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Policy and Procedure — Course Credit

Purpose

The National Code 2018 requires registered providers to have an implement a documented policy and process for
assessing and recording recognition of prior learning (RPL); and granting and recording course credit, if it intends to
assess RPL or grant course credit. The decision to assess prior learning or grant course credit must preserve the
integrity of the award to which it applies and comply with requirements of the underpinning education framework of
the course. [ES 2.3]

If the registered provider grants RPL or course credit to an overseas student, the registered provider must give a
written record of the decision to the overseas student to accept and retain the written record of acceptance for two
years after the overseas student ceases to be an accepted student. [Es 24]

If the registered provider grants the overseas student RPL or course credit that reduces the overseas student’s
course length, the provider must: [Es 2.5]
¢ Inform the student of the reduced course duration following granting of RPL and ensure the confirmation of
enrolment (CoE) is issued only for the reduced duration of the course [ES2.5.1]
e Report any change in course duration in PRISMS if RPL or course credit is granted after the overseas
student’s visa is granted. [ES 25.2]

The National Vocational Education and Training Regulator (Outcome Standards for NVR Registered Training
Organisations) Instrument 2025, Schedule 1 - Outcome Standards Division 3 — Recognition of prior learning and
credit transfer, requires providers to comply with the following Outcome Standards.
e QOutcome Standard 1.6 Outcome Standard: VET students with prior skills, knowledge and competencies are
supported to seek recognition of prior learning to progress through the relevant training product.
e QOutcome Standard 1.7: VET students who have completed an equivalent training product are supported to
obtain a credit transfer.

Scope
This Policy applies to:
o All overseas students before obtaining a visa grant and those currently enrolled with Lawson College
Australia, and all staff of Lawson College Australia involved in the process of course credit.

Definitions

Assessment Assessment means the process by which an NVR registered training organisation, or a third party
delivering services on its behalf, collects evidence for the purposes of determining whether a VET
student is competent to perform to the standard specified in the training product.

Assessment Refers to a coordinated set of documented policies, procedures and assessment tools designed to

system ensure that assessment, including recognition of prior learning, produces consistent and valid
judgements of VET student competency and meets the requirements of this instrument.

Australian The Australian Qualifications Framework (AQF) is the policy for regulated qualifications in

S”a"f'catm" the Australian education and training system. What is the AQF | AQF

ramework (AQF)

Australian Skills The Australian Skills and Quality Authority (ASQA) is the national regulator for Australia’s vocational

Z’:ft'h%‘:;:,'t(&so A education and training sector. About us | Australian Skills Quality Authority (ASQA)

CoE A document, provided electronically, which is issued by the registered provider to intending overseas
students and which must accompany their application for a student visa. It confirms the overseas
student’s eligibility to enrol in the particular course of the registered provider.

Course Credit Exemption from enrolment in a particular part of the course as a result of previous study, experience,
or recognition of a competency currently held. Includes academic credit and recognition of prior
learning.
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Credit Transfer
[CT]

credit transfer means the process of recognising and awarding credit for prior
successful completion of an equivalent unit of competency or module.

Department of
Home Affairs
(DoHA)

Department of Home Affairs (DoHA) is responsible for central coordination, and strategy and policy
leadership in relation to cyber and critical infrastructure resilience and security, immigration, border
security and management, counter-terrorism, the protection of our sovereignty, citizenship and social
cohesion. Department of Home Affairs

ESOS

Educational Services for Overseas Students Act 2000 as amended from time to time. he principal
objects of the ESOS Act are to: provide tuition assurance and refunds for overseas students for
courses for which they have paid; protect and enhance Australia’s reputation for quality education
and training services; and complement Australia’s migration laws by ensuring providers collect and
report relevant information relating to student visas.

ESOS Framework

The ESOs Framework is legal framework sets out the requirements for registration as an ESOS
provider and defines the standards that providers offering courses to overseas students must meet.
It comprises the ESOS Act, ESOS Regulations, the National Code, and the ELICOS Standards.
ESOS Framework | Australian Skills Quality Authority (ASQA)

ESOS Regulations

The ESOS regulations support the ESOS Act by setting out detailed requirements for providers. For
example, providers must: show information on the CRICOS about their organisation and the courses
they offer, submit information about students to the Provider Registration and International Students
Management System (PRISMS), provide information about students' visa conditions, keep student
records, and accept penalties and observe infringement notices.

Evidence

Evidence is the material that is presented as an indicator of competence. Evidence is proof of having
reached a level of performance that meets that outlined in the unit of competency. A portfolio of
evidence is a collection of items — in this case, a collection of evidence of competence.

International
Student

A student who is enrolled at Lawson College Australia and includes both prospective students and
enrolled students who are ‘overseas students’ as defined in the National Code and hold a student
visa as defined by the ESOS Act.

National Code

The National Code of Practice for Providers of Education and Training to Overseas Students 2018.
The National Code sets out standards for the conduct of registered providers. The National Code
governs the protection of overseas students and the delivery of courses to those students by
CRICOS providers. The objectives of the National Code are to: support the ESOS Framework,
safeguard Australia’s international reputation as a provider of high-quality education and training,
protect the interests of overseas students, and support registered providers in monitoring compliance
with student visa conditions. The National Code is a legislative instrument of the ESOS Act, meaning
it is legally enforceable. Breaches of the National Code can result in enforcement action under the
ESOS Act. National Code of Practice for Providers of Education and Training to Overseas Students
2018 - Federal Register of Legislation

Pre-training Review

A Pre-training Review ensures that the learning and assessment strategy is designed to meet
individual needs and workplace requirements.

e Understands learner’s objectives for completing the course.
Determines whether the learner is enrolled in a suitable course.
Explores learner’s current competencies that are related to the course.
Identifies how to engage with learners to determine their needs (including special needs).
Discusses the opportunity to have learner’s current competencies assessed through
Recognition of Prior Learning (RPL) and Credit Transfer (CT)
o Verifies English Language proficiency evidence

PRISMS

Provider Registration and International Student Management System [PRISMS]. Through
PRISMS, certain Australian Government agencies can monitor student compliance with visa
conditions and provider compliance with the Education Services for Overseas Students Act 2000
(ESOS Act). PRISMS is a secure system for providers to: - issue 'Confirmations of Enrolment' [CoE]
to overseas students intending to study in Australia.

Recognition of
Prior Learning

recognition of prior learning means an assessment process that involves assessment of an individual’s
relevant prior learning and experience (including skills and knowledge obtained through formal and

[RPL] informal learning) to determine the extent to which the individual meets requirements specified in the
training product.
usl All students doing nationally recognised training need to have Unique Student Identifier (USI). The

USl is a reference number that creates an online record of training and qualifications attained in

Lawson College Australia
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Australia. A USI is required to receive a qualification or statement of attainment. An authenticated
VET transcript (USI Transcript) issued by the Registrar can be used as evidence for the assessment
of credit transfer for units of competency and/or modules (unless licencing or regulatory requirements
prevent this) RTO reporting requirements | Unique Student Identifier (usi.gov.au)

Written Agreement | A written agreement under Australian law, is in regard to acceptance of an offer of a course and must
be in the form of a written agreement. This is the document that the student signs when they enrol
with an education provider. An application form or a letter of offer could be the basis for the written
agreement once it is signed or accepted by an overseas student. Overseas students enrolled in a
number of consecutive courses with the one provider do not need a separate written agreement for
each course. If the terms of the agreement are the same for each course, the registered provider may
have a single written agreement covering all the courses. Changes can be made to the Written
Agreement. Both student and provider need to agree on the changes before they take effect. Any
modifications to the written agreement should be clearly dated so that it is clear which terms apply at
any point in time. The student should keep a copy of any modifications to the Written Agreement.
(Sources: Standard 3: Formalisation of enrolment and written agreements - Department of Education,

Australian Government; Factsheet_student written-agreements.pdf (ombudsman.gov.au) )
ES =related ESOS Framework National Code Standard

Policy

1 General information

Lawson College Australia implements an assessment system that ensures that VET assessment (including
Recognition of Prior Learning) complies with the assessment requirements of the relevant training package or VET
accredited programs conducted in accordance with the Principles of Assessment and the Rules of Evidence. VET
students are offered opportunities to seek credit transfer and are made aware of the organisation’s policies for
seeking credit transfer.

1.1 Course Credit may be considered for studies completed at any authorised issuing organisation, such as
a university. In the case of any non-equivalent units of competency, mapping and analysis to determine
the equivalence of the study completed with the relevant units or models before granting credit, is
undertaken.

1.2 Credit Transfer can be granted for studies completed at a Registered Training Organisation (RTO) for a
Nationally Recognised qualification/ unit that is equivalent to the unit currently enrolled at Lawson College
Australia for example, has the exact same code and title. Decisions relating to credit transfer are based on
evidence of prior completion of an equivalent training product demonstrated by AQF certification
documentation or an authenticate VET transcript (unless prevented by licensing or regulatory
requirements of the training product). The student must provide the original certificate and transcript to be
sighted by Lawson College Australia to enable verification/authentication for the Credit Transfer to be
approved. Decisions relating to credit transfer are documented and decided in a way that is fair,
transparent, consistent amongst VET students, and maintains the integrity of the training product.

1.3 Recognition of Prior Learning (RPL) can be granted to an individual who has demonstrated
evidence of prior knowledge and experience in life and work relating to the unit of competency for
which recognition is applied. RPL is awarded for a total unit of competency (no partial RPL of a unit
will be awarded). VET students are offered opportunities to seek recognition of prior leaning and are
made aware of the organisation’s policies for seeking recognition of prior learning. Recognition of
Prior Learning (RPL) is a process, which recognises what has been learnt from:

= Life experience

= Work experience

= Non-accredited/accredited training programs
Decisions relating to recognition of prior learning are based on evidence of prior skills, learning and
experience, and are undertaken in accordance with the organisation’s assessment system. Decisions
relating to recognition of prior learning are documented and decided in a way that is fair, transparent,
consistent amongst VET students, and maintains the integrity of the training product.
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1.4 Students must not be required to repeat any unit or module in which they have already been assessed
as competent, unless a regulatory requirement or license condition (including an industry licensing
scheme requires this).

1.5 Lawson College Australia is not obliged to issue a qualification or statement of attainment that is achieved
wholly through recognition of units and/or modules completed at another RTO or RTOs.

1.6 Provision of credit for previous studies is not recognition of prior learning. RPL is an assessment-only
pathway that involves assessment of an individual's relevant prior learning and experience (including skills
and knowledge obtained through formal and informal learning) to determine the extent to which the
individual meets requirements specified in the training product. All prospective and enrolling individuals must
be informed in either print or electronic form of the opportunity to apply for Course Credit

1.7 Decisions relating to recognition of prior learning are based on evidence of prior skills, learning and
experience, and are undertaken in accordance with the organisation’s assessment system

1.8 International students must apply for Course Credit at the time of application to enable course credit to be
determined prior to the student visa being granted to enable net course duration to be considered in the
Confirmation of Enrolment letter issued to the student.

1.9 If course credit is applied for after or during onshore enrolment (for example via Pre-training Review),
students must continue classes until the student is advised in writing of the outcome.

1.10 Students need to acknowledge receipt of the outcome and be given the opportunity to appeal the decision,
using the Lawson College Australia’s complaints and appeals policy.

1.11 RPL is awarded for a total unit of competency (no partial RPL of a unit will be awarded)

1.12 Credit Transfer cannot be rescinded unless compelling education reasons are presented.

1.13 A FAQs and FACTSHEETS content is publicly accessible on the Lawson College Australia website.
https://lawsoncollege.edu.au/fags/ and https://lawsoncollege.edu.au/fact-sheets/

2 Student request for Credit Transfer

2.1 If a student wishes to apply for Credit Transfer, they are advised to refer to Policy & Procedure —
Course Credit which is available on the Lawson College Australia website

2.2 If a student wishes to proceed with an application for Credit Transfer they can access from Moodle, or
request from compliance@lawsoncollege.edu.au the Form - Application for Course Credit; then

2.3 Complete the Form-Application for Course Credit, and specify the units they are seeking Credit
Transfer, and submit with evidence to compliance@lawsoncollege.edu.au within the time frames
specified in the Form

2.4 Please note: A student can request that their transcript be authenticated via the USI. A USI transcript is
a valid way to authenticate the training undertaken by a student, comparable to calling the issuing
RTO. The student must activate permissions on the US| site before a provider can access their
transcript.

2.5 The Form - Application for Course Credit and evidence will be assessed and authenticated by a Lawson
College Australia Assessor

2.6 The Assessment of application by the Assessor will be reviewed by a Governance team convened to make the
final determination, following which the student will be notified, in writing, of the outcome.

2.7 The email letter of notification will outline if the request for credit transfer was granted or not granted and in
regard to the latter, reasons for refusal.

2.8 The student must sign and return to Lawson College Australia a declaration accepting the credit
transfer. This signed and returned declaration will be retained on the student’s file.

2.9 Credit Transfer will be recorded on the Transcript of Results according to the Lawson College Australia results
outcome codes, once all aspects of the process, authentication and approval has been completed.

3. Student request for RPL
3.1 If a student wishes to apply for RPL, they are advised to refer to Policy & Procedure — Course Credit
which is available on the Lawson College Australia website
3.2 If a student wishes to proceed with an application for RPL they can access from Moodle, or request
from compliance@lawsoncollege.edu.au the Form - Application for Course Credit; then
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3.3 Complete the Form-Application for Course Credit and specify the units they are seeking RPL and submit
to compliance@lawsoncollege.edu.au within the time frames specified in the Form.
o Considerable time will be required by the student to put together the RPL application and
supporting evidence.
o The cost of RPL is the same cost for completing the unit, in class.
o There are no refunds on tuition fees for RPL units.
e RPL is awarded for a total unit of competency (no partial RPL of a unit will be awarded).

3.4 The process involved in the RPL process is to be outlined and counselling session/s with an RPL

assessor is provided.

3.5 Students applying for RPL will be required to provide detailed records of experience, employment and

training etc. which may be relevant.

3.6 Students will conduct a self-assessment of each performance criteria

3.7 Students will provide evidence against each of the performance criteria in a unit of competency (i.e.,

evidence that students can demonstrate skills and knowledge outlined in the performance criteria).

3.8 Student will be required to develop a portfolio of evidence.

3.9 Evidence can take the form of:

e Products of things a student has made

Reports a student has written

Statements made by a student (written or verbal)

Video or audio tapes a student has produced

Participation in exactly the same or modified versions of the assessment you would be required

to complete as part of the full course

Assessment based on a portfolio of evidence

o Direct observation of skill or competency

o Reflective papers, journals or portfolios that relate past learning to the learning or competency
outcomes of the current course or qualification

e Provision of examples of work drawn from the workplace, social, community or other setting in
which you may apply your learning, skill, or competence

o Testimonials of learning, skill or competence; and

e  Combinations of any of the above

3.10 Student will be interviewed by a trainer who will examine the portfolio of evidence.

3.11  The Assessment of application by the Assessor will be reviewed by the Lawson College Australia
Compliance Team, and approval/ non-approval determined through a review by a Governance team
convened to make the final determination, following which the student will be notified, in writing, within 10
business days of the outcome. The email letter of notification will outline if the request for RPL was granted
or not granted and in regard to the latter, reasons for refusal.

3.12 The student must sign and return to Lawson College Australia a declaration accepting the RPL. This
signed and returned declaration will be retained on the student’s file.

3.13  RPL will be recorded on the Statement of Results according to the Lawson College Australia grading
codes once all aspects of the process, authentication and approval have beencompleted.

4 Fees charged for processing and assessing RPL requests

4.1 The student will be advised of charges applicable for course credit via an RPL process

4.2 Charges for the RPL process will not exceed $1,200 for each the unit of competency.

4.3  All fees are payable before or upon submission of evidence portfolio.

4.4 If RPL is granted the student will be recorded as competent in the given unit and will not need to complete
the unit.

4.5 RPL will be recorded on the Transcript of Results according to the Lawson College Australia results outcomes
codes.

4.6 If RPL is not granted, the student will be required to complete the given unit and the monies paid will then go
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toward the payment of the given unit. There is no refund applicable in this instance.

5 Evidence required enabling assessment of RPL
5.1 Evidence should be
5.1.1 Authentic (it is students’ work or original certified qualification)
5.1.2 Valid (relate directly to the unit of competency)
5.1.3 Reliable and current (demonstrating competency); And, at a level of
5.1.4 Complexity that matches the unit of competency.
5.1.5 Sufficient (to enable a decision to be made)

5.2 Original documents such as certificates, workplace reports, etc, to be copied after being sighted by the
assessor and then signed with a date, signature, printed name and a brief statement of what unit this
relates to and how it relates to the required competency.

Several pieces of evidence should be combined to adequately cover competencies for each unit.

5.3 A npiece of evidence may be used more than once provided it demonstrates achievement of
competencies outlined in the unit where RPL is sought. For example, meeting notes can be evidence
for demonstrating competency in more than one unit.

5.4 Al evidence submitted must be the students’ work or directly relate to the student. Students must sign
a document to this effect.

6 Process of assessing RPL
6.1 The RPL process shall cover the following steps:
o Information supplied by the student
Initial support and counselling if required
Application
Assessment
Post-assessment guidance; and/or
o Certification.
6.2 Lawson College Australia ensures that all RPL assessment undertaken is completed and recorded
appropriately.
6.3  On receipt of the self-assessment and relevant documentation from the participant, the portfolio of
evidence will be assessed against the competency standards for the particular units.
6.4  Assessors when marking an assessment will consider the following:
e relevance and nature of evidence provided by the applicant
e scope of subject matter covered by the evidence
o whether the evidence is sufficient to enable a judgment of competence to be made in regard
to the unit, taking into account the required knowledge and skills and the critical aspects of
evidence in the relevant units
6.5 Where evidence and documentation require additional information or clarification, this will be
discussed with the applicant via a phone call or via a scheduled meeting
6.6  All original documents such as certificates, workplace reports, etc., should be copied after being
sighted by the assessor and then the copy signed with a date, signature, printed name of the assessor.
6.7  Final approval/ non-approval is not determined until a Governance meeting is convened after
the RPL Assessor has completed the assessment process
6.8  Where RPL is ‘Granted’ this information will be communicated in writing to the participant within 10
business days of completion of the assessment, and the qualification / statement of attainment will
then be issued
6.9 Where RPL is ‘Not Granted’ participants will be notified in writing of the outcome within 10 business
days of completion of the assessment. The written communication to the student is to include a reason
for refusal (where applicable)
6.10 Inall cases, a copy of the RPL documentation and outcome will be kept in the student’sfile.
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7 Appeals
7.1 Where the outcome of Course Credit is not granted and the participant disagrees with the outcome,
they should first try to resolve the matter informally.
7.2 Where the outcome remains unresolved following informal discussions, the individual may appeal by
using the methods outlined in the Lawson College Australia Policy & Procedure- Complaints and
appeals _http://lawsoncollege.edu.au/international-student-policies/

8 Granting Course Credit [Credit Transfer and RPL] and net course duration

8.1 For International students, a full-time load for the student should be maintained by adjusting a student’s
course schedule and duration for completion of the course.
8.2 If Lawson College Australia grants course credit which leads to a shortening of the student’s course,
Lawson College Australia must:
a. ifthe course credit is granted before the student visa grant, indicate the actual net course duration
(as reduced by course credit) in the confirmation of enrolment issued for that student for that course;
or
b. if the course credit is granted after the student visa grant, report the change of course duration via
PRISMS under section 19 of the ESOS Act. To do this, the Enrolment Officer used the Student
Course Variation function, and indicate that the student has requested a change to existing
enrolment. The Enrolment Officer then chooses ‘transfer student into same course’ and then
changes the end date of the course. This process will result in the creation of a new CoE (with the
revised end date) and the cancellation of the original CoE.
c. counsel the student to review the conditions of their Visa. If the student finishes his/her course
early, he/she must either enrol in another CRICOS registered course immediately or depart
Australia immediately unless given authorisation by DoHA to remain in Australia.
8.3 If Lawson College Australia grants course credit which does not affect the duration of the student’s
course, the Enrolment Officer will record the course credit in the student’s file but does not need to
take any further action.

9 Retaining Records of RPL or Course Credit granted
9.1 If Lawson College Australia grants RPL or Course Credit to an overseas student, Lawson College
Australia will provide a written record of the decision to the overseas student to accept. [ES 2.4]
9.2 Lawson College Australia retains the written record of acceptance for two years after the overseas
student ceases to be an accepted student. [Es 24]

10 References

ESOS Framework | Australian Skills Quality Authority (ASQA)

National Vocational Education and Training Regulator (OQutcome Standards for Registered Training
Organisations) Instrument 2025 - Federal Register of Legislation
Factsheet_student_written-agreements.pdf (ombudsman.gov.au)

RTO reporting requirements | Unique Student Identifier (usi.gov.au)

Credit transfer | Australian Skills Quality Authority (ASQA)

Credit-Transfer-and-RPL.pdf (ncver.edu.au)

Credit Transfer | AQF

Can credit transfers be applied across different AQF levels? | Australian Skills Quality Authority (ASQA)

11. Procedure
Responsible staff for relevant area (as per Organisational Chart) to process the procedure:

Assess — Review aspects of situation as applied to this policy and any other related policies and specific
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documentation to be completed (and where relevant advising students of requirements of same as required),
including relevant timeframes and any reporting mechanisms.

Plan - Identify strategies and actions to be taken, including timeframe/s and relevant personnel.

Implement - Strategies and take actions in accordance with policy, associated information and documentation
required, documentation where necessary.

Retain documentation in accordance with policy, procedure and practices.
Report in relation to practice outcomes as related to policy and procedure.

Review — process with view for continuous improvement including reporting to relevant personnel/Quality and
Compliance Committee (QACC).

Dissemination of information to staff
Relevant staff will be informed of this Policy and Procedure and any subsequent changes will be via an agenda item at a
scheduled Quality and Compliance Committee (QACC) Executive meeting, and published minutes, and dissemination by
public access of this Policy and Procedure on the Lawson College Australia website — International Student Policies
https.://lawsoncollege.edu.au/international-student-policies/
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43 10/10/2022 QACC Minor Removed Note about Cloud Learning

Moved Related Policy and Procedure — Provide Secure Certification
and Participate in the Student Identifier Scheme to Scope area
Updated definitions: Cloud learning @ Lawson; Distance/online
learning; RPL, Support Person
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Nﬁﬁﬁ’é‘r aDg|g$oved Approved by Ih’a"ﬁgé’ f Extent
Removed definition: social distancing.
Added definition: Pre-training review
Added clarifying information in Section 1, preceding 1.1...
Updated content in Sections 2, 3, 4, 5
Added Section 11: Dissemination of information to staff
Added Section 12: References
Added Procedure section
Footer content updated
44 25/08/2023 QACC Minor Removed definitions Cloud Learning @Lawson, LMS.
Updated definition as applicable, e.g. Credit transfer, Portfolio of
Evidence, USI
Section 3: Fees for Credit Transfer removed. Subsequent sections
forwarded. So Section 3 now related to RPL.
Inserted 3.9 Evidence which was removed from definitions.
Section 5: Fee changed from $900 to $1,200.
Removed what was Section 11: Dissemination...as now incorporated
into Procedure - also updated.
Footer content updated.
45 22/11/2023 QACC Minor Added version and dates etc. information to row above (last update)
Removed note: p. 1
Added definition - student (international), written agreement
Updated definitions — support person, student (international)
Inserted Section 1.13
Updated references
Updated footer
Reformatted
4.6 13/03/2024 QACC Minor Removed websites referencing DESE. Updated References section.
Updated Footer — version control
5.0 01/07/2025 QACC Major Updated to address The National Vocational Education and Training
Regulator (Outcome Standards for NVR Registered Training
Organisations) Instrument 2025
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