








Making a decision

The assessor will make a decision about your competence and will discuss this 
with you – in a face-to-face interview or by telephone. Receiving constructive 
feedback from your assessor is very important at this point.

The assessor will make one of the following decisions:

You are competent (C) in a unit (or units) of competency•	

Your are not yet competent (NYC)•	

Further evidence is required.•	

What does this mean?

Competent - you will be issued with the qualification or statement of attainment 
and the process for issuing of the official credential will be explained.

Not yet competent - options are explored which could include:

You being issued with a statement of attainment in units achieved if the whole•	
qualification is not achieved

You undertaking further training by enrolment in a class to meet skills gaps•	

You undertaking further training by enrolment in online or distance education•	

You being asked to complete work-based projects to further develop skills and/•	
or knowledge.

Further evidence required – really means that for some reason the assessor 
could not make a decision based on the evidence submitted so far. This could have 
been for a number of reasons:

Evidence did not relate clearly to the units•	

Insufficient evidence•	

Evidence was not current•	

There were inconsistencies in the evidence submitted.•	

This is where the assessor will discuss with you options for gathering more 
evidence or gaining the qualification/units of competency in another way.
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You should be provided with enough feedback to ensure you understand 
what the next step may be and why you were assessed as either not yet 
competent (NYC) or are required to present more evidence. This should be 
an open, transparent process which includes two-way communication so 
that you can ask questions.

What next?

Your assessor will be required to complete RTO records of your assessment. 
How this is done will depend on the RTO’s record keeping procedure. 
However there are clear principles that underpin this to ensure:

Your privacy is maintained•	

Confidentiality is ensured•	

RTO legislative requirements are met•	

Any licensing requirements are met•	

Any contract requirements are met.•	

Your personal records must be kept securely by the RTO for the required 
period of time.

You have access to these records and if for some reason you lose your 
qualification or statement of attainment you can approach the RTO for a 
copy, though this may involve a cost.
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Did you receive Yes No

Information prior to enrolment that

was easy to understand•	
was clear and concise•	
included enrolment information•	
explained what recognition is•	
explained what it means to you•	
explained that it is available to you•	
included costs involved and what the cost covers•	
included the support available•	
included timelines and•	
included initial qualification-related information?•	

Was the information sufficient to guide your enrolment decisions?

On enrolment

Did the RTO supply a recognition kit specific to the qualification and industry and
include:

information and advice that was easy to understand and included advice•	
about support available to you
steps in the recognition process including what you can do if you think the•	
process was unfair
roles and responsibilities of the RTO, of assessors and you•	
suggested evidence requirements•	
guidelines on gathering evidence•	
guidelines on how to present your evidence•	
information to help you assess your skills against the competencies•	
what happens if you are successful/unsuccessful and•	
how feedback on your assessment will happen?•	

Can you continue and gather/produce evidence for submission?

G o o d  l u c k  i n  y o u r  e n d e a v o u r s

Recognition checklist:
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Where to go for recognition

Finding a Registered Training 
Organisation in NSW

Only a Registered Training Organisation (RTO) 
can recognise your skills and issue you with 
a qualification or Statement of Attainment.

You can find an RTO by going to the National 
Training Information System website at:

http://www.ntis.gov.au/

Information about RTOs can be obtained 
by going to the Registered Training 
Organisation link within this website.

Other useful websites

The NSW COAG RPL Skills Recognition 
website:

This is the main recognition support site 
for NSW with supporting information 
for stakeholders in recognition practice 
including candidates, assessors, registered 
training organisations, employers and 
industry bodies.

www.skillsrecognition.gov.au

Australian Skills Recognition Information:

The Australian Skills Recognition Information 
(ASRI) site is part of the Department of 
Immigration and Citizenship main site. It tells 
you about skills recognition for the purpose 
of migration to Australia or having your skills 
or qualifications gained overseas assessed, 
to allow you to practise your occupation in 
Australia.

www.immi.gov.au

Centrelink Career Information Centres:

Find out if Centrelink's Career Information 
Centres can help you by looking in this 
section of the Centrelink site. Career 
Information Centres can help customers 
make informed decisions about education, 
training and employment options and 
pathways.

www.centrelink.gov.au

DET Apprenticeships and Traineeships:

This site explains the processes which allow 
people who have trade skills and experience 
but do not have formal qualifications to 
have them formally recognised by the NSW 
Vocational Training Tribunal (VTT) and receive 
trade certification.

www.apprenticeship.det.nsw.edu.au

JobWise:

JobWise is a web site supporting mature 
age employment and contains information 
for employers, mature age job seekers and 
mature age workers.

www.jobwise.gov.au

Myfuture:

This site gives you information about career 
planning and education, and training options 
for jobs. You can use the myguide feature 
to guide you through activities to help you 
explore your career. 

www.myfuture.edu.au
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