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ACTU Organising Centre is a Registered Training Organisation able to deliver BSB41407 Certificate IV in Occupational Health and Safety.

ACTU ORGANISING CENTRE RECOGNITION OF PRIOR LEARNING (RPL) POLICY:

We ensure that Recognition of Prior Learning (RPL) is offered to all participants on enrolment.  Our RPL process:

a) is structured to minimise the time and cost to applicants; and

b) provides adequate information and support to enable applicants to gather reliable evidence to support their claim for recognition of competencies currently held, regardless of how, when or where the learning occurred

All applications for RPL are managed and assessed efficiently by a person or persons with appropriate expertise.

We record RPL assessment outcomes and issues relevant Qualifications / Statements of Attainment where applicable.

Definition of Recognition of Prior Learning:

Recognition of Prior Learning (RPL) is an assessment process that looks at an individual's formal and informal learning to determine if that individual is competent in the units that make up a qualification. 

Applicants collect and submit evidence, such as work examples, supervisor reports, verified copies of previously gained certificates and resumes showing work history and experience.  Evidence can also be given verbally, meaning that the assessor interviews the applicant and takes notes of the conversation as evidence.

The evidence shows that the individual can be awarded the qualification (or part thereof) without completing any more training.

INSTRUCTIONS TO APPLICANT / CANDIDATE:

Step 1:

Read through this RPL document.  

If you have not already done so, contact ACTU Organising Centre (ph: 03 9664 7360) to let us know you intend to apply for RPL.  

An OHS Educator will talk with you to determine whether applying for RPL is a suitable course of action and to ensure you have all necessary information.  

After discussion, confirm your intention to apply for RPL by completing the Application on Page 4 of this document and returning it to:
ACTU Organising Centre, 
Level 4, 365 Queen Street, Melbourne, Vic 3000
or EMAIL  orgcentre@actu.asn.au .

Step 2:

The discussion with the Assessor in step 1 will provide you with support in preparing your RPL evidence.  Support includes;

a)
Providing an overview of the RPL process

b)
Providing details and clarification of units 

c)
Identifying potential portfolio evidence for demonstrating competency.  General types of evidence include;

· Verified copies of qualifications

· Details of professional development activities undertaken

· Job descriptions and resumes showing work history, experience and duties, performance appraisals

· Details of life experiences such as volunteer work, membership of community groups, sporting clubs, etc.

You may also identify specific evidence for each unit.  Ideas for specific evidence are given in the column marked “Specific evidence may include…..” for each unit.

d)
Explaining to you how to put together your evidence portfolio and provide your evidence in an appropriate format within your portfolio

e)
Arranging, if appropriate, for you to provide evidence through observation, demonstration, interview, verbal questions, role-play, etc.

Your Assessor will set an Evidence Due date.   In general, this date is set at 6 months from the initial discussion.  

Step 3:

For each unit of competence you want RPL for, write brief descriptions in the column marked “How you have done this / Evidence you have to support this”.

Gather your evidence into a portfolio.  Number each piece of evidence.  This will help you complete the “location in portfolio” column.  

Complete and sign the Declaration on page 5.

Submit the declaration, unit pages and your portfolio of evidence to 

ACTU Organising Centre, 
Level 4, 365 Queen Street, Melbourne, Vic 3000

by the Evidence Due date.  Extensions for submitting evidence after the due date must be applied for in writing.

Step 4:

We will record the outcome and inform you in writing. 

We will keep the application, all evidence, interview notes / documentation and notification letter in your participant file and issue a Qualification / Statement of Attainment as appropriate

Cost to Applicants:

$170 per unit of competency (GST free).  Payment is required on application.  Payment must be made before Qualifications / Statements of Attainment can be issued.

Appeals:

All appeals in relation to RPL decisions are addressed using the procedures outlined in ACTU Organising Centre Policy for Complaints, Grievances and Appeals, provided in our Training Code of Practice available on our website. 

Application for RPL for Certificate IV in OHS (BSB41407)
	Applicant Name:
	

	Contact Address:
	

	Contact Phone:
	


I wish to apply for Recognition of Prior Learning (RPL) for Certificate IV in Occupational Health & Safety (BSB41407).

Tick as appropriate

 FORMCHECKBOX 
  Full qualification (9 units; tick from list below**)

 FORMCHECKBOX 
  Selected units (tick from list below)

OHS unit
 FORMCHECKBOX 
  BSBOHS401B Contribute to the implementation of a systematic approach to managing OHS 

OHS unit
 FORMCHECKBOX 
  BSBOHS402B Contribute to the implementation of the OHS consultation process 

OHS unit
 FORMCHECKBOX 
  BSBOHS403B Identify hazards and assess OHS risks 

OHS unit
 FORMCHECKBOX 
  BSBOHS404B Contribute to the implementation of strategies to control OHS risk 

OHS unit
 FORMCHECKBOX 
  BSBOHS405B Contribute to the implementation of emergency procedures 

OHS unit
 FORMCHECKBOX 
  BSBOHS406B Use equipment to conduct workplace monitoring 
Elective
 FORMCHECKBOX 
  BSBOHS407A Monitor a safe workplace 

OHS unit
 FORMCHECKBOX 
  BSBOHS408A Assist with compliance with OHS and other relevant laws 

Elective
 FORMCHECKBOX 
  BSBRSK401A Identify risk and apply risk management processes
Elective
 FORMCHECKBOX 
  BSBREL401A Establish networks
Elective
 FORMCHECKBOX 
  BSBWRK401A Develop and implement an organising plan

	Applicant Signature:
	

	Date:
	


**  The listed units are those offered by ACTU Organising Centre.  
Qualification rules state that to achieve the complete qualification, you must achieve at least 6 OHS units, including BSBOHS408A and either BSBOHS405B or BSBOHS406B.  
You must also achieve 3 Electives.  
If you wish to substitute other units for those listed, contact the Organising Centre to determine if this is allowable, under the rules.

RPL for Certificate IV in OHS (BSB41407)
Declaration

	I
	

	
	Insert full name

	of
	

	
	Insert residential address

	do solemnly and sincerely declare that:

the information provided within this RPL application is true and correct, 

the documents I submit relating to this RPL application are a true and accurate copy of the originals, 

all materials submitted as my own work are in fact my own work.

I acknowledge that this declaration is true and correct.

	Signature of person making declaration:
	

	Date:
	


	Applicant Name:
	

	BSBOHS401B Contribute to the implementation of a systematic approach to managing OHS
	
	Examples of evidence you might provide…

	Elements
	How you have done this /

Evidence you have to support this
	Location in portfolio
	
	· Demonstrated knowledge of relevant state/territory and commonwealth OHS legislation, codes of practice and standards

· Written action plans or strategies for implementing OHS in a workplace

· Reports from specialists or other evidence of specialist advice that you have sought

· Reports that you have written to communicate and report to others about implementing a systematic approach to OHS 

· Emails, letters or other evidence of consulting and communicating about a systematic approach to OHS 

· Verbal or written statements (backed up with a 3rd party report) about how you implemented OHS into a workplace or integrated it into other work functions

· Reports, emails, letters from those you have consulted when implementing a systematic approach to OHS

* Check that you have provided sufficient evidence of your abilities in all elements of this unit.

	1. Contribute to the implementation of information and data systems
	
	
	
	

	2. Contribute to the implementation of OHS strategies, systems and plans
	
	
	
	

	3. Support integration of OHS within the overall management approach
	
	
	
	

	4. Identify OHS implications of proposed changes to the workplace and provide advice to control risks
	
	
	
	

	5. Identify implications of all sources of change to managing OHS and provide advice regarding those changes
	
	
	
	

	6. Evaluate effectiveness of the approach to managing OHS
	
	
	
	


	Assessment decision (tick).  Sufficient evidence has been provided to establish that this candidate is competent in all aspects of this unit of competency.
	Yes (
	No (

	Assessor’s signature & Date
	
	Date Candidate informed
	

	Feedback to candidate 

(skills gaps/further action)
	


	Applicant Name:
	

	BSBOHS402B  Contribute to the implementation of the OHS consultation process
	
	Examples of evidence you might provide…

	Elements
	How you have done this /

Evidence you have to support this
	Location in portfolio
	
	· Reports or documents you have written to inform others about OHS or the OHS consultation process

· Emails, letters, reports or other records of having

· raised OHS issues through consultation

· communicated OHS information regularly

· made recommendations about how to communicate OHS information in a workplace

· participated in consultations about OHS

· participated in OHS committees, workplace organising committees or union meetings about OHS issues

· Checklists, surveys or other tools you have completed to raise OHS issues

· Minutes from meetings where you participated in OHS consultations

· Newsletters, flyers, manuals or other documents you have produced to communicate OHS issues

· Demonstrated knowledge of relevant state/territory and commonwealth OHS legislation, codes of practice and standards
* Check that you have provided sufficient evidence of your abilities in all elements of this unit.

	1. Contribute to procedures to raise OHS issues or request information and data
	
	
	
	

	2. Contribute to procedures for communicating OHS information and data
	
	
	
	

	3. Communicate OHS information, data and advice effectively to influence management decision making and action
	
	
	
	

	4. Contribute to maintaining OHS arrangements
	
	
	
	


	Assessment decision (tick).  Sufficient evidence has been provided to establish that this candidate is competent in all aspects of this unit of competency.
	Yes (
	No (

	Assessor’s signature & Date
	
	Date Candidate informed
	

	Feedback to candidate 

(skills gaps/further action)
	


	Applicant Name:
	

	BSBOHS403B Identify hazards and assess OHS risks
	
	Examples of evidence you might provide…

	Elements
	How you have done this /

Evidence you have to support this
	Location in portfolio
	
	· Completed hazard checklists

· Completed risk register

· Emails, letters, reports and other records of how you identified hazards and assessed risks

· Completed reporting forms or other documents used to identify, analyse, evaluate and report multiple hazards and risks to others in the organisation

· Supervisor’s, specialist’s or manager’s reports

· Verbal or written statements (backed up with a 3rd party report) about how you: 

· investigated an incident

· conducted a hazard identification

· assessed and reported risks

· Demonstrated knowledge of relevant state/territory and commonwealth OHS legislation, codes of practice and standards

* Check that you have provided sufficient evidence of your abilities in all elements of this unit.


	1. Investigate incidents for prevention
	
	
	
	

	2. Access existing sources of information and data to identify hazards
	
	
	
	

	3. Conduct hazard identification
	
	
	
	

	4. Assess risk
	
	
	
	

	5. Participate in implementation process
	
	
	
	


	Assessment decision (tick).  Sufficient evidence has been provided to establish that this candidate is competent in all aspects of this unit of competency.
	Yes (
	No (

	Assessor’s signature & Date
	
	Date Candidate informed
	

	Feedback to candidate 

(skills gaps/further action)
	


	Applicant Name:
	

	BSBOHS404B  Contribute to the implementation of strategies to control OHS risk
	
	Examples of evidence you might provide…

	Elements
	How you have done this /

Evidence you have to support this
	Location in portfolio
	
	· Reports or documents you have used to communicate with others to control risks

· Manager’s, supervisor’s, OHS rep’s or specialist’s reports about implementing risk control strategies that you have been involved with

· Recommendations for risk controls

· Verbal or written statements (backed up with a 3rd party report) about how you have implemented risk control strategies

· Emails, letters or other records of processes you have taken to control risks

· Contribution to the monitoring and evaluation of the effectiveness of risk controls implemented and the making of appropriate adjustments where necessary
· Demonstrated knowledge of the principles of the hierarchy of control

* Check that you have provided sufficient evidence of your abilities in all elements of this unit.

	1. Develop option/s for risk control
	
	
	
	

	2. Select appropriate option/s to control risks
	
	
	
	

	3. Contribute to implementation of controls
	
	
	
	

	4. Contribute to monitoring and evaluation of effectiveness of controls
	
	
	
	


	Assessment decision (tick).  Sufficient evidence has been provided to establish that this candidate is competent in all aspects of this unit of competency.
	Yes (
	No (

	Assessor’s signature & Date
	
	Date Candidate informed
	

	Feedback to candidate 

(skills gaps/further action)
	


	Applicant Name:
	

	BSBOHS405B  Contribute to the implementation of emergency procedures
	
	Examples of evidence you might provide…

	Elements
	How you have done this /

Evidence you have to support this
	Location in portfolio
	
	· A completed risk register identifying potential emergencies

· Equipment checklists that you have written

· Documents or reports that you have written to inform and report to others about emergency procedures and emergency prevention controls typically installed in a workplace
· Report following an actual emergency in the workplace

· Emails, letters, records of liaison with emergency services or specialists

· Verbal or written statements (backed up with a 3rd party report) about your involvement in implementing emergency procedures or post-event activities and evaluation of their effectiveness
· Records of any training you have conducted about emergency procedures

· 3rd party reports form colleagues, supervisors or others about your contribution to emergency procedures

* Check that you have provided sufficient evidence of your abilities in all elements of this unit.

	1. Identify potential emergencies
	
	
	
	

	2. Identify options for initial response
	
	
	
	

	3. Plan initial response procedures
	
	
	
	

	4. Implement initial response procedures
	
	
	
	

	5. Contribute to post event activities
	
	
	
	

	6. Monitor emergency response and address deficiencies 
	
	
	
	


	Assessment decision (tick).  Sufficient evidence has been provided to establish that this candidate is competent in all aspects of this unit of competency.
	Yes (
	No (

	Assessor’s signature & Date
	
	Date Candidate informed
	

	Feedback to candidate 

(skills gaps/further action)
	


	Applicant Name:
	

	BSBOHS406B  Use equipment to conduct workplace monitoring
	
	Examples of evidence you might provide…

	Elements
	How you have done this /

Evidence you have to support this
	Location in portfolio
	
	· Reports from a workplace monitoring activity that you have conducted

· Supervisor’s, specialist’s or other’s reports on how you conducted workplace monitoring activities

· Completed reports, record sheets or other documents of the measurements you have taken

· Verbal or written statements (backed up with a 3rd party report) about how you used monitoring equipment

· A report showing your evaluation and interpretation of the results

· Demonstrated knowledge of relevant legislation (acts, regulations, codes of practice, associated standards and guidance material)

* Check that you have provided sufficient evidence of your abilities in all elements of this unit.

	1. Select measuring device/s
	
	
	
	

	2. Prepare to collect workplace information and data
	
	
	
	

	3. Use devices to collect workplace information and data
	
	
	
	

	4. Document and evaluate results of monitoring
	
	
	
	


	Assessment decision (tick).  Sufficient evidence has been provided to establish that this candidate is competent in all aspects of this unit of competency.
	Yes (
	No (

	Assessor’s signature & Date
	
	Date Candidate informed
	

	Feedback to candidate 

(skills gaps/further action)
	


	Applicant Name:
	

	BSBOHS407A  Monitor a safe workplace
	
	Examples of evidence you might provide…

	Elements
	How you have done this /
Evidence you have to support this
	Location in portfolio
	
	· Verbal or written statements (backed up with a 3rd party report) about your involvement in providing information to the workgroup about OHS policies and procedures

· Completed reports, record sheets or other documents that show your prompt dealing with issues raised through consultation, in accordance with organisational consultation procedures

·  Reports from a workplace monitoring activity that show how you have implemented and monitored the organisation’s procedures for providing OHS training 
· Reports that show your identification of hazards in the work area in accordance with OHS policies and procedures
* Check that you have provided sufficient evidence of your abilities in all elements of this unit.

	1. Provide information to the workgroup about OHS policies and procedures
	
	
	
	

	2. Implement and monitor participative arrangements for the management of OHS
	
	
	
	

	3. Implement and monitor the organisation’s procedures for providing OHS training
	
	
	
	

	4. Implement and monitor procedures for identifying hazards and assessing risks
	
	
	
	

	5. Implement and monitor the organisation’s procedures for controlling risks
	
	
	
	

	6. Implement and monitor the organisation’s procedures for maintaining OHS records for the team
	
	


	Assessment decision (tick).  Sufficient evidence has been provided to establish that this candidate is competent in all aspects of this unit of competency.
	Yes (
	No (

	Assessor’s signature & Date
	
	Date Candidate informed
	

	Feedback to candidate 

(skills gaps/further action)
	


	Applicant Name:
	

	BSBOHS408A  Assist with compliance with OHS and other relevant laws
	
	Examples of evidence you might provide…

	Elements
	How you have done this /

Evidence you have to support this
	Location in portfolio
	
	· Written action plans for complying with OHS laws

· Completed incident reports

· Emails, letters, reports or other records of communications about complying with OHS laws

· Verbal or written statements (backed up with a 3rd party report) showing how you have assisted an organisation to comply with OHS laws

· Completed reports of non compliance

· A written or verbal interpretation of specialist advice regarding the legal and regulatory framework of OHS

*Check that you have provided sufficient evidence of your abilities in all elements of this unit.

	1. Determine the legal framework of OHS in the workplace
	
	
	
	

	2. Provide advice on OHS compliance
	
	
	
	

	3. Comply with legal requirements
	
	
	
	

	4. Report incidents of non compliance
	
	
	
	

	5. Contribute to ongoing monitoring of compliance with OHS legislation
	
	
	
	


	Assessment decision (tick).  Sufficient evidence has been provided to establish that this candidate is competent in all aspects of this unit of competency.
	Yes (
	No (

	Assessor’s signature & Date
	
	Date Candidate informed
	

	Feedback to candidate 

(skills gaps/further action)
	


	Applicant Name:
	

	BSBRSK401A  Identify risk and apply risk management processes
	
	Examples of evidence you might provide…

	Elements
	How you have done this /

Evidence you have to support this
	Location in portfolio
	
	· A list of prioritised risks

· A complete risk register

· Records of statistics or data that you have collected about risks

· Report or records of your evaluation of risks that you have identified, analysed and evaluated

· Records of how risks were treated

· Records of monitoring of risks

· Verbal or written statements (backed up with a 3rd party report) about how you identified and managed risks

· Evidence of implementing control measures for your own area of operation and/or responsibility

* Check that you have provided sufficient evidence of your abilities in all elements of this unit.

	1. Identify risks
	
	
	
	

	2. Analyse and evaluate risks
	
	
	
	

	3. Treat risks
	
	
	
	

	4. Monitor and review effectiveness of risk treatment/s
	
	
	
	


	Assessment decision (tick).  Sufficient evidence has been provided to establish that this candidate is competent in all aspects of this unit of competency.
	Yes (
	No (

	Assessor’s signature & Date
	
	Date Candidate informed
	

	Feedback to candidate 

(skills gaps/further action)
	


	Applicant Name:
	


	BSBREL401A  Establish networks
	
	Examples of evidence you might provide…

	Elements
	How you have done this /

Evidence you have to support this
	Location in portfolio
	
	· Third party reports and/or supervisor reports about your communication, networking and/or negotiation skills.
· Copies of emails, meeting minutes, reports, etc showing your involvement in establishing and maintaining networks and business relationships.

* Check that you have provided sufficient evidence of your abilities in all elements of this unit.

	1. Develop and maintain business networks
	
	
	
	

	2. Establish and maintain business relationships
	
	
	
	

	3. Promote the relationship
	
	
	
	


	Assessment decision (tick).  Sufficient evidence has been provided to establish that this candidate is competent in all aspects of this unit of competency.
	Yes (
	No (

	Assessor’s signature & Date
	
	Date Candidate informed
	

	Feedback to candidate 

(skills gaps/further action)
	


	Applicant Name:
	

	BSBWRK401A  Develop and implement an organising plan
	
	Specific evidence may include…..

	
	
	· organising plan(s)

· written evaluations

· situation analysis (research and map of workplace)

· demonstrated achievements and agreed objectives

· written statement of how you consulted and engaged key stakeholders in workplaces to implement and modify organising plans 

· written statement of how you involved workers in implementing the plans

· written statement of how you evaluated work plans 

· written statement of how you identified and managed barriers to and progress of plans 

	Elements
	How you have done this /

Evidence you have to support this
	Location in portfolio
	
	· 

	1. Develop organising plans
	
	
	
	

	2. Implement organising plans
	
	
	
	

	3. Evaluate organising plans
	
	
	
	


	Assessment decision (tick).  Sufficient evidence has been provided to establish that this candidate is competent in all aspects of this unit of competency.
	Yes (
	No (

	Assessor’s signature & Date
	
	Date Candidate informed
	

	Feedback to candidate 

(skills gaps/further action)
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