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RECOGNISE PRIOR LEARNING (RPL) KIT (Assessor Guide)
Unit code and name: BSBTEC303 CrEATE ELECTORNIC PRESENTATIONS.






















	RPL Candidate Instructions 

	This RPL assessment pack is to be used in accordance with the following Virtual RTO documents:
· Assessment Policy
· Pre-enrolment and Student Support Policy



	RPL Candidate Evidence Tool Overview

	Candidate’s name
	

	Unit code and name
	

	Application no.
	



	A Note to Potential RPL Candidates About This Unit

	This unit requires that you have:
on three occasions prepare, create and finalise an electronic presentation. 

During the above, you have: 
· followed relevant ergonomic requirements and organisational policies and procedures
· adhere to task requirements and organisational policies and procedures relating to:
· following designated timelines
· consistency of design and layout
· editing and style requirements
· use relevant help functions to rectify presentation issues
· produce presentation in appropriate format
· store presentation in accordance with organisation policies and procedures relating to data security.
You also must demonstrate knowledge of: 

· design features and their effect on the readability and appearance of electronic presentations
· key functions of relevant applications for producing electronic presentations
· organisational requirements for ergonomics
· key features of organisational style and presentation guide




	Part A: Self-Assessment and Application Documents

	Candidate Instructions

	· Complete the Self-Assessment Checklists.
· Summarise the units you want to complete and how you will complete them in the Qualification Summary (provided separately).
· Fill out the RPL Application Form (provided separately).
· Gather Application Evidence to complete your application.
· Return Part A to our office.





	How to Use the Self-Assessment Checklists (For RPL Candidate)

	· Use to determine whether RPL is a suitable option for you for this unit. 
· Go through the checklists, look at the statements and respond to them by ticking what you can and cannot do.
· Give yourself an honest skill rating from 1 (been the lowest) to 4 (been the highest). 
· Reflect upon your ability to provide recent evidence to support your RPL claim.  Evidence should not be more than 12 months. 
· If you answered ‘Yes’ to every item and gave yourself an average skill rating between three and four, it is recommended that you pursue RPL for that unit.
· There is an Evidence Brainstorm area provided so that you can note any ideas you have about your specific evidence and record your thoughts about the possible options for evidence that you may provide. Use these notes when discussing these options with the assessor. 
· Submit copies of your Self-Assessment Checklists to our office, along with your CV and certified copies of your qualifications.





	[bookmark: _Toc142575059]RPL Self-Assessment Checklists

	Skill Rating Scale

	1 = I always need support with this. 
	2 = I occasionally need support with this.

	3 = I am good at this and rarely need support with it.
	4 = I never need support with this and can do it very well.

	I can do the following. 
	Yes
	No
	Skill Rating
(1, 2, 3, 4)

	1. I follow relevant ergonomic requirements and organisational policies and procedure in relation to presentations.
	
	
	

	2. I know my organisation’s policies and procedures relate to communication and presentation
	
	
	

	3.  I follow designated timelines for presentation at the workplace.
	
	
	

	4. I am aware of requirements for consistency of design and layout
	
	
	

	5. I am proficient in editing and how to follow style requirements
	
	
	

	6. I use help effectively functions in PowerPoint or other presentation software.
	
	
	

	I can answer questions about the following. 

	· following designated timelines
	
	
	

	· consistency of design and layout
	
	
	

	· editing and style requirements
	
	
	

	· following designated timelines
	
	
	

	I can provide evidence of my ability to do the following: 
	Yes
	No

	· create and finalise an electronic presentation
	
	

	· follow relevant ergonomic requirements and organisational policies and procedures
	
	

	· adhere to task requirements and organisational policies and procedures relating to:
	
	

	· following designated timelines
	
	

	· consistency of design and layout
	
	

	· editing and style requirements
	
	

	Evidence Brainstorm

	Other Evidence to Gather
	(Assessor Use Only) 
Candidate to Provide? 

	
	

	
	

	
	

	
	

	
	

	
	

	Should I apply for RPL for this unit?

	Think about your responses above. Based on your self-assessment and your ability to gather the required evidence for this unit, should you apply for RPL?

	Yes
	No	
	Unsure (if so, talk to your assessor)

	Candidate’s signature: 	




	Part B
Task 1: Evidence Tasks

	Candidate Instructions

	Important! 
Do not begin these Evidence Tasks until you have met with your assessor and determined whether you can apply for the units included in this kit. Any observation tasks will require your assessor to organise a time with you and your workplace supervisor (where tasks must be completed in your workplace).

	Portfolio of Evidence

	· Carefully consider the documentation and items of evidence you include.
· Ensure privacy and confidentiality are maintained for individuals and the workplace by removing identifying names or images as required and asking for permission before submitting workplace documents.
· You may include meeting professional development trainings, and workplace training sessions or workshops.
· Please note: It is not important if the names of the documents listed do not match those that your organisation uses—the intent and purpose of the documentation are what are important to your RPL application.

	Task 2: Verbal Questioning

	The purpose of the verbal questions is for your assessor to ensure that your knowledge and experience align with the written evidence that you have provided. The questions ensure that you have the required knowledge and skills and the authenticity of your submitted evidence. 
· Once we have your documentary evidence, your assessor will ask you some verbal questions.
· Questioning may occur in person, over the phone or in an online meeting.
· Questions may cover the following areas:
descriptions of past experiences you have had that relate to the unit(s)
your knowledge of applicable legislation, regulations, codes of practice, standards, licensing and so on
how you respond to or deal with specific situations
use of specific industry terminology 
how you apply workplace policies and procedures to your work
the equipment, tools, machinery, materials, resources and technologies that you use that relate to the unit
ensure that you are familiar with the relevant topics – refer to the Self-Assessment Checklists for guidance
items in your Evidence Portfolio. 

	Task 3: Third-Party Reports

	· In most cases, workplace skills and performance confirmation from people you have worked with will be required.
· When required, RPL Third-Party Reports are to be completed by those with whom you have recently worked.
· Third-party representatives should be people who have worked in a supervisory capacity to you and/or at the same level or higher to you. 
· Discuss your choice of third-party representatives with your assessor. They can advise if you have chosen the right people. 
· Reports will be provided in a separate document.





	Evidence Tasks for This Unit

	Gather the following documentation for this unit and provide this evidence to your assessor for review. 
Tick each item once you have added it to your Evidence Portfolio. Assign each item a reference number and add these to the ‘Evidence Register #’ column.

	Evidence Tasks
	Can I Provide This?
	Evidence 
Register #

	
	Yes
	No
	

	Task 1: Portfolio 
Part 1: Presentation files
You must submit a portfolio that includes 3 electronic presentations (eg: PowerPoint slides used in 3 different occasions).
Note to assessor: the evidence is not limited to what is suggested above. There may be other evidence which the candidate could present which is acceptable, if they meet the below requirements. 
If the candidate is unable to supply the above suggested evidence, you will need to work with the student to identify other appropriate evidence. 

Part 2: Reflection including:
During preparation of the presentations above, how did you:
· Followed relevant ergonomic requirements and organisational policies and procedures
· adhere to task requirements and organisational policies and procedures relating to:
· following designated timelines
· consistency of design and layout
· editing and style requirements
· use relevant help functions to rectify presentation issues, while using tools/software for presentation creation. 
· produce presentation in appropriate format in accordance to audience requirements.
· store presentation in accordance with organisation policies and procedures relating to data security.
Note to assessor: the reflection must address the points listed above to meet requirements.


	
	
	

	Task 1: Evidence
Indicate the evidence that you are submitting for this task (include document names):




	
	
	



	Task 2: Verbal Questioning
After you have submitted the above evidence, your assessor will arrange a time to speak with you to ask you the following questions. 
Assessors note: Sample responses are based on the job role of a Trainer and assessor in RTO, responses from candidates may vary based on their industry and its nature. 

1. Name two design features and their effect on the readability and appearance of electronic presentations, you used during preparation of the above presentations.
The student must mention 2 design features and explain how they impact readability before presentations. Responses may vary:
1. Consistent Use of Fonts and Text Hierarchy
· Design Feature: Using a consistent font style (e.g., sans-serif fonts like Arial or Calibri) and applying text hierarchy (e.g., larger font for headings, smaller for body text).
· Effect: 
· Enhances readability by making the structure of information clear.
· Improves visual appeal and professionalism.
· Helps the audience quickly identify key points and navigate the content.

2. Use of Visual Elements (Icons, Images, and Diagrams)
· Design Feature: Incorporating relevant visuals to support or illustrate key concepts.
· Effect: 
· Breaks up text-heavy slides, making the presentation more engaging.
· Aids in comprehension and retention of information.
· Adds visual interest and supports different learning styles.
 


2.  Name any 2 (two) key functions of applications you use for producing electronic presentations. 
The student must name key functions of applications they use for producing electronic presentations.
Sample response is as follows: 
1. Slide Layout and Templates
Function: Allows users to choose from pre-designed slide layouts and templates.
Purpose:
Ensures consistency in design across slides.
Saves time during presentation creation.
Enhances visual appeal and professionalism.
2. Animations and Transitions
Function: Enables the addition of animations to text/images and transitions between slides.
Purpose:
Helps emphasize key points and guide audience attention.
Makes the presentation more dynamic and engaging.
Can be used to control the flow of information.
3.  Outline two (2) organisational requirements for ergonomics while presenting electronic presentations.
The student must outline two (2) organisational requirements for ergonomics while presenting electronic presentations.
Sample response is as follows: 
1. Appropriate Equipment Setup
· Requirement: Ensure that the presentation equipment (e.g., computer, projector, screen) is set up at a comfortable viewing height and distance.
· Purpose: 
· Reduces physical strain for the presenter and audience.
· Supports clear visibility and effective communication.
· Prevents repetitive stress injuries or poor posture during long presentations
2. Lighting and Environment Control
· Requirement: Maintain suitable lighting conditions in the presentation space to avoid glare or eye strain.
· Purpose: 
· Enhances screen visibility and reduces discomfort.
· Supports audience focus and engagement.
· Ensures a professional and accessible presentation environment.
4. Identify three (3) key features of organisational style and presentation guide based on your organisation’s communication policy and procedures.
Sample responses may include:
Consistent Branding and Visual Identity
· Feature: Use of official logos, colour schemes, and fonts that reflect the organisation’s brand.
· Purpose: 
· Maintains a professional and unified appearance.
· Reinforces brand recognition and credibility.
· Ensures presentations align with organisational standards
2. Clear and Professional Language
· Feature: Use of formal, inclusive, and audience-appropriate language.
· Purpose: 
· Promotes clarity and respect in communication.
· Avoids jargon unless necessary and explained.
· Aligns with organisational tone and values.
3. Structured Slide Format
· Feature: Guidelines on slide layout, such as title placement, bullet point usage, and content limits per slide.
· Purpose: 
· Enhances readability and audience engagement.
· Prevents information overload.
· Supports consistent and effective delivery.
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	Candidate Instructions

	· Provide the following section to your third-party person or persons.
· Ensure that they read the instructions and complete the checklist that follows.

	
Third-Party Report

	Thank you for agreeing to complete this RPL Third-Party Report, which will contribute to evidence for the Recognition of Prior Learning (RPL) process the candidate is currently undertaking for BSBTEC303 Create electronic presentations. 

	Application of This Unit

	This unit describes the skills and knowledge required to design and produce electronic presentations using various applications and platforms.
The unit applies to individuals employed in a range of work environments who design electronic presentations. They may work as individuals providing administrative support within an enterprise, or may be responsible for production of their own electronic presentations.
No licensing, legislative or certification requirements apply to this unit at the time of publication..

	[bookmark: _Toc352661859][bookmark: _Toc445982443][bookmark: _Toc517270418][bookmark: _Toc142575066]Who Should Complete This Report?

	This report is to be completed by a person currently working or has previously worked, in a supervisory capacity to the candidate and can confirm their skills and knowledge as relevant to workplace performance. A third-party person may be someone who has worked with the candidate in a work group or team, who has been managed by the candidate (within the past two years) or even a client/ customer. 

	[bookmark: _Toc517270419][bookmark: _Toc142575067]What Do I Have to Do?

	This report includes a checklist for the knowledge and skills that must be confirmed for the candidate to gain RPL for this unit of competency. We ask that you answer the questions related to the candidate’s performance by checking either ‘Yes’ or ‘No’ against each question. 

	Please add comments describing how you have observed the candidate demonstrate these skills.

	You can also record any concerns that you may have about the candidate’s competence. 

	[bookmark: _Toc352661861][bookmark: _Toc445982445][bookmark: _Toc517270420][bookmark: _Toc142575068]How Will My Comments Be Used in the Assessment Decision?

	There are no right or wrong answers in this report; your perceptions and opinions are important. You are not providing the assessment decision. However, your comments will assist the assessor in forming their final opinion of the candidate’s competence. The candidate will provide a range of evidence to help the assessor to make the final decision.

	Instructions

	· Please indicate whether you have observed the candidate performing the tasks/items below by marking the relevant checkbox as ‘Yes’ or ‘No’.
· You should consider whether the candidate can do the tasks/items indicated and whether they can do them consistently and to your workplace’s expectations and standards while always following relevant procedures and work processes.
· If you have not seen the candidate perform the tasks/items or do not believe that they can do so, please add comments. Your feedback will assist the assessor in making an assessment decision.
· Add any further comments in the space provided.
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	Candidate name:
	

	Can the candidate do the following?
	Yes
	No

	1. Create and finalise an electronic presentation.
Note to assessor: the third party confirms that the candidate has created and presented 3 different PowerPoints in 3 different occasions. 
	
	

	2. Follow designated timelines, ergonomic requirements and organisational policies and procedures consistency of design and layout editing and style requirements, use relevant help functions to rectify presentation issues produce presentation in appropriate format store presentation in accordance with organisation policies and procedures relating to data security.


Note to assessor: the third party confirms that the candidate has created and PowerPoint presented while adhering to: For example:
· designated timelines
· ergonomic requirements and organisational policies and procedures
· consistency of design and layout
· editing and style requirements 
· use relevant help functions to rectify presentation issues
· produce presentation in appropriate format
· store presentation in accordance with organisation policies and procedures relating to data security.
There must be evidence of this adjustment occurring with at least three (3) different occasions. 
	
	

	Comments: 

	Third-Party Declaration 

	I work/have worked in a supervisory capacity for the candidate.
I work/have worked with the candidate at the same level/as a member of the same team or have worked and interacted with the candidate in activities relevant to this unit of competency. 
I have approved the release of workplace documentation (only tick if you work in a supervisory capacity).
I can confirm that the evidence submitted by the candidate for their RPL application is their own (only tick if you work in a supervisory capacity).

	What is your relationship to the candidate? In what capacity have you worked and interacted with the candidate?

	Name of third party:
	

	Signature of third party:
	
	Date:
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