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RICS APC Preliminary Review - Feedback Report
APC Preliminary Review Feedback Report Checklist   

Dear Assessor(s)
To be able to coherently and professionally complete this report, you need to be fully conversant with the RICS APC Candidate Guide, relevant APC Pathway Guide, APC Requirements and Competencies Guide, APC Counsellor Guide and APC Assessor Guide.
The APC Preliminary Review Feedback Report must follow the RICS Guidance. If in doubt always guide the candidate back to the published APC guidance, as this is your client brief as an assessor and focused reference point.
Suggested guidance has been included in the report sections below, regarding standard wording if a section of the report does not require any commentary as it was deemed satisfactory by the panel.  
Please note the APC Preliminary Review Feedback Reports are not checked by RICS Team prior to submission to the candidate.  You are required to check it is an exemplary report demonstrating the same level of professionalism we expect from the candidate.  As part of the audit process, RICS will be selecting a random percentage of reports and checking them for quality control and adherence to this guidance.  If any issues arise, they will be communicated directly back to you with further guidance.
If you are unsure about any aspect of the APC Preliminary Review Feedback process, please do not hesitate to contact RICS.

RICS values your input and support, Thank you.


Lead Assessor Checklist
· This feedback report has been completed for the correct candidate
· We have checked and included the correct competencies
· We have completed each section of the feedback report
· We have only commented on the competencies where there are improvements to be made (using the standard guidance text if there are no comments on a competency)
· We have deleted all assessor guidance text (the text in italic)
· The guidance to the candidate we have given is phrased using ‘You’ and ‘Your’ etc. not ‘The Candidate’
· Wherever possible we have adopted a ‘positive constructive criticism’ focus in our responses
· We have been as succinct as possible with our feedback commentary
· We have checked the feedback report for all typos, grammatical errors, edited (blanks spaces have been removed etc) and this report is error free, any guidance provided is generic and any reference to any reference material or legislation etc is correct and up to date 
· We have adhered to the report commentary reflecting the correct level of competency in the descriptions, we have used, e.g. Level 1 is knowledge, Level 2 is Doing and Level 3 is Advising with explanation and justification for the panel’s comments
· We confirm that we have both discussed and agreed with this feedback report and its content prior to it being uploaded to the Assessment Platform



RICS APC Preliminary Review Report – GUIDANCE VERSION

PLEASE DO NOT USE THIS DOCUMENT TO WRITE YOUR FEEDBACK REPORT. 

IT IS GUIDE TO ASSIST YOU IN WRITING YOUR FEEDBACK REPORTS

To write your reports please download the correct blank APC Preliminary 
Review Feedback Report Word template which you can download from 
the Assessment Platform. 


APC Preliminary Review Feedback Report
General items when writing feedback reports: 
Please remember, in principle as an assessor you are agents of RICS and the feedback report is delivered from RICS to the candidate 
not from the assessors:
· When addressing the candidate, use the term:  ‘You’ or ‘Your’
· When addressing the counsellor, which you may have occasion to do, we suggest you use the term:  ‘your counsellor’ or ‘the counsellor’
· When referring to yourselves, we suggest you use the term: ‘The Assessors’ or maybe ‘We’ but please make sure it is obvious the advice and guidance being provided is from you, the Assessors.
We appreciate each Assessor will have their own reporting style and language and this guidance is aimed at attempting to embellish, not stifle, your feedback by offering reminders, guidance, advice, direction of travel and foremost continuity of reporting to candidates.
We value any in-use feedback you may have that will improve the report structure and guidance and invite you to feedback to RICS directly any thoughts or suggestions you may have.

Key considerations when compiling a feedback report:
· We expect Assessors full adherence to the APC guidance
· It is important to focus on this as a document ‘REVIEW’ not an ‘ASSESSMENT’ - It is also about ‘COMMON SENSE’
· RICS checks and balances carried out before the submission is sent to you to review, will whittle out the  ‘really poor’ candidate submissions 
· You DO NOT have the candidate in front of you, so you CANNOT clarify and confirm any details
· You need to be confident you can glean sufficient information from the candidate’s submission document to ‘TEST THEIR COMPETENCE’, if you were to be their APC interview assessor, not forgetting the interview would also be used as a mechanism to seek clarification.

Remember this is not about pushing back anyone who is not 100% correct, it is about making an evaluation, from your assessing experience, whether you think there is sufficient information and detail in the documentation to enable an assessment.  
· We appreciate this can be subjective and through the training and feedback we aim to inform, educate and facilitate continuity in 
all reviews undertaken.
· As an experienced assessor/chair we need you to evaluate the candidate document readiness for assessment.
· You are reviewing whether the candidate has provided:
· Enough of everything that is required in the format required
· For you to effectively evaluate and prepare a reasonable amount of final assessment questions
· For you to test each competency appropriately (including challenging missing information)
· And/or based upon your review you respond with the relevant and correct level of guidance in your feedback report, to the candidate.

· Our Preliminary Review ethos is to wherever possible only allow good candidates to go forward to assessment e.g. they are READY
· YOU are making significant decisions which will impact on an individual's career.
· Please make sure common sense, your professionalism and due diligence is maintained throughout the review.
· Whilst a candidate submission may be good there may still be a need for guidance where their documents can be improved to aid and assist 
the candidate and assessors in the interview.  
· If there is a need for significant detailed guidance across a majority of the submission that will probably be guiding, you to a NOT READY verdict.  
· Very few submissions are exemplary so be ready to give guidance on improvements drawn from your detailed assessment experience .
· In cases where the candidate has clearly not read the guidance and provided poor quality information you should be pushing them back 
· (e.g NOT READY) to reconsider and resubmit their documentation at a later date.
· Remember everything you state in the report must be based on evidence you have observed and you must be able to justify your decision and statements  in accordance with the RICS APC guides and training.
· Make sure you are up to date with the latest version of all the guides and competencies and make sure you DO NOT deviate from the APC guides
· Your opinion/interpretation is unfortunately irrelevant, if it does not correlate exactly with the APC guides.
· If you are unsure, it is better to seek guidance from RICS Staff / Principal / Lead Assessors than make a poor judgement / statement. 
	Candidate name:
	

	Membership number:
	

	Pathway:
	

	Date:
	



Preliminary Review Feedback

o  Ready		o  Not Ready

The following feedback is provided by two active APC Assessors who have given their professional opinion, based upon their APC Assessing experience, as to the readiness of your APC submission documentation.  

Any feedback provided has been given to specifically support you in your continued goal to reach the APC Final Assessment and you are advised to consider it carefully, take on board the changes suggested to improve your submission as it may impact on the outcome of your actual Final Assessment if you do not pay attention to the advice given.

We have considered each section of your submission documentation below, please ensure you read the commentary carefully.


Document 1 – Final Assessment Details created by the Assessment Platform (using the Candidate’s information they have inputted)

Yellow text is checked by RICS/Assessment Platform

o  Ready		o  Not Ready

	Document section
	Assessor’s feedback

	Photograph
	· We expect a photograph in the last 6 months, a head and shoulders profile and good enough quality that we can recognise and identify the person clearly at the final assessment interview.

	Employment
	· We expect this to be completed correctly so that most recent is at the top of the list and sufficient detail has been given to the breakdown of roles and responsibilities within the individual entries.
· The roles should make sense and correlate with the type of surveying / APC Pathway the candidate is following and their declared competencies.
· As an improvement to the employment history e.g. There may be relevance in suggesting the candidate puts in some typical examples roles responsibilities they have undertaken to demonstrate aptitude relevant to experience they have had to demonstrate the depth and breadth of competency experience.

	Education
	· Whilst this is checked if it seems sparce or irrelevant (e.g. O’levels/A Levels/GCSE/etc) then you may like to suggest that just degree level or surveying related qualifications would be suffice.

	Professional memberships
	· These are completely open to the candidate to list as they see appropriate, however ‘RICS trainee’ or ‘RICS student membership’ are stretching it a little and may be worth suggesting they be removed as they add no value.  However, AssocRICS etc. is very relevant.

	Competency selection
	· This is stipulated by RICS in the pathway guide, but some pathways do allow OPTIONAL or OPTIONAL PLUS selections which could open up the whole 80+ competency list for selection.
· Some candidates, on occasion, pick inappropriate competencies for their pathway, and whilst compliant, often the selection can be based upon interest not the ability to attain experience, which could to cause a problem in the assessment.  
E.g. Anyone who has the ability to select in the pathway guide OPTIONAL PLUS (which could be from the full list of Technical competencies), for example Commercial Real Estate picking Construction Technology… Level 2/3 would likely be inappropriate. 
· However, there may still need to be guidance required if a strange competency has been selected from the competency.  Check in the Summary of Experience and see if the experience matches or not.
· It may be worth providing guidance and your opinion from experience, suggesting alternatives that may serve them better.

	CPD
	· There is clear guidance on CPD hours (48 per year and minimum 50% is formal)
· It may be worth commenting if the hours are excessive and unnecessary, if topics are not relevant (e.g. not generally linked to declared core, optional or mandatory competencies), the descriptions are poor and FORMAL or INFORMAL are not correctly apportioned based upon the topic and description. 
· A little more than the minimum amount of CPD hours is positive and shows willingness, but excessive amounts can render the CPD log cumbersome and unwieldy.  
· Remember the guidance is ONLY at least 50% of the CPD is formal – NOT 50% must be Formal and 50% must be InFormal, that is a regular MISINTERPRETATION of the guidance, this means at least 24 hours per 12 months are allocated to Formal, whatever the overall total quota.  
· Remember the assessment platform calculates totals number of hours backwards from the date of submission back 12 months when you are checking the apportionments.

	Spelling, grammar and word count
	· We expect a professional approach to spelling and grammar (communication Level 2) this is never going to be a reason not to approve (NOT READY) a candidate moving forward, however, poor delivery should never be ignored and must be commented upon if it is evident improvements could be made.









Document 2 – Summary of Experience, created by the Candidate in the RICS downloadable template
Project examples
· We expect project examples being allocated to the Level 2 and Level 3 competency descriptions to be relevant and clearly identified.  
· If they are lacking context or relevant description it is important to point this out to the candidate, because the better the project selection and detail the better it will be for the assessors and candidate to discuss at the assessment. 
· We are always seeking ‘real-life’ project examples, so it may be worth commenting if the examples provided do not feel relevant to the candidate’s current level of experience (this is of course in your opinion, without being able to clarify with the candidate, so tread carefully in the way you phrase this and mention, ‘in our opinion…’.
· We should see clear delineation between the project examples adhering to the declared competency levels, utilising the competency key words (or similar) – L2 - DOING and L3 – ADVICE & REASONING (NOTE: L1 – KNOWLEDGE does NOT require project examples).

Level 1 – KNOWLEDGE, depth & breadth
· We expect to see an adherence to the Pathway Guide bulleted list and a good level of KNOWLEDGE attainment and explanation as required.  A comprehensive bulleted list for Level 1 is fine and a good use of the word count allowance and provides a list of relevant KNOWLEDGE based questions for assessors.
· KNOWLEDGE base attainment does not require any real-life project examples as it is not a demonstration of experience, so it is worth mentioning and providing guidance if the candidate has strayed into Level 2 or Level 3 here.

Level 2 – Project Example, context, DOING
· As word count is limited, best practice suggests that a candidate should open this competency with a brief paragraph describing the range of things they have DONE (demonstrating a depth and breadth of experience) through their experience to date 
· They should then focus on a specific project example, with context and sufficient detail to demonstrate they have been there and DONE it, without straying into other competency levels. 

· Be cautious here, there is often misguided opinion given that every Level 2 does has to have have 2, 3 or 4 project examples for the candidate to demonstrate sufficient depth and breadth.  The RICS guidance DOES NOT stipulate that!
· However, we do look for depth and breadth of experience, and this can be clearly demonstrated in the opening paragraph. If this approach of providing many examples is taken, then the candidate can waste word count offering multiple projects with little to no relevant context or detail. Excessive project examples become detrimental and time wasting in the interview and because when there is little to no detail, assessors then have to waste time seeking the detail to be able to ask a relevant contextual question.
· The candidate guide states ‘at least one example for every Level 2’
· If a candidate wishes to, on competences where they are lacking a single good example that could demonstrate the whole competency, they can offer more than one example, which is well detailed and from differing areas of the competency.  This then that works well providing the assessors with sufficient detail to structure questions quickly and efficiently.
· Remember, the opening paragraph can efficiently give detail of the depth and breadth of experience, so if a single detailed project example is not sufficient then the panel can investigate some of the areas noted in the opening paragraph as relevant examples should be available and open to discussion.
· You are an experienced assessor, you know which competencies for your pathway are better demonstrated with more than one project example and that is guidance you can give, noting this is ‘your opinion… based upon your assessing experience’.
· Note generally all experience should be in the past tense
· It is worth mentioning and providing guidance if the candidate has strayed into Level 1 or 3 here

Level 3 – Project Example, context, ADVISING, REASONING
· Level 3 is approached in the same way as Level 2 with the added difference that we are seeking the next step on from DOING into ADVISING and REASONING
· Take care to consider the descriptions being offered, the ‘ADVICE’ is not just a matter of informing the ‘client’ of a process or next steps or providing information which is not really the context of what ADVISING constitutes.



· Advising can be linked back to the mindset candidates should use in the Case Study process, in so far that:
· I have a role to provide guidance or a challenge
· I apply my expertise, experience and professionalism to the guidance or challenge
· I identify a range of options / alternatives
· I then ADVISE my client of the options / alternatives they have, and in my professional opinion (REASONING) the best option/solution to adopt
· I could go on to explain further why in my opinion, from my experience, (REASONING) that the solution I ADVISED is relevant and adopting it is the best solution
· I have consideration for what I could ADVISE if the situation was different (this could link to a depth and breadth of KNOWLEDGE AND EXPERIENCE e.g. legislation updates since experience was recorded in the summary of experience) 
· The number of project examples, guidance etc. is the same as the commentary above in Level 2 and a common sense approach is expected from you as assessors
· Note generally all experience should be in the past tense
· It is worth mentioning and providing guidance if the candidate has strayed into Level 1 or 2 here

IMPORTANT
Use of AI for grammatical checking can blur the lines between Level 1,2 and 3 so this may become more prevalent now and into the future









o  Ready		o  Not Ready

The Assessors have commented on your document as follows

Yellow text is checked by RICS/Assessment Platform

	Document section
	Assessor’s feedback

	Template
	· Is it the correct template – downloaded from the RICS Assessment Platform

	Competency & Level selection
	· The initial selection of competencies from the Pathway guide is done by the RICS Assessment Platform and should always be correct.  
· However, there is an opportunity for a candidate to incorrectly copy over the competency selection from Document 1 into Document 2 (Summary of Experience) and you must be diligent and check the competency and level allocation is correct as per the Pathway Guide and Document 1

	Spelling, grammar and word count
	· We expect a professional approach to spelling and grammar (communication Level 2) this is never going to be a reason not to approve (NOT READY) a candidate moving forward, however, poor delivery should never be ignored and must be commented upon if it is evident improvements could be made.







Mandatory Competencies 
The Assessors have reviewed the levels and relevant real-life project examples you have provided
	Ethics, Rules of Conduct and Professionalism 
 
	Y
	N
	Level 1 Commentary - include commentary on knowledge depth and breadth

	
	Y
	N
	Level 2 Commentary - include commentary on doing and project examples

	
	Y
	N
	Level 3 Commentary - include commentary on advice, reasoning and project examples

	Client care
	Y
	N
	Level 1 Commentary - include commentary on knowledge depth and breadth

	
	Y
	N
	Level 2 Commentary - include commentary on doing and project examples

	Communication and negotiation 
	Y
	N
	Level 1 Commentary - include commentary on knowledge depth and breadth

	
	Y
	N
	Level 2 Commentary - include commentary on doing and project examples

	Health and safety
 
	Y
	N
	Level 1 Commentary - include commentary on knowledge depth and breadth

	
	Y
	N
	Level 2 Commentary - include commentary on doing and project examples

	Accounting principles and procedures
	Y
	N
	Level 1 Commentary - include commentary on knowledge depth and breadth

	Business planning
	Y
	N
	Level 1 Commentary - include commentary on knowledge depth and breadth

	Conflict avoidance, management and dispute resolution procedures
	Y
	N
	Level 1 Commentary - include commentary on knowledge depth and breadth

	Data Management
	Y
	N
	Level 1 Commentary - include commentary on knowledge depth and breadth

	Diversity, inclusion and teamworking
	Y
	N
	Level 1 Commentary - include commentary on knowledge depth and breadth

	Inclusive Environments
	Y
	N
	Level 1 Commentary - include commentary on knowledge depth and breadth

	Sustainability
	Y
	N
	Level 1 Commentary - include commentary on knowledge depth and breadth



Technical CORE Competencies 
The Assessors have reviewed the levels and relevant real-life project examples you have provided
	Competency                        
 
	Y
	N
	Level 1 Commentary include commentary on knowledge depth and breadth

	
	Y
	N
	Level 2 Commentary include commentary on doing and project examples

	
	Y
	N
	Level 3 Commentary include commentary on advice, reasoning and project examples

	Competency 
	Y
	N
	Level 1 Commentary include commentary on knowledge depth and breadth

	
	Y
	N
	Level 2 Commentary include commentary on doing and project examples

	
	Y
	N
	Level 3 Commentary include commentary on advice, reasoning and project examples

	Competency 
	Y
	N
	Level 1 Commentary include commentary on knowledge depth and breadth

	
	Y
	N
	Level 2 Commentary include commentary on doing and project examples

	
	Y
	N
	Level 3 Commentary include commentary on advice, reasoning and project examples

	Add more rows as required
	
	
	



Technical OPTIONAL Competencies 

	Competency
 
	Y
	N
	Level 1 Commentary include commentary on knowledge depth and breadth

	
	Y
	N
	Level 2 Commentary include commentary on doing and project examples

	
	Y
	N
	Level 3 Commentary include commentary on advice, reasoning and project examples

	Competency 
	Y
	N
	Level 1 Commentary include commentary on knowledge depth and breadth

	
	Y
	N
	Level 2 Commentary include commentary on doing and project examples

	
	Y
	N
	Level 3 Commentary include commentary on advice, reasoning and project examples




Document 3 – Case Study, created by the Candidate in the RICS downloadable template
Project selection is relevant to pathway, competencies and experience
· Remember you are NOT ASSESSING the Case Study because you cannot question the candidate, you are REVIEWING the Case Study suitability, and giving your experienced opinion, ensuring you are assessing it against the following criteria:
· Typical of the type of work the candidate has undertaken (remember the employment history can help you appreciate this)
· A project clearly within the candidate’s competence and expertise and day to day activity
· A project providing evidence of some (NOT necessarily all) of the declared competencies
· A REAL-LIFE project which means the candidate HAS BEEN ACTIVELY ENGAGED in the Key Issues, providing solutions (ADVICE to L3) and decision making.  This may well have been done under supervision or with project team members.  Only at the final assessment can we expect the candidate to be able to discuss their part in the solutions/decisions (ADVICE) made and the REASONING behind the solutions/decisions they have given
· It is poor Case Study choice (e.g. a project story / project lifecycle, an irrelevant key issue).  The project may be relevant, but you may feel it appropriate to give the candidate guidance pointing the candidate in the direction to find a project that would be more suitable.  Again this is often based upon your ‘experience and opinion…’ so this guidance must come with your professional and appropriate reasoning from your assessing experience, and you should express this to the candidate as your opinion based upon your experience
· Remember project value or size is not a major factor, it is about the role the candidate has undertaken
· Candidates will not always be running the project and may not have been around at the start of the project
· It can include work undertaken outside of the country of assessment, as per the candidate guide, however, please be cautious how you deal with this.  You may wish to express and opinion based upon local market issues the project may prompt.
· We expect a professional approach to spelling and grammar (communication Level 2) this is never going to be a reason not to approve (NOT READY) a candidate moving forward, however, poor delivery should never be ignored and must be commented upon if it is evident improvements could be made.


Case Study Report Structure 
· The candidate may provide a report in their companies or their own template, however the RICS template and guides clearly state that the Case Study should be written as a PROFESSIONAL REPORT and follow the candidate guide structure.  You may feel it relevant to comment that the candidate will benefit, at the assessment, if they follow the candidate guide advice on how to structure the Case Study report.  
· You are reminded that at the NEW/REFRESHER assessor training you were provided with a best practice Case Study example to measure this against if you need to.
· Be aware of the anomalies we see in excessive use of tables and appendices and comment accordingly.  
The guidance states ‘relevant and supporting…’
· A clear example of Level 3 competency attainment has been achieved - There is no minimum or maximum number of competencies that should be covered in a Case Study, so general guidance and common sense suggests it covers at least one Level 3 (Preferably Technical Core) as the Case Study as it is a Level 3 piece of work (SOLUTION = ADVICE).  
· If you feel it is worth commenting upon, you may wish to mention that best practice suggests that the Case Study is the opportunity for the candidate to pick an exemplary project demonstrating their REAL-LIFE experience that covers a depth and breadth of their declared competencies.


o  Ready		o  Not Ready

	Document section
	Assessor’s feedback

	Template
	Correct (or comment accordingly)


	Case Study Title

	Title


	Project timescale
	Key issue within 24 months


	Project selection
	Relevance


	Report structure
	· Cover page
· Declaration
· Contents page
· Introduction
· My Approach
· My Achievement
· Conclusion
· Appendices


	Appendix A
Competency selection and attainment
	Competency relevance

Attainment of Level 3- Advice


	Appendix B, C, D
Photos, plans etc
	General commentary

	Spelling, grammar and word count
	General commentary






Next Steps:

Ready
Congratulations, your submission is suitable for you to proceed to final assessment. 
This review is not part of your APC Final Assessment; it is a review of your documentations readiness to be effectively assessed.
Whilst the Assessors have deemed your report ready, please be aware of the following:
· Any feedback above is provided to support you and important that you read it carefully
· Please make any relevant revisions to your document as advised, it may be crucial for your successful assessment outcome
· CPD – You should continue to record this up to the final assessment submission and comply with the RICS requirements
· Producing an exemplary APC Final Assessment submission document will improve your final assessment success
· All your mandatory and selected competencies will be assessed fully at the interview.
You are now eligible to proceed to the APC Final Assessment at the next available document submission window.  Please see the RICS website for dates and details.  You will be required to complete the intent to submit on the assessment platform and then submit your full final assessment submission documentation at the required time
Please note: If you choose to change your pathway after this stage, you will be required to submit for a preliminary review under your new pathway.




Not Ready
We are sorry, but your submission is not yet sufficiently completed for you to proceed.
This review is not part of your APC Final Assessment; it is a review of your documentations readiness to be effectively assessed.
The Assessors have deemed your report Not Ready, please be aware of the following:
· Any feedback above is provided to support you and important that you read it carefully
· Please make any relevant revisions to your document as advised, it may be crucial for your successful assessment outcome
· CPD – You should continue to record this up to the final assessment submission and comply with the RICS requirements
· Producing an exemplary APC Final Assessment submission document will improve your final assessment success
· All your selected competencies will be assessed fully at the interview.
You must resubmit your submission documentation again for rereview at the next available Preliminary Review submission window.  Please see the RICS website for dates and details
1
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