	[image: ]


NEW STARTER INDUCTION CHECKLIST


	Document Number: A7774
	Version: 14.0
	Published:   xx/xx/20xx

	Technical Document Number: 
	
	




	[image: ]


CREDIT TRANSFER, RECOGNITION OF PRIOR LEARNING ENQUIRY FORM



	Document Number: RTO-FOR-036
	Version: 1.0
	Published: 11/12/2025



[bookmark: _Toc333432753][bookmark: _Toc40958834]Related Document
Metro Academy RTO Standards (A4931)
Instructions
Complete all sections of this Form if you are considering applying for Credit Transfer (CT) / Recognition of Prior Learning (RPL).
(MTM RTO will use this Form to consider if you meet the CT / RPL eligibility and participation requirements needed to complete a formal application for RPL or CT for your chosen course/qualification.)
1. Enquiry Details
	[bookmark: _Toc233508223][bookmark: _Toc262207898][bookmark: _Toc236981621]
Name/s of Course or Qualification for which you seek recognition

	Course or Qualification details:
	

	Recogntion sought:
	|_|    Credit Transfer 
|_|    Recognition of Prior Learning
|_|    Unsure

	Personal details

	Family name
	
	Given names
	

	Home address
	
	Postcode
	

	Postal address 
	
	Postcode
	

	Phone numbers
	Home
	
	Work
	

	
	Mobile
	
	Fax
	

	Email address
	

	Are you a permanent resident of Australia?
	|_|   Yes
	|_|    No
	Do you need the assistance of an interpreter?
	|_|    Yes
	|_|    No

	Do you have any need special needs, e.g. need for special aids or adjustments, to undertake practical assessment?
	|_|    Yes
	|_|    No

	If ‘Yes’, please provide details of any special needs, or discuss these with MTM RTO contact person or RPL assessor before enrolment.
	

	RPL - Current employment (If you are not employed please go to the next section of this form)

	What is your current job title?
	
	How long have you been in this job?
	

	Who is your current employer?
	

	Please briefly list your duties in this job.
	

	CT / RPL - Qualifications, Statements of Attainment or workplace training

	If you have any RELEVANT qualifications, Statements of Attainment or other awards from a training organisation, please list them below. Please attach a Certified copy of any Original Documents with this form.

	

	

	

	

	RPL - Previous employment and other work roles

	RPL recognises that you may have gained valuable skills and knowledge in paid (and unpaid) working roles. For example, you might have worked in a Rail environment where you were required to undertake Lookout duties.  In completing the following section, think about working roles relevant to your application.

	List brief details of any relevant work you have done (paid or unpaid).
	Job title
	Employer or organisation
	Dates of work

	
	
	
	

	
	
	
	

	
	
	
	

	I have attached a CV or Resume (Please attach this if you have one.)
	[bookmark: Check1]|_|    Yes
	|_|    No

	List some of the tasks you can do (or have done) in paid or unpaid work that might relate to the RPL Course you wish to apply for.

	

	

	RPL - Related (non-work) experience

	RPL also recognises that you may have gained skills and knowledge in experiences such as informal training, volunteer work or clubs. For example in informal roles, you might have used people and communications skills, ran WHS processes, used safety critical communication protocols or participated in informal training or self-development activities. If you have RELEVANT (non-job) experiences, please list them below.

	

	

	

	


2. Completed Enquiry
Please send completed Enqiry Form, VET Transcripts Certified, Resume or any other relevant documentation to Certificates@metrotrains.com.au 
3. MTM RTO Office Use Only
	Date Enquiry Received
	
	Received By
	

	Documentation Reviewed
	☐  Yes	 ☐  No     ☐  N/A
	Date 
	 

	Suitability Achieved
	☐  Yes	 ☐  No
	Date 
	

	If No to the above Candidate Notified 
	☐  Yes	 ☐  No
	Date
	

	Portfolio contacted for next steps
	☐  Yes	 ☐  No
	Date
	

	RTO Compliance Officer Name
(or authorised representative)
	

	RTO Compliance Officer Signature
(or authorised representative)
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