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Assessment of Professional Competence (APC)
Candidate Training Plan
The APC Candidate Training Plan is a best practice document for use by APC candidates who are required to complete structured training. This document is recommended for use to plan the candidate’s structured training. This document will assist the candidate and employer with understanding how the candidate will meet the competency requirements and what support is required.
Please do not submit this document to RICS, this document is for the candidate, employer and counsellor’s reference.
	Name of employer:


	[Enter employer’s full name]

	Name of candidate:


	[Enter candidate’s full name]

	Candidate title/status:
	APC Candidate


	Address:
	[Candidate’s main office location]



	Contact details:
	[Telephone, fax, email, web site]



	Membership number:
	[Enter candidate’s membership number 0000000]



	APC Pathway:
	[Enter pathway see: www.rics.org/pathway]



	Candidate APC start date:
	[Enter date candidate started their APC training process.  Contained in the RICS approval letter received at application]



	Counsellor:
(incl membership number)
	[Enter name / membership number or state ‘non-member’]



	Contact details:
	[Telephone, fax, email, web site]



	Supervisor (if applicable):
(Incl membership number if applicable)
	[Enter name / membership number]



	Contact details:
	[Telephone, fax, email, web site]
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1. General
The candidate will be supported by the employer through their APC.
2. The candidate’s eligibility
Subject to confirmation by RICS, we deem you to be eligible for the following and your programme of training is based on this.  [* delete table as applicable]
	* 24 months structured training
	

	Requirement:

	The training agreement reflects our assessment of your current competency and targets a suitable  assessment date.  A minimum of 400 days in a minimum of 23 months structured training will be required.

	Registration date:

	[the date stated in the RICS approval letter sent to the candidate upon successful application to start their APC training process]

	Assessment 
application period

(Dates are published on www.rics.org)
	[enter dates of application period i.e. 15h to 22nd of Jan 20xx

	Assessment 
submission period

(Dates are published on www.rics.org)
	[enter dates of submission period  i.e. 15th to 28th of Feb 20xx]

	Assessment month
(Dates are published on www.rics.org)
	[enter the projected month for assessment i.e. Apr, May, Oct, Nov 20xx]


	* 12 months structured training
	

	Requirement:

	The training agreement reflects our assessment of your current competency and targets a suitable assessment date.  A minimum of 200 days in a minimum of 11 months structured training will be required.

	Registration date:


	[the date stated in the RICS approval letter sent to the candidate upon successful application to start their APC training process]

	Assessment 
application period

(Dates are published on www.rics.org)
	[enter dates of application period i.e. 15th to 22nd of Jan 20xx]

	Assessment 
submission period

(Dates are published on www.rics.org)
	[enter dates of submission period i.e. 15th to 28th  of Feb 20xx

	Assessment month

(Dates are published on www.rics.org)
	[enter the projected month for assessment i.e. Apr, May, Oct, Nov 20xx]


3. The candidate’s commitment to the employer

[enter the candidate’s name] agrees to:

[Note to employers:- These are example statements.  You are expected to review this with the candidate and provide an agreed statement]

a. Review the employers training plan and familiarise themselves with its content.

b. Be committed to work diligently towards membership of the RICS and to attain such qualification as soon as is practicable.  

c. Comply with the requirements of the relevant APC guides and procedures and the employer’s policies as set out in the training plan.
d. Achieve the objectives of the RICS APC as set out in the RICS APC candidate’s guide, and agree to follow conscientiously the training as devised by the employer. 
4. The employer’s policies

[These are all examples and may be amended by the employer as they see fit]

Payment of RICS fees
[Set out below the policy regarding the payment of fees i.e. registration and assessment fees, degree/diploma registration fees, referral fees and annual subscriptions]
The employer will pay the following RICS APC fees in full on behalf of the candidate:

· APC registration fee

· APC assessment fee  (1st attempt)

· Registration of the candidate’s degree or diploma with the RICS

· RICS annual subscription fees

NOTE: Any fees paid by the employer are provided on the basis that the candidate will work in a diligent manner towards qualifying.  If it is deemed that this is not the case, the employer reserves the right to seek reimbursement of all APC fees paid on behalf of the candidate, from the candidate.

Leave allowed for the APC
[Set out the policy regarding leave allowance i.e. time for the preparation and taking the assessment]
Continuing Professional development
[Set out the policy regarding help given to candidates to achieve their continuing professional development requirements]
Policy for referred candidates
[Set out the policy regarding help and guidance to be given to referred candidates]

	Employer signature:


	[Signed by the counsellor who is a chartered surveyor]

	Candidate signature:

	

	Date:


	[date]


5. The candidate’s declared competencies and achievement planner
The achievement of Level 1 knowledge and understanding requires candidates to develop their academic studies through professional development.  Level 2 and 3 competencies are achieved by gaining hands-on experience and carrying out assigned duties.   

The exercise reviews a candidate’s competency and how the employer can assist in the development of the candidate to their full declared competency levels.  It may also highlight deficiencies for both parties but will help focus in on relevant and achievable competencies.

Please refer to the APC candidates guide and pathway guide for commentary on each level of competence.  If competence is expected to be achieved by a candidate being assigned to a particular location, department or project then this should be stated.
5.1 The Competencies

Mandatory: All candidates on all pathways must achieve the defined level of the mandatory competencies. They are a mix of the professional practice, interpersonal, business and management skills considered common to, and necessary for, all chartered surveyors [please read the Requirements and Competencies Guide carefully]
	Required Level 
	Title of competency

	1
	Accounting principles and procedures

	1
	Business planning

	2
	Client care

	2
	Communication and negotiation

	3
	Conduct rules, ethics and professional practice

	1
	Conflict avoidance, management and dispute resolution procedures

	1
	Data management

	2
	Health and safety

	1
	Sustainability

	1
	Teamworking


Use the following example and complete for each mandatory competency to the required level. 
	Accounting principles and procedures

	Level
	How this competency will be achieved

	1
	[Insert a sentence, produced by the counsellor, about how the employer envisages the candidate is going to achieve this level of competency.  Noting relevant experience, learning etc which will be available to the candidate]




5.2 Technical Competencies: Each pathway has specific technical competencies that must be achieved. They are divided into core and optional. The specific Pathway Guide explains how the competencies should be interpreted in your area of professional practice.
Use the following example and complete for each core technical competency to the required level. 
	Title of core competency

	Level
	How this competency will be achieved

	1
	[Insert a sentence, produced by the counsellor, about how the employer envisages the candidate is going to achieve this level of competency.  Noting relevant experience, learning etc which will be available to the candidate]

	2
	

	3
	


[Note: please duplicate more rows in this table as required]

[This list should match the list in the candidates RICS Assessment templates]
Use the following example and complete for each optional technical competency to the required level.
	Title of optional competency

	Level
	How this competency will be achieved

	1
	[Insert a sentence, produced by the counsellor, about how the employer envisages the candidate is going to achieve this level of competency.  Noting relevant experience, learning etc which will be available to the candidate]

	2
	

	3
	


[Note: please duplicate more rows in this table as required]

[This list should match the list in the candidates RICS Assessment templates]
Use the following example and complete for each optional plus technical competency to the required level. N B. Not all pathways have these.
	Title of optional plus competency



	Level
	How this competency will be achieved

	1
	[Insert a sentence, produced by the counsellor, about how the employer envisages the candidate is going to achieve this level of competency.  Noting relevant experience, learning etc which will be available to the candidate]

	2
	

	3
	


[Note: please duplicate more rows in this table as required]

[This list should match the list in the candidates RICS Assessment templates]
6. The Candidate’s Training Plan
MANDATORY competency development programme and meeting plan: 
	Ref
	Competency
	Level
	Q1 Meeting
	Q2

Meeting
	Q3

Meeting
	Q4

Meeting
	Q5

Meeting
	Q6

Meeting
	Q7

Meeting
	Q8

Meeting

	MANDATORY
	

	Accounting principles and procedures
	1
	[date]
	
	
	
	
	
	
	
	

	Business planning
	1
	
	
	
	
	
	
	
	
	

	Client care
	2
	
	
	
	
	
	
	
	
	

	Communication and negotiation
	2
	
	
	
	
	
	
	
	
	

	Conduct rules, ethics and professional practice
	3
	
	
	
	
	
	
	
	
	

	Conflict avoidance, management and dispute resolution procedures
	1
	
	
	
	
	
	
	
	
	

	Data management
	1
	
	
	
	
	
	
	
	
	

	Health and safety
	2
	
	
	
	
	
	
	
	
	

	Sustainability
	1
	
	
	
	
	
	
	
	
	

	Teamworking
	1
	
	
	
	
	
	
	
	
	


[All data entered within this table is provided as an example.  Candidates, supervisors and counsellors will need to amend this table according to the unique situation of each candidate.  This can also be used as an effective planning tool so may be revised at the 3 monthly meetings]

TECHNICAL CORE competency development programme and meeting plan:
	Ref
	Competency
	Level
	Q1 Meeting
	Q2

Meeting
	Q3

Meeting
	Q4

Meeting
	Q5

Meeting
	Q6

Meeting
	Q7

Meeting
	Q8

Meeting

	TECHNICAL CORE

	
	
	[date]
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


[All data entered within this table is provided as an example.  Candidates, supervisors and counsellors will need to amend this table according to the unique situation of each candidate.  This can also be used as an effective planning tool so may be revised at the 3 monthly meetings]

TECHNICAL OPTIONAL competency development programme and meeting plan:
	Ref
	Competency
	Level
	Q1 Meeting
	Q2

Meeting
	Q3

Meeting
	Q4

Meeting
	Q5

Meeting
	Q6

Meeting
	Q7

Meeting
	Q8

Meeting

	TECHNICAL OPTIONAL

	
	
	[date]
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


TECHNICAL OPTIONAL PLUS competency development programme and meeting plan:

	Ref
	Competency
	Level
	Q1 Meeting
	Q2

Meeting
	Q3

Meeting
	Q4

Meeting
	Q5

Meeting
	Q6

Meeting
	Q7

Meeting
	Q8

Meeting

	TECHNICAL OPTIONAL PLUS

	
	
	[date]
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


[All data entered within this table is provided as an example.  Candidates, supervisors and counsellors will need to amend this table according to the unique situation of each candidate.  This can also be used as an effective planning tool so may be revised at the 3 monthly meetings]
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