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Introduction
Welcome to the Real Estate Institute of New South Wales (REINSW)
Recognition of Prior Learning (RPL) process.

This guide has been developed for people who work in the real estate
industry, who have developed a wide range of industry skills, capabilities and
experiences but do not have a Nationally Recognised Australian Qualification
relevant for licensing by NSW Fair Trading.

What is Recognition?

Recognition, which is often called Recognition of Prior Learning (RPL), is the
process by which your existing skills, knowledge and experience gained
throughout your life, regardless of how these were acquired, are recognised
towards the achievement of a Nationally Recognised Qualification or
Statement of Attainment (SoA).

At REINSW our RPL philosophy is that you shouldn’t have to spend time
relearning skills in which you are already capable. Therefore, we offer all
learners the opportunity to access recognition.

How does recognition work?

Obtaining formal recognition of your competence, based on your life and work
experience is, as you might expect, covered by a set of rules which must be
followed.

The recognition process is an assessment process that takes into
consideration your existing knowledge, skills and experience.

For an assessor to make a judgement of your capability, against units of
competency as set out in nationally accredited Training Packages, you will be
asked to provide evidence demonstrating your existing knowledge, skills and
experience.

This will take the form of documentary evidence but will also include other
forms of evidence, such as data gathered through interviews and practical
demonstrations. An assessor can observe your skills and ask you relevant
questions to determine your level of knowledge and expertise.

Evidence must be current. REINSW defines this as within the last 12 to 18
months. Evidence is also required to meet current industry standards,
legislation and practices.

Don’t worry too much about the rules of evidence, this is why you
have an assigned REINSW assessor to guide you through the RPL
process.

Stakeholders in the recognition process
The key stakeholders in any recognition process are you, the applicant, the
assessor, and your employer.
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Applicant role
* To gather and collate relevant evidence
 Complete the necessary documentation

» Participate in a competency conversation and other assessment focused
tasks as required

Assessor role

« Guide, and where appropriate, facilitate the applicant’s evidence
collection

« Map the applicant’s evidence to the unit(s) of competence

* Assess the applicant’s evidence against the unit(s) of competency
assessment criteria

» Assess the applicant via the evidence provided and the competency
conversation

As an applicant for recognition you must collect information that proves you
have the skills and knowledge that align to an Australian Nationally
Recognised Qualification or Statement of Attainment.

An assessor will look at your evidence to determine which skills can be
recognised against all the units of competence within the qualification, or for
the unit(s) of competence for which you are requesting recognition.

If you do not have enough evidence to prove that you have the skills and
knowledge required for the qualification, you will first have the opportunity to
collect and provide additional evidence.

If the evidence you have provided is still insufficient, you will be advised of
the training requirements to fill any remaining gaps. If this is necessary there
may be additional costs associated. If this is the case REINSW will fully
explain these costs to you.

It is important that the evidence you collect is relevant and current to the
qualification and its corresponding units of competence, and that all your
evidence relates to work that only you have done, not someone else.
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The RPL Process Explained

The RPL process is made up of three stages, as detailed below.

Stage 1 Self-assessment
o Application and payment of administration fee
$500 GST free
o Self-assessment questions and documentation
upload
e Evidence Kit including Third Party Report
Stage 2
Competency Conversation with REINSW
e Additional Evidence supplied if needed
e REINSW recommendation on recognition and
path forward
Stage 3

Payment of Recognition fee $1300 GST free. Issue
of Statement of Attainment or Qualification

¢ Gap training undertaken where required
Please note that the Recognition fee
includes an allowance of a certain level
of gap training per individual.

e Should you require more gap training than is
allowed for in the fee, then additional costs will
be applicable. REINSW will ensure that to the

best of its capacity any addition fees will be
keep to a minimum.

Stage 1 - Self Assessment

The purpose of self-assessment is to allow you to complete a series of
questions to assist you in determining whether you have the skills and
knowledge relevant to the units of competence contained within the
qualification.

The self-assessment contains questions related to the standard tasks
performed by real estate agents in a variety of contexts, REINSW calls these
clusters. In total there are eight clusters. They are:

¢ Client Relationships . Risk Management
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e Trust Accounting . Keeping the Books
* List and Market Property . Property Sales

¢ Property Management . Present at Tribunals

The questions for each cluster also relate to how frequently you perform the
task and the standard to which you perform the task.

Do not fear if there is a cluster or two that you are not confident with or are

unable to present much evidence for — this will be handled as part of the
process.

REINSW expects that most learners will need more support or gap training for
up to two clusters.

Recognition of Prior Learning - CPP40307
o W o gty o 6 Mar AU 500,00

In each cluster there are four sections that need to be completed.

STEP 1: Read each statement or question and answer by selecting the best
option from the corresponding drop-down box.
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% '\ & asga-Google Search X

pm.au/testplayer/player/fexamplayer?id=918cTb01 -d9{3-e611-80c1-00031f431 790

¢ Welcome, Nerida Wood | Log off

Bz«

1. When handling enquines from chients do you deliver a high level of senice? N |

2. You are able to develop rapport with clients to determine needs, preferences and requirements Never

3 Your communication style is culturally appropriate to meet the needs of all cultural groups Weekly

Monthly  ——
4. You are proactive in offering posilive feedback to clients I \

5. Your ability to have clear and open discussions to clanfy 1ssues and identify desired outcomes and address
potential barmers 1s

6. You are actively involved in negotiation processes to complete listing of properties for sale - |
7 You are actively involved in negoftiation processes to complete listing of properties for management - |

8. You manage potential and real dispules with parties to property transactions v |

9 Your ability to negotiate in a professional manner with parties involved in property transactions to reach a desired
outcome 15

10. You evaluate the effectiveness of responses to conflict and disputes in an effective manner in a format suitable
for analysis

11 You are involved in the implementation and review of client — agency relationship management strategies ¥ |

12. You actively promote yourself and the agency to potential and existing clients v |

= - c

STEP 2: Give an overview of your experiences related specifically to the
cluster. Be sure to include examples along with timeframes. You are free to
detail as much as you believe is relevant to give REINSW the best picture of
your knowledge and skills. If we need more we will come back to you and
request it.

The information can be presented as dot points or as standard paragraphs,
whatever you are comfortable with will work for REINSW.
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® 4 & asga - Google Search *

Rl 2 KNS

Give an overview of your experisnce

| have worked in property management for 5 years and during that
time | have ....|

STEP 3: It is your responsibility to collect relevant and current evidence
related to each cluster. Keep in mind the following three key points when
collecting your evidence:

* The evidence you provide must be evidence of your own work, not
someone else’s

* Your evidence needs to match that specific cluster (units of
competency)

» The skills you are claiming and evidence you provide must be current.
(It is no good trying to claim recognition for something you did once 6
years ago and have never done again).

To assist you, Tab 3 on the REINSW online portal gives examples of the type
of evidence and documents needed. You can, of course, supply additional
documents so long as they are relevant and appropriate to the cluster.
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| G asqa-Google Search X

player/player/examplayer?id =916¢7601

¢ Welcome, Nerida Wood | Log off

REINSW
R s )

Can you provide the following documents in support of your application.
These documents need to current and authentic.

Copies of documents outlining successful resolution of a dispute

Yes |+ |
Agency policies and procedures for conflict resolution No |- |
Plans and strategies incorporating professional development requirements for self and agency staff Yes |+ |

= - D

STEP 4: Upload all your evidence at this point for the specific cluster. This is
also your opportunity to supply any relevant additional documentation.

5 asga - Google Search o

yer/player/examplayer?id=916c7b01-d9f3-e611-80c1-0003ff491790

¢ Welcome, Nerida Wood | Log off

REINSW
ek - |

Upload your documents here

Add File

Choose Files L GRIERS TR ]

Blank Ingoing Inspection 2016 Kellee Pace Marked.pdf 725.38 KB M
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Now repeat the above four steps for each of the eight clusters!

Are there any rules about the evidence | need to collect?

All the evidence you provide must meet the rules of assessment as set out in
the Standards for training organisations before your assessor is able to assess
the evidence.

“
«Evidence collected must focus on the appropriate
knowledge and skills specified in the performance
criteria and evidence guides of the qualification or
unitis) of competency for which you are applying.

-
'\-hll
«Encugh evidence must be collected to show
competence across all elements according to the
performance criteria of the wnit{s) of competence
A
~,

«Currency of evidence - sometimes evidence of
competence is too old. Evidence more than 12-18
months odd may not be EEEEdPtf;I and/or must also

rmatch current industry standards and practice

A

“
«Evidence needs to be checked to ensure that it
actually relates to you the person being assessed.
Validation by a third party may be necessary.

y
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RPL Evidence Kit

The second part of your self-assessment is the Evidence Kit, which you
download directly from the portal. The RPL Evidence Kit is an editable
Microsoft Word document and as such the best approach is to download and
save it to your desktop so that you can work on it easily.

Once you have fully completed the RPL Evidence Kit simply upload to the
platform — more information on this is contained later in this document.

Upload Practical Activity

Work History

Within the RPL Evidence Kit you will need to provide evidence of at least one
year’s current work history.

Please supply correct and up to date contact details for previous and current
employers. The contacts you provide may be called upon to confirm your skills
against the qualification as part of the recognition process.

Good practice would be to contact these people prior to supplying their
details. Advise them that you are undertaking a recognition process with
REINSW and to expect a call from an REINSW assessor.

© REINSW 2017 RPL Guide v3.1 May 2018 PAGE 10
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Third Party Report

The purpose of this report is to allow a “third party” to confirm that you can
competently complete all the tasks that are relevant to working in the real
estate industry to an acceptable industry standard.

A “third-party” needs to be an employer, either past of present, or current
supervisor or team leader. Ideally, this third-party’ will be able to verify that
you can perform the tasks described in the Third Party report.

As with your work history your “third party” will be contacted by an REINSW
assessor to authenticate the report and confirm your skills.

Stage 2

After you have submitted your self-assessment, third party report, and all the
required evidence that you have gathered against the clusters on the online
platform REINSW will undertake the following steps:

* Review all forms of evidence and reports initially to confirm that you
have supplied a valid submission; if not REINSW will notify you and
offer you the opportunity to resubmit with the additional information

» Assign you to a specific REINSW assessor once we have verified your
valid recognition submission

* Your assigned REINSW assessor will complete a thorough review of all
submitted documentation. Your assessor will be looking at the
alignment of the self-assessment to the evidence supplied and the
comments and points from the third party report

* If there are any gaps or questions about your self-assessment, a
REINSW assessor will be in touch promptly to address these.

 Competency conversation will take place - the goal is to allow you to go
into greater detail and further explain how you do things at work,
providing further evidence of your skills, knowledge and capabilities

© REINSW 2017 RPL Guide v3.1 May 2018 PAGE 11
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Competency Conversation

During the interview you will be required to answer a broad range of
predetermined and relevant questions that will aid the assessor in gaining a
full picture of your competence against the units of competence that make up
the qualification.

Please be prepared for this process to take some time. Allow at least two to
three hours.

In some cases we may require an additional interview. This would occur as a
result of either insufficient time for the first interview or to gather more
information about your experience. If another interview is required with you,
an alternative time and date will be booked.

The information provided in the competency conversation will be recorded,
and kept as a record of the conversation for the purpose of evidence of
competence and will be held for auditing purposes by REINSW.

Additional Evidence

The assessor may also request further documentary evidence as an extension
of items discussed within the competency conversation.

While it may appear that REINSW is collecting a lot of evidence, we believe
that the more evidence we have from you about your skills and experience,
the more straightforward it is for us to determine your capability for
recognition.

Also, it’'s good to note that all the evidence you supply is regarded as
confidential. If you are concerned, please request a copy of our privacy

policy.
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REINSW Recommendation on Recognition

REINSW will advise you on the outcome of your recognition application once
all the steps and processes above are concluded.

It is important to remember that each individual’s recognition outcome will be
unique to their skills and experiences.

If appropriate the recommendation will include options if there are gaps in
your skills and experience that will be best resolved by undertaking training.

The outcomes may include:

* Recognition for a full qualification with the recommendation being
issuance of the Certificate for that qualification in STAGE 3

* Recognition for specific units of competency will occur if your skills and
expertise are specialised in a particular area of practice in the industry.
Therefore, the recommendation will be the issuance of a Statement of
Attainment for those units of competency in STAGE 3. In addition, the
recommendation will also detail the recommended pathway to fill the gaps and
obtain the full qualification which will most likely involve participating in gap
training.

Stage 3
This stage is the end game in the recognition process and commences with
the final payment of the Recognition Fee of $1300 GST free.
The fee covers the following:
» Issuance of your Certificate or Statement of Attainment

* Two clusters of training to fill the identified skills gaps from the
recommendation at the end of Stage 2

Gap Training

If you were unsuccessful in your recognition application for up to two of the
clusters and you are unable to provide further valid and sufficient evidence
you will be required to complete the unit(s) or cluster(s) either by eLearning
or in class learning. If this is the case you will be advised of the options for
further training.

The options recommended will be specific to you and your circumstances and
designed to support you to easily move towards attainment of the full
qualification.

© REINSW 2017 RPL Guide v3.1 May 2018 PAGE 13



N
VREINSW

REAL ESTATEISTITUTE
OF MEW SOUTH WALES

Additional Fees

Should the recommendation made at the conclusion of Stage 2 determine that
you require a third cluster to be completed via training, that cost will be in
addition to the Recognition Fee and will be at 50% of the applicable member
or non-member cost for that individual course.

Lastly, if the recommendation from Stage 2 is that you need four or five of the
clusters to be undertaken via training REINSW will transfer all fees you have
paid to date to your enrollment in the standard Certificate IV program.

The units of competency you have achieved from the recognition program will
also be transferred and you will not complete any further work or training in
relation to them.

All additional fees payable will be clearly identified to you and should you wish
to seek clarification please do not hesitate to contact REINSW.

Please Note: Confidentiality issues

It is important that sensitive information is not included as part of any
documentation you submit as evidence. You may need authorisation from
your supervisor to use some of your evidence, so it is always best to check
the privacy and confidentiality policies of your agency.

Client names should be deleted and financial figures or other personal details
should be blacked out or made unidentifiable. Your evidence portfolio will be
returned unassessed if evidence does contain sensitive documents.
Consequently, you will be required to resubmit.

© REINSW 2017 RPL Guide v3.1 May 2018 PAGE 14
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What happens if | don’t have enough evidence?

If you are unable to gather sufficient evidence to prove your competency, the
REINSW assessor will help you by either giving you more time to gather
additional evidence or suggesting different options for the evidence that you
gather for the recognition process.

Alternatively, you will have the option to undertake additional training in units
or clusters for which you did not have enough evidence. This could be via
eLearning or in a classroom.

Also, you could participate in a workplace assessment. This can be done by
the assessor who will observe you undertaking specific tasks in your
workplace. If you elect to attend additional training, the assessments you
undertake during that training will be used to determine your level of
competence.

Similarly, if the assessor comes to your workplace to observe you carrying out
your work duties, their observations together with your responses to
additional questions will be used as evidence to make a judgement of your
competence.

What if | disagree with my assessment result?

REINSW endeavors to address any disagreements on assessment results as
fairly and equitably as possible and in a timely manner. Please refer to the
assessment appeals process in REINSW learner handbook.
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