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Pre-Enrolment Survey: 
BSB31207 Certificate III in Frontline Management
	SURVEY PURPOSE
	The purpose of this survey is to enable TP3 to: 

· Understand your learning needs and objectives for this qualification, and 

· Advise you of our procedures regarding Recognition of Prior Learning (RPL).  

It should be read in conjunction with the Student Handbook.

	WHAT’S IN THIS SURVEY?
	This survey is divided into two sections: 

· Section 1 is for your personal information. Its purpose is to gather information about your current skills, objectives for the qualification and any special learning or support needs you may have.  This information assists TP3 to tailor your training and/or assessment program to meet your current and future requirements.

· Section 2 contains information for those seeking Recognition of Prior Learning.  It is highly recommended that you apply for RPL if you believe that your current skills match the competencies outlined in the Student Handbook.  

	INSTRUCTIONS 
	Before submitting the survey, please: 
1. Complete Section 1. 
2. If you wish to enquire about RPL, also complete Section 2. 
If you do not require RPL you do not need to complete Section 2.
3. Return the completed survey, to the attention of the RTO Manager by:

· Email - assessments@TP3.com.au 

· Fax -     02 9290 3597

· Mail -   Level 21, 580 George Street SYDNEY NSW 2000


Section 1 – Candidate Information 

TP3 keeps this information kept strictly confidential and uses it for qualification adjustment and record-keeping purposes only.

	PERSONAL DETAILS

	FIRST NAME
	

	SURNAME 
	

	PHONE (WORK)
	

	MOBILE
	

	DATE OF BIRTH
	

	EMAIL
	

	EMPLOYER
	

	WORK ADDRESS
	

	
	

	
	

	EDUCATION

	HIGH SCHOOL EDUCATION
	What is your highest completed level of high school?
	 FORMCHECKBOX 
 Year 12
	 FORMCHECKBOX 
 Year 11

	
	
	 FORMCHECKBOX 
 Year 10
	 FORMCHECKBOX 
 Year 9

	
	
	 FORMCHECKBOX 
 Did not attend

	
	In what year did you finish high school?
	
	

	QUALIFICATIONS
	Tick any of the following qualifications that you have completed.

	
	 FORMCHECKBOX 
  Bachelor degree or higher
	 FORMCHECKBOX 
  Advanced Diploma / Associate degree

	
	 FORMCHECKBOX 
  Diploma / Associate Diploma
	 FORMCHECKBOX 
  Certificate IV / Advanced Certificate

	
	 FORMCHECKBOX 
  Certificate III / Trade Certificate
	 FORMCHECKBOX 
  Certificate II

	
	 FORMCHECKBOX 
  Certificate I
	 FORMCHECKBOX 
 Other: (please specify)

	LEARNING SUPPORT

	LANGUAGES SPOKEN
	Do you speak a language other than English at home?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	ENGLISH LANGUAGE SKILLS
	How well do you speak English?
	 FORMCHECKBOX 
 Very Well
	 FORMCHECKBOX 
 Well 

	
	
	 FORMCHECKBOX 
 Not well
	 FORMCHECKBOX 
 Not at all

	LANGUAGE SUPPORT
	Do you require English language assistance while you complete this qualification?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	DISABILITY
	Do you consider that you have a disability, impairment or long-term condition that necessitates additional learning support?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	LEARNING SUPPORT AIDS
	If yes, please provide information regarding your learning support requirements. 

	
	

	
	

	
	

	LEARNING OBJECTIVES

	OBJECTIVES
	Describe your objectives or desired outcomes for this qualification. 

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	CURRENT SKILLS 

	INSTRUCTIONS
	Please write the number that best reflects your current knowledge and/or skill level alongside each unit of competency from the qualification. 
0 

No current knowledge/ skills

1 

Some current knowledge/ skills

2 

Developed current knowledge/ skills

Add any additional information regarding your experience in the comments column.  

	SELF-ASSESSMENT
	Unit code and title
	Skill level
	Comments

	
	BSBCMN311B Maintain workplace safety
	
	

	
	BSBFLM303C Contribute to effective workplace relationships
	
	

	
	BSBFLM312C Contribute to team effectiveness
	
	

	
	BSBWOR301A Organise personal work priorities and development
	
	

	
	BSBFLM309C Support continuous improvement systems and processes
	
	

	
	BSBCUS301A Deliver and monitor a service to customers
	
	

	DETAILED UNIT INFORMATION
	Please refer to the Student Handbook for detailed information regarding each of these units of competency.

	ADDITIONAL INFORMATION

	OTHER COMMENTS
	Write anything else you wish to share regarding your skills, experience or objectives.

	
	

	
	

	
	


IF YOU WISH TO ENQUIRE ABOUT RPL, PLEASE COMPLETE SECTION 2. 

OTHERWISE, YOU HAVE NOW COMPLETED THE PRE-ENROLMENT SURVEY. PLEASE RETURN IT TO TP3. 

Section 2 – Recognition of Prior Learning

This section is not required unless you are applying for Recognition of Prior Learning (RPL).

	OVERVIEW

	WHAT IS RPL?
	The RPL pathway recognises prior learning and current competence through the acceptance of practical experience and equivalent qualifications as evidence of competence. Often, this involves compiling and submitting a portfolio of evidence.

	HOW DOES RPL WORK?
	All RPL candidates are assessed against the competency standards of the appropriate Training Package. 

Satisfying the evidence requirements of a qualification, or unit within a qualification, results in a candidate being awarded a Statement of Attainment for relevant units of competency or a qualification if all units have been attained.

	PROCESS: SUMMARY
	You may seek to obtain RPL in two ways:

1. By providing evidence of existing equivalent qualifications that you hold, and/or

2. By providing evidence of existing equivalent experience/competency that you possess.

These RPL pathways are described below.

	MAKING AN ENQUIRY

	RPL ENQUIRY
	Do you wish to enquire about RPL for this qualification?
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	WHICH PATHWAY?
	Tick the RPL pathway that you believe applies to your skills, experience and education:

	
	 FORMCHECKBOX 
  RPL using existing qualifications. Complete Part a) below.

	
	 FORMCHECKBOX 
  RPL based on equivalent experience. Complete Part b) below.


	a) RPL: EXISTING QUALIFICATIONS

	OVERVIEW
	If you have completed a similar qualification or units of competency to those in this qualification, you can receive RPL for those units.

	EVIDENCE REQUIRED
	Please attach certified copies of the Statements of Attainment or the qualification Certificate to your Pre-Enrolment Survey and send them to TP3.  

	COMPETENCIES MUST BE COMPARABLE
	The competencies within the qualification that you hold must compare to those required by the qualification you are now seeking to complete. Details of the competencies within this qualification can be found in the Student Handbook. 

	TIME LIMIT
	To be used for RPL, your existing qualification must have been attained within the last 2 years. 

	DETAILS OF YOUR QUALIFICATIONS
	Please provide information about your existing qualification below.

	
	Unit code and title
	I can provide a 
Statement of Attainment

	
	BSBCMN311B Maintain workplace safety
	 FORMCHECKBOX 


	
	BSBFLM303C Contribute to effective workplace relationships
	 FORMCHECKBOX 


	
	BSBFLM312C Contribute to team effectiveness
	 FORMCHECKBOX 


	
	BSBWOR301A Organise personal work priorities and development
	 FORMCHECKBOX 


	
	BSBFLM309C Support continuous improvement systems and processes
	 FORMCHECKBOX 


	
	BSBCUS301A Deliver and monitor a service to customers
	 FORMCHECKBOX 


	b) RPL: EQUIVALENT EXPERIENCE 

	PROCESS OVERVIEW
	Obtaining RPL for equivalent experience consists of 4 steps:

1. Enquire about RPL by completing the Pre-Enrolment Survey, Section 2

2. Telephone conversation with an RPL Assessor

3. Complete competency matrix for the qualification/units of competency

4. Enrol in the qualification, and submit your completed competency matrix

5. Attend RPL interview

6. Receive the Assessment Decision

These steps are described below.

	STEP 1: ENQUIRY
	Completing this section of the Pre-Enrolment Survey is Step 1 in the RPL process. 

	STEP 2: CONVERSATION
	Once you enquire about the RPL pathway for a qualification, you will be contacted by telephone by our RPL Assessor. During this initial phone interview, the Assessor will determine if you may have appropriate and sufficient evidence to complete a unit/s and/or qualification by RPL. 

· If you appear to be eligible for RPL, you will progress to Step 3. 

· If you cannot provide appropriate or sufficient evidence, the Assessor will discuss other pathways through which you can complete the qualification.

	STEP 3: MATRIX
	Next, you will be asked to complete a competency matrix, which outlines the evidence requirements for each unit within the qualification that you are seeking to complete. 

The matrix asks for details such as your work history, life experience and prepares a portfolio of evidence relevant to the unit(s) and/or qualification.

	STEP 4: FORMAL ENROLMENT
	When you have completed the Matrix: 

· Contact TP3 to formally enrol in the qualification, and

· Submit the completed matrix. 

An invoice for the fee will be issued and a face-to-face interview will be arranged.

At this time, you can discuss the completed matrix and your evidence portfolio with the RPL Assessor, particularly any areas where you may not have sufficient evidence. 

	STEP 5: INTERVIEW
	The next step is to attend a face-to-face interview with the RPL Assessor to discuss your completed portfolio of evidence. The Assessor may also ask questions to ascertain life or work experience that you have completed that is relevant to the unit/qualification to supplement your evidence portfolio.

	STEP 6: ASSESSMENT DECISION
	At the end of the interview, the Assessor will make the assessment decision. 

· If you are deemed Competent, you will be advised that you have attained a Statement of Attainment or qualification (if you have completed the requirement of all units). You will be mailed the certificate after the interview.

· If the candidate is found Not Yet Competent, the Assessor will discuss the evidence that is outstanding. You will then be asked to resubmit a hardcopy of the outstanding evidence to the Assessor for marking.

Note: Candidates have a maximum of 2 resubmit attempts. After this time, you may need to pay for any further submissions/assessments.

	MORE INFORMATION

	CONTACT PERSON
	If you have any questions about your enrolment in this qualification or about RPL, please contact your Client Manager or the TP3 RTO Manager:

· Email -  assessments@TP3.com.au  

· Phone - 02 9262 3777 / 1300 658 388
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