Skillcheck for the AAT Education and Training Scheme








The Skillcheck at the end of this document is designed to help you decide the best starting point  for you to join the AAT Education and Training Scheme. Please read the following important information before attempting to complete the Skillcheck.








Guidance to applicants for AAT student registration 





The AAT Education and Training Scheme is open to anyone. There are no formal entry requirements to any of the three Stages: Foundation, Intermediate or Technician, however it is important that you have basic numeracy and literacy skills before you start the qualification. Competence in accounting depends on an ability to deal with figures and effective communication skills.





If you want to obtain the AAT qualification, you must decide where to start and what kind of training you need. Most students start at the Foundation Stage and then work their way up to the Intermediate Stage and finally the Technician Stage. This is the route which AAT advises for those who have no formal qualifications in accounting.


 


Alternatively, if you have work experience in an accounting job you may already be part of the way towards the full qualification and eligible to receive credit for what you can already do. Under these circumstances, you may prefer to start your training at a Stage beyond the Foundation Stage. 





If you consider that you need to take a course of training, this leaflet will help you decide which level is right for you.








You should:





Read this document and the Guide to the Education and Training Scheme which is available on www.aatglobal.org/ The Guide will tell you what is covered in each Stage of the qualification.


Work through the Foundation Stage and Intermediate Stage Skillcheck at the end of this document. This will help you to decide whether you need tuition and training to achieve the qualification or whether your experience at this level is so extensive that you simply need to seek accreditation of your existing skills. The Skillcheck will also show how your current or recent experience matches with the requirements of the qualification.


Discuss your plans with your employer (if you are working). It will help you if they support you in your training.


Correspond with staff at MCG for advice and guidance. MCG is an AAT Approved Assessment Centre (AAC) A list of other AACs is available on request from <studentservices@AAT.org.uk> 








Accreditation of Prior Learning





Depending on your qualifications and experience, you may be eligible for “accreditation of prior learning” or “APL”. This means obtaining credit towards the qualification for skills which you can already demonstrate. MCG will advise you if you can claim accreditation. We will need to see proof to support your claim which will involve the review and assessment of documentary evidence of competence in the workplace which you can collect in a portfolio. It is possible to complete the AAT Devolved Assessment requirements by this method but you will still need to take the Central Assessment examinations. If you already have a National Vocational Qualification (NVQ / SVQ) in Accounting or Administration, you may apply to AAT directly for accreditation of units, which are identical to those in the AAT qualification. You must supply them with documentary proof of your achievements.








Why seek accreditation?





It is important for you. It will provide formal confirmation and recognition of your existing skills and abilities, which will be helpful in terms of your career development.








How to gain accreditation





If you decide to seek accreditation, you should:


Register as an AAT Student.


Make arrangements to complete the relevant Devolved Assessment requirements through MCG or at any other AAT Approved Assessment Centre.


Take the necessary Central Assessment(s) at the next available opportunity. (ask MCG for details)








If you decide not to seek accreditation





Once you have completed the Skillcheck you can discuss with MCG whether or not to seek accreditation. If you believe that you are already competent at the Foundation Stage, but decide not to seek accreditation, you are entitled to start your training at the Intermediate Stage of the Scheme. Similarly, if you believe that you are competent at both the Foundation and / or Intermediate Stages, but decide not to seek accreditation, you may start your training at the Technician Stage.








Skillcheck: Foundation and Intermediate Stages





This Skillcheck is to help you:


match your work experience with the requirements of each Stage of the qualification


decide whether you need some training at the Foundation and / or Intermediate Stages to achieve the AAT qualification


decide whether to seek accreditation immediately without any further training.





You should however remember that:





This Skillcheck is only a guide to help you to start studying at the right level. It has no status and does not form part of your Assessment record. When completed, you should discuss the Skillcheck with your employer and MCG.


Assessment for each unit will not only involve tests of your practical skills but also of your knowledge and understanding of accounting principles and procedures.


Even if you have a lot of work experience, you may still need some additional training to ensure that you have the necessary knowledge and understanding to gain the qualification and succeed at the next Stage.








How to complete the Skillcheck





The Skillcheck asks whether you perform - or have ever performed - certain activities. Against each activity tick the heading that best describes your experience.








The next steps





In completing this Skillcheck, you will have made your own judgement about how often you have carried out an activity. You could say that you have applied your own standards. For example your idea of processing documents “frequently” might mean you do it once a day, whereas someone else might mean every five minutes or so.





This is why vocational qualifications like the AAT’s, which are accredited as NVQs and SVQs, contain details of exactly how an activity is carried out. These details are called national standards. So the next step towards achieving a qualification involves comparing your experience with the national standards. MCG will help you do this and will advise you what level of AAT course will meet your training needs.






































Skillcheck: Foundation Stage





QCA Reference�
�
Frequently�
Sometimes�
Never�
�
U1053208�
Recording income and receipts


Do you process and record sales invoices and credit notes and send statements to customers?


Do you bank receipts and record them in the cash book and ledgers?�



�
�
�
�
U1053209�
Making and recording payments


Do you process and record purchase invoices and


credit notes?


Do you prepare schedules of payments to employees and creditors and petty cash claimants?


Do you make and record payments in the cash book, petty cash book and ledgers?�
�
�
�
�
U1053210�
Preparing ledger balances and initial trial balance


Do you compare the bank statement with the cash book?


Do you balance ledger accounts and reconcile


control accounts?


Do you draft an initial trial balance?�
�
�
�
�
U1053211�
Supplying information for management control


Do you code and extract information relating to


income and expenditure?


Do you compare expected costs and income with actual?


Do you use word processing and spreadsheet packages? �
�
�
�
�
U1053212�
Working with computers


Do you input, store and output data?


Do you minimise risks to data by the use of passwords and backup copies and other security procedures?�
�
�
�
�
U1018571�
Contribute to the maintenance of a healthy, safe and productive working environment


Do you identify and report hazards and accidents in the work place?


Do you identify and report security risks in the workplace?�
�
�
�
�
U1053213�
Achieving personal effectiveness


Do you plan and organise your own work?


Do you establish and maintain working relationships with internal and external customers?


Do you maintain accounting files and records?�
�
�
�
�












Skillcheck: Intermediate Stage





QCA Reference�
�
Frequently�
Sometimes�
Never�
�
U1050488�
Maintaining financial records and preparing accounts


Do you maintain records and accounts relating to capital expenditure? This involves: 


Maintaining records of fixed assets


Calculating depreciation charges


Accounting for disposals


Do you collect and collate information for the preparation of final accounts?


Do you make the year end adjustments?


Do you prepare accounts from incomplete records?


Do you prepare the Extended Trial Balance?


Do you prepare final accounts of sole traders and partnerships?�
�
�
�
�
U1050489�
Recording and evaluating cost  and revenues


Do you record and analyse information relating to direct costs and revenues?


Do you record and analyse information relating to the allocation, apportionment and absorption of overhead costs?


Do you prepare and evaluate estimates of costs and revenues using marginal costing techniques and project appraisal methods?


Do you use a system of processing costing?�
�
�
�
�
U1050490�
Preparing reports and returns


Do you prepare management accounts?


Do you prepare returns for external agencies (for example, trade associations or government departments)?


Do you prepare statistical information and reports?


Do you gather VAT information from accounting records?


Do you prepare VAT returns?


Do you use spreadsheet packages?�
�
�
�
�
U1050491�
Working with Computers


Do you use computer systems and software?


Do you maintain the security of data by the use of passwords, back up copies and other security procedures? �
�
�
�
�
U1018571�
Contribute to the maintenance of a healthy, safe and productive  working environment 


Do you identify and report hazards and accidents in the workplace?


Do you identify and report security risks in the workplace?�
�
�
�
�
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