Recognition of Prior Learning: Protocol and Application Form

[image: image1.jpg]BERKE,

£

UNIVERSITY or
SAINT JOSEPH




[image: image2.jpg]BERKE,

£

UNIVERSITY or
SAINT JOSEPH




Recognition of Prior Learning: Protocol and Application Form
[image: image3.jpg]BERKE,

£

UNIVERSITY or
SAINT JOSEPH




[image: image4.jpg]BERKE,

£

UNIVERSITY or
SAINT JOSEPH




[image: image5.jpg]BERKE,

£

UNIVERSITY or
SAINT JOSEPH



[image: image6.jpg]BERKE,

£

UNIVERSITY or
SAINT JOSEPH




[image: image7.jpg]BERKE,

£

UNIVERSITY or
SAINT JOSEPH




[image: image8.jpg]BERKE,

£

UNIVERSITY or
SAINT JOSEPH





[image: image1.jpg]

Recognition of Prior Learning (RPL) – Application Form
Applications must be submitted to the Academic Records Office 

Name: 
Applicant’s (or Student’s) No: 
Chosen Programme of Studies: 
E-mail: 
Contact Number: 
General Information on the RPL Process

Credits may be granted to applicants transferring (or for those that studied previously) from other universities. Applicants may request to be granted credits only for Modules that they have studied before at a similar academic level. By similar it is meant that the number of hours of the module and the content it covered must be equivalent to, or beyond, what is required at USJ. 

Our policy on RPL is to recognise and reward previous performance while, at the same time, ensuring that students complete a sufficient number of modules at USJ to justify the conferral of an award. Appendix 1 guides you through the application process.
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RPL – Application details

Fill-in the Table below, indicating on the left Column which modules you seek accreditation for and, on the middle column, the previously completed module that you believe justifies your request. An example is provided, in blue, for your reference. If more space is required please add more lines.  

For details on our programmes of studies please check our website. For more information please do not hesitate to contact the Academic Records Office (acadrecords@usj.edu.mo / 8592 5744).
	USJ modules

Module name and credits
	Prior Learning

Module name, contact hours, institution, programme, year (include module description in attachment).
	Attachment

Number each supporting document
	Summarized Assessment by the respective Coordinator  - (For internal use)

	Example:

Computer Applications, 2 cr.


	Example:

Introduction to Computing, 30 hours

Catholic University of Portugal, Bachelor of Arts, 2006
	Example:

Attachment 1
	Example:

Accepted
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Attachments
Include all relevant information that supports your accreditation request.
Appendix 1 – Process and evidence required for RPL

Process of Application for RPL
	
	
	Action
	By

	Step 1
	Identify modules that may be credited
	Review your previous studies and identify modules in your programme of studies at USJ that may be creditable (check our website for information on your programme and the description of each specific module).
	Student

	
	
	
	

	Step 2
	Provide evidence of your prior learning
	Collect all required evidence to support your claim for RPL and attach it to this form.
	Student

	
	
	
	

	Step 3
	Application
	Submit your application to the University’s Academic Records Office, paying the processing fee.
	Student

	
	
	
	

	Step 4
	Assessment
	The application will be sent to the respective Coordinator for assessment and then to the Registrar for ratification.
	USJ

	
	
	
	

	Step 5
	Decision
	Written feedback to applicant on the RPL decision.
	USJ

	
	
	
	

	Step 6
	Status Update
	The result of the RPL application is recorded on the student’s study plan through the system.
	USJ


Evidence required (include as attachments, originals or authenticated copies)
· Copies of transcripts revealing modules previously completed stating clearly the awarding institution, the year when the modules were completed, the number of credits of each respective module and the grades received.
· Syllabus (authenticated and/or revealing its source, if publicly available) of coursework completed, including description of the studied module, contact hours and level of the course.

· Proof that a relevant national or international body authorises the original programme of studies and the respective awarding institution.
Notes:

· All documents must be submitted in English. If the original is in another language, an authenticated translation must be provided. 
· Insufficient evidence is likely to result in limited recognition of your prior studies.

· The decision made by the university regarding RPL applications is final and not subject to appeal.

· Generally, the maximum amount of exemptions and accreditations that may be awarded to each student corresponds to 30% of the total credit load of the respective programme.
· An administrative fee is payable upon submission of RPL requests, this fee is non-refundable.
For Internal Use Only: To be filled in by the Academic Records Office & Central Service Office





Application received on (date):





Application received and verified by:


All required documents are included and have been verified ( Y / N )


Processing fee paid - Receipt number :


Scanned the application form (Y / N)








INTERNAL USE - To be filled-in by the respective Coordinator:





Signature: ______________________    			Date: _____________________


* if more space is required for your assessment, please attach your comments in a separate signed document.
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