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EDUCATION MANAGEMENT
Recognition of Prior Learning (RPL) Claim Form
RPL claims for non-Manchester Met credit transfers are subject to a reduced tuition fee based on the number of credits claimed. Please refer to the Finance webpage for confirmation of the current amount payable per unit. The RPL fee is reviewed annually and published prior to the commencement of each academic year. All RPL fees are non-refundable.

If you have applied or intend to apply for a postgraduate loan this may have an impact on your eligibility for the loan. Please check with your loan provider prior to applying for any RPL credits; your loan may be rejected as per the Government regulations dependant on your type of course and domicile.

Section A – Information about the Student
(To be completed by the student)
	A1
	Name
	

	A2
	Address for correspondence
	

	A3
	Telephone Number(s)
	

	A4
	E-mail Address
	

	A5
	Name of Academic Advisor for RPL
	

	A6
	Faculty 
(if already registered as a student of Manchester Met)
	

	A7
	Student Registration Number 
(if already registered as a student of Manchester Met)
	

	A8
	Programme of study for which you are applying for RPL (eg BA (Hons) English)
	

	A9
	Please indicate any other credit previously awarded through RPL (if there is not enough space, please extend the number of boxes and include a FULL list of all credit previously awarded through RPL)
	Unit and Programme Title (include each Manchester Met unit for which you have previously been granted exemption through RPL and indicate which Programme of study this applied to)
	Unit and Programme Code
	Level of Study
	No. of Credits granted

	
	
	
	
	
	

	
	
	
	
	
	

	A10
	Faculty to which this application is submitted
	

	A11
	Are you currently enrolled/registered as a student at Manchester Met?
	YES/ NO (delete as appropriate)


	
	If yes:

state the programme of study on which you are registered if different from that for which you are applying for RPL: 
	

	
	If no:
(a)
when do you expect your programme of study 
to start? (indicate month and year)
	

	
	(b)  
what is the status of your application for 
admission? (Delete as appropriate. You should not submit 
this form until you have received an offer of a place on a 
Manchester Met programme. If you have not yet applied to 
Manchester Met, you must do this first.
	I have received a conditional* / unconditional* offer of a place 
and
I have accepted the offer firmly * / as an insurance offer
*Delete as appropriate

	A12
	Student Declaration
Submission Checklist

Before submitting your RPL claim, please ensure that you have:

· fully completed all questions in sections A, B and C of this form
· included all of the relevant evidence to support your claim as required in sections B and C
· clearly labelled and numbered all pieces of supporting evidence and indicated which piece(s) of evidence relate to each section of the form
· completed a Faulty finance form (where relevant) 
	I certify that the information I have provided in this form is accurate and I understand that giving false information may constitute a disciplinary offence within the regulations of Manchester Metropolitan University.

Signed:

Name in Capitals:

Date:


Section B – Information about the Manchester Met Programme/Units for which you are seeking RPL

(To be completed by the student)
	Guidance

You will need to provide information about the Manchester Met Programme/Units for which you are seeking RPL in the table below. For each Manchester Met Programme/Unit that you mention in this form, you should attach the relevant Programme/Unit Specification (available from your Academic Advisor, Programme Leader, Admission Tutor or other member of the academic teaching team) as documentary evidence to support your RPL claim. Each specification should be clearly labelled and numbered and the number included in the list below so that it is clear which specification corresponds to each row. Please attach all evidence securely to the back of this form.


	Manchester Met Programme/

Unit (s) for which RPL is sought (if there is not enough space, please extend the number of boxes and include a FULL list of the programme/ units for which you are requesting RPL)
	Programme /Unit Title (for each Manchester Met Programme/Unit Title you include in this table, you must submit the relevant Programme/Unit Specification with your RPL claim. Each specification should be clearly labelled and numbered and the number included in the relevant row below. Please attach all evidence  securely to the back of this form)
	Programme/Unit Code
	Learning Outcomes
	Level of Study
	No. of Credits
	RPCL/RPEL /Both

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Section C – Information about the prior learning you have completed 

(To be completed by the student)

	Guidance

You should complete a separate table for each Manchester Met Programme/Unit that you have referred to in Section B.  If you are seeking RPL for more than one Manchester Met Programme/Unit, you will need to replicate the table by copying and pasting it below the first table. 
You will need to provide documentary evidence of each prior learning experience you have had. Each piece of evidence should be clearly labelled and numbered and the number included in the list below so that it is clear which piece of evidence relates to each prior learning experience. Please attach all evidence securely to the back of this form.


	C1
	Manchester Met Programme / Unit Title to which the prior learning relates (from B1 above)
	

	C2
	What prior learning experience have you had? (this may be a formal course of study and/or training, or a practical experience)
	What did you learn? (this should be written in the form of a series of learning outcomes to describe what you have learnt from your prior experience. You should ensure that the learning outcomes listed here relate to those in B1. For further guidance  contact your RPL academic advisor)
	What evidence are you providing to assure Manchester Met that the previous learning experience took place? (all evidence should be clearly labelled and numbered and securely attached to the back of this form)
	When did the prior learning take place?
	Where did the prior learning take place? (for formal courses of study/training indicate the education institution. For practical experience, indicate the organisation through which the experience took place)
	For RPCL claims, indicate the level of study, amount of credit and marks achieved (For learning experiences achieved via formal courses of study/training only. You must provide as evidence an official transcript/letter identifying the level, credit value and grade achieved. Mark sheets are insufficient )

	
	
	
	
	
	
	


Section D – Assessment of the claim
(To be completed and signed by the members of Manchester Met / Collaborative Partner staff who have considered the claim)
	D1
	Date application received:
	

	D2
	Date application considered:
	

	D3
	Name of student
	

	D4
	Student Registration Number 

(if already registered as a student of Manchester Met)
	

	D5
	Manchester Met Programme against which RPL is sought
	

	D6
	Verification of evidence considered (Indicate how you have verified the evidence e.g. by assessing a portfolio of learning; through interview; by means of a demonstration of skills; by assessing an exhibition of work; etc.
	

	D6
	Names and roles of assessors who have considered the claim 
(N.B. At least two assessors MUST consider each RPL claim)
	Name
	Role within Manchester Met Programme/Unit
	Manchester Met Programme/Unit
	Subject Specialism

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	D7
	Have the assessors reached a unanimous decision in their assessment of this claim? 
	YES/ NO (delete as appropriate)

	
	If no:

What process has been undertaken to reach a decision  
(N.B. the introduction of a third assessor may be necessary ) 
	

	D8
	Do the assessors consider that the RPL claim should be accepted or rejected? (If you are recommending that part of the claim be accepted, and part be rejected, please indicate clearly the Manchester Met Programme/Units for which the RPL claim is being rejected) 

	ACCEPT/ REJECT (delete as appropriate)

	
	If the claim is to be rejected:
Provide precise details to explain the basis of the rejection. 
(This information will be used to provide feedback to the applicant. Therefore, it is important to ensure that a full explanation is provided)

Now go to Section D13
	

	D9
	Confirm the Manchester Met Programme/Units for which you are recommending that the RPL claim is accepted 
(If there is not enough space, please extend the number of boxes and include a FULL list of the programme/ units for which you are recommending that the RPL claim is accepted)

	Manchester Met Programme /Unit Title
	Manchester Met Programme/Unit Code
	Level of Study


	No. of credits granted


	General/Specific RPL

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	D10
	If the units referred to in D9 constitute the granting of RPL in respect of an entire level of study, please indicate the Programme and level of study.
	Manchester Met Programme/Award Title and Programme Code
	Level for which RPL is granted
	Total No. of credits granted

	
	
	
	
	

	
	
	
	
	

	D11
	Are there any implications regarding:

	
	(a) any final award in terms of the degree or other classification 
(e.g. regulations; calculation of classifications; pre-requisites etc.)
	

	
	(b) professional , statutory or regulatory body recognition
	

	D12
	Recommended Remaining Study

(Please indicate the remaining core/optional units/levels that the student should complete in order for the target award to be conferred. This should align to the  Curriculum Structure section of the Programme Specification)
	

	D13
	Assessors’ Declaration

(Ensure that each member of Manchester Met staff mentioned in Section D6 signs the declaration)
	We certify that we have assessed the information included in this RPL claim form, and the associated evidential documentation fairly, and in line with Manchester Met’s Policy for the Recognition of Prior Learning. We confirm that the information we have provided in this form is accurate, and that the decision recorded in Section D has been reached unanimously.

	
	
	Signed:

Name in Capitals:

Date:



	
	
	Signed:

Name in Capitals:

Date:

	
	
	Signed:

Name in Capitals:

Date:


Section E – Formal Approval and Administrative Recording
(to be completed by Manchester Met employees)
	E1
	Date student notified of outcome

	

	E2
	Accepted RPL claims recorded on Student Record System 
(A member of Programmes Management staff responsible for this Programme/Unit/Student Record should sign here to confirm that they have updated the Student Record System with the information contained within this form. Only information relating to Programmes/Units for which the RPL claim is accepted should be input into the Student Record System)

	Signed:

Name in Capitals:

Date:

	E3
	Date of Assessment Board at which outcome of RPL claim is formally approved and Minute Reference of formal recording. This confirms that relevant External Examiners have had an opportunity to consider and comment upon the fairness and effectiveness of the RPL process
	Minute Reference:

Date of Assessment Board Meeting:

	E4
	Noted by Chair of Faculty Education Committee 
(The Chair of the Faculty Education Committee should sign here to confirm that they have been made aware of the outcome of the RPL Claim and to confirm that it will be formally recorded in the Faculty RPL Monitoring Report)

	Signed:

Name in Capitals:

Date:

	E5
	Faculty RPL Monitoring Report 
(indicate – by academic session -  the Faculty RPL Monitoring Report in which this RPL Claim will be recorded) 
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