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What is the ICAEW?

The Institute of Chartered Accountants in England and Wales (ICAEW) is the largest professional
accountancy body in Europe. Members of the Institute are entitled to call themselves chartered accountants
and use the letters ACA (Associate of the Institute of Chartered Accountants in England and Wales) after their
name, inspiring confidence wherever they work around the world. As well as being skilled across the full
spectrum of accountancy disciplines, as a chartered accountant you will gain a solid grounding in business,
marketing, economics, finance, management and information systems.

Where can I find information about the ICAEW and the ACA qualification?

Visit the ICAEW’s website www.icaew.com for more information on the ACA qualification.

ICAEW contact details — Main UK offices

The Institute of Chartered Accountants in England & Wales
Chartered Accountants” Hall (Moorgate Place)

PO Box 433

Moorgate Place

London

EC2P 2BJ

Tel: 01908 248 040

Fax: 01908 248 006

Website: www.icaew.com

Student Support Team
Level 3, Metropolitan House
321 Avebury Boulevard
Milton Keynes

MK9 2FZ

Tel: 01908 248 040

Fax: 01908 248 069

Email: studentsupport@icaew.com



The ACA is the premier professional accounting and business qualification. As a student studying for the
ACA, you are a professional member of The Institute of Chartered Accountants in England and Wales
(ICAEW). Tobecome a Chartered Accountant, you will need to obtain the ACA qualification from the
ICAEW. Recognised worldwide, the ACA is the culmination of a programme of work experience, study and
examination. In order to qualify as an ICAEW member, you will complete:

e 15 exams (eight of which are eligible for exemption)

e technical work experience, with a minimum of 450 days
e structured training in ethics

e aprogramme of initial professional development.

As a world-leading professional accountancy body, the ICAEW provides leadership and practical support to

over 128,000 members in more than 140 countries, working with government, regulators and industry in order
to ensure the highest professional standards are maintained.

Entry requirements

ACA can offer you various entry points on to the ACA Qualification, depending on your age and previous
academic qualifications.

Minimum entry requirements

e two A2levels and three GCSE passes including Maths and English (most employers ask for A or B
grades) or their equivalents. Suitable grades at International Baccalaureate level or equivalent school-
leaving certificate qualifications are also welcomed.

e additional suggested minimum entry requirements would be to have a total UCAS tariff score of 220
or above covering both AS and A2 levels.

e in relation to university degrees, we recommend that you ought to have gained a 2:1 or higher or its
equivalent in your first degree (some organisations will accept a 2:2).

AAT-ACA Fast Track Route

Having successfully completed the AAT Technician/Diploma level, you are eligible for credit for the Business
and Finance and Management Information knowledge modules at Professional Stage of the ACA and you can
also count a year of your work experience if you are working in an authorised training organisation.

Credit for prior learning (CPL)

Credits are available for some of the Professional Stage modules. If you have studied a related subject at
university, you may be eligible to apply for credit for up to eight modules, meaning that you will not need to
sit the exam as you have already covered the learning outcomes and been assessed to a certain level. Credits
are available for all six of the knowledge modules and the Business Strategy and Financial Management
application modules.

Credit is not restricted to accounting graduates, and applications will be considered from any graduate who
has covered our syllabus for a particular paper as part of their degree studies.

Comprehensive information about credit for prior learning can be found at www.icaew.com/careers.




Exams & Study

You will need to complete 15 papers in total (eight of which are eligible for exemption).

PROFESSIONAL STAGE
KNOWLEDGE MODULES

Business and Finance
Management Information
Accounting

Law

Assurance

Principles of Taxation

PROFESSIONAL STAGE
APPLICATION MODULES

Business Strategy
Financial Management
Financial Accounting
Financial Reporting
Audit and Assurance

Taxation

ADVANCED STAGE

Technical Integration — Business Reporting
Technical Integration — Business Change
Case Study

Structured Training in Ethics (STE)

Your ACA qualification demands the highest ethical and professional standards. Drawing on the ICAEW’s
latest thinking for ethics, you will tackle questions of confidentiality, integrity, objectivity and independence.
The online, interactive programme is split into three stages; each one must be signed off by your organisation
before you apply for membership. The stages consist of interactive case studies and activities, and each
includes an end of stage activity to complete before the stage is signed off. For further information please read
the programme guidance notes available from: www.icaew.com/students.

Initial Professional Development (IPD)

IPD is designed to help you integrate your exam studies, work experience and the development of your
professional skills. There are two different paths for IPD, either your own organisation’s IPD scheme or the
ICAEW’S IPD scheme. Your organisation will advise you on which IPD scheme you will be following.
Completion of IPD is essential for membership of the ICAEW. Further details can be found on:
www.icaew.com/students.




The Examinations

Registration for student membership of ICAEW

Please note that registering on a BPP course does not register you as an ICAEW student member. You must
do this separately. Your Training Manager may do this for you or if you are an independent student, you can
do this online. You can register as an ACA student with a training contract/agreement or as an independent
student taking ACA examinations.

To register online with ICAEW go to the Student Registration Application Home Page at
www.icaew.com/students. Registration online will take approximately 5 minutes. You will need details of
your qualifications and ACA training contract/agreement students will need their Approved Training Office
number available from your Training Manager.

You will need to register as a student member of the ICAEW before registering for any examinations and if
you wish to apply for credit for prior learning.

Please note that for June exams you must register as a student member of ICAEW by 31 December of the
preceding year. For December exams you must register as a student member of the ICAEW by 15 August of
the same year.

Examinations

There are 2 types of examinations — computer based exams and paper based exams.

Computer Based Exams

Exams for Professional Stage Knowledge modules are computer based.

These are sat at BPP Jersey, last 1.5 hours and require a pass mark of 55%.

Dates for these are set to take place following the teaching of the Knowledge modules.

You will be entered to sit these exams subject to the successful completion of the teaching and course exams
for each module and approval by your Training Manager. You will however need to confirm timings with
Fiona Jackson on 711816 or email fionajackson@bpp.com.

Computer Based Exam Dates

Professional Stage Knowledge Modules - December 2009 Sitting

Module Taught Computer based exam Result
Principles of Tax 27 -31]July 24 - 28 Aug Online day
(KPT) 1 - 4 Sept (timings to be confirmed) after exam
Law (KL) 3-6Aug 24 - 28 Aug Online day
1 — 4 Sept (timings to be confirmed) after exam
Management 10 -14 Aug 24 - 28 Aug Online day
Information (KMI) 1 - 4 Sept (timings be confirmed) after exam

Professional Stage Knowledge Modules — June 2010 Sitting

Module Taught Computer based exam Result

Accounting (KAC) 7 —14 Sept 28 Sept — 2 Oct Online day after exam
5 —9 Oct (timings to be confirmed)

Assurance (KAS) 15-18 Sept | 28 Sept — 2 Oct Online day after exam
5 — 9 Oct (timings to be confirmed)

Principles of Tax (KPT) 2 -6 Nov 16 — 20 Nov (timings to be confirmed) Online day after exam




Paper Based Exams

Exams for Professional Stage Application Modules are paper based and are held in June and December.

These are set and marked by the ICAEW, they last 2.5 hours each and require a pass mark of 55%.

You will be entered for these exams by your Training Manager subject to the successful completion of

teaching and revision courses, course exams and mock exams for each module.

Paper Based Exam Dates

Professional Stage Application Modules — Dec 2009 Sitting

Module Taught Revision Exam Entry Date of Results
By Exam
Financial Management 14 - 18 Sept 16 — 20 Nov 5 Nov 7 -9 Dec 22 Jan
(AFM) 2010
Financial Reporting (AFR) 21 - 25 Sept 23 - 27 Nov 5 Nov 7 -9 Dec 22 Jan
2010
Tax (ATX) 28 Sept -2 30 Nov -4 5 Nov 7 -9 Dec 22 Jan
Oct Dec 2010
Professional Stage Application Modules — June 2010 Sitting
Module Taught Revision Exam Entry Date of Results
By Exam
Financial Accounting 7 -9 Dec 17 - 21 May 6 May 2010 7 June 2010 | 12 July 2010
(AFA) & 14 -17 Dec 2010 (tbo) (tbc)
Audit & Assurance 10-11Dec & 18 | 24 — 28 May 6 May 2010 7 June 2010 | 12 July 2010
(AAA) Dec 2010 (tbo) (tbc)
Tax (ATX) 5-9 April 31 May - 4 6 May 2010 7 June 2010 | 12 July 2010
June (tbc) (tbc)

Advanced Stage Modules

Advanced Stage exams are also paper based and are held in July and November.

Advanced Stage Technical papers last 3.5 hours each and require a pass mark of 50%.

The Case Study paper lasts 4 hours and requires a pass mark of 50%.

You will be entered for these exams by your Training Manager subject to the successful completion of
teaching and revision courses, course exams and mock exams for each module. You will be advised by the
ICAEW of the procedure for these exams.

Results

Computer Based Exam results are available online from ICAEW the day after the exam is taken.

Paper Based Exam results are released on the dates specified by the ICAEW. Full information on getting your
results is available from www.icaew.com/examresults.

The Examination Pass List and the Examination Credit List will be published on the ICAEW website. All
candidates who have registered with ICAEW will be able to view their own results from 17.00 on the day of
release. Students can also opt to receive their results by email or SMS text message which will be sent at 17.00

on the day of release.
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Work Experience

Learning in the working environment is the best way to ensure you understand what you are being taught,

enabling you to:

e develop professional scepticism

e increase your overall business knowledge
e understand the practical issues faced by a business

e understand key financial options and constraints of a business.

Therefore, gaining work experience is an integral part of training to become a chartered accountant. As your
knowledge and skills increase during your training, so will the range and depth of technical work experience.

During the course of your training, you are required to complete a minimum of 450 days of technical work

experience which is usually gained during your day-to-day working life. Itis intended to fit into your
programme of initial professional development (IPD) and structured training in ethics (STE). Students should
download the evidence of technical work experience log form in order to record and accumulate evidence of
their technical work experience through their ACA training. A list of examples of technical work experience is
given below, but please note that this list is not exhaustive. This experience must relate to at least one of the
six technical categories shown below.

Technical category

Common areas of activity

Examples

Accounting

Financial Accounting
Management Accounting

Recording financial transactions and
investigating and correcting errors in books of
accounts

Preparing management reports

Preparing financial statements including
consolidations

Applying relevant Financial Reporting Standards,
Companies Acts, Stock Exchange and other
requirements to financial statements

Preparing and reviewing budgets, comparison
against performance, profit and cash flow
forecasts

Designing and installing management accounting
information and control systems

Forensic accounting

Preparing accountant’s reports for small
companies (in lieu of audit reports)

Use of IT in any of the above

Audit/Assurance

Company Audit
Assurance assignments
Other external audit
Internal audit

Planning, controlling and recording
audit/assurance work

Assessing adequacy of accounting systems
Gathering and evaluation audit evidence
Evaluating and testing internal controls
Reviewing financial statements

Applying Auditing Standards and Guidelines
Compliance with regulatory body requirements
Drafting audit and similar reports

Use of IT in any of the above




Taxation Corporate tax compliance Analysis of income, expenditure and other
Personal tax compliance relevant data
PAYE, NIC, VAT Preparation of personal and corporate tax returns
Tax planning and advice and computations
Personal financial planning Preparation of returns and administration of
PAYE/NIC, VAT and other Excise duties
Communications with tax authorities
Other work to ensure compliance with statutory
tax obligations
Tax planning reviews
Back duty/in-depth investigations
Dealing with investments, pensions and trusts
Carrying out fiscal valuations
Use of IT in any of the above
Financial Treasury Evaluating investment proposals
Management Investment and financing Choosing and obtaining sources of finance
decisions Management of borrowings, cash and other
Business process change liquid resources
Resource management Debtor and creditor management
Company secretarial Formulating corporate structures and business
Corporate finance plans
Corporate advisory service Changing business processes and information
systems
Analysing and interpreting financial information
Preparing investigatory reports/circulars
Foreign exchange transactions
Non-fiscal valuations
Investigation and due diligence
Use of IT in any of the above
Insolvency Administration Preparing statements of affairs
Receivership Realisation of assets
Liquidation Proving debtors and creditors
Completing statutory returns
Meetings procedures
Use of IT in any of the above
Information Systems analysis Carrying out general controls and application
Technology Systems design and reviews
programming Changing business processes and information
Systems selection and systems
implementation Interrogations using Computer Aided Audit
IT support Techniques

Evaluating hardware and software
Security reviews

Disaster and contingency planning
Design of databases, networks and
communications links

Training of users and operators




How long it will take

Your training will last a minimum of three years but can extend to 5 years depending on your chosen entry
route to the ACA and your employer’s preferences for training. You are required to complete a minimum of
450 days technical work experience and both stages of the Institute exams (the Professional Stage and
Advanced Stage). This cannot be completed in a shorter period of time.

The ACA qualification is designed to be flexible. At Professional Stage, there is no “order of sitting rules”.
Exemptions are possible for all six Knowledge papers and two Application papers. If you have an accounting
or business related degree or a professional accountancy qualification, you may apply for credit against an
ICAEW exam module. To find out if credits are available, you can search the credit for prior learning
directory at www.icaew.com/students. “Open book” relevant standards are allowed for the Application

papers. Four attempts at each paper are allowed, depending upon your employer’s policy. At Advanced
Stage, Business Reporting and Business Change papers can be sat one at a time. The Case Study must be the
last paper sat and must be in the third year of study. You can sit the Case Study paper at the same times as
the Business Reporting and Business Change papers. Four attempts at each paper are allowed, depending
upon your employer’s policy. All Advanced Stage papers are fully “Open Book”.

How much it will cost?

If you are in an ACA training contract, your employer will pay you a salary and normally pay your tuition
and exam fees. Independent students will be responsible for paying their registration, tuition and exam fees.
However, not all employers cover the same costs.

The following fees are applicable in 2009 (and are subject to change without written notice)

Registration fee
Students in training contracts £165
Independent Students £165

Exams / Credit for prior learning

Professional stage (per module)

Knowledge modules £60
Application modules £80
AAT-ACA financial accounting top-up £80
Advanced stage (per module)

Technical integration modules £155
Case Study £240
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Why Choose BPP

BPP Professional Education Jersey has successfully met the Institute’s core principles of ACA tuition provider
accreditation and has been accredited as an ICAEW Partner in Learning.

Our Tutors

We also favour full time tutors who provide support outside the classroom and out of hours with contact
details provided for those urgent queries. All our tutors are passionate about student success and have a
genuine desire to help students pass their exams.

We also have the resources of BPP UK, including material, available to us.

The Team

Gary Millns—Managing Director— Jersey

Gary joined BPP in 1999 as Senior Lecturer on the Personal Effectiveness and Management Development
programme and became Managing Director in 2003. He has over 20 years international experience in Personnel,
Training and Staff Development gained from the Financial, Tourism and Hospitality sectors.

His particular skills include the delivery and implementation of bespoke In-House Management Development programmes and change
initiatives. He has extensive international experience working for several years as a Training Consultant in the Caribbean, developing
and implementing attitude based courses to improve customer service both at staff and managerial level. He also works with
organisations and individuals as their Corporate or Life Coach. Gary lectures on our ACCA, CAT & ICSA programmes and is an NVQ
Assessor.

Contact Details : 711811 e mail garvmillns@bpp.com

Louise Jordan— Accountancy Manager— Senior Lecturer

Louise moved to Jersey in 1998 having graduated from Dublin City University with a degree in Accounting and
Finance. She spent 4 years working in industry in Jersey and studying towards her ACCA qualification which she
completed in 2001.

Louise is Programme Manager on ATT and ACCA and lectures on the CAT programme, ATT, ICSA professional
scheme.

Qualifications: BA (Hons) Accounting and Finance
Member of the Association of Chartered Certified Accountants
April 2004 Associate Member of Corporate Treasurers - AMCT

Contact Details : 711807 e mail louiseiordan@bpp.com

Richard McCann -CAT Manager - Lecturer

Qualified in 2003 whilst working for a small firm of Chartered Accountants in Teeside. Moved to Jersey in November
- 2005 to work in the Accounts Preparation department of Royal Bank of Canada’s Trust Company. Joined BPP in June
2006 and lectures on ACCA and CAT programmes

Qualifications:BA (Hons) Accounting and Finance 2:1, ACA
Contact Details : 711809 e mail richardmccann@bpp.com
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Kleber Chapon—Financial Services Manager—Lecturer

Kléber has over 25 years of experience within the finance industry with Barclays and Standard Chartered Grindlays
where he was employed as a Senior Client Relationship Manager. He is both an Associate of the Chartered Institute of
Bankers and a Member of The Securities Institute.

Kléber is responsible for the delivery of Investment and Banking modules.

Contact Details : 711813 e mail kleberchapon@bpp.com

Richard Hardy-Bishop - ICSA Programme Manager

Richard joined BPP in July 2007 as ICSA Programme Manager. He teaches on the Certificate, Diploma and
Professional level programmes, as well as our ACCA programme and offer short courses on our essential business
skills programme.

Richard’s background has been in education and training. He joined us from Finalysys where he worked as a trainer
on their Trust & Company Software packages. Previous to this he was a teacher at Hautlieu School.

Richard gained his BSc from the University of Wolverhampton and has recently been studying for an MSc in Corporate Governance
which he gained with distinction from Bournemouth University. He is also a member of ICSA.

Lecturer — ICSA Certificate — Trust & Co Principles
ICSA Diploma - OTCA
ICSA Professional — Corporate Law, Corporate Governance

Contact Details : 711810 e mail richardhardvbishop@bpp.Com

Felicity Waggot, Tutor ACCA/CAT

Felicity joined Ernst & Young LLP after completing her ‘A’ levels. During her time with the firm enjoyed a diverse
professional life predominantly working in the Audit department, however also enjoyed an extended spell in the
Tax department dealing with a range of tax issues for a range of large trust/company structures.

Felicity joined BPP after completing her ACCA final exams, and teaches a broad range of subjects in the accounting
field.

Contact Details : 711810 e mail felicitywaggot@bpp.com

Tracey Bull- Operations Director

Tracey has worked at BPP since 1998, working on the ICSA Certificate and Diploma Offshore Finance project, teaching
IT and NVQs, and office management. Tracey is a Director of BPP CI Limited and Operations Director, looking after
the day to day office management.

Qualifications : NVQ Business Administration 3 and 4, Assessors/Verifiers Awards/Diploma Business Management
Theory & Practice and CIM Professional Diploma in Marketing.

Contact Details : 711802 e mail tracevibull@bpp.com

Fiona Jackson- ICAEW Customer Services Administrator

Fiona joined BPP in February 2009 but previously worked in education for many years in both teaching and customer
services administration and can therefore offer students and employers helpful and pertinent advice.
Qualifications : MA Hons in French & History, PGCE (Secondary) in Modern Languages, Trinity Cert TESOL

Contact Details : 711816 e mail fionaiackson@bpp.com
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Registration Procedure with BPP

Complete and send BPP Registration form (found in this pack) at least 2 weeks prior to the start of the course.
Joining instructions will be e-mailed to students and/or Training Managers upon of receipt of registration
form or confirmation of registration by the Training Manager.

Study material will be distributed to students on the first day of the course or can be collected by
arrangement.

Who to contact at BPP

Fiona Jackson

ICAEW Customer Services Administrator
Tel: 711816

Email fionajackson@bpp.com

Louise Jordan

ICAEW Programme Manager
Tel: 711807

Email louisejordan@bpp.com

Our Courses

Courses are structured to offer a pre-course phase, taught phase and revision phase. The pre-course phase
comprises general guidance on studying with us. In the taught phase, tutors will focus on blending the
technical material to commercial reality so that students are engaged and motivated whilst the syllabus is
covered in an effective and efficient manner. The revision phase aims to ensure students feel confident in the
knowledge and the skills they have obtained from the taught course so they can pass first time.

Quality Control

Feedback forms will be handed out to you at the end of each course. It is important that you complete these
so that we can identify any potential problems, and continually improve our service to you.

Any issues affecting the high quality standards set by BPP must be directed to:

Tracey Bull, Operations Director in our Jersey Office

Facilities

Facilities include:

e Air conditioned premises
e Toilets on each floor
e  We are open from 8am until 5.30pm

e Internet/computer room (Peter Street)
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Course Timings

You will receive details of course timings in your joining instructions. Please ensure you check on receipt, as
timings may differ for each course. All courses will also be posted on the notice board at the foot of the stairs
in Hilary Street on the morning of each course. Usually the training day is broken into sessions lasting 1 ¥4
hours, with short breaks and an hour for lunch (you need to make your own arrangements for lunch).

Occasionally courses may run on a weekend or bank holiday.

Study Leave

It is important that you notify your manager/ employer of all course and exam dates so that study leave can be
allocated, in accordance with your employers' training policy.

Emotional Support

Studying for professional examinations may bring on pressures you have not experienced before. Please feel
free to talk to us about anything that may affect your exam training.

Class Sizes

Class sizes vary, but are typically 15 — 40.

Course Venue

You will be given details of the course venue in your joining instructions. Most courses will be at our main
premises in Hilary Street or Peter Street (next to Light & Shade). Occasionally we may use alternative training
facilities nearby.

ACA Study Material

Study material will usually be available at the commencement of the introductory course, providing they have
been published. (For late registration, allow up to 10 working days for delivery).

There is no requirement to purchase additional material unless advised by the course tutor. You will need to
bring you with paper, pens and a non-programmable calculator (as necessary). You will be provided with a

file for each subject studied.

As a guideline, students can expect to receive the following material:

ACA

Study Manual

Question Bank

Course Companion

Notes

Passcards

Binder

Etests, Tests of Assumed Knowledge, Mock Exams,
Course Exams, Revision Notes, Past Papers

Case Workbooks (Advanced Stage)
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Terms and Conditions

1. Payment Terms
1.1 Full payment or authorisation to invoice an employer, must accompany the application form.

1.2 Full payment or authorisation to invoice an employer is required when any study materials
are ordered and prior to any materials being despatched.

1.3 Full payment or authorisation to invoice an employer for any online study tool is required
when ordered and prior to any log on details being supplied.

1.4 BPP Professional Education Ltd acts as agent for BPP Learning Media Ltd in collecting
payments for any study materials supplied under this Agreement.

1.5 Where BPP Professional Education Ltd has received authorisation to invoice employer the
following payment terms apply:

¢ Full payment is due within 30 days from the date of the invoice.

* Payment is due immediately if booking is made less than 30 days before the course start date.
e If BPP Professional Education Ltd fails to receive full payment of the invoice by the

course start date the customer may be refused entry to the course.

® BPP Professional Education Ltd and BPP Learning Media Ltd reserve the right to charge
late payment interest on any outstanding invoices, at a rate of 8% above the Bank of

England base rate.

® BPP Professional Education Ltd and BPP Learning Media Ltd reserve the right to recover
any reasonable debt collection costs in connection with this Agreement.

* The employer is liable for all unpaid invoices.

2. Study Materials
2.1 All study materials, including but not limited to Distance Learning Materials, CD Rom, i-

Learn CD Rom,i-Pass CD Rom,Audio Success CD,Revision/Assessment/Tool Kit, MCQ
Cards, Passcards, Question Banks, Review Exercises, Mock Exams (papers and suggested
solutions), Online Tests, Online Tutorials, Online Downloads and Study Texts are supplied
to the customer by BPP Learning Media Ltd.

2.2 Unless Clause 3.2 applies, BPP Learning Media Ltd will despatch study materials on receipt
of full payment or authorisation to invoice an employer in accordance with the following
delivery guidelines:

¢ UK: delivery within approximately 5-7 working days of despatch;

¢ Europe: delivery within approximately 6-8 working days of despatch; and

* Rest of the world: delivery within approximately 10-12 working days of despatch.

2,3 BPP Learning Media Ltd will refund the cost of study materials (less postage and
packaging) if returned by the customer to BPP Learning Media Ltd, 17 Fairway Drive,
Greenford, Middlesex, UB6 SPW within 14 days of receipt in a re-saleable condition (for
CDs this means with the security seal intact). Proof of postage must be obtained by the
customer and produced in the event of any query.

2.4 BPP Professional Education Ltd must be notified of any queries, complaints or short
deliveries within 14 days of receipt of study materials.

15



