
  
 

 

 

V3.1 

  

 
 

RPL GUIDELINES  
APPLYING RECOGNITION STRATEGIES IN THE SERVICE    

V3.2 



 

 

 

  

NSW RURAL FIRE SERVICE – APPLYING RECOGNITION STRATEGIES IN THE SERVICE 2 
 

© State of New South Wales through the NSW RURAL FIRE SERVICE 2017 

 

The NSW RURAL FIRE SERVICE (NSW RFS) encourages the availability, dissemination and 
exchange of public information. You may copy, distribute, display, download and otherwise  
freely deal with this material for personal, in-house or non-commercial use, on the condition that  
you include the copyright notice © State of New South Wales through the NSW RURAL FIRE 
SERVICE on all such uses. In the event that you wish to copy, distribute, display, download,  
store, or use this material for a purpose other than personal, in-house or non-commercial use,  
you must obtain permission from the NSW RFS by writing to the following address: 

 

Commissioner  
NSW RURAL FIRE SERVICE  
Locked Mall Bag 17  
Granville NSW 2142 

 

You must also obtain permission from the NSW RFS if you wish to: 

 charge others for access to the work (other than at cost); 

 include all or part of the work in advertising or a product for sale; 

 modify the material; or 

 use any trade mark from this publication, including the NSW RURAL FIRE SERVICE crest, 
MyRFS logo, or the Firewise logo. 

 

DISCLAIMER STATEMENT 

While the material within this publication is current at the time of writing, changes in  
circumstances after the time of publication may impact on the accuracy of the material.  
Individuals are responsible for ensuring they have the most current version of this publication. 

The information and material contained herein is general in nature and is intended for your use  
and information. The NSW RURAL FIRE SERVICE (NSWRFS) disclaims, to the extent permitted  
by law, all warranties, representations or endorsements, express or implied, with regard to  
the material contained herein. The NSWRFS does not warrant or represent that the material 
contained herein is free from errors or omissions, or that it is exhaustive. Users should exercise  
their own skill and care with respect to its uses. You must not assume that this material will be 
suitable for the particular purpose that you had in mind when using it. 

The NSWRFS disclaims any liability (including but not limited to liability by reason of negligence)  
to the users of the material for any loss, damage, cost or expense whether direct, indirect, 
consequential or special, incurred by, or arising by reason of, any person using or relying on  
the material and whether caused by reason of, any error, omission or misrepresentation in the 
material or otherwise. Users of the Website will be responsible for making their own assessment  
of the material and should verify all relevant representations, statements and information with  
their own professional advisers. 
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Overview  
Recognised Prior Learning (RPL) is an assessment process. It allows for competency/s to be assessed which 
may have been gained through formal learning, non-formal learning or informal learning. 

 

! 

RPL must be made available to all members. RPL allows members who already have the skills, 
knowledge and experience to be ‘on boarded’ quicker, which is good for member morale and 
increases the Services operational capability. 

SERVICE STANDARD 6.1.3 TRAINING IN THE NSW RURAL FIRE SERVICE 

Training Standard Operating Procedure 9 – Recognition (TSOP – 9) defines the 
procedures for recognition of qualifications and existing competency gained from 
previous experience or training. Section 2.2 states: 

Recognition may include:  
a. automatic recognition - recognition of a corresponding qualification or 

units issued by another Registered Training Organisation;  
b. credit transfer - recognition of another qualification that covers all of the 

relevant competencies needed;  
c. recognition of current competency based on a portfolio of sufficient 

suitable evidence; or  
d. assessment on demand - completing the normal assessment without 

doing any training.  

  

 

Not sure? When in doubt about anything training related you should refer to Service Standard 6.1.3 
Training in the NSW Rural Fire Service in the first instance. You can download Service Standard 
6.1.3 by visiting MyRFS. 

 

 

1. What is RPL? 
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Recognition strategies 
The Learning and Development team are responsible for determining the systems which govern how training is 
conducted in the NSW RFS. A part of that responsibility is to ensure NSW RFS assessment methodology is 
sound and meets the required training package standards. NSW RFS assessment methodology ensures all 
recognition strategies can be supported including: 

 Third party evidence  Direct observation 

 Supporting documentation   Recognition Interview (questioning) 

 Assessment on demand  Work samples 

RPL ASSESSMENT METHODOLOGY 

The assessment design process undertaken by the Learning and Development team ensures assessors have 
rigorous assessment tools, which allow them to make well-informed assessment decisions, including making a 
determination on an RPL application. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

ASSESSMENT GUIDES AND RECOGNTION TEMPLATES 

All NSW RFS courses have a Training and Assessment Strategy, which specifies how Training and Assessment 
is to be carried out and an Assessment Guide with corresponding assessment tools to allow assessors to 
determine an assessment outcome. NSW RFS Assessment Guides contain recognition templates including: 

1. Credit Transfer Evidence Summary template  

2. Recognition Evidence Summary template (see sample) 

 

 

The Recognition Templates are tools which have been purpose built for the effective 
processing of RPL. If a member has asked for RPL provide them with the recognition templates 
from the relevant assessment guide and explain that their evidence must correspond with the items 
listed. 

 

4. Develop assessment tools 

3. Select appropriate assessment methods 

2. Identify evidence requirements 

1. Analyse benchmark standards 

5. Validate assessment tools 

6. Collect evidence 

7. Make assessment decision 

Figure 1 NSW RFS Assessment Methodology 

 *In an RPL assessment 

evidence is collected and 

collated by the applicant not 

the assessor 

 

Key: 

L&D team 

Assessors* 
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 

Use of the Recognition Templates ensures the correct parameters have been set to assess 
any evidence submitted by the RPL candidate. 

THIRD PARTY EVIDENCE 

Third party evidence could include: 

 Information from a supervisor or manager which outlines: 

− How long they have supervised the member 

− What the members’ responsibilities were (i.e. list of duties)  

− What skills or competencies the member successfully perform, while carrying out their duties ( the 
Evidence Summary template may assist with this) 

− Further contact details of the person providing the report (i.e. phone number or email address) 

− Signature of the person providing the report 

 Testimonial from a peer  
− A letter from a peer authenticating an achievement (i.e. leading a crew) 

− Further contact details of the person providing the testimonial (i.e. phone number or email address) 

− Signature of the person providing the testimonial 

 

! 

There should be an appropriate balance between third party evidence and evidence from 
other sources. Always verify third party reports by following up on the phone or via email. 

SUPPORTING DOCUMENTATION 

Supporting documentation could include:  

 Transcript of formal qualification including 

− Statement of Attainment 

− Certificate or Diploma 

− Degree, Graduate Certificate, Masters Degree, Doctorate 

− Awards 

 Certificate of completion or participation for non-formal courses or workshops 
 Membership documentation to clubs etc which link to obtaining skills (informal learning) 

 

 

The supporting documentation listed above should also be signed by a JP (where photocopies 
are being provided) 

 

View the third 
party evidence 

form 
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ASSESSMENT ON DEMAND 

Where members believe they have the knowledge and skills necessary, but lack documented evidence they can 
discuss this with the Assessor and request ‘assessment on demand’. Assessment on demand allows members to 
complete the assessments prescribed within the Assessment Guide of the relevant course, without taking part in 
the learning in the lead up to assessment. 

DIRECT OBSERVATION OR ‘CHALLENGE TEST’ 

Where an assessor determines there are gaps within a members’ RPL evidence they can 
discuss with them the option of demonstrating their skills within those areas. Often in areas 
where evidence is weak or the assessor needs clarification that the member knows NSW 
RFS procedure (relevant particularly for members applying for RPL from kindred 
emergency services agencies). 

Direct observation could include: 

 Arranging to observe a member ‘on the job’ 
 Simulating a realistic environment for the member to demonstrate skills 
 Challenge test where part of an assessment is undertaken and observed by the 

assessor 

RECOGNITION INTERVIEW 

A recognition interview should ideally be performed after the assessor has reviewed all the members’ RPL 
evidence. The recognition interview gives the assessor an opportunity to ask further questions where evidence is 
weak and discuss items which need clarification. 

 

 

 

WATCH IT NOW! Go to the Case Studies section and watch a selection of Recognition Interviews. 

 

WORK SAMPLES 

Work samples could include: 

 Reports (i.e. risk management reports, incident reports) 
 Written plans (i.e. training plans) 
 Recorded briefings or debriefings  
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Overview 
MEMBERS ARE INFORMED THAT RPL IS AVAILABLE 

All workbooks attached to NSW RFS courses have a section which outlines that RPL is available to all members. 
Trainers and assessors should discuss this section of this workbook and answer any questions members have. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. RPL process 

Member enquires to Brigade Training Officer 
(BTO) or officer responsible for L&D about RPL 

BTO or officer responsible for L&D provides 
member with: 

 RPL Guidelines & Application form 
 Recognition evidence summary template  

(located in Assessment Guide of relevant course) 
 Contact details of Assessor Advocate 

*Officer responsible for L&D appoints an Assessor at 

this point 

Assessor advocate supports member through the 
RPL application process 

Member locates, collates evidence and submits 
RPL application to Assessor 

Assessor reviews the evidence provided and 
contacts the member to organise an interview 

Assessor conducts the interview and establishes 
whether a final assessment decision can be made 

or further evidence is required 

Assessor determines 
member is ‘competent’ 

Assessor makes a 
follow up plan for 

member to achieve 
competency 

 
DISCUSS 
evidence 

 
GATHER 
evidence 

 
ASSESS 
evidence 

 

DETERMINE 
outcome 
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Step-by-step process 
 

Discuss evidence 
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Gather evidence 
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Assess evidence 
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Determine outcome 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

VALID 

SUFFICIENT 

AUTHENTIC 

CURRENT 
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1. Credit transfer – Safe Working on Roofs (SWR) 

SAFE WORKING ON ROOFS (SWR) – RECOGNITION OF CURRENT COMPETENCY WATCH VIDEO 

Kelly has been a member of the State Emergency Service (SES) for 10 years, has 
recently joined her local NSW RFS brigade and is eager to get out there with her fellow 
team members. Kelly completed her Safe Working on Roofs qualification with SES within 
her first few years of service and she’s been an active member ever since, regularly 
attending medium to large scale incidents.  

 

 

 

NOTES 

__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________ 

  

3. Case studies 

https://goo.gl/rmdxgq 

 

https://goo.gl/rmdxgq
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2. Assessment on demand – Off Road Driving (ORD) 

OFF ROAD DRIVING (ORD) – ASSESSMENT ON DEMAND WATCH VIDEO 

Chelsea holds a medium rigid license and has been a part of a 4WD club ever since she 
got her license 5 years ago. She partakes in yearly courses with the club and has 
extensive driving experience across diverse terrains including the desert, rainforest and 
water crossings. Chelsea’s senior deputy captain has been taking her out in the Cat 1 to 
practice her Off Road Driving skills and Chelsea is confident that after a few more 
lessons she’d like to request an assessment on demand.  

 

 

 

NOTES 

__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________ 
 

  

https://goo.gl/rmdxgq 

 

https://goo.gl/rmdxgq
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3. Recognition interview – Breathing Apparatus Operator (BAO) 

BREATHING APPARATUS OPERATOR (BAO) – COMPETENCY CONVERSATIONS WATCH VIDEO 

Troy has been a member of the NSW RFS Helensburg brigade and has worked at a 
busy station with Fire and Rescue for 8 years. Troy is BA qualified in his current paid role 
and is keen to have the qualification recognised by the RFS.  

 

 

 

NOTES 

__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________ 
  

https://goo.gl/rmdxgq 

 

https://goo.gl/rmdxgq
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RPL application form 
 

  

4. Appendices 
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Applicant quick reference guide 

! 

Make sure your supporting evidence relates to the skills and knowledge that are needed for 
the qualification. 

 

Steps for RPL success: 

 Speak to your BTO or Officer responsible for L&D and discuss your evidence 
 Read the Evidence Summary template for the course applicable to your RPL application and start thinking 

about the types of evidence you do and don’t have (refer to p. 19) 
 Start compiling evidence and continue to seek guidance from your BTO, the Officer responsible for L&D or 

your assigned Assessor Advocate 
 Use the tools in this guide to compile evidence, which shows you have current skills 

 

Strong Vs weak evidence 

STRONG EVIDENCE WEAK EVIDENCE 

 You can give explanations or demonstrations of how 
to do parts or all of something, and you can answer 
specific questions 

 References, preferably on letter-head, signed and 
dated by member who is competent in the subject 
matter for which you are seeking recognition 

 Performance reviews/appraisals relevant to what you 
are seeking recognition for 

 Supervisor’s reference detailing tasks you performed 
(see Third Party reference tool) 

 Emails and minutes of meetings attended by you 
which provide proof of work undertaken 

 Recently produced work samples and proof they 
have been produced by you 

 Authenticated and dated photographs or videos of 
work samples in progress 

 Evidence that provides a picture of consistent 
performance over time 

 Evidence from a similar qualification at the same 
level or higher that you are seeking recognition for, 
which lists the skills and knowledge covered in the 
qualification 

 Assurances you can do it “I’ve been doing it for 
years” or evidence by exception – eg, “I must be 
working safely I’ve still got all my fingers!” 

 Personal references with general character 
comments rather than specific examples of what you 
have done 

 Job descriptions/position descriptions that are not 
signed off by a supervisor to say you completed all 
the skills to a suitable level 

 Journals and diary entries not supported by a third 
party 

 Unauthenticated work samples which you cannot 
prove are your own work 

 Unauthenticated pictures, video or photographs of 
work or products 

 Old work samples – not current examples 

 Copy of an organisation’s policies & procedures with 
no evidence of how you applied them 

 A resume with no other supporting documentation 

 Evidence from a different qualification level, eg from 
a Level 1 when you are seeking a Level 3 
qualification 

 

! 

If your evidence is weak, but you still feel you have the skills and knowledge to be deemed 
competent, ask your Officer in Charge of L&D for ‘Assessment on demand’. 
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Assessor quick reference guide 
The Recognition Evidence Summary template from the Assessment Guide is the key document needed by the 
Assessor during the recognition interview. The job of the Assessor is to ask questions and look for evidence of 
competency based on the criteria listed. 
 

 

Assessors should note that candidates think in terms of the job, roles and their experiences – not 
units of competency. The Assessor must make the links and draw out the examples/evidence 
they need. 

RECOGNITION INTERVIEW 
 

! 

Read the Evidence Summary template thoroughly and ensure you are well versed with what 
a competent member can and can’t do. 

 
You do not need to ask a question for every point on the Evidence Summary template. Have a look at areas 
where you feel evidence is not strong or insufficient, and use the question starters to help the Candidate provide 
more evidence. 

QUESTION STARTERS 

 Tell me of a time when you.....? 
 Tell me about how you........? 
 What do you do when.......? 
 How do you.....? 
 In the NSW RFS, we have procedures for.... can you tell me about them? 
 How would you......? 
 Have you ever had to.....? 
 What happened and what would you do next time? 
 Talk me through the process of how you would.... 
 

! 

Caution should be used when conducting an RPL assessment to ensure standard assessment 
procedures are applied and adhered to. It is not appropriate to under or over assess. A candidate 
should not be held to a higher standard because they have applied through the RPL 
process. 

 
.  
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Evidence Summary Template (sample only) 
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Third party evidence tool 
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RPL Webinar 
With such a large membership base spread right across the State it’s almost impossible to have regular catch ups 
with every district, let alone every brigade! But keeping the lines of communication open are so important, so the 
Learning and Development team have started scheduling regular webinars to ensure those involved or interested 
in Training and Assessment within the NSW RFS have the most up-to-date advice and information as possible. 

The benefit of webinars is the ability to interact with participants and we encourage everyone to ask lots of 
questions, take part in polls and raise any topics of concern. 

 

 

 

 

 

 

WATCH IT NOW! Missed out on our RPL webinar? No worries click here to watch it now.  

 

https://youtu.be/E3LFqJ5myL4
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