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INTRODUCTION

Candidate guide

First step

As a new candidate, your first step is to familiarise yourself
with the Assessment Platform. This is the environment in
which you will keep all your training and experience records,
CPD activity, selected competencies and diary entries.

This is also the place where your counsellor will sign off your
competencies and support you through each stage of your

assessment.

Follow this guide on how to use the Assessment Platform.
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Candidate guide

— Welcome
BE English - bert Drake ' @
(‘{9 RICS' SAT - Core - Assessment Platform Candidate Home
overview
&) sore T e ramy
Robert Drake Vokes and Co Surveyar Quantity Surveying & Construction
. Counsellor's Name Phone Number Mobile Email
Rick Grimes +44 7964 654646 RobertDrake@rics.org
You are eligible for assessment after @ Professional Number E] Route
011122022 7960331 APC wiith structured training
1 photo * cPD
& Competencies Selected ©  professionalism Module (Expires: 02/01/2026)

&  Summary of Experience | Com B Case Study
@ Dpiary & counsellor Selected Comg
£ Approved by Counsellor i Employment History

v/ Dedlaration

Ifyou have just completed the Professionalism Module, please be aware that your Completed status is not updated in the system immediately and it may take up to an hour for this to
happen. Thank yau for your patience,

The candidate home allows you to see your progress at a quick
glance and reach the key areas of your journey so far.

To navigate back to the candidate homepage at any point, you
can click on the RICS logo at the top of the screen.

You must complete the progress tracker in conjunction with
the criteria for the route you are following, which are set outin
the candidate guide.

01 Profile, message and help

Click the dropdown arrow to edit your profile. Click the envelope
to view messages from your counsellor or RICS; a red circle
indicates the number of unread messages. Click the question
mark to access help.

02 Navigation bar

Hover over the navigation bar; it will expand to show you all
areas of the platform. Click the RICS logo to return to the
homepage from any screen.

03 Candidate details

Your name, company, job title and pathway will show here.

04 Counsellor details
The name and contact details of your selected counsellor.

05 Progress overview

Displays the status of the key activities you need to complete

to meet the minimum requirements for your assessment. The
blocks also provide shortcut links to these areas of the platform.

4



CANDIDATE HOME
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MNeed Help? @

) @) (%) [~)

[ Select Pathway help PDF e

+44 {024 7686 B555 Opening hours
09:00 - 17:00 GMT

contactrics@rics.org

) ()

We aim to answer all queries
promptly within 2 working days

06 Competencies
A shortcut to access your competency information.

07 Messages
A shortcut to access your messages.

08. Help

Access details of your local RICS office.

09 Preview Assessment Document
You can view a draft copy of your assessment documentation at
any point.

10 Legacy Data
If you had recorded your summary of experience on the previous
platform (ARC), you can view any of that data here.

11 Profile

Click the dropdown arrow to edit your profile.

You will be able to edit your profile photo, personal details,
employment history, academic qualifications and professional
qualifications. This also populates your details in our database, so
there is no need to ring up separately.

12 Help

Access your local RICS office contact details, the pathway guide,
RICS requirements, competencies guide and RICS candidate
guide.



PROFILE

View profile

The profile view displays information about you.

James Howlett
01 Your profile photo, name, honours and contact

details
(2]

Phone Number Maobile Email

0789749604 +49 1234658796 JamesHowlett@rics.org 02 YOU r COﬂtaCt detallS
i £ s 03 Your address
Quantity Surveying & Construction
Pathway
TR ) | = 04 The academic qualifications you provided when
ol you completed your enrolment. This will form part
‘. Academic Qualifications o C_‘E‘ B B R
i 1es of your final assessment submission.
Course Start Date Completion Date E 4
R Ao MR ms 1 05 The professional qualifications you provided
o i . 7960309 . .
i S e (g ## Professonal Number when you completed your enrolment (if required).
o \ 7 This will form part of your final assessment
** ot implemented T+ Sme|SS|On
o 1t CDurizllsuorsh?Im ber
| D Professional Qualifizations 0
L ﬁ Prwinus:loﬂefefled
‘ Primary Employment o
APC Structured Training 24
Company Name Job Title Start Date End Date U
Derek Test AC1 Surveyor 01/01/2020

Candidate guide



PROFILE

Primary Employment

Company Name Job Title Start Date End Date
Derek Test AC 1 Surveyor 01/01/2020

Address Postcode Phone

GB Cv4 BJE

Employment History

Company Job Title Start Date EndDate
Lucie Atterbury consulting Surveyor 01/03/2017 0111272017
Address Postcode Phone Number

GB WV1 1AA

Company Job Title Start Date EndDate
Vokes and Co Surveyor 01/01/2018 27/11/2018
Address Postcode Phane Number

GB B11AA

Company Job Title Start Date EndDate
Alan Smithers Limited Surveyor 0112/2018 30/06/2019
Address Postcode Phone Number

Caventry V1 1AA

GB

Candidate guide

{ ©

APC Structured Training 24

06 Your primary employment. This is your
current employer and will form part of your final
assessment submission.

07 Your employment history. This will form part of
your final assessment submission.

08 Your assessment type, also known as your route.



PROFILE

i

‘ Academic Qualifications 0 Professional Qualifications

Personal Details

Profile Photo Upload

L ;
Please upload a current picture, then press the Save button at the

bottomn of the page to attach the photo to your profile.

Please upload a current, high quality, picture of yourself that is no
more than 2MB.

Browse

First Name

James

Last Name
Howlett

Honours

Phone Number

(Telephone numbers should start with a = sign, followed by the
country code and natonal number)

0789749604

Mobile

{-*49 1234658796

Email

[Jan'-esHw.-\ett-’f-rics.:-rg

Expected Final Date

[3‘: /0572022 |

Nominate a new counsellor

J Change pathway

Personal Address

To search for an address, just start typing in the Address Line 1 or
Address Line 1

Postcode fields.

[ test

Address Line 2

[testlng

Candidate guide

Edit profile — personal

You can insert and edit the following personal details:

01 Profile photo

Note: your profile photo will be used on your submission
documentation, which will be shared with the assessors at
your final assessment interview. Make sure that itis a
professional passport-sized photo, which has been taken
within six months prior to applying for final assessment.

02 Honours

03 Personal address
04 Phone numbers
05 Email address

06 You can inform RICS of the date you expect to
submit for assessment

07 Nominate a new counsellor or change your
existing one

08 Change your pathway

Any changes you make will automatically update the central
RICS database. There is no need to contact RICS with these
changes.

To amend your name, you will need to contact your local RICS
office, as proof will be required.



PROFILE

l Personal

Employment History ‘[ Academic Qualifications I U Professional Qualifications

Candidate guide

Employment Details

All candidates must show their full employment history relevant to their pathway and surveying profession.

Minimum years required per route:

APC 12 Structured Training: You need to provide the history of your refevant employment with a minimum of 5 years of experience at

the point of submission for final assessment

Current Employer

Primary Employment

Vokes and Co D

Job Title

[Surveyor ]

Phone Number Start Date EndDate

[ ' ] [woswzoza ] { " ]

Work Experience

[Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Maecenas porttitor congue massa. Fusce posuere, magna se]

Edit profile — employment history

You can add your employment history and edit your current
employer details.

01 Click to add a new employment entry.

02 Indicates your primary employment.

Note: Adding a new employment entry will automatically
default it to your primary employment. You can change this
by clicking the slider.

03 Include a brief description of your job role.
The details will form part of your final assessment
submission.



PROFILE

NEW EMPLOYMENT ENTRY

New Employment Entry

Country Postcode
a9 |

{ Lookup )

Fl
Company Primary Employment

b

If you cannot find your company listed, click here. Only enter
experience related to your pathway. Your request will be
reviewed by RICS staff within 5 working days so please check the
RICS Assessment Platform after this time. You can continue to
enter any other employment history.
Job Title
Phone Number Start Date EndDate

reseen ) |

==

Candidate guide

Edit profile — employment history

You can find your employer on the RICS database.

01 Enter the country and then postcode or city as
prompted. Click ‘Look up’ and select your company
from the list.

02 Indicates your primary employment. This is your
current employer and will form part of your final
assessment submission.

03 If you are unable to locate your employer, you
will be able to confirm the details, which will go to
RICS to update.

04 Enter your job title and your telephone number
(if current employer).

05 Enter your start date and end date (if not current
employer).

10



PROFILE

1 Personal ‘ Employment History ‘ Academic Qualifications

0 Professional Qualifications

Academic Qualifications Details

Latest Academic Qualification

Institution Course
{Coveﬁtry University ] [QS and Construction ]
Qualification Start Date End Date
[Degree ] [-]‘?Di 12017 ] [D‘: /07/2019 ]
r
NEW ACADEMIC QUALIFICATION ENTRY
2 New Academic Qualification
= Institution Course
Qualification Start Date Completion Date
A

Candidate guide

Edit profile — professional
qualifications

The academic qualifications you entered when you
completed your enrolment will be displayed. To add a new
academic qualification, click ‘New'.

Enter the qualification details. Click ‘Reset’ to clear your
entries. Click ‘Save’ to add the qualification to your profile.

11



PROFILE

l Personal

[ Employment History [ ‘ Academic Qualifications

Professional Qualifications

{J Professional Qualifications

Candidate guide

NEW PROFESSIONAL QUALIFICATION ENTRY

L

Mew Professional Qualification Entry

Organisation/Establishment

Current Grade Year Gained

| ] [z

Edit profile — professional
qualifications
The professional qualifications you entered when you

completed your enrolment will be displayed (if required).
To add a new professional qualification, click ‘New'.

Enter the qualification details. Click ‘Reset’ to clear your
entries. Click ‘Save’ to add the qualification to your profile.

12



COMPETENCY

Candidate guide

&

B © r» % 0T B

(3 rics

Competendes
Competency Selector
Competency List

Diary

Case Study

CPD

Personal Profile
Professionalism Module
Messages

S
RICS.0rg

Selecting your competencies

01 Hover the cursor over the navigation bar and

it will expand. Click on ‘Competencies’. Click on
‘Competency Selector’.

You must ensure your first action on the platformis to select
your required competencies. Refer to your pathway guide for an
overview of your competency requirements. You will be unable
to proceed with your assessment in the platform until this is
completed.

13



COMPETENCY

L @ Mandatory

@ Core

@ Optional

@ v ‘ Mandatory competencies

% Mandatory Competencies

Candidate guide

Accounting principles and procedures Business planning Client care
01 01 02
Level 1 Level 2 Level 3 Level 1 Level 2 Level 3 Level 1 Level 2 Level 3
Diversity, inclusion and teamworking Ethics, rules of conduct and professionalism Health and safety
01 03 02
Level 1 Level 2 Level 3 Level 1 Level 2 Level 3 Level 1 Level 2 Level 3
Inclusive environments Sustainability
01 01
Level 1 Level 2 Level 3 Level 1 Level 2 Level 3

01 Menu bar

Indicates the competency type you are currently reviewing.

02 Competency requirements
States the number and level of competencies you must
demonstrate.

03 Individual competency
Each competency is displayed in a box with the selected level
highlighted in purple.

04 Competency detail
Click ‘'Show info’ to read the full details of each competency.

05 Save and Continue
Click to progress to the core competency selections.



COMPETENCY

‘ @ Mandatory

@ Core

@ Optional

@ Review

m Core Competencies

Commercial management (of construction works)

Construction technology and erwironmenmal services

Contract practice

Design economics and cost planning
Praocurement and tendering

Praject finance (canirol and reporting)

Quarification and costing (of construction works)

Competency Overview

Level1

Construction technology and environmental services

Demonstrate knowledge and understanding of the principles of design and construction

relating to your chosen field of practice

Level 2

Apply your knowledge ta the design and construction processes

Level 3

Advise on the selection and application of particular processes within your area of
experience: This should include liaison with specialists and consultants to develop project

Select Competency Level

03
/ 0 = ) ) Q =
Construction technology and environmental Procurement and tendering Project finance (control and reporting)
services
Level 1 Level 2 Level 3 Level 1 Level 2 Level 3 Level 1 Level 2 Level 3

Candidate guide

| Core competencies

01 Competency list
Displays the competencies available to select. Click on a
competency to read an overview of the levels.

02 Competency overview
Displays the competency description for each level of the
highlighted competency.

03 Competency level
Click on the level you wish to be assessed at. You can only select
the level(s) highlighted in purple.

04 Your competency selection
Competency levels you have selected are displayed here. Click
the X’ symbol to remove a competency from your selection.

05 Competency detail
Click ‘'Show info’ to read the full details of the competency at each
level.

06 Save and Continue
Click to progress to the next stage.

Note: You will progress to the optional competency

selections or the final review page. This is dictated by your
pathway criteria.

15



COMPETENCY

@ Mandatory @ Core

@ Optional

m Optional Competencies

Capital allowances

Commercial management (of construction works)

Conflice avoidance, management and dispute resolution procedures
Contract administration

Corporate recovery and insolvency

Due diligence

Insurance

Programming and planning

‘ @ Mandatory @ Core

@ Optional

@ Plus

eo Optional Plus Competencies

@ A B C D E F G H |

Access and rights over land
Asset identification and assessment

Asset management

Candidate guide

Optional and optional
plus competencies

01 Competency list
Displays the optional competencies available to select. Click on
a competency to read an overview of the levels.

02 Optional plus competencies

Some pathways require a competency from the full list of
technical competencies, including any not already chosen from
the core and optional lists. This will only show if it applies to
your pathway.

16



COMPETENCY

Conflict avoidance, management and dispute resoclution procedures

Summary and Examples of likely knowledge, skills and experience at each level

Level 3

—, -

monstrate knowledge and understanding of the techniques far conflict avaidanice, conflict management and dispure resolution pracedures including for example sdjudication and arbitration, sppropriste to your pathivay

al with dispure avoidance and their provisions for resolving disputes

® Legal and statutory requirements for the resolution of disputes in construction contracts

Candidate guide

Competency detail

You can read the full details of each competency by clicking
‘Show info’ in the top-right corner of the competency box.
Core competencies will display examples of the types of
work experience required to demonstrate the competency
at each level.

01 Read the description at each level before
confirming your selection.

02 Click the level to read the competency
description at each level.

03 Click ‘Hide info’ to return to the competency
selector page.

17




COMPETENCY

9 Review

% Mandatory

€

Competency

Ethics, rules of conduct and professionalism
Health and safety

Client care

Communication and negotiation

Conflict avoidance, management and dispute resolution procedures
Data management

Diversity, inclusion and teamworking
Accounting principles and procedures
Business planning

Inclusive environments

Sustainability

Core

. 0000600000006 :

Optional

Candidate guide

Competency review

The review page displays all the competencies you have
selected. Review them before you confirm your selection.

01 The mandatory competencies are listed.

02 Your technical competencies will be listed with
an edit button to use if you wish to edit them.

Note: you can change your competencies at any time before
you submit for final assessment, but the edit button will
remove all competencies from your selection. This is to
ensure the validation for the competency selection matches
the requirements as stated in the pathway guide.

18



DIARY

Diary

9 Filter Notes

The diary is for Technical competencies only

You do not need to recerd the mandatory competencies in your diary. These are an intrinsic part of your day-to-day work and are not narmally

part of the minimum days of experience.
Diary days are valid for a five-year period prior to submitting for assessment.

» APC12, structured training aver 12 months, you are required to meet a minimum of 200 days logged

You have recorded a total of 445.0 eligible days in your diary. You also have 260.0 days assigned to competencies that are no longer selected.

=%

+ New J')‘

Month

[AH

Year

[AH

Competency

[AH

Level

(w J
01 July 2025 Status
Bulk '/ h1d Level 1 Commercial Management [ Al "J
Competency applied to: Level: Days spent:
Commercial management 1 8.0 4 Filter \‘:

e F
Candidate guide

Diary — preview

This section is only for those candidates who are following
APC structured training.

The diary allows you to record your activities during your
structured training. It serves two purposes:

* To provide a reminder of your experience for each compe-
tency and level when preparing your summary of experience.
* To provide a count of the number of days recorded for each
competency and level. The count appears on your submission
for assessors.

01 New
Click to add a new diary entry.

02 Diary entry

Each diary entry will be displayed, showing you the date you
entered it, the title, the commentary you have added and the
competency the entry relates to.

03 Remove
Click to delete any of the details you have added.

04 Edit

Click to amend any of the details you have added.

05 Filter

Use the filter function to display your diary entries by month,
year, competency and level. This function may be useful when
you are reviewing your work with your line manager/supervisor
and counsellor.

All your diary entries will be accessible from the relevant
summary of experience page for each competency and level.
This will allow you to review your entries when preparing
your evidence for each competency.

19



DIARY

MNew Diary Entry
Competency

Please select V]
Level Days Start Date

Please selact v] [o.o @® = [30.«'58;1022

Title

I

Candidate guide

Diary — new entry

This section is only for those candidates who are following
APC structured training.

You should create a diary entry for each competency and
level. As you develop your experience for each competency
and level, you can update the relevant entry by adding to
the commentary and increasing the number of days
recorded.

01 Competency and level
Select the competency and level the entry relates to.

02 Days and start date

Enter the date you started developing this competency.
Increase or decrease the number of days you have committed
to this competency.

03 Title
Enter a title for the diary entry. The title should identify what
activity you performed.

04 Reset

Click to clear the content of the diary entry.

05 Add
Click to add the entry to your diary.

20



MESSAGES

Inbox Need Help?
L .| Messages

13 D

12 September 2022 Mark as read

We will contact you through the platform with key messages
as you progress with your assessment.

Final Assessment Submitted 01 Total messages
| The total number of messages you have received.

02 Unread messages
The total number of unread messages.

12 September 2022 Markasread ( )

Your proposer has approved the sign-off on your application

03 Title

The title of the message.

12 September 2022 Markasread (

04 Mark as read

When you select a message, it will be marked as read.

05 Message content
Use the dropdown arrow to open and close the message's
content.

06 Help
Access contact details for your local RICS office and the
platform user guide.

2
Candidate guide



EXPERIENCE

| confirm that my summary of experience matches my currently selected competencies and levels.

If your competency selections Not COMMECt, you may reselect your competencies. | Res

If you need help with choosing your competencies, please refer to the pathway guide. | pac

Please review the Requirements and Competencies Guide for the full listing of RICS competencies, this will help if your pathway requires

you to select optional plus competencies. | R

You are required to write a maximum of 1500 waords in tatal for your mandatery competendies and a maximum of 4000 for your
technical competencies. If you exceed these word counts your submission will be declined.

Word count of mandatory competencies Word count of technical competencies

1456 ] [ 3985

* Foryour summary of experience, RICS will calculate the word count using Microsoft Word.

* Only the content you add under the column tided Summary of Experience will be inciuded in the word count. This will include
any reference to @ SoUrce or citation

* Theword count does not include: titles, names of competencies and levels as they appear in the first two columns of the
template.

Your document needs to be upioaded a5 a POF file.

- = A
| Clear | | Save
L9 ¥4

Summary of Experience

SurnmariesOfExperience.pdf

Candidate guide

Summary of Experience

This is the Summary of Experience tempiate available for
you to download. This will form part of your final
assessment submission. You should record & brief
statement about each of your mandatory and technical
competencies at each level that you have selected.

Summary of experience

To begin completing your summary of experience, click on
‘Summary of Experience’ in the navigation bar.

01 Summaries of Experience template
Your summaries of experience must be prepared using the
template. Download it here.

02 Browse, Save or Clear

Click ‘Browse' to select the document to upload.
Click 'Save' to upload it.

Click ‘Clear’ to restart.

Note: you cannot remove uploaded documents from the
platform. You can upload new versions of your documents.
The system will always include the most recent when you
are ready to finalise your full submission.

When you select ‘Save’, a banner will appear at the top of
your webpage confirming that the save is in progress. When
completed, this banner will change to ‘File Uploaded'.

The maximum file size you can upload for your case study is
20MB.

03 Request review

Submit your summaries of experience for review by your
counsellor. You will receive a message when your counsellor
has completed the review.

Note: the option to request review will only appear after
your case study file has been uploaded to the platform.

22



CASE STUDY

Case Study

You are required to write 8 maximum of 3000 words on a project you have undertaken work on in the last 24 months. If you exceed
these requirements your submission will be declined.

Your Case Study MUST demonstrate & minimum of two technical competencies from your chosen pathway. You may cover more than
the minimum and must include these in your case study Appendix A.

Please select your two competencies that will fulfil the requirement.
Competencies

Please Select

Werd count of case study Date of case study

2976 ] [ 04/02/2025

Far your case study, RICS will calculate the word count using Microsoft Word.

The word count does not include: praject name, date of project, confidentiality statement, 1able of contents, table of

competencies demanstrated and any appendices.

* Appendices should be used only for relevant content that supports your case study e.g. photographs, plans, charts and ebles.
‘Where used, these should be appropriately referenced in your case study.

= Remember, if you include charts or tables in the main body of the case study, this will be included in the word count. To
maximise the word count, include charts and tables in the appendices.

* Appendices should not be used to add further commentary about your experience,

Your docurment nesds to be uploaded as a PDF file.

The word count does include: any content you add from the introduction to the conclusion, including heading and sub-headings.

l:\ Clear :I

Case Study

This is the Case Study template available for you to
download. This will form part of your final assessment
submission. This must be based on a project(s) undertaken
up to two years before your assessment. Please refer to the
template for further instructions.

Case Study

CaseStudy.pdf

Candidate guide

Case study

Access the case study area from the navigation bar or the
candidate homepage.

01 Case study template
To allow for images, tables and appendices, your case study
must be prepared using the template. Download it here.

02 Browse, Save or Clear

Click ‘Browse’ to select the case study to upload.
Click 'Save' to upload it.

Click ‘Clear’ to restart.

Note: you cannot remove uploaded documents from the
platform. You can upload new versions of your documents.
The system will always include the most recent when you
are ready to finalise your full submission.

When you select ‘Save’, a banner will appear at the top of
your webpage confirming that the save is in progress. When
completed, this banner will change to ‘File Uploaded'.

The maximum file size you can upload for your case study is
20MB.

03 Request review

Submit your case study for review by your counsellor. You will
receive a message when your counsellor has completed the
review.

Note: the option to request review will only appear after
your case study file has been uploaded to the platform.

23



CPD

% CPD Policy

All APC candidates are required to complete a minimum of 48 hours' CPD, every 12 menths. This will be calculated on a rolling period from the date you submit for final

assessment. You should check that your CPD activities are within the reguired period, working back from the date you submit.
You can enter activities into the RICS Assessment Platform from the date of your enrolment (05 February 2019).

A minimum of 508 of your CPD must be formal CPD

2023 2022 2021 W History =

Activities Total Hours for 2023: 50.00
Formal Hours: 0.00
Name Date Type Hours Status
type here.. 23/08/2022 Private Study 50 hour(s) 0 minuta(s) Completed
Details ) Delete )

Candidate guide

CPD

Access the CPD area from the navigation bar or the
candidate homepage. Click ‘New' to add a CPD activity.

01 CPD policy

The minimum CPD hours requirement and time period for
your assessment will be stated here.

*a minimum of 50% of your CPD must be formal CPD.

02 New

Select ‘New' to enter your CPD details and learning outcomes.

03 Details
When you have entered your CPD, you can select ‘Details' to
review your entry.

04 Edit and delete

You can amend your CPD entry any time prior to applying for
assessment. You can also delete this entry if it is no longer
required.

24



CPD

CPD Activity Details

CPD Activity Type

Type

Formal or Informal Activity

Description
Activity Status Start Date Hour(s) Minute(s)
[ Please select VJ 30/08/2022 J [O J = =

[ Please select

[ Please select

Learning Cutcome

[

Candidate guide

CPD

01 Description
Enter a brief summary of the activity.

02 Activity status
You can enter planned activities for the future or completed
activities from the past.

03 Start date
Enter the date the activity is planned for or was completed.

04 Hours and minutes
Enter the amount of time you are allocating to the activity.

05 Activity type

Select how you gained the CPD. Select whether the method is
formal or informal learning. Remember, at least 50% of your
required CPD must be formal.

06 Learning outcome
Enter a brief summary of what the outcome of your CPD is.

07 Save

Click to save the activity to your record.

25



PROFESSIONALISM MODULE

G\Q RICS toussCitigoriin~  Resoitis # O B O vegens Frap Mugestpnig comngEsns  ACCESS the professionalism module from the navigation bar
or the candidate homepage. This will transfer you to the
RICS Online Academy.

Rl CS Professionalism Module One of the characteristics that distinguishian Follow the instructions on the page to complete the

RICS member is the absolute commitment ta professionalism module and download your completion
_ our Rules of Cenduct, including ethical certificate.
® 3.0 Hours Farmal CPD principles. This course will explore the topics
_ . j S through interactive learning madules, Note: Your certificate must be dated within 12 months
¥ This resource is included when you have an active subscription to our

scenaries and a “choose your own adventure” i
Development Packagej/,Qualification Package / Memiber CPD Suppert Package. . Y before you apply for final assessment.
case stuay.

ADD TO CART >

W Understand the importance of the This course is aimed at anyone studying for RICS professional membership across all | Languages: Chinese English French
RICS Rules of Conduct, including routes and pathways. By becoming a member of the RICS you will, in addition to German Spanish

ethical principles and your rale as an demnnstra.ting yaur prnfe‘ssiona\ knowledge and skills, have to show your understanding of ] Category: Getting Qualified

RICS professional and commitment ta RICS' Rules of Conduct.

o Voo thin fun Bidee af Pandoer

Candidate guide 26



PREVIEW SUBMISSION

Preview assessment document

You will be able to preview what your submission

; RICS« documentation looks like at any time by selecting ‘Preview
x Assessment Document’ on the platform homepage.

RICS Assessment of Professional Competence (APC) Submission
Preview Assessment Document

Candidate details

The submission will include all elements of your assessment

Candidate : Al .
e S:; -f.a that you have included on the platform to date.
RICS contact number : 580096 v -
Patiraray - Commercial Real Extate - { _ This is a draft of your assessment documentation and will
Employer | Organisation : 1 Firm = —- - not be used for assessment.
[l |

§ "4
Counsellor name: Lucy Stevenson
RICS contact number - 6587173

Requirement (maximum) Your submission
Summary of Experience - Mandatory 1500 wards 0 words
Summary of Experience - Technical 4000 words 0 words
CPD B6.0 hours in the last 24 months 51.00 hours
Case Study 3000 words Wou must inchude your word count at the
end of the case study template
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FINAL ASSESSMENT

your application for election must be supported by three Chartered Surveyors (MRICS or FRICS). No more than two can be from your employer. Enter their RICS contact number or email address to select them as your

Proposer and Seconders

« You can locate their RICS contact number using the member directory.
® The email address you enter must be registered with RICS in order to select them.

When you click 'Confirm’, the individual will be sent an email to allow them to approve their support for your application. We recommend you personally contact the individual in advance to avoid any delay to your

applcation When your progress tracker appears completed and all
elements have turned green, you will then be able to move

You must submit for final assessment within 3 months of your proposer & seconders signing your appliction. If you do not submit within this time, then you will need to use the section below to ask your proposer &

seconders to re sign the sppliction on to the next step. If applicable to you, the next task will
be to complete the Proposer and Seconder options. If
Lock up proposer Look up seconder (1) Laok up seconder (2 this is not visible to you, the next step is to complete the
7960311 | @ { 7960312 } (Lonkw) [ 7960307 ] (Lookup) declaration.
Contact Remy LeBeau Contact Lucas Bishop Contact Erik Lehnsherr
Contact number 7960311 Contact number 7960312 Contact number 7960307 01 Proposer and Seco nders
Hember o S e ereee o ik s s The requirements for your proposer and seconders are
@/ confirmed in the platform.

02 Look up
You can enter the RICS contact number or relevant email
address to search for your proposer and seconder.

03 Confirm or Discard

Check you have identified the correct member, and either:
‘Confirm’ your selection - this will send the member an
automated message with instructions, or

'Discard’ your selection and search for another member.

Note: to avoid any delay to your application, we recommend

you contact your proposers and seconders in advance to
inform them to expect an email.
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FINAL ASSESSMENT

‘e answer the following questions:

o Have you been subject to any charge or conviction of a criminal offence which could result in a custodial sentence, unless it is now a spent
conviction as provided in the Rehabilitation of Offenders Act 1974 or the equivalent in your jurisdiction?

o Are you subject to any ongoing disciplinary investigation and/or pending disciplinary proceedings and/or have you been subject to any
adverse findings made against you by another regulatory body within the last 3 years?

o Are you an undischarged bankrupt?

i
2]

o Have you in the last three years been subject to any insolvency proceedings or other arrangement with creditors in respect of your debts
(such as an Insolvency Voluntary Arrangement)?

B
Z]

If your answer to any of the questions above is yes, you must provide full details of the relevant matter to declarations@rics.org. Your application will not progress
further until RICS Regulation have been able to consider the information you have provided; this information will be treated confidentially.

The contents of my submission are my own words and accurately reflect my own work, experience, and learning.

I have not copied or plagiarised the work of others. Where | have used the work of others, | have clearly referenced that fact, including the source of the material, within my
submission. | confirm that Artificial Intelligence - Al has not been used in the creation of any aspect of the content of my submission, aside from its application for grammatical
correction, word count or translation. | understand that plagiarism and Al usage outside of the above may result in disciplinary action by RICS.

If at any time RICS discovers that you have failed to disclose any of the above or that you have provided false information it will have the right to terminate your membership
with immediate effect (with no further obligation to refund any subscription or other fees).

I understand and accept that | am accountable for the truth of this declaration.

Candidate guide

Declaration

All candidates must agree to the professional declaration.

01 Declaration
You must agree to the professional declaration at this stage to
confirm that you are still eligible to join RICS.

02 Questions
You must select 'yes' or 'no’ to all four questions.

If you answer ‘yes' to any of the questions, you will not be able
to proceed with your assessment.

Please contact RICS Regulation with details as to why you have
entered 'yes', and a member of staff will then contact you with
further instructions.

03 Submit

Once all actions are green, an automated message is sent to
your counsellor so they can approve you for final assessment
and allow you to continue your application. This enables the
final assessment banner so you can proceed.
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FINAL ASSESSMENT

Rssessment Applicaton in progress Final assessment - a P pllcatl on
You have actions outstanding in order to complete your submission. The assessment window closes at 1600 on Tuesday, 19 August 2025
From this stage, all actions for you will appear in the middle

—_— ————— ] ofthe homepage in the assessment banner.
2 Photo ( Completed )| % crD {\ Completed )
o Competencies Selected { Completed -‘r & Professionalism Module (Expires: 02/01/2026) \:/ Completed \:\ 01 Assessment banner

—— - ~ | If the next assessment submission window is open, you will be
¥ summary of Experience f Completed \_} B>  Case Study [: Completed :] able to apply Click ‘Continue’.

N ik
Diary f' Completed ) B counsellor Selected (\ Completed :} 02 Progress OVGI’VIeW

————— —— | Allelements in your homepage progress overview will show
R Approved by Counsellor {\ Completed b, B  Employment History \ Completed ) o

———— 4 green when you have completed your submission. You are
i ga— {  compiesd ) now ready to proceed to the final assessment stage.
If you have just completed the Professionalism Madule, please be aware that your Completed status is not updated in the system immediately and it may take up to an hour far this to 03 ASSGSS me nt SuU b m |SS| on \/\/| n d oW

happen. Thank you for your patience.

If the next assessment submission window is not open, the
assessment banner will inform you when it will be available.

Assessment Submission Window

You have met the reguirements to apply for your final assessment.
The next application period is 01 September 2022 to 30 September 2022 for assessment or review in October,
You will be able to apply directly from here once the spplication dates open.

Candidate guide 30



FINAL ASSESSMENT

5 English~

(;{3 RICS Assessment Platform

(=](0]

Final Assessment

a Submission Process Initiated

'l Assessment Event Preference

Status

Pleaze indicste below your top three assessment event choices
First Cholce

Second Choice

[ Please Select.. b ]
Third Cholce
[ Please Select... V]

Pleass note the following:

It may not be your first choice of assessment event that you are aliocated to; therefore you must
keep all your chosen assessment event dates free until you receive confirmation from RICS exactly
when you will be assessed.

(@ International Experience

Dioes your casa study include work undertaken outside your sssessment locstion? if so, plesse list

the country/countries below:

Click below to add countries

Fieaze Select

iz important to note that you will be fully assessed on the laws and practices of the country in

which you sre being szzeszed.

Candidate guide

Vis seCtion 1o request special considerstion of any personal crcumstances that

rmance st the azzezsment and/or that you wish the panel 1o be informed

tion, 3s:

sou wish the panel to be aware, you will need to submit

of the relevant psge of your

passport.

If wou need further assistance and have any guestions, please email

spedialconsiderations@rics.org snd the RICS team will provi

guidance on the next steps.

Click below to add special considerations

Final assessment - selection

The selection page allows you to provide the additional
information we need to schedule your assessment.

01 Location
Select your preferred locations. Click ‘Save'.

02 International experience

Identify whether your case study includes experience from a
country different to your assessment location. Click ‘Save' if
you have completed this box.

03 Special considerations

Notify RICS of any circumstances that may affect your
performance at the assessment. Click 'Save' if you have
completed this box. RICS will contact you to determine what
reasonable adjustments are required.
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FINAL ASSESSMENT

E N . . .
.",’, Download Your Submission Document FI Na I dassessme nt - Su b mission
o R e The final stage of the application is to check your submission
: document.
Ready (
Once you have downloaded and reviewed your submission 01 Download submission
documentation, please select Submit. This page will then refresh, and The platform will create a PDF document
you will be able to proceed to confirm your submission for assessment ) o ) )
with all your submission information.
Check the document to ensure your

submission is accurate. To amend any

Please download a copy of your final assessment submission POF document. Check and review the information, g0 back to that area of the

contents and make sure you are happy to submit this to RICS for forwarding to your assessment p|atform.

panel.
t g 02 Accept final assessment -
» - Click the slider to confirm you are ready

@ Confirm That You Wish to Submit For Assessment to submit for assessment.
03 Assessment banner
Status Accept Assessment

Your homepage assessment banner will change to confirm you
Cawivs » have completed submission. Your result will show shortly after
the assessment.

Final Assessment
You have successfully submitted for your Final Assessment.

You will be contacted by a member of the team shortly with further details.
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FINAL ASSESSMENT

Final Assessment

Many Congratulations, you have been successful in your assessment; you are now qualified as an RICS professional.
An award pack, which contains your diploma and details of your next steps, will be posted to you shortly.
Once again, many congratulations and good wishes for success in your career.

Final Assessment

Unfortunately you have been unsuccessful in your assessment. To support you coming forward again you will receive a feedback report shortly. Further details on the next steps will be sent to you. We are not
able to provide details of this until your report has been prepared. We would appreciate your patience during this time. If you wish to appeal following receipt of your feedback report, you will have 21 days to
lodge this with RICS. The form to enable you to do so is on our website: www.rics.org/assessmentappeals.

Step 1 - download your final assessment report. Please ensure you download your report and save this to your own computer.

Download your feedback w'e;]-‘wt)

Step 2 - once you are happy to proceed you may reset your application in order to address the issues noted in your report. Once reset you will be able to access and add/amend your work.

Candidate guide

Final assessment - result

When you have completed your final assessment, you will be
notified of your assessment result via the platform.

01 Pass

Confirmation that you have passed your assessment will
appear in the platform

02 Feedback report

If you have been referred at final assessment, you will be able
to download your feedback report, when available, via the
platform.

03 Reset your application

Click to reset your application. You will then be able to begin
working towards your reassessment.
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Delivering confidence

We are RICS. Everything we do is designed to
effect positive change in the built and natural
environments. Through our respected global
standards, leading professional progression and
our trusted data and insight, we promote and
enforce the highest professional standards in
the development and management of land, real
estate, construction and infrastructure. Our work
with others provides a foundation for confident
markets, pioneers better places to live and work
and is a force for positive social impact.
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Americas, Europe, Middle East & Africa,
Asia Pacific, United Kingdom & Ireland

contactrics@rics.org
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