[bookmark: _GoBack][image: ]If you have work experience, life experience or have completed education or training which may be relevant to your programme, you may qualify to gain credit towards a course/s using the Open Polytechnic Recognition of Prior Learning (RPL) process. Credit recognition may not exceed two thirds of a programme, or as specified in the programme regulations.
	PERSONAL DETAILS
	Which Open Polytechnic programme of study are you seeking credit for?

	Name:
	
	Student ID:
	
	

	Address:
	
	Programme Code:
	

	
	
	Programme Name (include major if applicable):

	Day-time phone
	
	Alternative Phone:
	
	

	Email:
	
	

	Open Polytechnic course/s you wish credited.
Course Code and Title 
	Course credits
	Course Level
	Institution Name
	Open Polytechnic Use Only
Recommendation for Approval or Decline*
	Open Polytechnic Use Only
RAC Decision
Approved/Declined*

	Example: 72144 Professional and Technical Writing
	20
	5
	Diagnostics Relevant for User Groups report with verification that I am the author
	

	


	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Student Declaration
☐	I have enclosed original or certified copies of documentation to support my application. 
☐	I have paid the fee ($15 per credit applied for) and understand the fee is non-refundable 	Date paid:	  
☐	I understand the outcome of this application may affect my student loans, fees and allowances
☐	I agree that my verifiers can be contacted by Open Polytechnic to clarify attestations if required
☐	I declare that the information provided in this application is true and correct

Signature:		Date:	
	Recommendation by 

	
	Name:
:   
	Signature:
:     

	
	Position:
:     

	*Reasons for any Decline recommendations and/or decisions to be detailed:
        

	PDM approval of recommendation:
:     
	Date:
:     


	Academic Registry
Date received: 	Amount paid:	Action:




[image: ]Your application for RPL must include a portfolio of evidence that shows how your prior experience or learning meets each of the learning outcomes in each of the courses you wish to receive credit for. Our Customer Service team can supply the learning outcomes for Open Polytechnic courses.

Use this form to explain how the evidence you have collected matches the learning outcomes of the course/s you wish to have credited. Please complete one table for each course, adding lines to the tables if the course you wish credited has more than four learning out-comes, and adding tables if you are applying for more than two courses. 
Attach your evidence to the application in the order you have detailed it below.

Open Polytechnic Course code and title: 
	Learning outcome
	Evidence provided
	Summarise how your evidence meets the learning outcome 

	Example: Learning Outcome 1
Prepare company financial statements that comply with legal requirements.
	Financial Statement for Zoom Exercise Studio.
Letter of verification of competency from the accountant at Zoom
	I have prepared financial statements for Zoom Exercise Studio for 3 years. These have been used by the company accountant to prepare the annual company accounts. The company accountant verifies this in an attestation letter.

	
	
	

	
	
	

	
	
	

	
	
	



Open Polytechnic Course code and title: 
	Learning outcome
	Evidence provided
	Summarise how your evidence meets the learning outcome 

	
	
	

	
	
	

	
	
	

	
	
	





Information for Recognition of Prior Learning (RPL)  
	What do I need to pay?
The fee for an RPL application is $15 per credit applied for. 
As an example, if your application is for 3 courses which are 20 credits each, the fee would be 60 x $15 = $900
What can I use as evidence?
The Open Polytechnic does not award credit for work or life experience based solely on the experience itself. The credit that is awarded is based on your depth and quality of learning that is derived from that experience.
Your portfolio of evidence should include comprehensive evidence that clearly matches learning outcomes from the courses that credit is being requested for. If we cannot establish that you have met the learning outcomes from the evidence you provide, your application will not be approved. 
Refer to Open Polytechnic’s website for FAQs and for more detailed information on Recognition of Prior Learning.
	Examples of evidence that can be combined for your portfolio are:
· Samples of your work that reflects the learning outcome/s of the course, with your name clearly attached to the portions of the evidence that you created.
· Professional development - training and courses you have completed. 
· Awards or certifications. 
· Details and evidence of relevant voluntary and community work.
· Up-to-date CV that reflects the skills, knowledge and attributes of the course you are hoping to achieve, but please note that this is not sufficient evidence by itself. The skills and knowledge must be substantiated by verification. 
Verification of this learning or work/life experience must also be provided, in the form of attestation or letter of validation or confirmation from a credible and trustworthy source (cannot be from family, friends or co-workers). These must be on the verifier’s letterhead, or there must be some evidence of the verifier’s standing in the Community. Examples of credible sources are:
· your previous or current employer
· community leader
· previous teacher
· local councillor
· church leader.







	Send completed application to:
[image: ]Services Team 
Academic Registry
Open Polytechnic
3 Cleary Street
Private Bag 31914
Lower Hutt 5040
New Zealand

Email: academicrecords@openpolytechnic.ac.nz
	How to pay?
[image: ]Pay at any ANZ branch or through internet banking.
The Bank Account Number is 01-1824-0005423-000
Code – your name
Particulars – your Open Polytechnic student number (if available) 
Reference – RPL

	What next?
[image: ]Your application will be evaluated by the Open Polytechnic. Once a decision has been made, you will be advised in a letter from Academic Registry. The Open Polytechnic will process your application as quickly as possible.
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