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	RICS Assessment of Professional Competence (APC) 
(NOT FOR USE with SPA, Specialist & Academic)


Chair invites candidate into TEAMS room when panel ready (early is fine, late is not)
-10.00 to 00.00 mins
WELCOME
· Hello [candidate name]
·  Can I just check you can see and hear everyone me - [Await response]
· My name is [chair name] and I am a Chartered Surveyor, and I am the chair of your assessment panel today. My role is to facilitate the interview process. 
· (If present) Explain role of Auditor - Here to observe panel 
· Can I check all notifications, and phones are in flight mode and silent - [Await response]
· Can I introduce you to the other panel members, 
· Assessor 1 is XXXXX, please introduce yourself and confirm you can hear and see each other 
· Assessor 2 is XXXXX, please introduce yourself and confirm you can hear and see each other
EXPLAIN THE PROCESS
· I will come to you in a moment to deliver your presentation, it is a 10-minute presentation, and your 60 minutes interview begins when you start delivering your presentation.
· If you reach 10 minutes, I will interject and ask you to conclude 
(Do Not offer to give timing prompts – This just disturbs the flow/delivery)
· If you continue to run over the 10 minutes, I will stop you
· Once the presentation is complete, we will have 5 to 10 minutes of questions on your presentation and case study. 
· 30 minutes on experience and declared competencies
· Concluding with Rules of Conduct and Global Ethics, CPD and any residual questions regarding your submission and giving you the last word.
· We are here to validate your comptence and get the best out of you, no trick questions, no one is trying to trip you up.
· Please try and make your answers as succinct as possible, anything you are unsure about please seek clarification from us
· You may be looking at the tops of heads, or we may be looking at your documents on screen, as we need to keep detailed notes for our deliberation later. However, we ARE paying attention
· Can I check you have a pen and a pad in case you wish to make a few notes also have got a glass of water
(if no to either, send them off to get one)
NEW VERIFICATION CHECK
· Before we start I need to carry out a few checks 
· Can ask you to confirm that you are NOT recording the interview in anyway, for example recording apps, AI note taking tools or similar and that you have no other systems or addon software to your TEAMS software that will be recording the assessment in any way? 
· [Await response]
· Can I also check if you are using multiple screens and if you are could you either show me what is on them with your camera or screen share each one so the panel can understand what you are using them for in your final assessment interview today?
· Try and not to repeat our question when responding, please just answer the question as time is limited.  If you do repeat the questions, I will ask you to stop.
· [Await affirmative response]
· Ask the candidate do a 360o pan around the room  
(180o each way is fine too - include second screens, above, their desk and below)
· I need to check you are FIT AND WELL AND READY TO PROCEED WITH YOUR INTERVIEW? 
(Await a response)
· (If they say No – pause and check in with the Staff facilitator) 
ICE BREAKER – Only carry this out if required for example to settle a nervous candidate
· What projects have you been working on recently or what properties have you been inspecting recently – (Aimed at putting the candidate at ease.  Literally no more than 60 seconds)

PRESENTATION SETUP
(Important to make time for this and ensure the presentation is shared correctly this IS NOT Part of the 10 minutes)
· Ok, please can you now screen share
(Wait for the presentation to appear and check it is in presentation mode)
· Can I check everyone can see the presentation, - (Await affirmative response)
· We will mute our microphones when not speaking with you OK, over to you / away you go…
00.00 to 10.00 mins
CANDIDATE COMMENCES PRESENTATION
The 60 minutes starts here – start your timer


10.00 to 20.00 mins
INTERMEDIATE – Case Study Presentation to Case Study Questions
· Thank you for your presentation, help yourself to a drink / catch your breath
(You may wish them to keep screen sharing so you can relate to content on the slides)
· We are now going to ask some questions about your presentation and Case Study. I will pass you to [Assessor 1] 
(Assessor 1 passes back after 5 mins)
· Thank you I will now pass you to [Assessor 2] 
(Assessor 2 passes back after 5 mins)
20.00 to 50.00 mins
INTERMEDIATE – Case Study Questions to Declared Competencies Questions
· Ok, that is now the end of our questions on your presentation and Case Study, you can stop sharing your screen sharing. Please now put all speakers notes to one side
· We are now going to ask questions about your Declared Competencies. I will pass you to [Assessor 1] (Assessor 1 passes back after 13/15 mins)
· Thank you I will now pass you to [Assessor 2] (Assessor 2 passes back after 13/15 mins)
50.00 to 60.00 mins
INTERMEDIATE – Questions to Rules and Ethics Questions
· Ok, that is now the end of our questions on your declared competencies. I am now going to ask you some questions on Rules of Conduct and Ethics, your CPD and pick up any residual questions (5 to 10 minutes)
CLOSING THE INTERVIEW
· Ok, that is now the end of my questions on Rules of Conduct and Ethics. 

(The 60 minutes ends here)
60.00 to 65.00 mins
CANDIDATE LAST WORD
· I did mention at the beginning that I would give you the last word. Is there anything you wish to come back on but not start any new areas of discussion (At this point ask the candidate whether they wish to revisit any passed or parked questions engaging the relevant assessor to ask the question again if requested] 
· Thank you and just as we finish, the RICS will inform you of the result of your assessment via email in 5 working days. (Then swiftly ask them to leave the Teams call with thanks and well wishing)
65.00 mins
CLOSE and CHECK CANDIDATE HAS LEFT THE ROOM
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