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Recognition of Prior Learning (RPL) Policy
This policy defines how The Westminster School recognises and records prior learning, prior certificated achievements, or previous assessed competence so that learners may be exempted from, or awarded credit towards, whole units or parts of qualifications where permitted by the awarding body. 
It covers all qualifications delivered or certificated by the awarding organisations used by the school.
This policy applies to all learners at The Westminster School (all of which have EHC plans) and to all staff involved in assessment, internal quality assurance and examinations. It complements the school’s examinations, access arrangements and reasonable adjustments, data protection and equality policies. 
JCQ regulations and guidance are followed where they are applicable to centre responsibilities and the conduct of assessments.

Definitions 
· RPL (Recognition of Prior Learning): process whereby evidence of prior learning and/or achievement is assessed against the learning outcomes/assessment criteria of a unit or qualification so that credit or exemption may be awarded.
· Certificated prior learning / CAT (Credit Accumulation & Transfer): previously awarded, regulated credit from other qualifications that may be transferred where awarding body rules permit.
· Assessor: centre staff authorised to make assessment decisions against awarding body unit outcomes.
· IQA / Quality Lead: staff responsible for internal quality assurance and sampling of RPL decisions before certification or submission to awarding bodies.

Principles
· RPL decisions are fair, reliable, valid, and auditable. Evidence must demonstrate that the learner meets the specific learning outcomes/assessment criteria of the unit(s) in question. 
· The Westminster School) is responsible for ensuring evidence is sufficient and that internal quality assurance is applied prior to any awarding body claim. Where an awarding body requires approval or a form/process to be followed, the centre will comply. 
· RPL will not disadvantage learners: reasonable adjustments and access arrangements remain available per JCQ and awarding body guidance. For candidates with EHCPs / SEND the SENCo will ensure normal way of working is reflected. 
· Confidentiality, GDPR and secure storage of evidence will be maintained.




Roles and responsibilities
Headteacher / Senior Leader
· Overall sign-off and ensuring policy resources.

Exams Officer
· Maintains records of RPL claims that may affect entries/certification. 
· Liaises with awarding bodies, ensures JCQ/exam regulations are met. 

SENCo
· Ensures RPL decisions account for learners’ needs and normal way of working and that access arrangements are in place as required. 

Area of Learning TLR’s / Curriculum Assessors
· Review evidence, map to unit criteria.
· Make assessment decisions, compile portfolios.

Internal Quality Assurer (IQA)
· Samples and verifies decisions for compliance with awarding body rules before certification or claims are submitted.

RPL Eligibility and Limits
RPL may be used where awarding body rules permit. Some regulated external assessments or synoptic exams must be taken; RPL cannot substitute those requirements unless the awarding body explicitly allows it. (E.g., if an awarding organisation requires the learner to sit an externally set assessment to achieve the unit, RPL cannot replace that.)

RPL for certificated credit (CAT) is considered separately to RPL based on un-certificated evidence; both are handled per the awarding body’s policy.

Time limits: to ensure currency of competence, evidence should normally relate to learning/experience within the last 2 – 5 years depending on unit level. Exceptions must be justified and recorded in the learner file and authorised by the IQA.





Acceptable evidence (non-exhaustive)
Evidence must be sufficient, authentic, current and directly mapped to unit learning outcomes:
· Certificates, verified transcripts and unit specifications.
· Portfolios of assessed work, moderated pieces, observed practice (documented & timestamped), testimonies verified by employers/third parties, practical performance recordings, professional discussions recorded and signed, simulation evidence where permitted. 
· Specifically for DofE: certificated activities and logged DofE evidence may be used as evidence towards skills sections where appropriate; DofE Leaders’ guidance will be followed.

RPL process (centre-managed workflow)
Step 1 — Learner expresses interest / Area of Learning TLR identifies learner
· Applicant completes RPL application form (Appendix A). 
· Form must state the unit(s) being claimed, provide a summary of evidence, and be signed by learner (and parent/carer where the learner is under 18).

Step 2 — Initial screening (Programme Lead)
· Check awarding body rules for the qualification/unit to confirm RPL is permitted and whether any awarding-body-specific forms/approval are required. (If an AO requires prior approval, the Exams Officer or Quality Lead will submit the claim to the AO.) 

Step 3 — Evidence collation and mapping
· Learner compiles evidence portfolio mapped clearly against each learning outcome/assessment criteria. 
· The assessor completes an evidence mapping grid showing how each item maps to unit criteria. Use the sample mapping table (Appendix B). 
· Evidence must be authenticated (original or verified photocopy) and dated.

Step 4 — Assessment decision
· An authorised assessor makes the assessment decision, records the outcome, and signs the assessor statement. 
· If evidence is insufficient, the assessor documents what further evidence or assessment is needed.
Step 5 — Internal quality assurance
· IQA samples all RPL decisions (100% sample for first-time RPL use in centre for a qualification; thereafter proportionate sampling as per centre IQA strategy). 
· For any sampling, the IQA confirms the decision and signs off. 
· No claim is submitted to an awarding body and no certification action is taken until IQA sign-off is complete. 
Step 6 — Submission to awarding body (if required)
· Where an awarding body requires notification or formal submission of RPL/CAT, the Exams Officer will complete AO forms and retain communication copies. 
· Where awarding bodies require certificates/transcripts to be submitted as evidence for CAT, verified copies will be sent.
Step 7 — Recording & retention
· All RPL forms, evidence mapping and IQA signoffs are retained in the learner file (electronically in secure MIS and in centre RPL archive). 
· Minimum retention: 6 years for post-16 claims; for under-16 claims, retain until learner reaches 25 (or as per awarding body/GDPR guidance). (Adjust to match your local retention period / awarding body requirements.)

Special Considerations for The Westminster School
· The SENCo must be involved in initial screening for all learners with EHC plans or specific learning needs. 
· Normal way of working evidence (teacher observations, baseline assessments) should be used to support any claim and to ensure fairness. 
· JCQ access arrangements and reasonable adjustments must be preserved and only applied in line with JCQ guidance. 
· Alternative forms of evidence (photos, video, audio, witness testimony) are accepted where the awarding body permits and where authenticity/validity can be assured.

Awarding body specific notes (Summary)
Specific awarding body rules will override centre practice where an awarding organisation explicitly disallows RPL for a named unit or requires its own submission process. 
The Exams Officer must check the awarding organisation’s policies before accepting any RPL claim, see below for specific notes relating to awarding bodies related to accredited subjects at The Westminster School. 
NCFE
· Follows a formal RPL and CAT policy; centres must ensure mapping and that where evidence is insufficient RPL is supplemented by assessment. 
Gateway Qualifications
· Has a published RPL policy and process; Gateway requires mapped evidence and IQA sign-off and may require submission of documentation for certain regulated qualifications.
ASDAN 
· Publishes clear RPL and CAT procedures and forms; ASDAN requires claims to follow their Centre Guidance and rules of combination. 


AIM Qualifications
· AIM provides RPL guidance for recognised vocational qualifications; ensure qualification specification is checked for RPL allowances. 

AQA Unit Award Scheme (UAS)
· UAS recognises individual units and certificates for achieved units; UAS guidance should be followed for unit recognition and evidence storage.

Duke of Edinburgh (DofE)
· DofE Leaders’ guidance indicates that certificated external activities (for example CREST) may count towards Skills, and that sectional recognition/certificates can be awarded. 
· DofE evidence and Leader sign-off remain the core route for recognition in DofE contexts. 
· DofE does not function as a regulated awarding body in the same way; treat DofE evidence as supporting evidence where awarding body rules permit.

Conflicts of interest & malpractice
· Staff who assess RPL must declare any conflict of interest. If the assessor is related to the candidate or has a personal interest, they must not assess the claim. A conflict-of-interest declaration should be logged with each RPL claim.

· Suspected malpractice (forged evidence, collusion) will be investigated following the school’s and awarding body’s malpractice procedures and reported to the awarding body as required. JCQ malpractice guidance will be followed where appropriate.

Appeals
Learners may appeal an RPL decision using the centre’s standard assessment appeals procedure. Appeals must be submitted in writing within 10 working days of notification of the decision. 
The appeals process will include a review by a senior centre manager / IQA who was not involved in the original decision. 
Where an awarding body’s process is triggered by the appeal, the awarding body’s appeals process will take precedence.

Monitoring and review
The IQA will report annually to the Senior Leadership Team and the Governing Body on all RPL activity (number of claims, acceptance/rejection rates, sampling outcomes, any awarding-body interventions).
Policy review will be undertaken annually or sooner if awarding body or JCQ regulations change.

Appendix A – RPL Application Form
This form must be completed by the learner (and parent/carer if under 18) and signed by assessor and IQA.
1. Learner name: ___________________________
2. Date of Birth: ____________   ULN: ____________
3. Qualification Title: ___________________________
4. Unit(s) Claimed (with code): ___________________________
5. Rationale for Claim (brief description of prior learning/experience):
   _______________________________________________________
6. Evidence List (certificates, portfolios, work records, etc.):
   _______________________________________________________
7. Assessor Name & Signature: ____________________  Date: _________
8. IQA Name & Signature: ________________________  Date: _________
9. Awarding Body Submission Required? (Y/N): _________   Date: _________


Appendix B – Evidence Mapping Table
Use this table to map each item of prior learning evidence to learning outcomes/assessment criteria, some sample criteria has been populated to support with this.
	Unit code
	Unit title
	Learning outcome / criteria
	Evidence item ref
	Date
	Evidence type
	Assessor judgement
	IQA sign-off

	M/601/1234
	Sample Unit
	LO1: Describe...
	Portfolio p.3
	10/09/25
	Written work
	Meets criteria
	Signed & Dated

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	







Appendix C – Quick Flow Checklist

















1. Candidate applies (form completed).


2. Exams Officer checks AO rules for RPL/CAT eligibility.


3. Evidence collected and mapped by assessor (Appendix B).


4. Assessor makes decision and records outcome.


5. IQA samples decision and signs off.


6. Awarding Body notified if required (AO form submitted).


7. Evidence archived securely and retained for required duration.


Policies and Procedures
image2.png
e A




image3.jpeg
(A Foay




image4.png
\




image5.jpg




image6.jpeg




image7.png




image8.png




