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RTO Recognition Procedure 
In all Policies and Procedures “Atwea” should be taken to mean “Workers Educational Association – Hunter” and all its associated trading names unless otherwise specified. 

a) formal learning refers to learning that takes place through a structured program of instruction and is 
linked to the attainment of an AQF qualification or statement of attainment (for example, a certificate,  str    
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In all Policies and Procedures “Atwea” should be taken to mean “Workers Educational Association – Hunter” and all its associated trading names unless otherwise specified. 

Process Map 

 

 

Procedure  

This procedure is to be followed for all recognition of prior learning and credit transfers whether the student is 
enrolled in full qualifications, part qualifications, regardless of funding stream or whether the prospective 
student is likely to self-fund. 
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In all Policies and Procedures “Atwea” should be taken to mean “Workers Educational Association – Hunter” and all its associated trading names unless otherwise specified. 

See Recognition Process Flow diagram 

1. Enquiry 
Student makes an enquiry regarding Recognition. 

2. Discuss – General  

Coordinator 
Credit Transfer Identification: 

• Discuss with the Student to determine if the Student already possesses certification 
documentation relevant to unit/modes from another RTO. 

• If Student already has certification documentation relevant to unit/modes from another RTO, refer 
to Credit Transfer procedure below from Step 13. 
 

RPL Identification: 
• 
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In all Policies and Procedures “Atwea” should be taken to mean “Workers Educational Association – Hunter” and all its associated trading names unless otherwise specified. 

18. Credit Processing 
Coordinator 

• Submit credit application to compliance for processing 

19. Verification/Completion 
Compliance 

• Review Mapping Document – Credit Transfer. 
• Verify validity with other RTO/USI look up. In the event USI lookup is not available, multiple attempts 

must be made to verify with the issuing RTO. In the event the issuing RTO does not provide the 
verification information, credit may be applied anyway in fairness to the student, at the discretion of the 
ACE Manager or Operations Manager. 

• Confirm unit/module codes and equivalence. 
• Enter notes into Student records on SMS. 

If Awarded 

• Credit transfers confirmed enter result in SM11 (e)d
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