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AP083 Credit Transfer Policy and Procedures
1. Purpose

The purpose of this policy is to ensure that Go Workplace Training (GWPT) supports VET students who have
previously completed equivalent training products to obtain credit transfer in a manner that is fair,
transparent, consistent, and maintains the integrity of the training product.

This policy meets the requirements of Outcome Standard 1.7 of the National Vocational Education and
Training Regulator (Outcome Standards for Registered Training Organisations) Instrument 2025.

2. Scope

This policy applies to all current and prospective students of Go Workplace Training seeking credit transfer for
equivalent units of competency or modules completed through GWPT or another Registered Training
Organisation (RTO).

This policy applies to all nationally recognised training products on GWPT’s scope of registration, unless credit
transfer is restricted by licensing, regulatory, or training package requirements.

3. Definitions

e Credit Transfer - The process of recognising and awarding credit for prior successful completion of an
equivalent unit of competency or module.

e Equivalent training product - A unit or module that is identical in code and title, or a superseded unit
that has been determined as equivalent by the training package developer and published on the
National Register.

e AQF Certification Documentation - A qualification, Statement of Attainment, or authenticated VET
transcript issued by an RTO in accordance with the Australian Qualifications Framework.

e Authenticated VET Transcript - A verified transcript accessed via the USI Transcript Service or verified
directly with the issuing RTO.

4. Policy statement
Go Workplace Training ensures that:

e Students are informed of their right to apply for credit transfer prior to enrolment and during
enrolment via the student pre-enrolment booklet and this Credit Transfer Policy and Procedure,
which are accessible on the RTO’s website.

e Credit transfer decisions are based on evidence of prior completion of an equivalent training
product.

e All decisions relating to credit transfer are documented, transparent, consistent, and equitable.

e Credit transfer is granted only where equivalence is clearly evidenced and verified.

e  Where credit transfer is not granted, students are offered appropriate alternative pathways, such as
Recognition of Prior Learning (RPL), where applicable.
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5. Eligibility for Credit Transfer

A student may be eligible for credit transfer where they can provide evidence that they have successfully
completed:

e The same unit of competency with the current unit code and title, or
e Asuperseded unit of competency that the training package developer has determined to be
equivalent and published on the National Register.

Where a unit has been superseded and deemed equivalent more than once, GWPT may conduct a mapping
analysis to ensure the relevance and integrity of the assessment. If gaps in training or assessment are
identified, credit transfer may be refused.

GWPT will not issue a qualification or Statement of Attainment where all units have been completed through
credit transfer or RPL at another RTO, unless permitted under the Standards and training product
requirements.

6. Evidence requirements

Students applying for credit transfer must provide:

e A copy of the qualification and/or Statement of Attainment issued by the original RTO, and/or
e An authenticated VET transcript accessed via the USI Transcript Service.

GWPT will verify the authenticity of all AQF certification documentation by one or more of the following
methods:

e Direct contact with the issuing RTO
e Accessing the USI Transcript Service
e Verification through the relevant RTO regulator or authorised verification portal

Credit transfer will not be granted without successful verification or authentication.
7. Fees
A non-refundable Credit Transfer administration fee of $195.00 per unit of competency applies.

This fee is payable at enrolment upon lodgement of the Credit Transfer application and covers administrative
processing and verification activities.

Any additional fees charged by issuing RTOs for authentication or verification are the responsibility of the
applicant and not Go Workplace Training.
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8. Procedure

e Step 1: Student information

o Students are informed of credit transfer opportunities through GWPT’s website, enrolment
materials, and Credit Transfer Policy and Application Form.

o Licensing and/or regulatory requirements must first be confirmed to ensure a unit or module
is eligible for credit transfer. Please contact us before lodging the credit transfer application
and processing the fees.

o Students may access the National Register via training.gov.au to check whether the unit they
are applying for credit transfer is equivalent to the units they hold. Screenshots are provided
below for additional information. Students may also contact GWPT for any clarification.
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Search the National Training Register

Nationally recognised training v

O, dilie200

TLILIC2001A Licence to aperate a forklift truck

TLILIC2002 Licence to operate an order picking farkiift truck

& 23 training.gov.auftraining/details/TLILIC2001 /unitdetails

Unit of competency Show history

TLILIC2001 Licence to operate a forklift truck TLILIC0O003 - equivalent

Usage recommendation  Superseded  29/Feb/2016 @ - 1?(59‘9/2013

Release ( 1 v Current 29/Feb/2016
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Q

25 training.gov.auftraining/detalls/TLILICO003/unitdetails

Unit of competency Show history

Supersedes:
TLILICO003 Licence to operate a fork|if guitiierl) BRI

Usage recommendation Current 13/Sep/2018‘
Release ( 1 v Current 13/Sep/2018

e Step 2: Application and fees

o The student completes and submits the Credit Transfer Application Form, including all
required documentation and payment of the applicable fee.

o Applications for credit transfer must be submitted using the approved Credit Transfer
Application Form and must include all required supporting evidence and payment of the
applicable administration fee. Incomplete applications will not be processed.

o Applications from students who have previously completed the equivalent unit of
competency with GWPT will be processed within 10 working days. This timeframe may not
be achievable where qualifications or Statements of Attainment have been issued by another
RTO, as the credential authentication processes and associated processing times of external
RTOs may vary.

e Step 3: Verification

o GWPT verifies the authenticity of the submitted documentation by contacting the issuing
RTO and/or directly accessing the USI Transcript Service.

o Verifying authenticity of certification:

= a) Contacting the issuing RTO

e  GWPT will contact the RTO that issued the qualification and/or statement of
attainment to confirm its authenticity (via email).

e The RTO will be asked to verify the certificate number or statement of
attainment number and confirm that it was issued to the student or client
who has presented the document.

e  GWPT will record the details of the verification, including the date and time
of the telephone call and the name of the RTO representative.

= b) Accessing the USI transcript online

e To allow GWPT to view an applicant’s transcript online, the applicant must
activate permission for access through the USI Registry System.

e Applicants can activate this permission at any time using a smartphone or
internet access. GWPT will view the applicant’s USI transcript via the USI
Transcript Service (Www.usi.gov.au).

e Applicants who submit printed or emailed PDF copies of a USI transcript will
have these checked against the record held in the USI Registry System.
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Examples of situations where an RTO cannot be contacted for student record verification
include the following:
= The RTO has ceased trading and is no longer operating, and no successor
organisation has been appointed to manage its student records.
= The RTO'’s registration has been cancelled or expired, and current contact details are
no longer available through ASQA or other regulatory bodies.
= The RTO has entered liquidation or administration, resulting in the closure of offices
and disconnection of phone numbers and email accounts.
= The RTO fails to respond after multiple documented attempts using all available
contact methods, including phone, email, and registered correspondence.

In these situations, GWPT will contact the relevant regulator, such as ASQA, VRQA, or TAC, to
request access to student records, or may ask the student to do so. When making a request
to the regulator, the student must also include the GWPT info email address as a recipient
email to enable authentication of their Statement of Attainment.

If students’ Statements of Attainment or qualifications cannot be verified, the credit transfer
application will not be approved.

Equivalence Assessment
GWPT assesses whether the unit(s) completed are equivalent to the unit(s) on GWPT’s scope
of registration.
GWPT may conduct a mapping analysis for units that have been ‘superseded equivalent’
twice or more to assure ourselves that the assessment of competence is still relevant. If we
find there is a gap in either the training or the assessment, we may refuse the credit transfer.
Decision
A decision is made to approve or refuse the credit transfer request.
All decisions are documented on the application form and retained in the student
management system.
Notification
The student is notified in writing of the outcome.
Once these requirements have been verified, GWPT will accept the certificate or statement
of attainment, and no additional assessment will be required. A Statement of Attainment for
the latest unit(s) of competency on the RTO’s scope will be issued upon successful processing
of the student’s credit transfer application (as applicable).
Where credit transfer is not granted:

=  GWPT will explain to students our rationale for refusing the application.

= The student is advised of alternative pathways such as RPL or gap training or

attending the full course, where applicable.
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9. Record keeping
GWPT retains records of:

e Credit transfer applications

e Evidence submitted by the student
e Verification activities undertaken
e Decisions and outcomes

Records are maintained in accordance with GWPT’s record management policies and the Standards.
10. Roles and Responsibilities
Students:

e Provide accurate and complete information on the application form and in all other forms of
communication with GWPT staff
e Submit required evidence and consent for verification

GWPT Administration Staff:

e Provide accurate information about credit transfer to candidates

e Email them the credit transfer application form, including the required information and a link to the
website where they can access the procedure document

e Verify authenticity of documentation

e Assess equivalence and document decisions

e Ensure compliance with regulatory requirements

Compliance Staff and Trainers and Assessors

e Support equivalence assessment where required
e Maintain the integrity of training and assessment outcomes

11. Continuous improvement

GWPT regularly reviews credit transfer decisions, processes, and outcomes as part of its validation and
continuous improvement activities to ensure compliance, consistency, and quality outcomes. Students are
encouraged to provide feedback on their credit transfer application experience with GWPT. Students also
have the right to lodge complaints regarding any matters related to their credit transfer application or the
decisions made.

12. Version Control table

Version Number| Staff Member | Date Amendment
1 GGD 01/07/2025 | Initial draft of the policy.
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13. Supporting documentation table

T:
P:
F:
E:
W:

1300 82 92 95

(03) 9796 4400

(03) 9796 4430
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Document

Location

Description

Forms index

Z:\ RTO Master\ Forms
index

Excel document listing the forms
that GWPT uses & a record of
version control

Procedures index

Z:\ RTO Master\
Forms\ AP Procedures

Excel document listing procedures
that GWPT uses & a record of
version control

135 Credit Transfer Application Form

Z:\RTO Master\Forms\
135 Credit Transfer
Application Form

The purpose of this Agreement is to
protect the confidential information
disclosed by GWPT to the Student
during the course of the student’s
work placement.

National Vocational Education and
Training Regulator (Outcome
Standards for NVR RTOs) Instrument
2025

Online

https://www.asqa.gov.au/rtos/2025-

standards-rtos
Federal Register of Legislation
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