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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 Service (Financial Counselling) 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 Service (Financial Counselling).  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.  
Credit Transfer applies to the following Units of Competency of the Diploma of Community Service (Financial 
Counselling); 
Unit 1  CHCCOM3C    Utilise specialist communication skills to      
                                      build strong relationships 

Unit 9   CHCFIN2A    Determine client need in respect to 
                                     financial issues 

Unit 2   CHCCD15B     Develop and implement a community   
                                     development strategy 

Unit 10  CHCOHS301A Participate in workplace safety               
                                        procedures 

Unit 3   CHCNET4A    Work with other services   Unit 11  CHCMH1B    Orientation to mental health work 

Unit 4  CHCCSL601A  Work within a structured counselling process Unit 12  CHCAD1C     Advocate for clients 

Unit 5  CHCCSL602A  Facilitate the counselling relationship Unit 13   CHCAD3A    Undertake systems advocacy 

Unit 6  CHCCSL603A  Provide support for client  implementing a 
                                     course of action 

Unit 14   CHCCD2B     Provide community education projects 

Unit 7  CHCCSL604A Reflect and improve upon counselling skills Unit 15  CHCCS405A   Work effectively with culturally diverse 
                                      clients and co-workers 

Unit 8  CHCFIN1A     Provide information and support to  assist 
                                    clients to manage personal and household 
                                    finances 
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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 of 5: 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 of 5: Compile a very brief Introductory Cover Letter  
 

Compile a covering letter that: 

- 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 of 5: 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 of 5: 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. 
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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: 

 
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 of 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. 
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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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RPL Assessment Sheet – Unit 1 
 

CHCCOM3C 

Utilise specialist communication skills to build strong relationships 
 

Student Name: ________________________ Student No:___________________ 

 
1.  Identify appropriate communication strategies to meet the needs of clients 

and colleagues and build strong relationships 
Experience Training 

 
1.1 Specific communication needs of clients and colleagues are identified 

including: 

 Utilising techniques and aids 

 Translation and language interpreters 

 Cultural interpreters 

 Referral to specialists 
1.2 Identify areas of mistrust or conflict that may require conflict resolution 
1.3 Identify the need to include additional people including trusted friends, 

case workers, family members or adults 

 

 
 

 

 

 

 

 

 
 
 

      

 
 

 

 

 

 

 

 
 

      

      

2. Conduct effective communication with clients and staff Experience Training 

 

2.1 Selection from a range of appropriate communication strategies is made 

and employed to 

 Establish rapport 

 Exchange information 

 Facilitate resolution of issues 

 Defuse potentially difficult situations 

2.2 Basic counselling skills are applied where appropriate to provide a brief 

intervention 

2.3 Interviews are conducted according to established procedures 

2.4 Feedback and advice is given in a way which reflects current identified 

good practice 

2.5 Due regard to individual differences, needs and rights is shown in 

communicating with clients and colleagues 

2.6 Referrals to other staff or specialist services are made as appropriate to 

ensure duty of care responsibilities are met in situations where break 

downs in communication occur 

2.7 Enquiries are responded to in a manner that promotes achievement of 

mutual outcomes 

2.8 Differences in views are respected and considered in a way that values 

and encourages the contributions of others 

 

 
 

 

 

 

 

 
 

 
 

      

 
 

 
 

 
 

 
 

 
 

 

 

 

 

 
 

 
 
 

 
 

 
 

 
 

 
 

 

3.  Contribute to the development of effective communication strategies Experience Training 

 

3.1 Strategies are implemented to check on the effectiveness of 

communication with clients and colleagues 

3.2 Established channels of communication are reviewed regularly to ensure 

clients and co workers are informed of relevant information in a timely 

way 

3.3 Coaching in effective communication is provided to colleagues and clients 

as required 

3.4 Relevant work related networks and relationships are maintained as 

required to ensure client needs and organisational objectives are met 

 
 

 
 

 

 
 

 
 

 
 

 
 

 

 
 

 
 
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4. Represent the organisation to a range of groups Experience Training 

 

4.1 When participating in internal and external forums, presentations are 

relevant, appropriately researched and presented in a manner to promote 

the organisation, and adjusted to meet audience needs 

4.2 Written communication is consistent with organisational standards 

 
 

 

 
 

     

 
 

 

 
 

 

5. Apply specific communication techniques to assist in resolving conflict Experience Training 

 

5.1 Strategies are put in place to develop a trusting relationship that will 

enable facilitation of conflict resolution 

5.2 Specific mediation processes are applied that enable individual issues to 

be identified and stories heard, and exploration and validation of the 

history of the conflict 

5.3 Agreement is sought on processes to be followed to resolve conflict within 

scope of own abilities, skills and work role 

5.4 Referral to conflict resolution and mediation is made as appropriate 

5.5 Verbal communication skills are utilised to assist in resolving any conflict 

 

 
 

 
 

      

    
      

 
      

 

 
 

 
 

      

 
 

 
 

6. Implement mechanisms that facilitate group discussions Experience Training 

 

6.1 Opportunities are provided to fully explore all relevant issues 

6.2 Strategies which encourage all group members to participate equally are 

used routinely including seeking and acknowledging contributions from 

all members 

6.3 Objectives and agendas for meetings and discussions are routinely set and 

followed 

6.4 Relevant information is provided to groups as appropriate to facilitate 

outcomes 

6.5 Evaluation of group communication strategies is undertaken to promote 

ongoing participation of all parties 

6.6 Strategies are implemented to ensure the specific communication needs of 

individuals within the group are identified and addressed 

 

 
 
 

 

 
 

 
 

 
 

 
 

 
 
 

 

 
 

 
 

 
 

 
 

 

For Office use only: 
 

RPL Granted for Unit 1 – CHCOM3C  

 

 Yes  

 No     

 Further Info Req.  
 

Comments: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
RPL Assessor: _____________________     Signature: _________________________    Date: ____________ 
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RPL Assessment Sheet – Unit 2 
 

CHCCD15B 

Develop and implement a community development strategy 
 

Student Name: ________________________ Student No:___________________ 

 
1.   Establish and build group processes Experience Training 

 
1.1 Appropriate interpersonal skills are used to what and foster relationship to 

ensure that individual stories are is heard and understood and to test there 

is common understanding 
1.2 Individual concerns on a range of issues are responded to in a manner 

which engages support and cooperation 
1.3 Facilitation is provided to enable identification of appropriate strategies 

and for linkages to be made to enable community action to resolve issues 
1.4 Strategies for proceeding with community action are identified and 

developed 
1.5 Guidance is provided to the group about relevant community development 

methods which will address their concerns and issues 
1.6 An appropriate community development method is selected and applied 

 

 
 

 

 
 

 
 

 
      

 
      

      
      

 

 
 

 

 
 

 
      

 
      

 
      

      
      

 

2. Facilitate and maintain public processes Experience Training 

 

2.1 All necessary work is undertaken in a timely manner to develop and 

maintain strategic alliances with key individuals and groups covering a 

range of issues relevant to work role 

2.2 Opportunities are pursued routinely to maximise access to community 

groups and processes so that individual concerns may be readily moved to 

the public arena 

2.3 A range of opportunities is identified and accessed for involvement in a 

range of community forums and decision making processes 

 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

3.  Implement structures Experience Training 

 

3.1 Assistance is provided to groups to implement appropriate mechanisms 

and actions which will address the range of issues 

3.2 Appropriate work is undertaken to contribute to the development of 

policies and processes which will facilitate resolution of group concerns in 

the public arena 

3.3 Effective interpersonal skills are employed routinely to motivate the group 

to work cooperatively 

3.4 Appropriate work is undertaken to develop and implement operational 

arrangements which will facilitate group processes 

3.5 Appropriate level of support within the defined work role is provided to 

develop and maintain group processes and facilitate achievement of 

identified outcomes 

3.6 Appropriate support is provided to ensure there is ongoing evaluation of 

group processes 

3.7 Assistance is provided to the group to access additional assistance and 

resources as required 

3.8 A strategy for managing a number of community development activities is 

developed and applied 

 
 

 
 

 

 
 

 
 

 
 

 
 

 
 

 
 

 

 

 
 

 
 

 

 
 

 
 

 
 

 
 

 
 

 
 
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For Office use only: 
 

RPL Granted for Unit 2 – CHCCD15B  

 

 Yes  

 No     

 Further Info Req.  
 

Comments: 

 

 

 

 

 

 

 

 

 

 

 

 

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

CHCNET4A 

Work with other services 
 

 

Student Name: ________________________ Student No:___________________ 

 
1. Identify and maintain links with relevant services Experience Training 

 

1.1 Information on relevant services is gathered and stored as appropriate 
1.2 Active participation in relevant networks is maintained 
1.3 Information on the organisation's range of services is maintained 

 
 

      
 

 
 

      
 

 

2. Provide relevant information to services Experience Training 

 

2.1 Respond to information requests from other organisations as appropriate 

2.2 Information and resources are provided to support community groups as 

appropriate 

2.3 Materials and resources provided are relevant and current 

2.4 Feedback on the materials and resources is sought and used to develop 

future materials and resources 

 

 
 
 

 
 
 

 

 
 
 

 
 
 

 

3. Work with and support community services organisations to deliver 

appropriate services to people in need. 
Experience Training 

 

3.1 Type and level of support to be provided are defined and negotiated with 

the organisation 

3.2 Support and contact with people referred is maintained as appropriate 

3.3 Information is provided to services in line with organisational 

confidentiality, consent and privacy policies and procedures 

3.4 Longer term plans to assist services to operate self-sufficiently are 

developed and negotiated 

 
 

 
 
 

 
 

 

 
 

 
 
 

 
 

 

 

For Office use only: 
 

RPL Granted for Unit 3 – CHCNET4A  

 

 Yes  

 No     

 Further Info Req.  
 

Comments: 

 

 

 

 

 

 

 

 

 

 

 

 
RPL Assessor: _____________________     Signature: _________________________    Date: ____________ 
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RPL Assessment Sheet – Unit 4 
 

CHCCSL601A 

Work within a structured counselling process 
 

Student Name: ________________________ Student No:___________________ 

 

1. Establish the nature of the helping relationship Experience Training 

 

1.1 Clients are enabled to understand the nature of the counselling service on 

offer 
1.2 Clients' expectations of the counselling service are clarified, confirmed or 

modified 
1.3 Any anxieties about the counselling process are identified and explored 

with clients 
1.4 Clients' immediate concerns are acknowledged and respected 
1.5 Both the expectations and commitment to the counselling relationship are 

clarified and confirmed with clients 

 

 
 

 
 

 
 

 
 
 

 
 

 
 

 
 

 
 
 

2. Confirm the appropriateness of the helping relationship Experience Training 

 

2.1 The level of skill and knowledge of counselling methods and resources are 

appropriate to meet client needs. 

2.2 Alternatives to the proposed relationship are explored with clients where 

appropriate 

2.3 The significance of what the client says is affirmed 

2.4 The clients' understanding of what they have a right to expect from the 

service is promoted 

 
 

 
 

 
 
 

 
 

 
 

 
 
 

 

 

For Office use only: 
 

RPL Granted for Unit 4 – CHCSL601A  

 

 Yes  

 No     

 Further Info Req.  
 

Comments: 

 

 

 

 

 

 

 

 

 

 

 

 

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

 

CHCCSL602A 

Facilitate the counselling relationship 
 
Student Name: ________________________ Student No:___________________ 

 
1.  Enable clients to identify concerns Experience Training 

 

1.1 Clients are enabled to express their concerns freely 

1.2 The presenting issues of clients are explored in order to establish their 

nature and depth, and attention given to the possibility of underlying 

issues 

1.3 Situations requiring immediate action are identified and dealt with 

promptly 

1.4 Clients are enabled to identify their primary concerns in relation to the 

presenting issues 

1.5 Clients are enabled to prioritise concerns to be worked on 

1.6 Clients are assisted to become aware of underlying issues where 

appropriate 

1.7 Strong emotional reactions are identified and responded to appropriately 

 
 
 

 

 

 
 

 
 
 

 
 

 
 
 

 

 

 
 

 
 
 

 
 

 

 

2. Enable clients to work through concerns Experience Training 

 

2.1 The uncertainty and ambivalence of clients is identified and worked with 

2.2 Clients are supported in experiencing and processing difficulties 

2.3 Attention is drawn to parallels and links in the clients’ experience and 

discussed 

2.4 It is ensured that interventions having meaning for the immediate situation 

of the client 

2.5 Interventions which are most likely to facilitate clients’ understanding and 

actions are reflected on and considered 

2.6 Clients are enabled to identify and use known and previously unknown 

strengths 

2.7 Perceptions of clients’ feelings are explored by reflecting back, 

clarification and review with clients 

2.8 Clients are assisted to become aware of underlying issues where 

appropriate and begin to identify ways of dealing with them 

2.9 Changes in client’s life are acknowledged and worked with as appropriate 

 
 
 
 

 
 

 
 

 
 

 
 

 
 
 

 

 

 
 
 
 

 
 

 
 

 
 

 
 

 
 
 

3.  Monitor the counselling process Experience Training 

 

3.1 The counselling process is monitored and reviewed with clients to ensure 

its remains of value 

3.2 Threats and disruptions to the counselling process are worked on with 

clients 

3.3 Individual perceptions and client’s perceptions of the process are reviewed 

and compared 

3.4 Any tension between clients’ hopes and expectations and the reality of 

resource limitations is worked on 

3.5 Change is facilitated at a pace which the client can tolerate and assimilate 

3.6 The appropriateness of ending the current counselling is assessed 

3.7 Individual uncertainty in the counselling relationship is acknowledged, 

valued and worked with 

 

 
 

 
 

 
 

 
 

 
 
 
 

 
 

 
 

 
 

 
 

 
 
 
 
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4.  Bring the counselling process to an end Experience Training 

 

4.1 Clients are enabled to identify when the process is approaching its 

conclusion 

4.2 Clients are enabled to identify, acknowledge and evaluate what is and is 

not changing, both in the counselling process and in their situation and 

understanding 

4.3 The ending process is utilised to enable clients to understand the nature 

and impact of earlier issues 

4.4 The boundaries of the counselling relationship are utilised to assist the 

ending process 

4.5 Endings are planned, structured and contracted appropriately with clients 

4.6 Clients’ sense of autonomy is supported during the ending process 

4.7 Clients are informed about any opportunities for further support 

4.8 Unresolved issues are identified and further work discussed if appropriate 

4.9 Appropriate documentation is completed in line with organisational 

requirements 

 

 
 

 
 

      
      

 
      

      
      
      
      
      
      

 

 
 

 
 

      
      

 
      

 
      
      
      
      
      
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RPL Assessment Sheet – Unit 6 
 

CHCCSL603A 

Provide support for clients implementing a course of action 
 

Student Name: ________________________ Student No:___________________ 

 
1.  Assist clients in clarifying their aims and requirements Experience Training 

 

1.1 Policy on record keeping and confidentiality is clearly explained to clients 
1.2 Clients are encouraged to identify and explore overall aims, requirements, 

and ideas for meeting them 
1.3 Clients are encouraged to feel at ease and express themselves 
1.4 Practical goals and requirements are identified, and the way in which 

these might be modified are discussed with clients 
1.5 Potential courses of action for meeting individual aims and requirements 

are identified with clients 
1.6 Where aims and requirements of clients cannot be met, clients are referred 

to appropriate alternative sources of guidance and support 

 

 
 
 

 

 
 

 
 

 
 

 
 
 

 

 
 

 
 

 
 

 

2. Enable clients to decide on a course of action Experience Training 

 

2.1 Factors which could influence the preference for and ability to achieve a 

course of action are explored with clients 

2.2 The features of and likely consequences of possible courses of action are 

explored with clients 

2.3 Clients’ understanding of what is involved in each course of action is 

checked 

2.4 Clients are helped to assess the advantages and disadvantages of each 

possible course of action, and their overall appropriateness for meeting 

their particular requirements 

2.5 Clients are encouraged to decide on a course of action and to consider 

alternatives which could be used if necessary 

2.6 Decisions and agreed support are documented within organisational 

guidelines 

 

 
 

 
 

 
 

 
 

 
 

 
 

 

 
 

 
 

 
 

 
 

 
 

 
 
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RPL Assessment Sheet – Unit 7 
 

CHCCSL604A 

Reflect and improve upon counselling skills 
 

Student Name: ________________________ Student No:___________________ 

 
1.  Reflect upon own counselling skills and practice Experience Training 

 

1.1 Self-evaluation is undertaken in conjunction with supervisors and/or peers 

1.2 Open and evaluative feedback is given to and received from co-workers 

1.3 Feedback is actively sought and accepts non defensively 

 

 
 
 
 

 

 
 
 
 

2. Ensure continuing self-support and supervision Experience Training 

 

2.1 Specialist advice / further training is sought where the need is identified 

2.2 Agency guidelines are observed in relation to professional development 

2.3 Current industry developments are appraised and applied to improve 

practice 

2.4 Commitment to upgrading skills and knowledge is evident through regular 

participation in a review mechanism 

2.5 Current and likely future needs are evaluated and action taken to keep 

abreast of evolving trends 

2.6 A self development plan that sets realistic goals and targets is devised, 

implemented and regularly reviewed 

 

 
 
 
 

 
 

 
 

 
 

 

 
 
 
 

 
 

 
 

 
 

 

3.  Operate within an agreed ethical code of practice/ ethics Experience Training 

 

3.1 Own practice is assessed against identified objectives or code of ethics, 

using a range of valid evidence 

3.2 The effect of values, beliefs and behaviour in work with clients is 

recognised and addressed 

3.3 Realistic goals and targets for self development are established 

 

 
 

 
 

 
 

 
 

 
 

 
 
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RPL Assessment Sheet – Unit 8 
 

CHCFIN1A 

Provide information and support to assist clients  

to manage personal and household finances 
 

Student Name: ________________________ Student No:___________________ 

 
1. Obtain information consent from client to enter into a financial counselling 

process 
Experience Training 

 

1.1 The role of the financial counsellor and expectations of the representative 

agency are clarified with client 

1.2 Rights are responsibilities of clients are explained 

1.3 Client’s expectations and needs are clarified to ensure their issues and 

motivations are suited to financial counselling 

 
 

 
 
 

 

 
 

 
 
 

 

2.  Work with the client to assess their financial situation Experience Training 

 

2.1 Information is collected on the client’s financial situation including 

relevant personal issues 

2.2 An examination of the material is undertaken with the client to identify 

areas for further investigation 

2.3 Additional information is sought as required, including the status and 

validity of contracts 

2.4 Clients assisted to identify areas where they want to take action 

2.5 Client’s legal rights and responsibilities are identified and discussed 

 

 
 

 
 

 
 

 
 
 

 
 

 
 

 
 

 
 
 

3.  Work with the client to develop an action plan  Experience Training 

 

3.1 A list of all areas of concern is developed in conjunction with the client 

3.2 Advice is sought from the client about areas causing the greatest concern 

3.3 Information is provided by financial counsellor regarding clients 

responsibilities for individual debts and overall financial situation 

3.4 Discussion of pros and cons of various courses of action is undertaken 

with the client 

3.5 Client assisted to prioritise areas of immediate and longer term actions 

3.6 Client assisted to identify workable strategies to address their financial 

concerns 

3.7 Clients assisted to develop their own action plans to address their 

circumstances 

3.8 Discussion of need for advocacy or negotiation by client and/or financial 

counsellor is undertaken 

 

 
 
 
 

 
 

 
 
 

 
 

 
 

 
 
 
 

 
 

 
 
 

 
 

 
 

4. Provide and evaluate ongoing support as required to the client Experience Training 

 

4.10 Client asked about their interest in ongoing support 

4.11 Areas identified where clients may require referral to specialists agencies 

or professionals 

4.12 Range of support services able to be provided by the organisation and 

others are identified 

4.13 An ongoing plan is developed and implemented with the client defining 

any support to be provided 

4.14 The roles and responsibilities of the client and counsellor in the support 

framework are worked through with the client 

4.15 Processes implemented to evaluate the effectiveness of support provided 

to the client 

4.16 Support services revised in the light of evaluation feedback 

 
 
 

      
      

 
      

 
      

 
      

 
      

 

 
 
 

      
      

 
      

 
      

 
      

 
      
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5.  Participate in reflective practice processes Experience Training 

 

5.1 Clinical supervision is implemented in accordance with organisational 

policy and procedures 

5.2 Current industry information is collected and utilised in clinical practice 

5.3 Professional development activities undertaken to meet organisational and 

industry requirements 

5.4 Reflective practise are consistent with relevant condes of practice and 

ethical guidelines 

 
 

 
 

      

 
      

 

 
 

 
 

      

 
 

6. Maintain client records as required in a financial counselling agency Experience Training 

 

6.1 Processes are implemented to keep accurate records of financial 

counselling sessions in accordance with organisational & privacy 

requirements 

6.2 Appropriate file notes are recorded taking into account professional and 

legal requirements 

6.3 Confidentiality of records maintained in accordance with professional and 

legal requirements.  

6.4 Clients records are to be secured for stage, archiving and destruction as 

per organisational and privacy requirements.  

 

 
 

 

 
 

 

 

 
 

 

 
 

 

 
 

 

 

 
 
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RPL Assessment Sheet – Unit 9 
 

CHCFIN2A 

Determine client need in respect to financial issues 
 

Student Name: ________________________ Student No:___________________ 

 
1. Respond to initial client contact Experience Training 

 

1.1 Client greeted and rapport established 

1.2 Client is listened to and acknowledged in a pleasant and accepting way 

1.3 Distressed people are responded to in a relaxed and calm manner 

 
 
 
 

 
 
 
 

2.  Collect routine information from the client Experience Training 

 

2.1 Information is collected and documented in accordance with 

organisational procedures  

2.2 Reasons for contact with the service are discussed with client in 

accordance with organisational procedures 

2.3 Client confidentiality is maintained in accordance with organisational 

policies and procedures 

2.4 Client rights and responsibilities are explained and observed in accordance 

with organisational policy 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 

3. Provide information to clients about service and other relevant services  Experience Training 

 

3.1 Client is provided with current, relevant and culturally appropriate 

information on the service and other relevant services and what each 

provides 

3.2 Clients are assisted to contact other agencies/services as appropriate to 

obtain further information  

 
 

 
 

 
 

 
 

 
 

 
 

4.  Assess priority of need for service Experience Training 

 

4.1 Appointment arranged to see a financial counsellor on the basis of 

information provided 

4.2 Client referred to appropriate services according to urgency and nature of 

need 

4.3 Financial counsellor is briefed on the case prior to the appointment 

 
 

 

 
 

 
 

 

 
 
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RPL Assessment Sheet – Unit 10 
 

CHCOHS301A: 

Participate in workplace safety procedures 
 

 

Student Name: ________________________ Student No:___________________ 

 
1. Identify hazards and assess risk.  Experience Training 

 

1.1 Identify hazards in the work area and during the performance of 

workplace duties. 

1.2 Assess level of risk. 

 

 
 

 
 

 

 
 

 
 

 

2. Follow procedures and strategies for risk control.  Experience Training 

 

2.1 Report hazards in the work area to designated personnel according to 

workplace procedures 

2.2 Follow workplace procedures and work instructions for assessing and 

controlling risks with minimal supervision 

2.3 Whenever necessary, within the scope of responsibilities and 

competencies, follow workplace procedures for dealing with hazards and 

incidents, fire and/or other emergencies. 

 

 
 

 
 

 
 

 
 

 
 

 
 

3. Contribute to OHS in the workplace. Experience Training 

 

3.1 Describe employee rights regarding consultation on OHS matters 

3.2 Raise task and/or job specific OHS issues with appropriate people in 

accordance with workplace procedures and relevant OHS legislative 

requirements 

3.3 Contribute to participative arrangements for OHS management in the 

workplace within organisational procedures and the scope of 

responsibilities and competencies 

3.4 Provide feedback to supervisor on hazards in work area in line with 

organisational OHS policies and procedures 

3.5 Provide support in implementing procedures to control risks in accordance 

with organisational procedures 

 

 
 
 

 

 
 

 

 
 

 
 

 

 
 
 

 

 
 

 

 
 

 
 
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RPL Assessment Sheet – Unit 11 
 

CHCMH1B 

Orientation to mental health work 
 

Student Name: ________________________ Student No:___________________ 

 

 
1. Work within the context of the mental health sector. Experience Training 

 

1.1      All work in the sector reflects consideration of the historical context of the    

     sector 

1.2      All work reflects consideration of the changing social, political and 

            economic context 

 
 

      

 
 

 
 

      

 
 

2. Develop knowledge of the mental health sector. Experience Training 

 

2.1      All work reflects a basic knowledge of the current issues and different 

            Models of work which impact on the sector 

2.2       In collecting information about the mental health sector, the views of key 

            stakeholders and representatives from relevant targe groups are collected 

            and used 

 
 

 
 

 

 
 

 
 

 

3.  Demonstrated commitment to the central philosophies of the mental health 

sector 
Experience Training 

 

3.1     All work undertaken demonstrates consideration and understanding of the 

           underpinning values and philosophy of the sector 

3.2    All work in the sector demonstrates a commitment to access and equity 

    principles 

3.3    Clients participates in all aspects of service planning and support activities 

3.4    Personal values and attitudes regarding mental health and illness are 

   identified and taken into account when planning and implementing all work 

          activities 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 

4. Work with people from culturally and linguistically diverse backgrounds. Experience Training 

 

4.1 All work undertaken demonstrates consideration and understanding of 

cultural and linguistic differences 

4.2 All work is adapted to meet the specific cultural and linguistic needs of  

clients 

 
 

      

 

 

 
 

      
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RPL Assessment Sheet – Unit 12 
 

CHCAD1C: 

Advocate for clients 
 

Student Name: ________________________ Student No:___________________ 

 
1. Assist clients to identify their rights and represent their own needs. Experience Training 

 

1.1 Client is assisted to identify their own needs and rights and to determine if 

their rights are being infringed or are not being met 
1.2 An assessment is undertaken with the client, significant others and 

colleagues to identify client's ability to advocate for self 
1.3 The client is provided with information about available options for 

meeting their needs and assisted to identify their preferred option, and to 

make contact and negotiate with relevant people and agencies where 

appropriate 
1.4 Information about client rights and responsibilities provided to clients is 

researched, relevant and timely 

 

 
 

 
 

 
 

 

 

 
 

 

 
 

 
 

 
 

 

 

 
 

2. Advocate on behalf of clients on request. Experience Training 

 

2.1 Relevant strategies for addressing client needs are initiated, negotiated and 

implemented 

2.2 On request from the client and in on-going consultation with the client, the 

most appropriate individuals or organisations are identified and contacted 

and the client's point of view is represented clearly to optimise outcomes 

for the client 

2.3 Information is kept in confidence unless authorisation is given to release it 

2.4 Progress and outcomes are discussed with the client and further action 

taken as necessary 

 

 
 

 
 

 

 

 
 
 

 
 

 
 

 

 

 
 
 

3. Advocate for clients. Experience Training 

 

3.1 Where assessment indicates the client requires advocacy support: 

3.2 Issues are raised with the most appropriate person/people in a way that 

upholds the rights and supports the reasonable expectations of the client 

3.3 Strategies for addressing client needs are initiated and implemented in 

consultation with appropriate personnel 

3.4 Potential conflict of interest is identified and redressed 

 

 
 

      

 
 

 
 

 

 
 

      

 
 

 
 
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RPL Assessment Sheet – Unit 13 
 

CHCAD3A 

Undertake systems advocacy 
 

Student Name: ________________________ Student No: ___________________ 

 
1. Obtain, analyse and document information relevant to the needs of clients 

as a community of interest within the general community 
Experience Training 

 

1.1 Relevant documented information about particular issues are obtained and 

analysed 

1.2 Relevant statistical and research data are obtained and analysed 

1.3 Consultations with consumers, carers, and other stakeholders are 

conducted to identify and describe issues of concern 

1.4 Other research is conducted as appropriate 

1.5 Relevant information is synthesised into forms appropriate for 

communicating with, and providing to, relevant agencies and stakeholders 

 

 
 

 
      
 

 
 
 

 

 
 

      
      
 

 
 
 

2. Work with consumers, service users, services and other stakeholders to 

develop strategies to address identified needs 
Experience Training 

 

2.1 Close working relationships/networks are developed and maintained with 

relevant stakeholders 

2.2 Formal meetings, working groups and other activities are organised to 

develop policy statements, action plans, projects, and programs to address 

identified needs 

2.3 Meetings, working groups and other activities aimed at developing 

relevant strategies are participated in 

2.4 Strategic/action/project plans are prepared in forms that are appropriate to 

the needs and roles of relevant stakeholder organisations 

 

 
 

 
 

 

 
 

 
 

 
 

 
 

 

 
 

 
 

3.  Advocate for and facilitate the implementation of strategies developed to 

address the needs of clients with specific needs 
Experience Training 

 

3.1 Relevant opportunities for communicating formally and informally about 

the needs of clients are identified and pursued 

3.2 Submissions for resources to implement identified projects, action plans, 

etc are prepared 

3.3 Relevant government policy development is participated in 

3.4 Consumers and other stakeholders are worked with to implement relevant 

projects and action plans 

3.5 Opportunities are pursued and comments provided on policy documents, 

legislation, project plans and other relevant documents regarding the 

needs of clients 

 

 
 

 
 

 
 
 

 
 

 
 

 
 

 
 
 

 
 
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RPL Assessment Sheet – Unit 14 
 

CHCCD2B 

Provide community education projects 
 

 

Student Name: ________________________ Student No:___________________ 

 
1. Develop the education project Experience Training 

 

1.1 Project plan is developed in consultation with key people and 

organisations and identifies priorities and desired outcomes to address 

issues of concerns of target group/s, 
1.2 Appropriate human, financial and physical resources are identified and 

secured 
1.3 Marketing materials are prepared and disseminated to target audience and 

others as appropriate 

 
 

 

 
      

 
 

 
 

 

 
      

 
 

2.  Deliver the education project Experience Training 

 

2.1 Strategies for delivery of the project are developed and implemented to 

ensure maximum effectiveness 

2.2 Education/resource materials appropriate to the context, issue and 

audience are developed and distributed 

2.3 Strategies are implemented to encourage full participation in the project 

and the expression of views and feelings about its process or content 

2.4 Project adjustments are made as required to meet the needs of specific 

groups 

2.5 Feedback on the education project or activity is sought from participants 

 

 
 

 
 

 
 

 
 
 

 

 
 

 
 

 
 

 
 
 

3.  Review the education project Experience Training 

 

3.1 The education project is assessed against the planned goals and objectives 

in accordance with organisational policies and procedures 

3.2 Outcomes of project evaluations are discussed with key people and 

organisations to determine future directions 

3.3 Education project outcomes are documented, and where necessary acted 

on in accordance with organisational procedures 

 
 

 
 

 
 

 

 
 

 
 

 
 
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RPL Assessment Sheet – Unit 15 
 

CHCCS405A: 

Work effectively with culturally diverse clients and co-workers 
 

 

Student Name: ________________________ Student No:___________________ 

 
1. Apply an awareness of culture as a factor in all human behaviour. Experience Training 

 

1.1 Work practices followed are culturally appropriate 
1.2 Work practices followed create a culturally and psychologically safe 

environment for all persons 
1.3 Work practices are reviewed and modified in consultation with persons 

from diverse cultural backgrounds 

 

 
 

      

 
 

 
 

      

 
 

2. Contribute to the development of relationships based on cultural diversity. Experience Training 

 

2.1 Respect for cultural diversity is demonstrated in all communication and 

interactions with clients, colleagues and customers 

2.2 Specific strategies are used to eliminate bias and discrimination in dealing 

with clients and co-workers 

 

 
 

 
 

 

 
 

 
 

 

3.  Communicate effectively with culturally diverse persons. Experience Training 

 

3.1 Respect for cultural diversity is demonstrated in all communication with 

clients, their families staff, customers and others 

3.2 Communication is used constructively to develop and maintain effective 

relationships, mutual trust and confidence 

3.3 Where language barriers exist, efforts are made to communicate in the 

most effective way possible 

3.4 Assistance is sought from interpreters or other persons as required 

 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 

4. Resolve cross-cultural misunderstandings. Experience Training 

 

4.3 Issues that may cause conflict are identified 

4.4 If difficulties or misunderstandings occur, cultural differences are 

considered 

4.5 Effort is made to sensitively resolve differences, taking account of cultural 

considerations 

4.6 Difficulties are addressed with appropriate people and assistance sought 

when required 

 

 
 

      

 
 

 
 

 

 
 

      

 
 

 
 
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