
 

Record of Prior Learning (RPL) Policy 

1. Policy Statement 

ARMR Training Academy recognises that individuals acquire valuable knowledge, skills, and 
competencies through diverse experiences, including formal education, informal learning, 
work experience, volunteering, and life experiences. This Record of Prior Learning (RPL) 
Policy outlines the principles and procedures for assessing and formally recognising such 
prior learning to grant credit, exemptions, or advanced standing towards our courses, 
qualifications, or programs. Our aim is to provide flexible and accessible learning pathways, 
reduce duplication of learning, and acknowledge the rich and varied experiences of our 
learners. 

2. Purpose 

The purpose of this policy is to: 

●​ Establish a clear and consistent framework for the assessment and recognition of 
prior learning. 

●​ Ensure fairness, transparency, and equity in the RPL process. 
●​ Provide clear guidelines for applicants and assessors involved in RPL. 
●​ Promote access to learning and reduce barriers for individuals with demonstrable 

prior knowledge and skills. 
●​ Prevent unnecessary repetition of learning and optimise the learner's journey. 
●​ Maintain the academic integrity and quality of our courses and qualifications. 

3. Scope 

This policy applies to all applicants seeking admission to, or credit for, courses, 
qualifications, or programs offered by ARMR Training Academy, who believe they possess 
relevant knowledge, skills, or competencies acquired outside of our formal education 
system. 

4. Definitions 

●​ Prior Learning: Knowledge, skills, and competencies gained through formal, 
non-formal, or informal learning experiences. 

●​ Formal Learning: Learning that occurs in an organised and structured environment 
(e.g., schools, universities, accredited training providers) and typically leads to a 
qualification. 

●​ Non-formal Learning: Learning that occurs through planned activities outside of 
formal education (e.g., workshops, seminars, structured on-the-job training, 
community courses). 

●​ Informal Learning: Learning that occurs through daily life activities, work, family, or 
leisure, often unintentional and unstructured. 

●​ Record of Prior Learning (RPL): The process by which prior learning is assessed 
and recognised for academic credit, exemptions, or advanced standing. Also known 



 

as Recognition of Current Competencies (RCC) or Recognition of Experiential 
Learning (REL). 

●​ Credit: The recognition of prior learning towards a specific course or qualification, 
reducing the need to complete particular units or modules. 

●​ Exemption: Release from the requirement to complete a specific component of a 
course or program due to demonstrated prior learning. 

●​ Assessor: A qualified individual appointed by ARMR Training Academy to evaluate 
RPL applications against defined learning outcomes and assessment criteria. 

5. Principles of RPL 

The RPL process at ARMR Training Academy is guided by the following principles: 

●​ Fairness and Equity: All applicants will be treated fairly and consistently, regardless 
of their background or the nature of their prior learning. 

●​ Transparency: The RPL process, criteria, and outcomes will be clear and accessible 
to all applicants. 

●​ Validity: The assessment of prior learning will be directly relevant to the learning 
outcomes and assessment criteria of the course/qualification for which credit is 
sought. 

●​ Reliability: The assessment methods used will be consistent and produce similar 
outcomes regardless of the assessor. 

●​ Sufficiency: Applicants must provide sufficient evidence to demonstrate that their 
prior learning meets the required standards. 

●​ Authenticity: The evidence provided must genuinely relate to the applicant's own 
learning and experience. 

●​ Currency: The knowledge and skills demonstrated through prior learning must be 
current and relevant to the demands of the course/qualification. 

●​ Confidentiality: All information provided by applicants during the RPL process will 
be treated with strict confidentiality. 

6. RPL Process 

The RPL process typically involves the following stages: 

●​ 6.1. Initial Inquiry and Information Gathering:​
 

○​ Prospective applicants are encouraged to discuss their prior learning with an 
admissions advisor or designated RPL contact at ARMR Training Academy to 
determine the potential for RPL. 

○​ Information will be provided on the RPL policy, process, required 
documentation and available support. 

●​ 6.2. Application Submission:​
 

○​ Applicants will submit any form of certification evidence. 
○​ The application must include a detailed breakdown of the qualification 

including the name of participant, name of course, level of course, course 
date completed and course code. 



 

 

●​ 6.3. Initial Assessment and Screening:​
 

○​ A designated RPL coordinator or assessor will conduct an initial screening of 
the application to ensure all required documentation is submitted and that 
there is a reasonable prospect of successful RPL. 

○​ If the application is deemed incomplete or unlikely to meet the criteria, the 
applicant will be advised and given the opportunity to provide further 
information. 

●​ 6.4. Formal Assessment:​
 

○​ A qualified assessor(s) with subject matter expertise will meticulously 
evaluate the submitted portfolio of evidence against the specific learning 
outcomes and assessment criteria of the relevant course units/modules. 

○​ Assessment methods may include, but are not limited to: 
■​ Review of documentation (certificates, transcripts, job descriptions, 

work samples). 
■​ Interviews. 
■​ Practical demonstrations or skills tests. 
■​ Written assignments or examinations. 
■​ Third-party verification (e.g., employer references). 

○​ The assessor will make a judgment on whether the prior learning 
demonstrably meets the required standards. 

●​ 6.5. Outcome and Notification:​
 

○​ The RPL assessment outcome will be formally communicated to the applicant 
in writing. 

○​ The notification will clearly state: 
■​ Whether RPL has been granted or not. 
■​ The specific units/modules for which credit/exemption has been 

awarded. 
■​ The reasons for the decision, particularly if RPL is not granted or only 

partially granted. 
○​ Successful RPL outcomes will be formally recorded on the applicant's student 

record. 
●​ 6.6. Appeals Process:​

 
○​ Applicants who are dissatisfied with the RPL outcome have the right to appeal 

the decision. 
○​ The appeals process will follow ARMR Training Academy's standard student 

appeals policy. 
○​ Appeals must typically be submitted within 10 working days of receiving the 

RPL outcome notification. 

7. Evidence Requirements 



 

Applicants are responsible for compiling a comprehensive portfolio of evidence that clearly 
demonstrates how their prior learning meets the learning outcomes of the specific course 
components for which they are seeking credit. Evidence may include, but is not limited to: 

●​ Formal Qualifications: Certified copies of academic transcripts, certificates, 
diplomas, degrees. 

●​ Professional Development: Certificates of attendance from workshops, seminars, 
training courses. 

●​ Volunteering: Documentation of roles, responsibilities, and achievements in 
volunteer capacities. 

●​ Life Experiences: Reflective statements demonstrating learning from significant life 
events, projects, or self-directed study. 

●​ Portfolios/Projects: Evidence of completed projects, presentations, publications, or 
creative works. 

●​ Testimonials/References: From credible individuals who can attest to the 
applicant's knowledge and skills. 

●​ RPL-specific assessments: Where required (e.g., challenge exams, practical 
demonstrations). 

All evidence must be verifiable, authentic, current, and sufficient to demonstrate 
competence. 

8. Limitations and Considerations 

●​ Maximum Credit: ARMR Training Academy may set a maximum percentage or 
number of credits that can be granted through RPL for any given course or 
qualification (e.g., typically up to 50% or 75% of a qualification, but this may vary by 
program). This ensures that a substantial portion of the learning is undertaken within 
our institution. 

●​ Course-Specific Restrictions: Certain courses or professional accreditation 
requirements may have specific limitations on RPL. These will be clearly 
communicated to applicants. 

●​ Age of Prior Learning: While there is no strict expiry date for prior learning, 
assessors will consider the currency of the knowledge and skills in relation to the 
demands of the current course/qualification. 

9. Roles and Responsibilities 

●​ Director(s): Overall oversight and approval of the RPL policy. 
●​ Academic/Course Leaders: Define and review learning outcomes and assessment 

criteria relevant for RPL. Ensure consistency in assessment standards. 
●​ RPL Coordinator: Provide initial advice to applicants, manage the application 

process, maintain records, and communicate outcomes. 
●​ RPL Assessors: Conduct fair, valid, and reliable assessments of RPL applications 

against established criteria. Maintain confidentiality. 
●​ Applicants: Provide accurate and sufficient evidence of prior learning, participate in 

the assessment process as required, and adhere to policy guidelines. 

10. Quality Assurance and Review 



 

●​ This RPL policy will be reviewed periodically every academic year to ensure its 
effectiveness, relevance, and alignment with best practices and regulatory 
requirements. 

●​ Regular training will be provided to RPL assessors to ensure consistency and quality 
in assessment judgments. 

●​ Feedback from applicants and assessors will be actively sought to inform policy 
improvements. 

●​ RPL outcomes will be monitored to ensure academic integrity and program quality 
are maintained. 

11. Related Policies and Procedures 

This policy should be read in conjunction with other relevant ARMR Training Academy 
policies, including: 

●​ Student Appeals Policy 
●​ Data Protection and Privacy Policy 

12. Policy Review Date: 09/06/2025 

13. Next Review Date: 01/08/2026 

Contact us 
 
If you have any queries about the contents of this policy, please contact ARMR Training 
Academy via info@armrta.co.uk 
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