childôs needs 

      3.6 Investigate and trial strategies that may address difficulties 

      3.7 Implement strategies designed by a specialist according to 

           directions 

     3.8 Respond to the daily needs of children with additional needs, 

           seeking assistance as required 

 

Ä 

 
Ä 

 
Ä 
Ä 
Ä 
Ä 

Ä 

 

 
Ä 

 

Ä 

 
Ä 

 
Ä 
Ä 
Ä 
Ä 

Ä 

 

 
Ä 
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4. Consult with others about ongoing issues that arise Experience Training 

      4.1 Share information about progress amongst all concerned 

      4.2 Identify and discuss issues of concern 

      4.3 Establish and maintain information exchange with parents or 

            appropriate family/community members about the childôs 

            needs and care strategies 

      4.4 Seek and gain parental permission prior to consulting with 

            others regarding the child 

      4.5 Ensure communication occurs within a culturally and 

            linguistically responsive framework  

 

Ä 
Ä 

 
Ä 

 

 
Ä 

 

 
Ä 

 

Ä 
Ä 

 
Ä 

 

 
Ä 

 

 
Ä 

5. Monitor and review strategies Experience Training 

5.1 Closely monitor new strategies and any unexpected side 

effects in accordance with workplace practices 

     5.2 Adapt to changes in the childôs participation at the time 

     5.3 Confront and resolve interruptions to the strategy being 

           implemented 

Ä 

 
Ä 

 
Ä 

 
 

Ä 

 
Ä 

 
Ä 
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RPL Assessment Sheet ï Unit 14 
 

CHCPR510A  

Design, implement and evaluate programs and care routines for 

children 

 
Student Name: ________________________ Student No:___________________ 

 

1.  Design and implement programs with all those involved Experience Training 

1.1 Use or establish opportunities to gather all necessary 

information from and communicate to those involved 

1.2 Identify ideas and concerns about the current program, care 

routines and setting and consider them in designing the 

program and care plans 

1.3 Design and implement programs that reflect the philosophy 

and goals of the service 

 

Ä 

 

 
Ä 

 

 
Ä 

Ä 

 

 
Ä 

 

 
Ä 

2. Design and implement programs to enhance development of 

children 
Experience Training 

       2.1 Gather information about each childôs development to inform 

             the program and routines 

     2.2 Develop and implement child centered programs that aim to 

           extend childrenôs experiences and develop childrenôs self help 

           skills 

     2.3 Develop and implement programs and routines to foster all 

           aspects of childrenôs development in a holistic way and 

           support smooth transitions 

     2.4 Ensure programs provide for capabilities, interests, emerging 

           skills and backgrounds of children who attend the service 

     2.5 Ensure all resources required for program are identified and 

           available at the required time 

2.6 Develop a flexible daily timetable, incorporating 

      developmental opportunities, routines and transition 

      experiences       

  

Ä 

 

 
Ä 

 

 
Ä 

 

 

 
Ä 

 
Ä 

 
Ä 

 

Ä 

 

 
Ä 

 

 
Ä 

 

 

 
Ä 

 
Ä 

 
Ä 

 

3. Design and implement programs that are relevant to cultural 

   and social contexts of children and their community 
Experience Training 

     3.1 Gather information about contexts of the childrenôs lives and 

            use it to guide planning 

    3.2 Identify varying expectations of parents of diverse 

          backgrounds and accommodate where possible 

    3.3 Develop and implement programs that reflect diversity and 

          inclusive perspectives in an ongoing manner 

   3.4 Select experiences and resources that reflect diversity and 

          promote cross cultural awareness in a positive and respectful 

          manner 

   3.5 Select experiences and resources that support and develop 

         childrenôs identities 

Ä 

 
Ä 

 

 
Ä 

 
Ä 

 

 

 
Ä 

Ä 

 
Ä 

 

 
Ä 

 
Ä 

 

 

 
Ä 
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4. Develop appropriate settings and environments Experience Training 

   4.1 Evaluate settings, environments and resources and modify in 

         relation to childrenôs cultures, family backgrounds and interests 

   4.2 Evaluate settings, environments and resources and modify to 

         foster all aspects of childrenôs development and learning and 

         provide children with choices 

4.3 Implement modifications within constraints of resources 

available and service location and to promote the organisation 

and aesthetics 

Ä 

 

 
Ä 

 

 
Ä 

 

 

 

Ä 

 

 
Ä 

 

 
Ä 

5. Monitor and evaluate programs Experience Training 

     5.1 Adapt plans according to childrenôs responses, conditions of 

           the day and spontaneously arising opportunities 

5.2 Gather and document information using a range of methods in 

order to assess the progress and achievements of each child. 

5.3 Use or establish opportunities to gather feedback and 

comments from all those involved 

5.4 Identify and apply appropriate criteria for evaluating the 

overall program 

5.5 Include childrenôs responses and comments as part of the 

evaluation process 

5.6 Ensure programs are evaluated regularly and in accordance 

with service guidelines 

    5.7 Use evaluation information towards further design of programs 

Ä 

 
Ä 

 
Ä 

 

 

Ä 

 

 
Ä 

 
Ä 

 
Ä 
 

Ä 

 
Ä 

 
Ä 
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Ä 
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RPL Assessment Sheet ï Unit 15 
 

CHCPOL504B   

Develop and implement policy 
 

 

Student Name: ________________________ Student No:___________________ 

 

1. Research and consult with others to develop policies Experience Training 

1.1 Evaluate existing organisation, government and other policies 

relevant to issue to determine their currency and relevance for 

organisation and its clients 

1.2 Undertake appropriate research and consultation to contribute 

to policy development and document in accordance with 

organisation policies and procedures 

1.3 Consult relevant stakeholders throughout policy development 

process to ensure relevance and acceptance of the product 

1.4 Provide appropriate mechanisms to facilitate open 

constructive discussion about policy issues and their possible 

resolution 

1.5 Develop policies that reflect the culture, values and objectives 

of the organisation 

1.6 Ensure policies include implications for resourcing 

implementation and review mechanisms 

 

Ä 

 

 

 
Ä 

 

 

Ä 

 
Ä 

 

 

 
Ä 

 

 
Ä 

Ä 

 

 

 
Ä 

 

 

Ä 

 
Ä 

 

 

 
Ä 

 

 
Ä 

2. Test draft policies Experience Training 

      2.1 Develop an appropriate consultation plan and implement to 

            test and review draft policies 

      2.2 Discuss policy implementation issues, including monitoring 

            and evaluation processes, with relevant personnel and modify 

            policy as appropriate 

      2.3 Notify those affected by changes to policies in time to take 

            remedial action 

 

Ä 

 

 
Ä 

 

 
Ä 

Ä 

 

 
Ä 

 

 
Ä 

 

3. Develop policy materials Experience Training 

      3.1 Prepare policy materials in a format and style to facilitate 

            understanding and implementation of the policy 

      3.2 Develop policy proposals that acknowledge a range of 

            sources, interest groups and applications 

 

Ä 

 

 
Ä 

 

Ä 

 

 
Ä 
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4. Implement and review policies Experience Training 

    4.1 Develop and follow policy implementation plan maximise 

          impact of new and revised policies 

    4.2 Develop and utilise strategies to ensure wide dissemination of 

          policy information 

4.3 Develop and implement evaluation plan to ensure ongoing 

review of policies and maximise input from clients and 

stakeholders 

4.4 Review policies in accordance with organisation policies and 

procedures 

4.5 Promote policies relevant to the organisationôs operation to key 

clients and stakeholders in an appropriate manner utilising a 

range of strategies 

4.6 Utilise feedback received during marketing and promotion to 

review policies 

 

Ä 

 

 
Ä 

 
Ä 

 

 
Ä 

 

 
Ä 

 

 
Ä 

Ä 

 

 
Ä 

 
Ä 

 

 
Ä 

 

 
Ä 
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RPL Assessment Sheet ï Unit 16 
 

CHCORG406A  

Supervise work 

 
Student Name: ________________________ Student No:___________________ 

 

1.  Induct and orient staff Experience Training 

     1.1 Establish and maintain working relationship with workers 

     1.2 Provide new workers with information about the organisation, 

            team/workgroup and their work roles and responsibilities 

1.1 Provide workers with access to resources, support and 

networks required in their role 

     1.4 Ensure new workers have a job description and work plan 

     1.5 Provide new workers with information about available skills 

           development options if required 

 

Ä 

 
Ä 

 
Ä 

 
Ä 

 
Ä 

 

Ä 

 
Ä 

 
Ä 

 
Ä 

 
Ä 

 

 

2. Clarify and review work plan with worker and/or team / 

    workgroup 
Experience Training 

      2.1 Discuss and clarify implications, expectations and potential 

             issues arising from work plan from the perspective of the 

            worker, the organisation and, where appropriate, clients 

      2.2 Consult with individual worker and associated workgroup 

            where appropriate and clarify how work plan is to be 

            implemented to address identified objectives in accordance 

            with organisation values, standards and guidelines and 

            specific work role requirements 

      2.3 Review work plan regularly in discussion with worker and 

            workgroup, where appropriate 

      2.4 Discuss work role, functions and issues and adjust work plan 

             if necessary        

 

Ä 

 

 

 
Ä 

 

 

 

 

 
Ä 

 
Ä 

 

 

Ä 

 

 

 
Ä 

 

 

 

 

 
Ä 

 
Ä 

 

 

3. Monitor performance in consultation with worker Experience Training 

       3.1 Identify, agree and document performance goals 

       3.2 Regularly review workerôs performance against agreed 

             criteria/expectations in line with organisation guidelines 

       3.3 Provide feedback to worker on performance and discuss 

       3.4 Identify short and longer term skills and knowledge 

            development needs or preferences in consultation with worker 

       3.5 Develop and document individual training and development 

             plans in consultation with worker 

       3.6 Develop strategies and provide support for ongoing 

             development of worker and/or workgroup 

 

Ä 
Ä 

 

 
Ä 

 
Ä 

 
Ä 

 
Ä 

 

 

Ä 
Ä 

 

 
Ä 

 
Ä 

 
Ä 

 
Ä 
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4. Support workers in their work role Experience Training 

      4.1 Discuss work load and other work-related issues with workers 

            on a regular basis 

      4.2 Explore and implement support mechanisms to address issues 

            in line with individual, workgroup and organisation 

            requirements 

      4.3 Support workers and workgroup to identify and resolve work 

            related issues 

      4.4 Support workers to establish and maintain effective    

            relationships with colleagues, clients, communities and other 

            service providers in line with requirements of their work role 

4.5  Identify areas of tension or conflict in relationships and take 

 steps to address contributing factors and issues 

4.6 Provide coaching as required to develop and enhance workersô 

skills and knowledge in line with work role requirements 

 

Ä 

 

 
Ä 

 

 
Ä 

 
Ä 

 

 

 
Ä 

 
Ä 

 

 

Ä 

 

 
Ä 

 

 
Ä 

 
Ä 

 

 

 
Ä 

 
Ä 

 

5. Provide leadership to the team Experience Training 

     5.1 Assist team to identify and work towards goals and objectives 

           in line with organisationôs values and directions 

     5.2 Provide support and encouragement to the team and take steps 

           to maintain or improve cooperation and cohesiveness 

     5.3 Identify barriers to team effectiveness and potential causes or 

           factors contributing to those barriers 

     5.4 Put in place strategies to enhance team effectiveness by 

           addressing identified barriers 

 

Ä 

 

 
Ä 

 
Ä 

 
Ä 

 
 

Ä 

 

 
Ä 

 
Ä 

 
Ä 

 
 

6.  Assist workers to plan career paths Experience Training 

     6.1 Discuss workerôs career options and preferences 

     6.2 Identify opportunities for career progression or development 

     6.3 Identify training and development needs in line with 

           individual preferences and organisation requirements 

     6.4 Develop and document an individual training and   

           development plan to reflect individual and organisation 

           requirements 

     6.5 Assist workers to develop their skills and knowledge in line 

           with individual and organisation guidelines 

 

Ä 
Ä 
Ä 

 

 
Ä 
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Ä 
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RPL Assessment Sheet ï Unit 17 
 

HLTHIR403B  

Work effectively with culturally diverse clients and co-workers 
 

 

Student Name: ________________________ Student No:___________________ 

 

1. Reflect cultural awareness in work practice Experience Training 

1.1 Demonstrate awareness of culture as a factor in all human 

behaviour by using culturally appropriate work practices 

1.2 Use work practices that create a culturally and psychologically 

safe environment for all persons 

1.3 Review and modify work practices in consultation with persons 

from diverse cultural backgrounds 

Ä 

 

 
Ä 

 
Ä 

 

Ä 

 

 
Ä 

 
Ä 

 

 

2.  Accept cultural diversity as a basis for effective work place and   

    Professional relationships 
Experience Training 

2.1 Show respect for cultural diversity in all 

communication and interactions with co-workers, 

colleagues and clients 

2.2 Use specific strategies to eliminate bias and 

discrimination in the workplace 

2.3 Contribute to the development of work place and 

professional relationships based on acceptance of 

cultural diversity 

 

Ä 

 

 

 
Ä 

 
Ä 

 

 

Ä 

 

 

 
Ä 

 
Ä 

 

 

3.  Communicate effectively with culturally diverse persons Experience Training 

3.1 Show respect for cultural diversity in all 

communication with clients, families, staff and 

others 

3.2 Use communication constructively to develop and 

maintain effective relationships, mutual trust and 

confidence 

3.3 Where language barriers exist, make efforts to 

communicate in the most effective way possible 

3.4 Seek assistance from interpreters or other persons 

as required 

Ä 

 

 

 
Ä 

 

 
Ä 

 

 
Ä 

Ä 

 

 

 
Ä 

 

 
Ä 

 

 
Ä 

 

4. Resolve cross-cultural misunderstandings Experience Training 

    4.1 Identify issues that may cause conflict 

    4.2 If difficulties or misunderstandings occur, consider the impact 

          of cultural differences 

    4.3 Make an effort to sensitively resolve differences, taking   

          account of cultural considerations 

    4.4 Address any difficulties with appropriate people and seek 

         assistance when required  
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Ä 

 
Ä 

 
Ä 

 

Ä 
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RPL Assessment Sheet ï Unit 18 
 

CHCIC302A  

Support Aboriginal and/or Torres Strait Islander families to 

participate in childrenôs services 

 
Student Name: ________________________ Student No:___________________ 

 

1.  Identify influence of own cultural identity on interactions with   

    Aboriginal and/or Torres Strait Islander people and     

    communities 

Experience Training 

1.1 Identify significant events in own family history which may   

influence own current beliefs and values 

1.2 Identify aspects of the environment which influence own   

cultural identity 

1.3 Examine aspects of family history and personal cultural  

identity for impact on personal values and potential impact on 

interactions with Aboriginal and/or Torres Strait Islander 

children and families 

Ä 

 

 

Ä 

 
Ä 

 

Ä 

 

 

Ä 

 
Ä 

 

2. Apply understanding of impacts of colonisation on Aboriginal 

   and/or Torres Strait Islander people and communities 
Experience Training 

    2.1 Identify and analyse Aboriginal and/or Torres Strait Islander 

         historical issues of current workplace at local, regional and  

         state levels 

    2.2 Identify contemporary impacts of historical issues on 

         Aboriginal and/or Torres Strait Islander people 

    2.3 Research the diversity of Aboriginal and/or Torres Strait 

          Islander populations in community and childrenôs services     

          organisation 

      

 
Ä 

 

 
Ä 

 
Ä 

 

 

 
Ä 

 

 
Ä 

 
Ä 

 

 

3. Support the cultural identity of Aboriginal and/or Torres  

    Strait Islander children and families 
Experience Training 

   3.1 Identify and consult with appropriate persons to obtain 

         knowledge of local Aboriginal and/or Torres Strait Islander 

         groups 

   3.2 Obtain knowledge about the cultural identity of any Aboriginal 

         and/or Torres Strait Islander children and families currently 

         involved in or receiving services from the childrenôs services 

         organisation 

   3.3 Process information in a culturally sensitive way including 

         identification of how and with whom information can be shared 

   3.4 Provide opportunities for Aboriginal and/or Torres Strait 

         Islander children and families to share context and cultural 

         knowledge 

   3.5 Provide opportunities for children and families to enhance their 

         experience of cultural diversity 

3.5 Demonstrate respect for Aboriginal and/or Torres Strait 

Islander languages in the workplace context 

Ä 

 

 

 
Ä 

 

 

 
Ä 

 

 
Ä 

 

 
Ä 

 

 
Ä 

Ä 

 

 

 
Ä 

 

 

 
Ä 

 

 
Ä 

 

 
Ä 

 

 
Ä 
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4. Create environments to support childrenôs cross-cultural   

    understanding and relationships 
Experience Training 

   4.1 Plan and implement experiences that foster positive attitudes to 

         inclusiveness and cultural diversity 

   4.2 Encourage all children to be aware of and to respect Aboriginal 

         and/or Torres Strait Islander culture and history 

   4.3 Promote establishment of constructive relationships with 

         Aboriginal and/or Torres Strait Islander children and their   

         families based on mutual respect, trust and celebration of 

         diversity 

   4.4 Role model open, inclusive, equitable and ethical 

         communication and interactions with all children and families 

   4.5 Promote the need to support involvement of Aboriginal and/or 

         Torres Strait Islander families and communities in all aspects of    

         childrenôs participation in the organisation 

   4.6 Observe childrenôs interactions and participation to identify the 

         need for additional cultural support and cross-cultural 

         understanding 

Ä 

 

 
Ä 

 

 
Ä 

 

 
Ä 

 

 
Ä 

 

 
Ä 

 

 

 

Ä 

 

 
Ä 

 

 
Ä 

 

 
Ä 

 

 
Ä 

 

 
Ä 

 

 

 

6. Support the implementation of experiences that are inclusive 

and recognise and celebrate difference 
Experience Training 

6.1 Gather information about children and their families to guide 

implementation of learning experiences to meet childrenôs 

cultural needs and cross-cultural understanding 

6.2 Review experiences and resources to ensure they accurately 

represent different cultures and are not discriminatory 

6.3 In consultation with supervisor, plan and implement     

experiences that build on diverse backgrounds of students and 

their families 

6.4 In consultation with supervisor, plan and implement 

experiences that focus on events, customs, belief that are 

relevant to Aboriginal and/or Torres Strait Islander 

communities 

Ä 

 

 

 
Ä 

 
Ä 

 

 
Ä 
 

Ä 

 

 

 
Ä 

 
Ä 

 

 
Ä 
 

6. Support children in developing personal identity, self-esteem        

    and positive self image 
Experience Training 

   6.1 Support experiences and environments where relationships 

          between children, workers and other adults can be established 

   6.2 Communicate and interact with children to build their 

          confidence, self-esteem, self image and self efficacy 

   6.3 Implement group activities in consultation with the 

         supervisor to allow children to use collaborative 

         processes to solve problems 

6.4 Engage with Aboriginal and/or Torres Strait Islander peers, 

mentors or other staff to support individual children where 

appropriate 

6.4 Follow community protocols when engaging with community 

members 

Ä 
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