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Recognition of Prior Learning (rpl)

	RTO and national provider #
	Bookkeeping Institute of Australia Pty. Ltd
	32190

	AQTF Qualification
	Certificate IV in Financial Services (Bookkeeping)
	FNS40207

	Student name and number (if known)
	     
	     

	Date of Application
	     /     /     

	Recognition of prior learning (RPL) 
Assessment Process

	Introduction
If you have at least 5 years bookkeeping or financial services experience without a formal qualification and the only thing standing between you and your career goals is a piece of paper, BIA may be able to assist you. The RPL process can formally assess your current experience and skills and identify any further training you may need to complete to obtain a Certificate IV in Financial Services (Bookkeeping).
RPL assessment process
1. Complete this Application Form using Microsoft Word (please do NOT handwrite as the completion of this application using Word is part of your assessment) and email it to studentadmin@biau.com.au. 
2. Please ensure that you have completed an electronic enrolment at http://www.biau.com.au/products.asp?cat=36#BI-595 and either paid your RPL fee or completed the credit card authorisation box on this application form — otherwise we will not be able to proceed with your application. 
3. Your RPL fee covers the following: 

a. RPL Process Fee
b. Confidential interview
c. Workplace visit (if appropriate)
4. An assessor will evaluate your application and will contact you within a short period of time to tell you if we think that it is worth your while proceeding with the RPL process. If we do not recommend that you continue with the RPL Process then at that stage you can elect to receive a full refund less a $110 administration and assessment fee.
5. If you find that you require learning material to assist you – or need to take one or more assessments through our ‘fill-in-the-gap’ process – theses are available for purchase as BIA Study Pack One (groups 1&2) and BIA Study Pack Two (groups 3) on our website at http://www.biau.com.au/products.asp?cat=25#SP-01.  
6. The interviews (which will be one-on-one) will be conducted on our premises at Mount Gravatt in Brisbane and possibly also at your workplace. The workplace visit will either be to your current workplace or a previous workplace if that can be arranged. Provided your workplace is within 1 to 1½ hours drive from one of our offices there will be no extra charge. If the distance is further a travel (and if necessary accommodation) reimbursement will be agreed in advance.
7. If you live a long distance from one of our offices we are happy to combine the interview and the workplace visit into a single visit to your location. If this is not possible (for whatever reason) then we will provide you with comprehensive assessment questions and assignments to complete instead, as part of our ‘fill-in-the-gap’ process.
8. You should note that you do have the option of simply completing our assessments and submitting them for marking. This process avoids the need for evidence gathering and interviews. It is also offered at a lower price.



	RPL Application Form

	Personal Contract Details
	Name
	     
	     
	     

	
	Preferred name and title
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 CONTROL Forms.CheckBox.1 \s [image: image2.wmf]Mrs



 CONTROL Forms.CheckBox.1 \s [image: image3.wmf]Miss



 CONTROL Forms.CheckBox.1 \s [image: image4.wmf]Ms



 CONTROL Forms.CheckBox.1 \s [image: image5.wmf]Dr



	
	Physical home address
	     

	
	City, State and post code
	     
	     
	     

	
	PO Box, City, State and post code
	     
	     
	     
	     

	
	Home, work, fax and Mobile phone numbers
	     
	     
	     
	     

	
	Age, gender and date of birth
	     
	[image: image6.wmf]Male



 CONTROL Forms.CheckBox.1 \s [image: image7.wmf]Female


	     /     /     

	
	Country of origin and are you a permanent resident of Australia?
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	Email address
	     

	Employer Details
	Employment situation
	[image: image10.wmf]Employed

   [image: image11.wmf]Looking for Employment



 CONTROL Forms.CheckBox.1 \s [image: image12.wmf]Contract Bookkeeper
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—

please specify


     

	
	Current employer 
	     

	
	Address
	     

	
	ABN if self-employed
	     

	
	Industry
	     

	
	Position held and length of employment
	     
	     

	
	Previous positions held 
	     

	
	Name, position and phone number of person you report to
	     
	     
	     

	
	Name, position and phone number of a colleague who can vouch for your competency
	     
	     
	     

	
	Previous employers (just record the company name and the month/year that you started and finished:
	1.      

	
	
	2.      

	
	
	3.      

	
	
	4.      

	Education Details
	In which year did you finish secondary school?
	 [image: image16.wmf]Year 12

   [image: image17.wmf]Year 11
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—

please specify



	
	Name and city of last school you attended
	     
	     

	
	Qualifications or Course of Study
	Institute or University
	Year started
	Year finished

	
	     
	     
	     
	     

	
	     
	     
	     
	     

	
	     
	     
	     
	     

	
	     
	     
	     
	     


	RPL Application Form (cont.)

	Professional Memberships
	Organisation
	Year joined
	post nominal letters  

	
	     
	     
	     

	
	     
	     
	     

	
	     
	     
	     

	
	     
	     
	     

	
	     
	     
	     

	Professional Reference 1 (Compulsory)
	Name
	     

	
	Position
	     

	
	Organisation
	     

	
	City, State and post code
	     
	     
	     

	
	Work, fax and Mobile phone numbers
	     
	     
	     

	
	Email address
	     

	
	Relevance to your work situation
	     

	Professional Reference 2 (Compulsory)
	Name
	     

	
	Position
	     

	
	Organisation
	     

	
	City, State and post code
	     
	     
	     

	
	Work, fax and Mobile phone numbers
	     
	     
	     

	
	Email address
	     

	
	Relevance to your work situation
	     

	Professional Reference 3 (Optional)
	Name
	     

	
	Position
	     

	
	Organisation
	     

	
	City, State and post code
	     
	     
	     

	
	Work, fax and Mobile phone numbers
	     
	     
	     

	
	Email address
	     

	
	Relevance to your work situation
	     

	Documents Attached (certificates, awards, photos, resume, etc.) that you plan to bring to your interview
	Document
	Significance

	
	     
	     

	
	     
	     

	
	     
	     

	
	     
	     

	
	     
	     

	
	     
	     

	
	     
	     

	
	     
	     

	
	     
	     


	The  Certificate IV in Financial Services (Bookkeeping) Units of Competence

	The Financial Services Training Package: 

The Certificate IV in Financial Services (Bookkeeping) is made of 4 compulsory core units, 5 compulsory sectoral core units and 2 electives, all of which must be completed - a total of 13 units of competency:
Industry Core Units

1. FNSICGEN302B
Use technology in the workplace 


2. FNSICGEN304B 
Apply health and safety practices in the workplace

3. FNSICGEN301B
Communicate in the workplace


4. FNSICIND401B
Apply principles of professional practice to work in the financial services industry 
Sectoral Core Units
5. FNSBKPG402A
Establish and maintain a cash accounting system

6. FNSBKPG403A
Establish and maintain an accrual accounting system

7. FNSACCT405B 
Prepare financial statements


8. FNSBKPG405A
Establish and maintain a payroll system


9. FNSBKPG401A
Develop and implement policies and practices relevant to bookkeeping activities 
10. FNSACCT406B
Maintain asset and inventory records

11. FNSBKPG404A
Carry out business activity and instalment activity statement tasks


Elective Units

12. FNSACCT407B
Set up and operate a computerised accounting system

13. BSBADM408A
Prepare financial reports


For assessment purposes BIA has split these units into 3 groups:
Group One Units

1. FNSICGEN302B
Use technology in the workplace 


2. FNSICGEN304B 
Apply health and safety practices in the workplace

3. FNSICGEN301B
Communicate in the workplace

Group Two Units
4. FNSBKPG402A
Establish and maintain a cash accounting system

5. FNSBKPG403A
Establish and maintain an accrual accounting system

6. FNSACCT407B
Set up and operate a computerised accounting system

7. FNSACCT405B 
Prepare financial statements


8. FNSBKPG405A
Establish and maintain a payroll system

Group Three Units

9. FNSICIND401B
Apply principles of professional practice to work in the financial services industry 
10. FNSBKPG401A
Develop and implement policies and practices relevant to bookkeeping activities 
11. FNSACCT406B
Maintain asset and inventory records

12. BSBADM408A
Prepare financial reports


13. FNSBKPG404A
Carry out business activity and instalment activity statement tasks



	Steps in the RPL Process

	Tips and hints to help you prepare for recognition
To have your skills formally recognised in the national system, assessors must make sure you have the skills and knowledge to meet the industry standard. This means you must be involved in a careful and comprehensive process that covers the content of all unit/s or qualification/s you can be recognised for. Assessment happens in a variety of ways. Being prepared can save you valuable time and hassle and make the recognition process easier for you.

Step 1 – Complete this application form
Complete the following questionnaire and provide as much information of your previous experience in the financial services and bookkeeping industries as you can. This is your first opportunity to provide details of your experience in the industry.
Important points to be aware of:

1. If you have previously completed a Financial Services Training Package qualification and have a Certificate or a Statement of Attainment that quotes units beginning with FNS then the chances are that we will be able to accept them as evidence of RCC (Recognition of Current Competency) and you will NOT have to take any other action other than to provide us with copies of your certificates. 
2. All other qualifications – whether they be certificates, diplomas or university degrees will need to be (a) current – this means no more than 4 years old and (b) they will need to be mapped against the units for which you are claiming RPL. In order to achieve this mapping we must be able to access the training course details on the National Training Information Service (NTIS) database in the case of certificates and diplomas. With regard to university degrees we will need to see the course syllabus, the course textbook, copies of any completed assignments and a an example of the final exam questions. This information can all be provided at the interview stage.
3. Attendance at in house courses, external courses (in MYOB, QuickBooks or Excel), workshops, seminars, orientation or induction sessions is extremely important – particularly if you have a non-current (older than 4 years) qualification as it provides proof that you have kept your skills up to date. Detail these events on the application form and bring proof of attendance with you to your interview. 

4. It is essential that you provide at least 2 professional references from people who are able to testify as to your competence. Your assessor will contact all three of these references after your interview.
5. References/letters from previous employers/supervisors are equally important 
Step 2 – Interview with your Assessor 

An assessor will review the information you have provided at an informal one-on-one interview and begin to match up your skills to the units/subjects in the qualification. At this point, you will have the opportunity to discuss and identify your previous experience with the assessor who will understand your industry experience and conduct a competency conversation with you. You will be required to answer financial services industry related questions to identify your current skills.
Here are some tips and hints for you:

1. At your interview be prepared to talk about your job roles and your work history in some detail. 
2. Bring with you as much evidence as you can to support what you have done.

3. Bring with you a detailed CV including job descriptions and contact names and phone numbers of previous managers and colleagues who can vouch for your competency.
4. Please ensure that you bring with you the originals all qualifications and certificates specified above for certification by your assessor.
5. Bring with you your current position description and any performance appraisals you have from any finance industry offices or facilities you have worked in.
6. Bring with you any certificates from in-house training or formal training you have done in the past, any letters from employers, records of your professional development sessions, employers or clients in related industries or government agencies, acknowledgements, workplace forms or other relevant documents.

7. Consider the possibilities for workplace contact. Are you in a workplace that is supporting your goal to get qualified? Would you feel comfortable to have the assessor contact your workplace or previous workplaces so your skills can be validated?

8. Think about who can confirm your skill level. Think about current or recent supervisors who have seen you work in the past 18 months and will be able to confirm your skills. Your assessor will need to contact them. You may also have community contacts or even clients themselves who can vouch for your skill level.
9. Bring with you any Workplace documents (you can block out any confidential client information) such as:
· Task sheets / job sheets
· Documents that you have produced that show you can use software eg. Letters, memos, spreadsheets
· Copies of equipment maintenance registers you have completed (eg. Organising printer repairs and service, equipment log books)

· Financial reports and period-end financial statements you have prepared
· Taxation documents and reconciliations you have completed
· Working papers for operational budgets you have prepared

· Asset and inventory records you have maintained
· File notes or memos showing where you have provided advice in a legal context
· Any other documentation that may demonstrate industry experience
Step 3 – Workplace Visit
If appropriate and possible the assessor will conduct a practical skills test at your workplace or at another suitable venue. This is an opportunity to demonstrate your level of competence. This assessment will be focussed on skills that are required in the qualification. Your assessor will identify the skills that you will need to demonstrate.
Further steps

After you have completed the above steps, your assessor will give you information about the skills that have been recognised and whether you have gained the full qualification. If you do have skill gaps, these may be addressed through flexible training and specific assessments.


	Self-Assessment Process

	Please go through the following list of competencies and answer the questions to the best of your ability. For each question please identify your level of experience or academic learning which could be one of the following:
1. RCC (Recognition of a Current Competency): Participation in exactly the same or a modified version of the assessment unit;
2. PD (Professional Development): Participation in a diploma, degree or professional development course;

3. Evidence: You have evidence of your competence which you will bring with you to your interview;  
4. Demonstration: You are able to demonstrate skill or competence at your interview; 

EXAMPLES of EVIDENCE:
1. Reflective papers, journals or portfolios that relate past learning to the learning or competency outcomes of the current course or qualification; 

2. Examples of your work drawn from the workplace, social, community or other setting in which you apply your learning, skill or competence; 
3. Testimonials of learning, skill or competence; and combinations of any of the above.
IMPORTANT NOTE with regard to GROUP 3 UNITS:

Group 3 of this qualification is designed for contract bookkeepers running their own businesses. If you have NOT previously both operated a bookkeeping business, and completed BAS returns for a variety of business types you will NOT qualify for RPL for the five Group 3 units.

This does not prevent you from obtaining RPL for the other eight Group 1 & 2 units and your fee will be adjusted accordingly.

	CREDIT CARD AUTHORITY:

I authorise BIA to charge the following credit card with $55 to cover the cost of processing this application. I am aware it is non-refundable. If I agree to continue the RPL process – by sending an email to BIA to that affect – then I further agree to my card being charged with any fees or expenses agreed to in advance.
Credit Card (Visa or Mastercard):          Credit Card Number:                          Expiry Date:        /       

Signature: ___________________________


	Please answer the following questions to the best of your ability 

	


	1.  FNSICGEN302B Use technology in the workplace

	This unit requires the application of computing skills to achieve work place outcomes. It includes accessing, inputting and saving information, using the internet and routine maintenance of the equipment. The skills are applied to computers and associated devices such as printers, scanners and a range of storage devices. It also covers the use of other equipment such as faxes and photocopiers. It applies to all sectors of the industry.
	1. What is the difference between operating and application software? 

     
2. What is the difference between a computer file and a folder?

     
3. What type of file is a .MYO file and how would you open it? 

     


	2.  FNSICGEN304B Apply health and safety practices in the workplace

	This unit requires the application of healthy and safe working principles to jobs in the financial services industry including complying with legislative responsibilities, identification of hazards and risk control, awareness of emergency procedures, and contributing to the organisational systems for management of safety and health in the workplace. This unit is relevant for employees working under supervision. It is applied in all sectors of the industry.
Please note that unless you have previously worked in the health and safety area or have taken courses in health & safety or first aid you are unlikely to obtain RPL in this unit and will need to complete the full assessment.
	4. Name at least 3 WHS risks that a bookkeeper encounters working at a clients premises and what steps can be taken to minimise the risks? 





	3.   FNSICGEN301B Communicate in the workplace

	This unit covers the fundamental communication skills needed to work in any sector of the finance industry. It includes the skills needed for interacting with customers, internal and external, and for giving, receiving and recording information.
	5. What is communication? 


6. What do you see as the main barriers to communication?

     
7. List 3 types of non-verbal communication ? 

     


	4.   FNSBKPG402A Establish and maintain a cash accounting system

	This unit describes the performance outcomes, skills and knowledge required to establish and maintain a bookkeeping system on a cash basis. Various aspects of the Tax Act, Goods and Services Tax (GST) Rulings and other legislation apply to this unit at the time of endorsement. This unit applies to individuals who are responsible for providing contract bookkeeping services and to bookkeepers working directly for organisations. These individuals may be carrying out bookkeeping activities across all industries.

This unit requires the application of skills and knowledge to identify relevant statutory, legislative and regulatory requirements and to process business taxation requirements related to various Activity Statements. This unit applies to those job functions that have responsibility for compiling and recording Activity Statement data and requires skills in working with others in order to gather and check data. 
	8. How does a ‘cash accounting system’ differ from an ‘accrual accounting system’? 


9. How would you establish client files and set up an accounting system on a cash basis?


10. How would you go about manually reconciling a bank statement?





	5. FNSBKPG403A Establish and maintain an accrual accounting system

	This unit describes the performance outcomes, skills and knowledge required to establish and maintain a bookkeeping system on an accrual basis. Various aspects of the Tax Act, Goods and Services Tax (GST) Rulings and other legislation apply to this unit at the time of endorsement.  This unit applies to individuals who are responsible for providing contract bookkeeping services, and bookkeepers working directly for organisations and small business owners. These individuals may be carrying out bookkeeping activities across all industries.

This unit requires the application of skills and knowledge to reconcile and monitor an accrual accounting system. The unit encompasses setting up accounting systems; establishing debtors and creditors, bad debt and contra entries; reconciliations; reviewing compliance terms and conditions; planning a recovery action and preparing reports; and filing of documentation. This unit also relates to carrying out activities on a continuing basis. Where the activities are being carried out by a contract bookkeeper, policies and procedures relate to the guidelines provided by the organisation for whom the bookkeeper is carrying out the activities.  FNSBKPG402A Establish and maintain a cash accounting system is a pre-requisite for this unit.
	11. Why is accrual accounting considered to be a better accounting method than cash accounting?

 FORMTEXT 

     
12. What is the Accounting Equation?

 FORMTEXT 

     
13. Why would a business elect to pay GST on a ‘cash’ basis rather than on an ‘accrual’ (or invoice) basis?

 FORMTEXT 

     



	6.  FNSACCT407B Set up and operate a computerised accounting system

	This unit covers the competency to establish and operate under supervision, a computerised accounting system and requires the application of skills and knowledge required to set up and operate a computerised accounting system. The unit encompasses implementing an integrated accounting system, processing transactions within the system, maintaining the system, producing reports and ensuring system integrity. 

This unit will be assessed as a ‘group’ with FNSBKPG402A Establish and maintain a cash accounting system and FNSBKPG403A Establish and maintain an accrual accounting system.
	14. What is the purpose of the General Ledger?

 FORMTEXT 

     
15. What is the purpose of the Chart of Accounts?

 FORMTEXT 

     
16. What is the purpose of the subsidiary ledgers?

 FORMTEXT 

     



	7. FNSACCT405B Prepare financial statements

	This unit covers the competency to identify skills and outcomes associated with the development of financial reports. This unit requires the application of skills and knowledge required to prepare financial statements, encompassing compiling data and preparing reports.
	17. What is a Trial Balance and why is it prepared?
      
18. What are the IASB standards?

 FORMTEXT 

     
19. Give examples of a “conflict of interest” in preparing financial reports? 

 FORMTEXT 

     
     


	8. FNSBKPG405A Establish and maintain a payroll system

	This unit describes the performance outcomes, skills and knowledge required to process payroll from provided data in manual or computerised payroll systems.

This unit requires the application of skills and knowledge to establish and maintain a payroll system which includes recording and preparing payroll documentation and dealing with enquiries in regards to payroll. Specific knowledge of relevant state/territory and commonwealth legislation and regulation is required.
	20. What is Fair Work Australia? 


21. What does PAYG Withholding mean?

22. What are Payment Summaries?

     


	9. FNSICIND401A Apply principles of professional practice to work in the financial services industry

	This unit covers the fundamental skills needed for employment and the application of industry and company procedures, guidelines, policies and standards in a daily work context within the financial services industry.  

This unit requires the application of an understanding of the industry and the way it operates to the work carried out by the employee. It involves demonstration of a working knowledge of company policy and procedures required to undertake day to day tasks. It is the base unit on which the other skills required for work in the financial services industry are built. It may be applied in all sectors of the industry.

Note that many of the requirements for competency in this unit duplicate the requirements of other bookkeeping specific units. This unit is therefore regarded as grouped with the proceeding units.
	23. List three (3) ethical issues that a bookkeeper may have to deal with as part of their daily activities?


24. When the Australian dollar depreciates against the US Dollar, what effect does this have on Australian exporters who export to the US? How does it affect Australian consumers of goods imported from the US? What about the tourism industry in Australia?


25. What impact does the Privacy Act have on a bookkeeper’s role?





	10. FNSBKPG401A Develop and implement policies and practices relevant to bookkeeping activities

	This unit describes the performance outcomes, skills and knowledge required to develop, implement and maintain policies and practices to ensure that a quality service is provided in relation to bookkeeping activities. No licensing, legislative, regulatory or certification requirements apply to this unit at the time of endorsement.

This unit applies equally to individuals seeking to establish policies and practices in relation to their own work within the bookkeeping industry and individuals providing contract bookkeeping services.

This unit requires the application of skills and knowledge to research and identify relevant information and materials, and set up systems to provide a quality level of service to business owners or employers. This would be achieved both through direct contact with business owners and through establishing and maintaining relevant systems of work. The unit relates specifically to the set up of systems and standards designed to provide a sound framework for carrying out work on a continual basis, including maintaining the individual’s own professional development.

The development of policies and practices covered in this unit apply equally to providing guidelines for individual bookkeeping contractors, subcontractors or their clients.
	26. The Australian Accounting Standards Board (AASB) is an Australian Government agency under the Australian Securities and Investments Commission Act 2001. What are its statutory functions? 


27. What is the significance of the Trade Practices Act to businesses and bookkeepers?


28. Why should a bookkeeper liaise with their clients Accountants?





	11. FNSACCT406B Maintain asset and inventory records

	This unit describes those functions associated with the maintenance of records for fixed assets and inventory. This unit requires the application of skills and knowledge required to maintain asset and inventory records. The unit encompasses complying with organisational asset acquisition procedures, reconciling assets register and inventory records to general ledgers, recording inventory flows, recognising new assets and asset categories, preparing schedules and ad hoc reports and recording disposal of fixed assets.
	29. What software is most appropriate for creating a fixed asset register?

     
30. What column headings would you expect to see on a depreciation schedule? 

     
31. What is the difference between the periodic and perpetual inventory systems? 

     

	12. BSBADM408A Prepare financial report

	This unit covers recording general journal adjustment entries and preparing end-of-period financial reports such as revenue statements and balance sheets for a non-reporting entity.
	32. What is a “balance day adjustment”?


33. How is Gross Profit calculated? 


34. What is meant by “end-of-period”?




	13. FNSBKPG404A Carry out business activity and instalment activity statement tasks

	This unit describes the performance outcomes, skills and knowledge required to carry out tasks related to Business Activity Statements (BAS) and Instalment Activity Statements (IAS), including the completion of Activity Statements. Various aspects of the Income Tax Act, Goods and Services Tax (GST) Rulings and other legislation apply to this unit.
This unit applies to individuals who are responsible for providing contract bookkeeping services and to bookkeepers working directly for organisations. These individuals may be carrying out bookkeeping activities across all industries. 

This unit requires the application of skills and knowledge to identify relevant statutory, legislative and regulatory requirements and to process business taxation requirements related to various Activity Statements. This unit applies to those job functions that have responsibility for compiling and recording Activity Statement data and requires skills in working with others in order to gather and check data. This unit may not be applicable to individuals who work on a micro level (such a sole contractors) completing their own Activity Statements as the scope and breadth of knowledge covered may be unlikely to be applicable at a micro business level.
	35. List the taxes that are included on the Business Activity Statement (BAS)?


36. Explain the meaning of a GST “creditable acquisition”?


37. Explain the meaning of a GST “taxable supply”?


38. Explain the meaning of a GST “input tax credit”?


39. What is the difference between the “cash basis” for GST and the “accrual basis” for GST?


40. If an asset is purchased on Hire Purchase and the business is on a “cash basis” for GST can they claim 100% of the GST in the month/quarter of purchase?


41. According to section 29-40 of the GST Act an entity may elect to use the cash basis for BAS lodgement if at least one of the following 3 conditions exists. What are they?



	Application for Assessment by 

Recognition of Prior Learning (rpl)
Declaration of Applicant

	I declare that the information contained in this application is true and correct and that all documents are genuine.

I give my permission for any staff member of BIA or their assessment partners to contact any of the named references in this application for the purpose of confirming the accuracy of my statements and to discuss my competency in this assessment.
As this form must be completed in Microsoft WORD and submitted as an email attachment) you agree that by typing your full name in the signature space below you acknowledge that this constitutes your legal and binding signature.
Your Witness also agrees that by typing their full name in the signature space below they acknowledge that this constitutes their legal and binding signature.

	Name of Applicant
	Signature

	     
	     

	Date:
	     /     /     

	Name of Witness (not a relation)
	Signature

	     
	     

	Date:
	     /     /     

	Relationship of witness to applicant:
	     

	Phone number of witness:
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