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To prepare your Recognition Submission just follow the 

“How Do I Do This?” steps listed on Page 3 of this RPL Kit.

Unless you have previously enrolled for this course,

please complete the Enrolment Form,
which you will find on pages 18-19 of this booklet.

If you are planning to attend a face-to-face course in the event that your Recognition submission is unsuccessful then please ensure that your submission is received by MRWED at least 5 business days before the first day of the course.

When you are ready, please submit this completed RPL Kit
and your Portfolio of Evidence to:

MRWED Training and Assessment

PO Box 325

Caboolture QLD 4510

If you have questions please call our office and request assistance from one of our assessors on Freecall 1800 2 TRAIN (1800 287 246)
Flow Chart of the Recognition Process with MRWED

     YOU (The Applicant)
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Step 1: Plan Your Recognition Submission:

( Review the Welcome Message on Page 4.

( Read the Frequently Asked Questions on Pages 5-6. You may find this helpful in clarifying any relevant issues that are unclear.
( Review the Unit Mapping Analysis on Pages 6-7 if you have completed the former qualification BSZ50198 – Diploma of Training and Assessment Systems
( Peruse the Unit Overviews on Pages 8-17 so you are familiar with the names of the Unit Descriptions (and Elements of Competency) for the course. As you read it you may be able to identify evidence to submit in addition to that suggested in this RPL Kit.


Step 2: Make Your Recognition Submission:

( 
Complete the pages 8-17 by listing the items that you will be including in your Recognition submission for the Units of Competency in which you are seeking Recognition.
( 
Review the checklists you have created and double-check that you are attaching the evidence you have listed.
( 
Complete the enrolment form on pages 18-19
( 
Mail or Courier this completed RPL Kit and your Portfolio of Evidence to:



MRWED Training and Assessment


P.O. Box 325



Caboolture QLD 4510

Note that nothing you submit can be returned to you, so do not submit any originals.  We also suggest that you take a copy of everything before making your submission.

Due to their length, MRWED cannot receive Recognition submissions by fax.
Within 5 days of making your submission MRWED will contact you with the result of your submission. Your payment can be organised after your application is approved.

Welcome Message  

This kit is designed to help you put together evidence through a recognition process to achieve the qualification of Diploma of Training and Assessment TAA50104.This is a formal process that is based on a portfolio of evidence submitted by you, the candidate. 

You are going to work through the requirements of the qualification and gather Recognition of Prior Learning (RPL) evidence substantiated through either:
· Evidence of prior training and qualifications, perhaps including Credit Transfer for some units of competency; and/or 

· Evidence of current competence obtained through on-the-job training and practice, sometimes called Recognition of Current Competence (RCC).
“Recognition” pathway

This is a “recognition” pathway based on compilation of evidence. The process is designed for experienced facilitators, trainers and assessors and those responsible for managing learning and development in an enterprise, a registered training organisation or other organisation. You may be eligible for some but not all of the units that make up the qualification. So it is possible you are mixing the recognition process with some formal learning.  

You build a portfolio of evidence 

The Diploma of Training and Assessment TAA50104 requires evidence of using accredited courses or training packages and a sound knowledge of the vocational education and training system and competency based training and assessment. The process draws extensively on your experience and capacity to collect evidence in needs analysis, program design, off the job delivery, workplace and individual delivery, assessment, validation and evaluation. The focus will vary depending on the electives you select. 

Quality portfolio preparation takes time 

We appreciate that evidence gathering and portfolio preparation takes some time. However, it is in your interests to get things organised as quickly as possible. 

Look for projects that meet the requirements for multiple units of competency. It is better to have a project that can be tracked from design through delivery and assessment to evaluation. 

Authenticity 

You need supporting evidence to authenticate that the products and processes you are submitting are indeed your work. Third party letters may be needed to support your portfolio. 

Recent evidence is preferred 

The assessor is looking for currency of competence so use recent projects as evidence. As a rule of thumb, evidence from the last two years is preferable and evidence from more than five years may have limited value unless supported by more recent application of those skills. 

Frequently Asked Questions

Can the Recognition assessment be conducted over the telephone?

No. The assessment of your Recognition application will necessarily require the review of the documentation you provide, which must be retained for auditing purposes. Consequently, the MRWED assessors can only make a reliable assessment of your evidence after they receive documentation supporting your application.
What will the Assessor be looking for in the assessment of the portfolio?

The assessor will take an integrated and holistic approach to assessment and is looking for:

· Evidence of the specific evidence requirements for each unit of competency 

· Evidence of valid, current products that align to the units of competency, the performance criteria and evidence guide which can be authenticated as the work of the candidate

· Demonstrated knowledge of adult learning, equity principles and legislation as they apply to the learning and assessment or work environments
· Demonstration of required knowledge of the national training framework and the vocational education and training system

· Evidence of  the application of required skills and key competencies

Does everyone succeed in their Recognition application?

No. Only experienced trainers and/or assessors who collate evidence that demonstrates their current competency for the units of competency listed on page 7 will receive Recognition. If you decide that it will not be possible or time-efficient for you to submit the evidence required to support a Recognition assessment then please contact MRWED on Freecall 1800 2 TRAIN (1800 287 246) and we will make alternative arrangements for you to complete your course.

What sort of evidence should I provide?
MRWED has developed this RPL Kit to help you provide appropriate evidence across each unit of competency. 

Do I need to submit everything in every checklist in order to receive Recognition?

Recognition applications sometimes succeed although the candidate is unable to supply every item specified in the checklists. This is because the MRWED Assessor is able to identify evidence from other parts of the candidate’s submission which cover the items that are not included. This is something that the MRWED Assessor will only be able to reliably determine after they receive your submission. If the MRWED Assessor determines that additional evidence is required in order for you to succeed with your application you will be contacted by MRWED and given an opportunity to submit this additional evidence.
What if I don’t achieve all competencies by the end of the portfolio appraisal?

On submission of your portfolio, you will receive feedback from the assessor.  If there are gaps in evidence or a question arising about the quality, authenticity or currency of the evidence, you will be contacted and given the opportunity to resubmit further evidence. You will have an agreed time from when you enrolled in the RPL process to complete all assessments with reasonable adjustments depending on your circumstances. 

When do I pay for my Recognition Assessment?

Payment is not required until after the assessor signs off on the units of competency for which Recognition has been achieved. After payment is received the Statements of Attainment indicating partial completion or the full qualification for the Diploma of Training and Assessment TAA 50104 will be mailed to you.
Unit Mapping Analysis
BSZ50198 Diploma of Assessment and Workplace Training to TAA50104 Diploma of Training and Assessment 
Overview
The mapping of BSZ98 Training Package for Assessment to TAA04 Training and Assessment Training Package involves a detailed analysis of the units in each Training Package to identify which TAA units and what TAA unit content is addressed by and within the BSZ units, and what the gaps are between the specifications of TAA units and the BSZ units.
The analysis is undertaken at unit level through setting out each TAA unit and then mapping a BSZ unit or combination of units that most closely relates to the specifications of the TAA unit.

The mapping determines which BSZ unit, or BSZ units in combination, have equivalence to a TAA unit, which units have partial equivalence and which units have no equivalence.

In undertaking the mapping some critical points need to be clarified.
In this context, the term ‘equivalence’ is used to mean that a BSZ unit or combination of units has the same outcome as the TAA unit. Any gaps that are identified are classified as being of such insignificance that overall competency is not compromised.
Partial equivalence indicates that a BSZ unit or combination of units exist that has some similarity in focus, scope and specifications but the identified gaps are of significance, for example coverage may address a number of elements. No equivalence is determined when it is clear that no BSZ units exist that have a similar focus, scope or specifications to the TAA unit or where the similarity between the units is so limited that no elements are addressed

The following Table summarises the mapping analysis for units packaged within the TAA50104 Diploma of Training and Assessment in relation to the BSZ98 Training Package for Assessment and Workplace Training. 
The table has been provided to assist you if you are seeking to upgrade your existing BSZ98 qualification.  While most of the units have no direct equivalent, some individual units and some packaging of units can demonstrate RPL/RCC

The detailed unit analysis follows.

	Summary of Mapping Analysis – Diploma

	TAA50104 Diploma of Training and Assessment
	BSZ98 Diploma of Assessment and Workplace Training

	TAAENV501B Maintain and enhance professional practice
	No equivalent or partially equivalent unit in BSZ98

	TAADES501B Design and develop learning strategies
	BSZ508A Design training courses is equivalent

	TAADES502B Design and develop learning resources
	No equivalent or partially equivalent unit in BSZ98

	TAADES503B Research and design e‑learning learning resources
	No equivalent or partially equivalent unit in BSZ98

	TAADES504B Develop and evaluate e‑learning resources
	No equivalent or partially equivalent unit in BSZ98

	TAADES505B Research and develop competency standards
	No equivalent or partially equivalent unit in BSZ98

	TAADEL501B Facilitate e‑learning
	No equivalent or partially equivalent unit in BSZ98

	TAADEL502B Facilitate action learning projects
	No equivalent or partially equivalent unit in BSZ98

	TAADEL503B Provide advanced facilitation to support learning
	No equivalent or partially equivalent unit in BSZ98

	TAADEL504B Lead and coordinate training services
	BSZ504A is equivalent 

	TAAASS501B Lead and coordinate assessment systems and services
	No equivalent or partially equivalent units in BSZ98



	TAATAS501B Undertake organisational training needs analysis
	BSZ501A is equivalent 

	TAATAS502B Prepare a tender bid
	No equivalent or partially equivalent unit in BSZ

	TAATAS503B Manage contracted work
	No equivalent or partially equivalent unit in BSZ

	TAATAS504B Facilitate group processes
	No equivalent or partially equivalent unit in BSZ

	TAACMQ501B Develop training and/or assessment organisational policies and procedures
	BSZ502A, BSZ503A and BSZ504A together provide equivalence 

	TAACMQ502B Coordinate training and/or assessment arrangements for apprenticeships/traineeships
	No equivalent or partially equivalent unit in BSZ98

	TAACMQ503B Lead and conduct training and/or assessment evaluations
	BSZ505A Evaluate the training and assessment system is equivalent

	TAACMQ504B Determine and manage scope of training and/or assessment services
	No equivalent or partially equivalent unit in BSZ98

	TAACMQ505B Lead a team to foster innovation
	No equivalent or partially equivalent unit in BSZ98


	TAAENV501B: Maintain and enhance professional practice



	ELEMENTS:
1. Model high standards of performance

2. Determine personal development needs

3. Participate in professional development activities

4. Reflect on and evaluate professional practice 

	SAMPLE ASSESSMENT ITEMS:

· documented personal learning needs

· examples of developments and trends researched

· examples of continuous improvement techniques and processes used 

· how organisational ethics and/or practices were accessed and applied within organisational requirements

· how and why personal development needs were identified

· how feedback was obtained from clients and colleagues and used to improve work performance

· how and why professional practice was reflected on and evaluated

· evidence of contribution to professional development plan

· evidence of networking and using technology to gain information and other support

· evidence of participating in professional development activities and maintaining currency

· evidence of incorporating self reflection, feedback obtained from clients/colleagues into professional practice
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    LIST YOUR EVIDENCE:




	TAADES501B: Design and Develop Learning Strategies



	ELEMENTS:
1. Determine the parameters of the learning strategy

2. Develop the framework for the learning strategy

3. Devise the content and structure of the learning strategy

4. Review the learning strategy

	SAMPLE ASSESSMENT ITEMS:

· documented learning strategies

· documented reviews of learning strategies

· evidence of collaboration that took place during the strategy development

· documentation analysing industry or organisational documentation

· documentation outlining content research
· how learner characteristics were researched, the methods used and why
· how others were consulted to plan the strategy and why those people were selected
· how Training Package qualification rules were interpreted or how learning outcomes were defined
· how the learning framework was designed and the reasons for the approach adopted
· why the content was sequenced in the proposed order
· how reflection has been built into the learning design process and why it is important
· a minimum of two examples of a learning strategy designed by the candidate with differentiated design structures in each that reflect the specific qualification requirements, client needs and contexts of application
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    LIST YOUR EVIDENCE:




	TAADEL502B: Facilitate action learning projects



	ELEMENTS:
1. Prepare for action learning

2. Introduce action learning 

3. Facilitate action learning 

4. Continuously evaluate action learning 

5. Identify ongoing group purpose and sustainability

6. Facilitate group evaluation
7. Reflect on personal facilitation skills

	SAMPLE ASSESSMENT ITEMS:

· documentation developed during facilitation 

· evaluation information from participants

· activities or resources developed for a range of sessions

· facilitation plans

· action plans

· peer assessment documents

· audio/video of session

· self‑reflection diary/journal

· journals and notes of learners, within confidentiality requirements

· demonstration/observation of how group dynamics were maintained and why

· demonstration/observation of how the learners directed the process

· demonstration/observation of how communication skills were used effectively in the session

· demonstration/observation of how learning principles were applied

· Feedback from the action learning group and other stakeholders that was gathered and analysed

· Self assessment and reflection that was carried out to evaluate own performance
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    LIST YOUR EVIDENCE:




	TAADEL503B: Provide advanced facilitation to support learning



	ELEMENTS:
1. Develop and extend teaching, facilitation and learning practices

2. Develop learner independence

3. Manage learning

4. Reflect on teaching, facilitation and learning practices

	SAMPLE ASSESSMENT ITEMS:

· course delivery documentation

· feedback documentation

· statements of participation in relevant professional development activities

· notes of professional reading

· reports and recommendations regarding delivery strategies or approaches

· self‑assessment journals or reflections

· performance‑based assessment by supervisor

· observation by peers

· analysis of feedback from a range of sources and reflection on the success of the training delivery
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    LIST YOUR EVIDENCE:




	TAAASS501B: Lead and coordinate assessment systems and services



	ELEMENTS:
1. Develop and extend assessment expertise

2. Lead assessment activities

3. Monitor assessment practice

4. Coordinate assessment validation activities

5. Manage assessment appeals

	SAMPLE ASSESSMENT ITEMS:
· assessment strategies including quality requirements developed and implemented

· documented outcomes of an initiated and facilitated assessment validation process

· documented outcomes of an initiated and facilitated assessment appeals process

· products and materials organised for validation and appeals processes

· analysis of assessment records

· risk assessment analysis

· how opportunities have been provided for assessors to practise and maintain current competence

· new and/or extended assessment expertise incorporated into own and others’ assessment practice

· how support was given to the implementation of quality assurance procedures

· leadership, direction and support given to other assessors, including role‑modelling of good assessment practice

· how improvements were made to assessment and recognition processes
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    LIST YOUR EVIDENCE:




	TAACMQ503B: Lead and conduct training and/or assessment evaluations



	ELEMENTS:
1. Identify the basis for the evaluation

2. Plan evaluation of training and/or assessment services/system

3. Conduct evaluation of training and/or assessment services/systems

4. Determine and report evaluation outcomes

	SAMPLE ASSESSMENT ITEMS:

· a completed evaluation plan

· documentation developed and used to support the evaluation process e.g. checklist, evaluation observation form

· communication strategy

· documented risk analysis

· records and notes of all evaluation proceedings

· final evaluation report

· how and what organisational information and documentation was gathered and accessed

· how and why specific framework and criteria were identified for conducting the evaluation

· how evaluation processes and methods were selected and implemented

· how training and/or assessment processes were observed
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    LIST YOUR EVIDENCE:




	 BSBWOR502A: Ensure Team Effectiveness 

	ELEMENTS:
1. Establish team performance plan

2. Develop and facilitate team cohesion

3. Facilitate team work

4. Liaise with stakeholders

	SAMPLE ASSESSMENT ITEMS:

· documentation produced in ensuring team effectiveness, such as:

· reports

· minutes or records of meetings

· work journals or diaries

· learning and development plans developed with team members

· records of actions taken to address issues raised by team members

· how communication process was managed and implemented to ensure that consultation takes place

· how team members were supported and encouraged to meet expected outcomes

· strategies to develop and facilitate team cohesion

· how performance plans were developed

· how team members were guided and supported in performing their role, including induction process for new team members

· how performance management system was implemented within work team 

· how problems and issues within the work team have been addressed 

· how input and advice was provided to management in relation to human resource management of the work team
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    LIST YOUR EVIDENCE:




	TAADES502B: Design and Develop Learning Resources



	ELEMENTS:
1. Research and interpret the learning resource requirements

2. Design the learning resource and plan the content

3. Develop the learning resource content

4. Review learning resource prior to implementation

	SAMPLE ASSESSMENT ITEMS:

· a complete print‑based learning resource product that demonstrates competency in accordance with the specifications of this unit or

· evidence of contributions to a range of learning resources and learning materials that in combination demonstrate competency in accordance with the specifications of this unit

· evidence of transferable application to the development of other learning resources

· letters to relevant personnel seeking comments and feedback

· evaluation forms

· minutes of meetings

· drafts of resources

· feedback received from others

· how consultative process was set up

· how industry or end user requirements were established

· how resource was evaluated and reviewed

· what methods were used to evaluate the process used for resource development and why

· ways in which personal skills and efficiency were developed and monitored and why

· how personal workload was managed
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    LIST YOUR EVIDENCE:




	TAATAS504B: Facilitate group processes 



	ELEMENTS:
1. Establish group objectives and processes

2. Manage facilitation 

3. Develop group outcomes 

4. Finalise group process

	SAMPLE ASSESSMENT ITEMS:

· communication and interpersonal skills to effectively facilitate group processes 

· graphic presentations which have been developed using computer applications

· feedback from colleagues and group members on facilitation styles

· information passed onto group members regarding the outcomes of the session and any further actions to be undertaken

· preparation notes and/or response to client briefings

· handouts to be given to group members
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    LIST YOUR EVIDENCE:




	TAATAS501B: Undertake organisational training needs analysis 



	ELEMENTS:
1. Identify organisational/ client needs

2. Conduct training needs analysis

3. Provide advice to clients

	SAMPLE ASSESSMENT ITEMS:

· report highlighting outcomes of workshops and stakeholder consultation

· report detailing recommendations

· feedback gathered

· consultation/communication plans

· how information was collected

· how relevant data was analysed

· how future support was determined
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    LIST YOUR EVIDENCE:




Dip. TAA ENROLMENT FORM (RPL)
Personal Details:


     Referred By: ______________
	Surname:

	

	Given Names:

	

	Date of Birth:

	

	Address Details:
	Street
	Town
	State
	Post Code

	Home Address:

	
	
	
	

	Postal Address:
(if different)        


	
	
	
	

	Home Phone:
	
	Mobile Phone:
	

	Work Phone:
	
	Fax:
	

	Email:
	

	Emergency Contact Name:
	
	Emergency 

Contact Phone:
	


Course Enrolment Details:
You are enrolling in TAA50104 Diploma of Training and Assessment by RPL. Indicate your enrolment choice/s by completing either Option 1 or Option 2.
 

Option 1: ( Full Course Enrolment (All 12 Units of Competency) $1495
Option 2: ( Upgrade Course Enrolment (7 Units of Competency) $1295

Payment Details: 
(   Cheque (made payable to MRWED) to be sent to:
MRWED, P.O. Box 325 Caboolture QLD 4510
(   Money Order
(   BPAY
(   Postbillpay

· EFT (Ring FREECALL 1800 2 TRAIN for bank details)
· Credit Card (Visa, MasterCard, Bankcard and American Express only)

Credit Card Details

Card Holder’s Name: ____________________________________________  

Card Number: __ __ __ __ - __ __ __ __ - __ __ __ __ - __ __ __ __
Expiry Date: __ __/__ __                    Authorised Amount: $ ___________


Card Holder’s Signature: ……………………………………………………….
· My Enrolment Fees are to be invoiced to the following organisation 

Student Declaration:
I understand that course payment is required prior to course commencement. Unless other contractual arrangements exist in writing, payment should be submitted at least five working days prior to course commencement. I also recognise that my position on a course is not guaranteed until payment is received and MRWED reserves the option to cancel an enrolment due to non-payment.
I have read and accept MRWED’s Fees and Refunds Policy and Code of Practice and understand my rights and obligations.

( I agree
( I disagree

_____________________


______________________
Student Signature 



Parent/Guardian Signature 
(For students under 18 years of age)
You can submit this form to Freefax 1800 333 082 or contactus@mrwed.com.au
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Company Name………………………………………………………………………………………………………………





Mailing Address …………………………………………………………………………………………………………….





…………………………………………………………………………………Phone No…………………………….…….





Contact Name…………………………………………………………….Purchase Order No…………………………





Contact Email: …………………………………………………………………………………………………………...…
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